

Navy Retention and Career Development Program

	References: 
* NAVPERS 15878K  - Career Counselor Handbook (20 Apr 09)
* OPNAVINST 1040.11D - Navy Retention & Career Development Program 
*OPNAVINST 1740.4D – Navy Family Care Policy
* OPNAVINST 1900.2B – Transition Assistance Management Program

DISCLAIMER:  This list of references is not all inclusive and the most recent updates may not be reflected.  Commands are responsible for all instructions and guidance related to a particular program or inspectable area.
	Command/BHC/Detachment:

Date:

Command POC:



                                                                                                                 Echelon
	Reference
	Standard
	Yes
	No
	2
	3
	4
	5
	Comments

	OPNAVINST 1040.11D
p. 8, para. i(1)
	Does the command utilize CIMS analytics to monitor the CDPs of their subordinate abd supported commands? 

	
	
	
	x
	
	
	

	OPNAVINST 1040.11D
p. 8, para. i(2)
	Conduct an annual command CDP review for all direct reports.  
	
	
	
	x
	
	
	

	Reference
	Standard
	Yes
	No
	2
	3
	4
	5
	Comments

	OPNAVINST 1040.11D
p. 8, para. i(6)
	Does the CCC conduct quarterly career development team meetings or training for all commands under their cognizance, ensuring all CCCs/unit CCs attend?
	
	
	
	x
	
	
	Assist subordinate/supported CCCs with coordinating and conducting CDTC and FTSW for their commands.


	OPNAVINST 1040.11D
p. 8, para. i(7)
	Does the CCC conduct assist visits for all commands under their cognizance, quarterly, or as needed?
	
	
	
	x
	
	
	

	OPNAVINST 1040.11D
p. 8, para. i(13)
	Conduct and internal command CDP assist or baseline review for all newly reporting NCs and unit CCs within 90 days of reporting.
	
	
	
	x
	
	
	

	OPNAVINST 1040.11D
p. 8, para. i(9)
	Ensure commands with initial tour CCC/unit CC provide feedback on performance, preparedness, and counselor knowledge, using the CCC/Unit CC Fleet Feedback report.




	
	
	
	x
	
	
	

	Reference
	Standard
	Yes
	No
	2
	3
	4
	5
	Comments

	OPNAVINST 1040.11D
p. 8, para. i(10)
	Review and analyze monthly reenlistment and attrition statistics of subordinate and supported commands.
	
	
	
	x
	
	
	

	OPNAVINST 1040.11D
p.9, para 7j
	Is there an aggressive and proactive Command Career Development Program?
	
	
	
	x
	x
	x
	Evidence of command SOP / instruction

	
	Is the Command Career Counselor (CCC) assigned as a primary position or a collateral duty?
	
	
	
	x
	x
	x
	

	OPNAVINST 1040.11D
p.14, para 7m
	Has the CCC attended the Command Career Counselor Course?
	
	
	
	x
	x
	x
	Evidence of course completion

	OPNAVINST 1040.11D
p.9, para 7j
	Does the CCC utilize CIMS for the career development of their Sailors?
	
	
	
	x
	x
	x
	

	OPNAVINST 1040.11D
p.9, para 7j
	Does the CCC have adequate support to perform their mission?
	
	
	
	x
	x
	x
	

	OPNAVINST 1040.11D
p.10, para 7j
	Does the Command Career Development Team meet quarterly at minimum?

	
	
	
	x
	x
	x
	Provide meeting minutes

	OPNAVINST 1040.11D
p.10, para 7j
	What is the composition of the Command Career Development Team?

	
	
	
	x
	x
	x
	

	Reference
	Standard
	Yes
	No
	2
	3
	4
	5
	Comments

	OPNAVINST 1040.11D
p.12, para 8
	Has the command developed and or maintained a Career Development Team Training Program?
	
	
	
	x
	x
	x
	Client – to – counselor ratio should be no greater than 30:1.


	OPNAVINST 1040.11D
p.12, para 7k and 
NAVPERS 15878K, Appendix A - CIPM review
	Has the CMC and CCC conducted a periodic internal Command Career Development Program Self Review?
	
	
	
	x
	x
	x
	

	NAVPERS 15878K 
p. 5-1, para. 5.4.
	Does the command have an active enlisted Career Development Board Program?
	
	
	
	x
	x
	x
	

	
	Is the CCC involved in the Command Indoctrination and Command Sponsor Program?
	
	
	
	x
	x
	x
	Describe involvement

	OPNAVINST 1740.4D
p. 3, para. 6
	Does the CCC and or command ensure that all single parents and dual active duty couples with dependents get counseled?  
	
	
	
	x
	x
	x
	

	NAVPERS 15878K 
p. 2-3, para. 2.3. and
OPNAVINST 1040.11D
p.14, para. 7m
	Does CCC review and submit all career type requests for enlisted members of the command?


	
	
	
	x
	x
	x
	

	Reference
	Standard
	Yes
	No
	2
	3
	4
	5
	Comments

	NAVPERS 15878K
Appendix A, p. A-18
	Does the CCC maintain PTS results on file for minimum of 24 months?
	
	
	
	x
	x
	x
	Evidence of updated PTS applications

	OPNAVINST 1040.11D
p.15, para. 7m
	Does the CCC ensure all Sailors in paygrade E-1 to E-4 attend a First Term Success Workhop within 6 months of reporting to command?
	
	
	
	x
	x
	x
	

	NAVPERS 15878K 
p. 6-1, para. 6.2. and 
OPNAVINST 1900.2B
p. 15, para. 6k
	Do all separating Sailors receive formal pre-separation counseling using DD 2648-1? 
	
	
	
	x
	x
	x
	Evidence of Preseperation  Counseling Checklist and Individual Transition Plan

	NAVPERS 15878K 
p. 1-3, para. 1.2. and OPNAVINST 1900.2B
p. 18, para. 7b
	Does CCC obtain quotas for members requesting or required to go to the Transition Assistance Program (TAP) class?
	
	
	
	x
	x
	x
	

	NAVPERS 15878K 
p. 6-1, para. 6.2
	Are members counseled on joining the Naval Reserves upon separation from active duty? 
	
	
	
	x
	x
	x
	Describe the process.

	OPNAVINST 1040.11D
p.13, para 7l
	Does the CMC/SEL provide feedback on performance, preparedness and counselor knowledge on all initial tour CCC/unit CC, using the CCC/Unit CC Fleet Feedback report?  
	
	
	
	x
	x
	x
	

	Reference
	Standard
	Yes
	No
	2
	3
	4
	5
	Comments

	OPNAVINST 1040.11D
p.14, para 7m(7)
	Does the CCC provide a monthly career information report with required statistics to the CO?


	
	
	
	x
	x
	x
	Provide copies of past reports sunbmitted and reviewed.

	NAVPERS 15878K
Appendix A, p. A-8
	Are all Dept/Div/Unit CCs designated in writing?

	
	
	
	X
	x
	x
	Provide list of CDT members and letters of appointment

	NAVPERS 15878K
p. 3-1, para. 3.3.

	Does the CCC conduct monthly meetings and training with the Dept/Div Career Counselors?


	
	
	
	X
	x
	x
	Evidence of monthly muster/reportin sheets and CDT minutes.

	OPNAVINST 1040.11D
p.9, para 7j
	Does the command have an active CDB program?


	
	
	
	x
	x
	x
	Provides the sailor the best possible advice and guidance.


	NAVPERS 15878K
p. 5-1, para. 5.5. 
	How often are CDBs performed at the command?  When was the last CDB?




	
	
	
	x
	x
	x
	

	Reference
	Standard
	Yes
	No
	2
	3
	4
	5
	Comments

	NAVPERS 15878K
p. 5-1, para. 5.3.
	Does the Command Master Chief (CMC) act as the chairperson for Command level CDBs?
1. In absence of CMC, Senior Enlisted Leader?
· CO/XO/CMC/Department Head involvement?
	
	
	
	x
	x
	x
	Review/submit minutes of monthly CDBs to CO/OIC.


	NAVPERS 15878K
p. 5-1, para. 5.4.
	Are CDBs being accomplished as required?
· Newly reported, non-designated personnel.
· Personnel who are not meeting career professional growth as delineated in current directives.
· Personnel within 24 months of HYT.
· Personnel applying for certain programs.
      Chief Petty Officers.


	
	
	
	x
	x
	x
	

	NAVPERS 15878K
p. 5-3, para. 5.6.
	Are CDBs are being managed at the directorate/ departmental level?  If yes, describe the process.


	
	
	
	x
	x
	x
	
Evidence in CIMS 

	Reference
	Standard
	Yes
	No
	2
	3
	4
	5
	Comments

	NAVPERS 15878K
p. 5-1, para. 5.3.
	Career Development Board Composition.  Who sits on the command CDBs?
	
	
	
	x
	x
	x
	

	NAVPERS 15878K
p. 7-1, para. 7.1.
	Does the command have a process in place to ensure that the command Retention and Career Development Program is effective, fair and equitable?

	
	
	
	x
	x
	x
	

	Additional Comments
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