
Supervisor’s Notebook 1 
 2 

Supervisor’s Name: _______________________________________________ 3 
 4 

Employee’s Name: __________________________ Booklet # _______ 5 
 6 

Appraisal Year: From __________ to __________ 7 
 8 
 9 

The purpose of this notebook is to create a timely record of activities and observations 10 
with respect to the performance of a particular employee. The supervisor should routinely 11 
make notes related to both positive and negative aspects of the employee’s performance.  12 
 13 

A completed note might appear as follows: 14 
 15 

Date: 2/4/2011  16 
 17 
Location:   24 Main Street Residence          Time:   4:45 a.m. 18 
 19 
Note: I was entered the home and discovered that Frank had not finished his overnight 20 
chores. When I entered, he was watching ESPN and reading the newspaper. He told me 21 
had had been working on the chores but was taking a break. He had not finished cleaning 22 
the kitchen nor the bathroom. The living room had not been vacuumed. Residents 23 
generally wake up about 5:15, so it would have been impossible for Frank to finish all his 24 
tasks before that time. AA, 2/4/11, 4:55 a.m. 25 
 26 

 Each booklet contains spaces for 18 notes. If you completely fill one booklet, 27 
print another, indicating at the top of the page that it is the second booklet, etc. 28 

 29 
 Write the employee’s name at the top of each page to provide proper 30 

identification if for some reason the pages become separated. 31 
 32 

 If the note is too long for the space provided, complete it on the reverse side, 33 
clearly indicating the number of the note to which it refers. 34 

 35 
The line numbers at the side of each page have been inserted to created a more certain 36 
location should the supervisor need to make reference to a particular note, or portion of a 37 
note. 38 

 39 
 40 
 41 

 42 
 43 
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