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Best Practices for Documenting Employment
Events

Documentation is the written and retained record of employment events. Documentation is made up of
government and legally mandated elements, documents required by company policy and practice,
documents suggested by best Human Resources practices, and formal and informal recordkeeping
about employment events.

Use of Documentation

Documentation of critical incidents, whether positive or negative, is recommended so that managers have a
record of employee performance spanning a period of time.

Documentation also spans other work forms, including procedures, work instructions, and computer software
instructions, to name a few, but for purposes of the Human Resources function, these are the common uses of
documentation.

Tips to Effective Documenting

1.

2.
3.

Stick to the facts:
o Words such as ‘I think” or “seems to” don’t belong in documentation.
Avoid discriminatory statements
Be honest:
o Never re-create reality or backdate documentation. It's better to have to offer clarification than to
be found to be a liar.
Edit your work:
o Think about how the words will sound not only to the employee, but to their lawyer and to
government entities like the EEOC.
o lIs the information clear and succinct? Is there enough information, or too much detail?
Provide the context:
o Provide a copy of the company policy being violated.
Be consistent

What to Document

At the pre-hire stage, you should document, at a minimum, the following:

Loss Control Bulletin: Protecting Your Organization Through Documentation

A list of all interviewers, their job titles, and their qualifications/ experience as interviewers;
A detailed summary of the company’s interview training;
All relevant information regarding each vacant position, including job title, position description, former
occupants, and job location; and
All relevant information regarding each applicant, including:
o information obtained via interviews, resumes, applications, and background checks;
o reasons why the company chose the successful candidate and rejected others;
o lists of questions that the company asked each applicant;
o interviewers’ notes; and
o comments from all interviews.

Page 1 of 3



AlG

Throughout the employment relationship, most employers retain at least the following items
in an employee’s personnel file:

A signed job application and resume;
Any employment contracts;
Performance appraisals;

Wage payment notice forms;

Signed handbook/policy manual acknowledgment forms;
Work history records;
Attendance/leave of absence records;
Disciplinary memos;

W-4 forms;

Insurance forms;

Transfer request forms;

Job refusal forms; and

Any exit interview forms.

I-9 forms also should be retained. These are best kept separate in an I-9 file for allemployees.
Documenting Discipline

Rule Violations:

Is there a rule?

Does the employee have notice?

Is the rule uniformly enforced?

Do you have all the facts?

Examples:

Offensive conduct

Discriminatory or harassing behavior
Stealing or misappropriating public funds
Misuse of prescription drugs while on duty
Unexcused tardiness

Misused or falsified sick leave

Texting on Clerk’s time

Violation of any lawful or official regulation or order

0O o0 o0oo0oo0OO0O0

Poor Performance

e What is the performance standard?
Does the employee know the standard?
Is there uniform enforcement of the standard?
Have you addressed deficiencies or problems? In writing?
Have you provided assistance?
Examples:

o Mistakes

o Incomplete work
o Inattention to detail
O
O

Inconsiderate
Insubordination
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Steps to Follow When Creating a Disciplinary Memo/Written Warning Procedure

Evaluate objectives, facts and risks surrounding disciplinary action

Narrow potential options to remedy issue

In the memo, explain the deficiencies and provide an adequate time table for remedy
Enlist Human Resources and Legal, if necessary

Give employee memo and explain in detail on how to correct the issue. Make sure to
document this meeting!

Generate a paper trail of ongoing personnel issues
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Why Document at All?

Documenting provides proof that employee was aware of the problems, but did not improve. If
discipline or any action taken not in writing — it never happened. Leaving a paper trail can also
refresh your recollection when following up with an employee or a situation. Furthermore, if an
issue leads to litigation, having thorough documentation helps bolster your case.

The information, suggestions and recommendations contained herein are for general informational purposes only. This information
has been compiled from sources believed to be reliable. Risk Consulting Services do not address every possible loss potential, law,
rule, regulation, practice or procedure. No warranty, guarantee, or representation, either expressed or implied, is made as to the
correctness or sufficiency of any such service. Reliance upon, or compliance with, any recommendation in no way guarantees any
result, including without limitation the fulfillment of your obligations under your insurance policy or as may otherwise be required by
any laws, rules or regulations. No responsibility is assumed for the discovery and/or elimination of any hazards that could cause
accidents, injury or damage. The information contained herein should not be construed as financial, accounting, tax or legal advice
and does not create an attorney-client relationship.

This document is not intended to replace any recommendations from your equipment manufacturers. If you are unsure about any
particular testing or maintenance procedure, please contact the manufacturer or your equipment service representative.

American International Group, Inc. (AIG) is a leading global insurance organization. AIG member companies provide a wide range
of property casualty insurance, life insurance, retirement solutions, and other financial services to customers in more than 80
countries and jurisdictions. These diverse offerings include products and services that help businesses and individuals protect their
assets, manage risks and provide for retirement security. AIG common stock is listed on the New York Stock Exchange. Additional
information about AIG can be found at www.aig.com | YouTube: www.youtube.com/aig | Twitter: @AIGinsurance
www.twitter.com/AlGinsurance | LinkedIn: www.linkedin.com/company/aig. These references with additional information about AIG
have been provided as a convenience, and the information contained on such websites is not incorporated by reference into this
document.

AlG is the marketing name for the worldwide property-casualty, life and retirement, and general insurance operations of American
International Group, Inc. For additional information, please visit our website at www.aig.com. All products and services are written or
provided by subsidiaries or affiliates of American International Group, Inc. Products or services may not be available in all countries
and jurisdictions, and coverage is subject to underwriting requirements and actual policy language. Non-insurance products and
services may be provided by independent third parties. Certain property-casualty coverages may be provided by a surplus lines
insurer. Surplus lines insurers do not generally participate in state guaranty funds, and insureds are therefore not protected by such
funds.

© American International Group, Inc. All rights reserved.
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