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Retention Checklist





For Supervisors of First Term Airmen





To cultivate a supportive, trusting, open supervisor/subordinate relationship:


□ Start by Explaining YOUR Supervisory Responsibilities First:  





       - Per AFI 36-2618, Enlisted Force Structure (Para 4.1.1., pg 7), NCOs Must:   


          Consider the professional development of their subordinates as a primary 


          responsibility.  Providing career counseling to the subordinates on benefits, 


          entitlements, and opportunities available in an AF career.  Counseling occurs 


          in conjunction with performance feedback counseling or when an individual 


          comes up for quality review under the Selective Reenlistment Program.  


          Review with each individual the AF Benefits Fact Sheet, and provide each 


          individual a copy at the end of the counseling session. 





       - Effectively use the “Retention Triad” (Performance Feedback, Mentoring, 


         Career Counseling), to positively influence career decisions; explain essence of 


         each “Leg of the Triad”:


          - - Performance Feedback: Focuses on the job at hand and how well the  


               ratee is doing meeting standards and expectations


          - - Mentoring:  Focuses on the professional development of subordinates as


               “future leaders”


          - - Career Counseling: Providing factual, up-to-date information so that your troop  


               can make wise choices/sound decisions about their future with the USAF and the  


              Total Air Force Team





 □ Explain the Supervisor’s Roles in the Career Counseling Process:





    - Through the effective use of tools, resources, and information, determine your troop’s   


        desires, goals, and expectations, then find ways to help him/her achieve them


      - “Qualify the Prospect” (get to know your troop) by using “open-ended/open-probe” questions


      - “Peel Back the Onion” to reveal root causes of concerns/issues, objections to reenlistment


      - Career counsel using either the “Direct” or “Indirect” approach; both are very effective and each  


        have their advantages and disadvantages 


      - Provide information on today’s Air Force career opportunities and military benefits


      - Stay informed/current on what’s happening in today’s AF Retention Climate, National Defense  


        Authorization Act, DoD and AF Senior Leader’s direction and focus for the Force 


      - Know your limitations; make appropriate referrals to wing Subject Matter Experts (SMEs)


      - Promote the Total Air Force Team concept (AD, ARC, DoD Civilians, Ambassadors in Blue)





      





 








□ Ensure You Have All the “Right Stuff” in Your “Retention Toolkit”:


     - "Conducting Effective Career Counseling" Seminar and Handouts


      - 86 AW/CCCA’s “Supervisor's Record of Career Counseling and Career Intent Forms”


      - Supervisor's Retention Toolkit Website Directory (AFPC/Minot CAA)


      - "Navigating Web-based Retention Tools" Mini-Retention Toolkit Seminar


      - 86 AW/CCCA’s “Reenlistment Ceremony Planning Guide”


      - 86 AW/CCCA’s “Supervisor's Career Counseling Card (Helpful Hints)”


      - Airman’s Biography Worksheet (….CAA)


      - “Must Know Dates” (Ellsworth CAA)


      - “Civilian Salary Requirements Worksheet” (Hickam CAA)


      - Hometown News Releases, “Good News” templates


      - AFPC’s “Retrieval Applications Website (RAW)”; 86 AW/CCCA’s User Instructions


      - AFPC’s “Interactive Demographic Analysis System (IDEAS)”; 86 AW/CCCA’s Instructions


      - “Key Personnel Listing” of wing Subject Matter Experts (MPF, FSC, Education Office, 


        Health Care Advisor, Finance, First Sergeant, Commander, Command Chief, CAA..)                 


      - AFPC’s Career Corner, Assignment Management System (AMS), “eVector”


      - Others, as provided 


□ Ensure You Cover Information First Term Airmen Need to Know:


                             First Duty Station, First Term Airmen Center, Mission/Where They Fit In, Career Development 


    reer                       Career      Progression/Milestones, Off-Duty Education and Employment, Personnel Programs and 


                                                  Policies (Assignment--Overseas, Join Spouse, CONUS-to-CONUS, Swaps, BOPs), Initial


                                                  Enlistment Bonus (IEB) Program, Selective Reenlistment Program (SRP), Career Job 


                                                  Reservations (CJRs), Retraining Programs (non-CAREERS and CAREERS—Career Airman 


                                                  Reenlistment and Reservation System), Special Duty Assignments, Selective Reenlistment 


                                                  Bonus (SRB) Program, Service Retainability, AF Reenlistment and Extension of Enlistment 


      Policies, Date Eligible to Return from Overseas (DEROS) Forecasting, Enlisted Quarterly 


      Assignments Listing (EQUAL), Enlisted Evaluation System), Education and Commissioning 


      Programs (SOAR, LEAD), Air Reserve Component (Air National Guard and Air Force 


      Reserve), DoD Civilian Job Opportunities, AF Benefits Fact Sheet, Dormitory Living for 


      Unaccompanied Airmen, registering to use AFPC’s Assignment Management System (AMS) 


      and  “eVector,” and other relevant FTA information.





□ Encourage Your First Term Airman To:  


   - Engage in “Self-Help” by utilizing all available tools, information, and resources and not wait  


       for someone to tell them about “AFCOMBs” 


     - Make sure they have all the facts BEFORE making a career decision; get references 


     - Register to use AFPC’s AMS and “eVector”


     - Identify trusted “Mentors/Career Counselors,” grant them permission to pull career briefs   


       under “eVector,” so they can mentor and provide career planning assistance


     - Keep you (their supervisor) informed; let you know when they need your assistance.





□ Other Actions:


     _______________________________________________________________





       ______________________________________________________________ 
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