2ND BN, MI VDF COUNSELING FORM

PART I – ADMINISTRATIVE DATA

Name (Last, First)               Rank/Grade        Date of Counseling
Organization                 Name and Title of Counselor

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

PART II – BACKGROUND INFORMATION

Purpose of counseling: (Counselor states the reason for the counseling, e.g. Attendance, Training, Course Completions, Performance at Events, etc., and includes the counselor’s facts and observations).

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

PART III – SUMMARY OF COUNSELING 

(Complete this section during or immediately after counseling.)

KEY POINTS OF DISCUSSION:


PLAN OF ACTION:

(Counselor outlines actions that the counseled individual is to accomplish, after the counseling session, to reach the agreed upon goal(s).  These actions are to be specific and include a specified time line for accomplishing the goal(s). 


SESSION CLOSING:

(The counselor summarizes the key points of the session and checks if the individual being counseled understands the plan of action.  The counseled individual agrees/disagrees and provides remarks, if he/she wishes.)


Signature of individual counseled: 


Date: 

Counselor responsibility: (Counselor’s responsibilities in implementing the plan of action.)


Signature of counselor: 


Date: 

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

PART IV – ASSESSMENT OF THE PLAN OF ACTION

(Does the plan of action appear to achieving the desired results?  Assessments are to be conducted on a quarterly basis until goal is reached.)

Counselor(Yes/No):_______       Individual counseled(Yes/No): ____

Date of assessment:

xxxxxxxxxxxxxxxxxxxxxxx End of Form xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

NOTES: 

Both the counselor and the individual counseled are to retain a record of the counseling report.

This form is to be destroyed upon: reassignment, separation or retirement.

Completed counseling form is to be retained in a company file by either the Unit Commander or the First Sergeant.

