Evidence File Template

Tips:
· Try to keep it in chronological order (first to last) 
· Add incidents to the table as soon as you can
· Keep this table private, unless it’s a trusted individual outside of the organization like your trade union rep or friends/family
· Don’t tell others you are documenting them
· Don’t “egg others on” which means do not set people up for events to document. Only document instances as they occur. 
· Keep your records factual and objective, even if you think it makes you look bad, add more context/notes to explain your side if you feel this is necessary.
· Don’t infer emotions or intentions – stick to the facts 
· Make regular copies of this file & back up to free cloud services (Google Drive, OneDrive, Dropbox, etc) 

Example Table
	When
	Who/Where
	What Happened
	Evidence

	15/03/2024
12:15
	Manager Sarah, office meeting room
	Told I wasn't promoted because "customers prefer dealing with people like them"
	Email follow-up from Sarah

	22/03/2024
10:30
	Team meeting, all staff present
	Made joke about my accent in front of colleagues
	Witness - Tom from IT heard it

	05/04/2024
15:00
	HR office, with Jane (HR)
	Complaint dismissed as "misunderstanding"
	Meeting notes I took immediately after

	18/04/2024
	Work WhatsApp group
	Excluded from team social event planning
	Screenshots of group chat

	25/04/2024
13:23
	Annual review, manager's office
	Lower rating given, cited "cultural fit" concerns
	Performance review document
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