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	Performance Conversation File Note
Keep a copy. Store securely. This is a private record — not for distribution.



WHEN TO DOCUMENT
	Document when: the issue is recurring • it is a behaviour or safety concern • you have set a clear expectation or timeline • the person disputed the conversation • you sense it may escalate



FILE NOTE
	Conversation date:
	
	Time:
	

	Location:
	
	Employee name:
	

	Manager name:
	
	Others present:
	



What was discussed (use SBI — describe the situation, behaviour and impact observed):
	



Employee’s response (what did they say? Did they agree, dispute, or explain?):
	



What was agreed (specific actions, by whom, by when):
	



Follow-up date and method (in person / email / phone):
	



	Manager signature:
	Date:

	
	



FOLLOW-UP EMAIL TEMPLATE
	Subject: Follow-up on our conversation today  Hi [Name],  I wanted to follow up on the conversation we had today.  As discussed, we agreed that [specific action] will be completed by [date].  I’m available to chat further if you have any questions. Let’s check in on [follow-up date].  Thanks, [Your name]



	🔒  Store this document securely. It is a private personnel record. Do not share without HR or legal advice.
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