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CONTROLLED UNCLASSIFIED INFORMATION
PRIVACY SENSITIVE
SUPERVISOR CHECKLIST
Before Mid-Term Counseling Steps
Schedule the Session:
- Select location with limited distractions                           - Set aside 30 minutes for session
- Schedule 1 week in advance                                    - Inform the Sailor of the time and location
Review the Record and Confirm Expectations:
- Review the Sailor's record, self-appraisal, job responsibilities, and career milestones
Determine Development and Training Opportunities:
- What opportunities exist for the Sailor?                           - When should he or she pursue it?
- What would be most helpful for the Sailor? 
Self Reflection:
- How are you facilitating or impeding the Sailor's progress?         - What can you do differently?
Plan Talking Points and Questions:
- Have a plan with discussion points                                    - Note strengths and opportunities for improvement
During Mid-Term Counseling Steps
Introduction:
- Remove distractions
Engagement:
- Re-iterate the purpose of the meeting                  - Ask the Sailor to begin with a recap of the performance period
Diving Deeper:
- Ask powerful questions                                    - Make sure the Sailor is doing the majority of the talking
Feedback:
- Provide specific examples of any feedback you give         - Focus on performance not personality
- Focus on his or her strengths and areas of development
Ending the Session:
- Ask the Sailor what you can do for them                                    - Agree on the plan moving forward
- Remind Sailor you are available outside of formal counseling sessions         - Conclude on a positive note
SERVICE MEMBER CHECKLIST
Before Mid-Term Counseling Steps
Complete Self Appraisal and NAVPERS 1610/19 Military Individual Development Plan:
- Identify short- and long-term goals                           - Make sure to accurately capture your performance to date
- Identify strengths and opportunities for improvement         - Identify resources that will help you perform at your best
Gather Additional Documentation:
- Gather any additional documentation that you feel will help capture your accomplishments
Self Reflection:
- Ask yourself, how often did you do your best?                  - How often did you ask for help?
- What would you do differently?
Plan Talking Points and Questions:
- Draft a rough outline of points you would like to discuss
Have an Open Mind:
- Prepare for positive and constructive feedback
During Mid-Term Counseling Steps
Introduction:
- Double-check location and time                  - Remove personal distractions 
Engagement:
- Recap your performance since the last performance counseling
Diving Deeper:
- Take time to think about the questions being asked and answer honestly         - Be prepared to do most of the talking
- Look for solutions to the questions being asked
Feedback:
- Listen to specific feedback and be curious about what is being said         - Ask for clarification on feedback and ways to improve your work
Ending the Session:
- Tell the supervisor what he or she can do to help you succeed                  - Clarify what follow-up items need to be completed
- Agree on the plan moving forward
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