DEPARTMENT OF THE ARMY
HEADQUARTERS AND HEADQUARTERS COMPANY
16TH SPECIAL TROOPS BATTALION

UNIT 27503
APO AE 09139
REPLY TO
ATTENTION OF
AETS-SBH-CO R: 9 July 2012

18 August 2011

MEMORANDUM FOR Soldiers of the HHC, 16" Special Troops Battalion Personnel
SUBJECT: Command Policy Letter #7: Counseling
1. References:

a. FM 6-22, Army Leadership, 12 October 2006

b. DA 4856, Developmental counseling form, August 2010

c. DA 2166-8, NCO Evaluation Report, October 2011

d. NCOER Policy, AR 623-3, 5 June 2012

e. NCO counseling form DA 2166-8-1, October 2011

f. Effective writing for Army Leaders, DA PAM 600-67, 2 June 1986
1. General. Counseling is one of the most important tools a supervisor can use for their personnel
development. If done correctly, counseling provides guidance, states goals and objectives, and

provides both positive and negative feedback to soldiers. Finally, it gives the soldier a plan on how to
succeed.

2. Every HHC Soldier, whether officer or enlisted, will receive counseling from their direct
supervisor on at least a quarterly basis. Counseling will focus on conduct, goals, mission
accomplishment, as well as strengths and weaknesses. Supervisors must ensure to use the appropriate
forms, and follow the counseling timetable below:

a. Initial Within 30 days of arrival. Counseling should include expectations and duty
requirements, as well as outline section and company policies and procedures.

b. Performance and professional. At least once a quarter and once monthly for E-4 and below.
Performance and professional counseling should include, but is not limited to, the following:

(1) Job performance since last counseling session
(2) Guidance on what to sustain and/or what to improve upon.

(3) Personal and section goals for the next counseling period, as well as the soldier's
requirements/contributions.

¢. Disciplinary. As needed. Should be separate from all other counseling and must include
separation and UCMJ statement.
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3. Record Keeping. Each supervisor will maintain a counseling file for each subordinate that contains
the following, at a minimum:

a. Initial Counseling
b. Quarterly (monthly for E-4 and below) Professional Counseling
c. NCO Counseling Checklist/General Counseling Form (Rank Dependant)
d. Leader-book Data (see enclosure 1)
e. Disciplinary counseling
4. Every leader within HHC must develop a strong and aggressive counseling program for their

personnel. Our soldiers deserve clear, concise, and detailed counseling to help them develop
professionally, perform their jobs effectively, and become the best soldiers they can be.

5. The point of contact for this memorandum is the undersigned at DSN: 469-8029,
gerson.s.ramirez.mil@mail.mil.

S. RAMIR
CPT, LG
Commanding

Encl
Leaders book Index
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Leader’s Book Index

Encl 1

AREA

TAB

AREA

TAB

Leadership SOP and Policy Letters

Privacy Act Statement A1 Blue Book (Smart Bock) D1
NCO Creed A2 Policy Letters D2
NCO Career Development Module A3 Off Limits Establishments D3
NCO Duties and Responsibilities A4 Equal Opportunity AR 600-20 D4
Troop Leading Procedures A5 Unit History

Platoon Information Division History E1
Platoon MTO&E B1 Brigade/Battalion History E2
Platoon Member Duty Status Sheet B2 Campaign Participation Credit E3
Personnel Data Sheet B3 Decorations E4
Birthday Roster B4 Deployment
Platoon APFT: AT-A-GLANCE B5 Deployment Sequence (N-Hour) F1
Platoon Weapons: AT-A-GLANCE B6 PCI/PCC F2
Alert Roster B7 Deployment Packing List F3
Chain of Concern B8 Misc.
Next of Kin Contacts B9 Important Numbers G1
Sensitive ltem Roster B10 WLC Class Schedule G2
Loss Roster 30/60/90 B11 WLC Packing List G3
Vehicle Data B12 NBC/Fighting Positions Information G4
Load Plans B13 Army Song G5
Communication Equipment Status B14 Division Song | G6

Training Soldiers Creed ' G7

Command Training Guidance C1 Regimental Creed G8
METL/Mission Statement c2 Sergeant Morales/Audie Murphy History G9
Major Training Areas/Objectives C3 Sources of Information/GTA Cards G10
Battle Drills C4 Chain of Command G11
Risk Assessment Matrix C5 NCO Support Channel G12
Battalion Training Calender C6 Promotion Criteria G13
Company Training Calender c7 Army Values G14
Training Requirements C8
CTT Tracking C9
SGT Time Training Cc10




