Final Evaluation Instructions 
Performance Counseling (excerpted from the NROTC Administration Manual)

(1) Purpose. This paragraph provides the information needed to conduct performance counseling. It includes suggestions for conducting the counseling sessions and requirements that need to be met. These counseling suggestions were developed through research into navy leadership tests, counseling handbooks of other services, and civilian tests on performance counseling. The suggestions are offered not as a "cookbook," but in the belief that midshipmen can profit from the experience of others.

(2) Counseling Policies. Planned and scheduled counseling is a major focus of the midshipman's performance evaluation system. Counseling shall be performed at the midpoint of each evaluation cycle ("midterm counseling"), and when the evaluation report is signed. The purpose of performance counseling is to encourage personal development and improve communication among all members within the Battalion. It should be a frank, open discussion of individual performance, with reference to the six performance traits on the evaluation report form.

(3) Selection of the Counselor. The counselor for all midshipmen will be their Primary grader. The Primary grader will use the midshipman's evaluation form in the counseling session. There is a spot on all six Performance Trait blocks for midterm counseling.

(4) Counseling Worksheet. Counseling will be done using the standard evaluation report form as an aid.

(a) Using the worksheet as a mid-term counseling aid. Counseling worksheets need to be typed. Performance elements should be discussed as they relate to the six performance traits and subcategories on the form. Be careful not to make promises or guarantees to the midshipman regarding what the marks or recommendations will be at the end of the evaluation period.

(b) Maintaining a record of the counseling session. At the completion of the counseling session, the form should be placed in the Student Performance File. When completing the next evaluation report, make sure to type the date the counseling took place in block 12 and type the Officer/Instructor name in block 13. The midshipman should be reminded to sign in block 14 at the same time they are reviewing and signing the evaluation.

(5) Counseling Schedule. Midshipmen will be counseled as close to the middle of the evaluation period as possible. Counseling may actually be provided earlier or later than the exact middle of the reporting period, but it may not be omitted or unduly delayed. Individual unit counseling should be set by the PNS.

(6) Counseling Objectives. Counseling should motivate performance improvement. There are five major objectives to accomplish during the counseling session:

(a) Identify the midshipman's important strengths and shortcomings. A fair, accurate, and realistic assessment of the midshipman's performance is crucial to the counseling process.

(b) Address specific performance problems, concentrating on ways to develop growth in these areas. Also address the midshipman's strengths, and encourage his/her further development. Point out ways to improve, but do not dwell on unimportant faults in the belief that criticism is essential to counseling.

(c) Help the midshipman re-evaluate his/her goals. Ensure that the goals are challenging but realistic and attainable for the midshipman.

(d) Ensure the midshipman has a clear understanding of his/her performance and acknowledges the areas that he/she needs to work on and those that he/she is clearly doing well in. 

(e) Review what is expected of the midshipman before the next counseling session or fitness report. Make sure he/she understands your expectations.

(7) Preparing for the Counseling Session. Performance counseling can be stressful for both the counselor and the midshipman. Stress can be lessened if both the counselor and the midshipman prepare for productive session.

(a) Counselor

1. Determine the best time for the session and give the midshipman advance notice so he/she can prepare for the session.

2. Gather information and relevant materials. Address the "three P's-- Praise, Performance, and Problems"

3. Plan what you are going to go over in the meeting. Remember the objective should be to achieve growth in performance in the midshipman.

(b) Midshipman

1. Complete a personal self-appraisal and gather relevant information related to your performance.

(8) Suggestions for Conducting the Counseling Session. The task of the counselor is to direct and focus the performance of the midshipman and to develop his/her professional and military expertise. Before midshipmen can improve they must know how well they are currently performing and what is expected of them. The counseling process should be a dynamic relationship where the midshipman feels free to discuss issues for the purpose of obtaining direction and assistance. The counselor should discuss strengths and performance accomplishments and as appropriate address elements requiring further development.
Two types of evaluators, Primary evaluators and Secondary evaluators, are used to perform counseling.  
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NOTE:  The Company Advisor will be the final evaluator for all Midshipman Evals.  The final evaluator for all Battalion Staff will be the Company Advisor for the company from which the Midshipman originated before being assigned to Battalion Staff.  As the Battalion Advisor, the MOI will provide input to the Company Advisors on the performance of the Battalion Staff in their duties.

Both primary and secondary graders counsel their followers on this form.  
For final Evaluations complete Blocks 1-4, 6, 10a-b, 11-14, 15-20, AS WELL AS blocks 5, 7-9, and 23-24 (Note blocks 1-24 will be completed except blocks 12, 21, 22.  Write N/A in block 12).  

Block 1 Name: Enter name of person being evaluated in Last Name, First Name MI format EX: Smith, John K.  

Block 2 Class Year: Enter class of midshipman, OC, or MECEP: ex MIDN 1/C, MIDN 2/C, MIDN 3/C, MIDN 4/C, SGT, PO3 
Block 3 Company-Platoon-Squad: Enter the company, platoon, and squad to which the person being evaluated is assigned.  Use the following Format: A-A1-1st Squad.  If for some reason someone is not in a squad or platoon list N/A. 

EX1: Alpha Company CO would write A-N/A-N/A

EX2: Bravo Company CPO would write B-N/A-N/A

EX3: Charlie Company PL would write C-1-N/A 

EX4: Alpha Company 1ST platoon 1st squad leader would write A-1-1

Block 4 Occasion for report:  Check whether the report is being conducted during the fall, spring, or other time period.  

Block 5 Date of Report: Enter the date the term ended (this will be the last day of classes) in the DD MMM YYYY format.  Example: Semester ended December 19, 2005, so one will enter 03 MAY 2006
Block 6 Type of report: Check regular if the report is a regular report or special if the report is a special report.  (Mid-term evaluations are considered regular reports). A regular report is anything done at the end of a term, so a mid-term evaluation is a regular report.  A special report, not to be confused with a mid-term report, is anything conducted before the end of a term. An example of a special report would be an adverse report submitted on a MIDN for relief of duties
Block 7a PRT/PFT Date: Enter in the PFT or PRT scores and the date the PFT or PRT was given.  Example: Excellent Low 25 OCT 2005 

Block 7b Height weight standards: Check WS if individual is within standards, check NS if not within standards. 

Block 8 Sail Qualification:  The options are A B or None.  Check the appropriate box. 

Block 9 Swim Qualification:  The options are 1st class, 2nd class, 3rd class or NONE.  Check what class swimmer the midshipman is and then enter the date swim qualification was held.  Example: 1st class   26 SEP 2005

Block 10a Duties assigned:  Enter in any leadership positions with Naval Battalion person being evaluated holds at time of evaluation.  If person does not hold a leadership position, write None Example: Battalion S-3 or Squad Leader, 1st Squad, 1st Platoon, Bravo Company etc…

Block 10b Major: Enter in person’s academic major. Example: Chemistry 

Block 11 Honors or Awards:   List any NROTC the person has received this semester.  Example: Captain’s Select List
Block 12 Date completed:  Enter the date from the mid-term evaluation. Format DD MMM YYYY
Block 13 Signature of Counselor: Blank.  

Block 14 Signature of Individual Counseled: Blank.  

Blocks 15-20: These blocks are where the individual’s performance traits are rated on a 1.0 to 5.0 scale. There are four boxes stacked in a triangle, three boxes on a bottom row, and the fourth box centered on top, and they are listed underneath each performance category.  (See examples for more clarification). Primary evaluators will mark the left most box on the bottom of the triangle of boxes, and the secondary graders will mark the middle box of the four.  The top box is left filled in from the mid-term evaluation. The right box is left for the class advisor. The 3.0 grade represents performance to full NROTC standards. The 5.0 grade is reserved for performance that is far above standards, and is notable for its exemplary or leadership quality. The 1.0 grade means generally poor performance that is not improving, or unsatisfactory performance with respect to a single standard. For the majority of midshipmen, most trait grades should range in the 2.0 to 4.0 range. The primary and secondary graders should have similar ratings of the individual.  Slight differences are acceptable, however if there are major discrepancies these should be settled between the two graders before the individual signs the evaluation.  Major discrepancies are considered more than two points different in a single category.
Block 21 Growth Potential: Leave Blank, this is the Advisor’s Evaluation
Block 22 Billet Recommendation: Leave Blank, this is the Advisor’s Recommendation

Block 23 Comments on Performance (Primary Grader): Here the primary grader writes brief, specific comments on the counseled individual’s performance.  Comments should note improvement in any areas of past weaknesses or a declination of performance.  Type name in MIDN rank Last, FI.MI.in grey box in lower right corner of box 23. EX: MIDN 2/C Mexico, R. J. 

Block 24 Comments on Performance (Secondary Grader): Here the secondary grader writes brief, specific comments on the counseled individual’s performance.  Comments should note improvement in any areas of past weaknesses or a declination of performance.  Type Name MIDN rank, Last, FI. MI. in grey box in lower right corner of box 23.  Ex: MIDN 1/C Smith, J.K. 

For Final Evaluations the primary grader is to fill out evaluation, save this file and send it to the secondary grader.  The secondary grader then fills out his or her portion of the evaluation, saves and sends it to the primary grader.  The primary grader then counsels the individual, and has him or her sign Block 14.  
The counseled individual’s Advisor will fill in the rest of the boxes.
Overall instructions

The Primary grader will fill out all necessary blocks with the exception of block 24. By the stated deadline, the primary grader will electronically send the document to the secondary grader. The secondary grader will review the evaluation and add his/her comments in block 24. By the stated deadline, the secondary grader will send the document electronically back to the primary grader. The primary grader will conduct counseling with the person evaluated. The primary grader will at that time send the file to the company CO through the PC. The company CO will split all of the evaluations into folders based on class. The company commanders will forward all of the evaluations to the battalion adjutant. He/she will compile all of the evaluations into folders based on class and send the files to the advisors.
Deadlines

· 12 Apr: Primary Grading Done

· 17 Apr: Secondary Grading Done

· 26 Apr: Counseled and back to COs through PCs

· 30 Apr: Send to Adjutant

Naming Convention
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1C represents First Class.
