
     
     
     
     
     
     
     
     
     

     
     
     
     


EMPLOYEE COUNSELING





(Use as prescribed in USMA Reg 690-21)





DATA REQUIRED BY THE PRIVACY ACT OF 1974: AUTHORITY: Title 10, US Code, Section 4334 PRINCIPLE PURPOSE(S): Serves as a basic document for recording employee and


supervisory counseling pertaining to job performance, behavior, and time and attendance ROUTINE USES- Used by all levels of supervision and members of the Management-EmployeeRelations Staff


in recording advice and assistance rendered to employees and supervisors. Information from records is used to support corrective actions when indicated, and to substantiate that


basic information was provided the employee concerned. MANDATORY OR VOLUNTARY DISCLOSURE AND EFFECT ON INDIVIDUAL NOT PROVIDING INFORMATION: This information is


a voluntary disclosure and therefore would not result in loss of benefits if withheld.





This is a two-page form. Page 2 is the continuation sheet.





1.  NAME





2. SSN





3. POSITION &GRADE





4. ORGANIZATION





5. PHONE





6.  DATE





7. TYPE OF COUNSELING, BRIEF DESCRIPTION OF CONCERN, RESOLUTION / ACTION





8. COUNSELOR





9. DISPOSITION
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10. DATE





11. TYPE OF COUNSELING, BRIEF DESCRIPTION OF CONCERN, RESOLUTION / ACTION





12. COUNSELOR
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13. DISPOSITION








