  NCOER Counseling Quick Reference Guide  
NCOER and Counseling purpose: To strengthen the NCO Corps, improve performance and professional development. Also to: Influence school selections, promotions, assignments, and for the Qualitative Management Process. 
Rules of NCOER Counseling 
· Mandatory for all NCOs Corporal thru CSM (note: Corporals must be counseled but do not receive an NCOER). 
· Face to face performance counseling. 
· Use the NCOER Counseling and Support Form (DA Form 2166-8-1), and DA Form 4856.
· NCOs must receive initial counseling within 30 days of assignment to the unit.
· Counseling is conducted at least quarterly after the initial counseling.
NCOER Counseling Phases
· Identify the need for counseling (initial or quarterly). 

· Prepare for counseling. 

· Conduct the counseling session. 

· Follow up (after the counseling session).
Counseling Preparation Checklist
􀁺 Notify your NCO(s) of the tentative counseling date (should be at least one week in advance).
􀁺 Update the Rating Chain. 
􀁺 Prepare the NCOER Counseling and Support Form (DA Form 2166-8-1).
􀁺 Familiarize yourself with the values/responsibilities and relate them to the duty position. 
􀁺 Determine what your “success” and “excellence” rating requirements are.
􀁺 Prepare notes for counseling. 
􀁺 Review counseling tips in FM 6-22, Appendix B. 

􀁺 Scheduled the date/time for the counseling session and notify the rated NCO (should be at

    least two days in advance). 
The Counseling Session
· Ensure the rated NCO knows rating chain.
· Discuss the duty description (DA Form 2166-8-1 part III). 
· Discuss values/responsibilities (DA Form 2166-8-1 part IV). 
· Discuss your standards for success and excellence (Give specific examples). 
· Allow the rated NCO to make suggestions and ask questions.
After the Counseling Session  
· Record the counseling date on the DA Form 2166-8-1 part II.
· Get the initials of the rated NCO on the DA Form 2166-8-1 part II.
· Save the Counseling and Support Form (DA Form 2166-8-1) for the next counseling session.

· Give the rated NCO a copy of all counseling documentation.
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