
SUPERVISOR PERFORMANCE LOG INSTRUCTIONS 
 

 
1. Supervisors will keep a continuous performance log of all employee’s they supervise.  

(This is not intended to be a daily log – only to record outstanding performance, trainings or counseling incidents) 

 

2. Quarterly - Managing supervisors will verify immediate supervisor’s logs are current.  

 

3. Annually (by December 15) - Supervisors will submit employee’s supervisor logs to Human Resource office with an annual appraisal form. 

 The logs will be placed in a protected file in HR office 

 The performance appraisal form will be included in employee personnel file. 

 

4. Beginning of each calendar year - Human Resource office will prepare new Supervisor Logs for each employee and provide those to the supervisors 

for the next annual review period. 

 

 
RECOMMENDATION’S WHEN COMPLETING A PERFORMANCE LOG 

 

 This tool is to assess employees fairly and help them do their jobs better, pinpoint areas for improvement, acknowledge related trainings, etc. 

 Performance records should be timely and relevant and show consistency. 

 

 Counseling incidents need to be recorded and discussed with employee immediately. 

 

Counseling meetings should include the following in your discussion with the employee: 

1. Record current performance problem and expectations in detail which may include performance, behavior, attitude, and/or other.   

                                               Keep it factual and relevant; do not record your opinion.  

2. Discuss potential cause of the problem with employee and record. 

3. Discuss possible solution to the problem with employee and record. 

4. Record course of action and follow up. 

  

 Corrective action incidents must be addressed in a timely manner and reviewed through HR and County Attorney before taking the action: 
1. Contact Human Resource office for a separate Corrective Action form. 

2. Record in detail the current performance problem and complete in detail all fields on the form. 

3. All disciplinary actions must be submitted to the Human Resource office upon completion of the Employee Corrective Action Form. 

 


