Formatting of Midterm Counseling


INFO SECTION
	Box
	Format of Content

	1
	Name: Last, First Middle Initial Suffix (Ex. DOE, JOHN A JR)

	2
	Choose class, OC, or MECEP from pull down menu.

	3
	Choose applicable section or other option from pull down menu

	4
	Check box of semester, either fall or spring

	5
	Date form is DUE. Use format Year Month Day (Ex. 2010 MARCH 03)

	6
	Type MIDTERM. The Regular box will almost always be checked.

	7a
	Enter date of PRT in YEAR MONTH DAY format (Ex. 2006 AUG 11)
PRT and PFT scores should be written with a decimal point
(Ex. 260.0)
Choose Average PRT Performance Category from pull down menu.

	7b
	Almost everyone will be WS for weight (meaning they have passed the weight standard or were taped and passed BCA). Type height and weight 
(Ex. 40” / 500 lb)

	8
	Everyone is Mate A sail qualified during the month and year of their O-Week. If sail training was NOT done during O-Week then “NONE” should be marked and N/A should be written in the date field.

	9
	Swim qualifications vary and should be checked with your chain of command and verified with the person being evaluated. The date will usually be the month and year of the individual’s O-Week. If swim qualifications were received at another time then the individual should know when they got them. 

	10a
	Duties Assigned should list all billets and collateral duties (i.e. PTI). If a MIDN is N6 or PAO then it should be noted here as their duty. If no billet, type “MIR” in box.

	10b
	Current Major or Undecided

	11
	Only used for final counselings. Leave blank.

	12
	Day the counseling is DUE in same format as box 5.

	
	


	13
	Primary evaluator signs name, then prints name below with rank
Ex.   John Doe
      MIDN 3/c John Doe

	14
	Signature ONLY of midshipman counseled  ( Ex. Jane Doe )




PERFORMANCE TRAITS
	Box
	Format of Content

	15-20
	There are only primary graders for midterm counselings. The “Midterm” box in the leftmost column should be checked for each trait. Only the top row is used for evaluation--the bottom row is for final counseling. NOB (not observed) should never be marked.

	21
	Overall performance should be the average of the graders rankings. Remember: if a decimal is .5 or above you round up; .4 or below you round down. The first box is used for the primary grader, so check this for midterm counseling.

	22
	Billet recommendations are only used only for Final Counseling. For midterm counseling this area should be marked N/A.



COMMENTS
	Box
	Format of Content

	23
	The comment box should begin with a short sentence about the overall performance of the midshipman being evaluated. Below this sentence, positive and negative comments should be made in paragraph form. These should include areas the midshipman performs well in and areas the midshipman can improve in. Be sure to be thorough. 

There should be one space under the comments followed by the evaluator’s grade, name and billet (Ex. MIDN 1/C JEFFERSON, SECTION LEADER). In the space above the grader’s name and billet, the grader should sign and date in YEAR MONTH DAY format 
[bookmark: _GoBack](Ex. Thomas Jefferson  2010 APR 13)

	24
	Box 24 should be empty for midterm counselings. 

	25-28
	Boxes 25-28 should be left blank. They are only used by the YGA for final counseling.



