DEPARTMENT OF THE NAVY

NAVAL AIR STATION OCEANA
1750 TOMCAT BOULEVARD
VIRGINIA BEACH, VIRGINIA 23460-2191 IN REPLY REFER TO:
NASOCEANAINST 1040.2E
115
009 w5v 200

NAS OCEANA INSTRUCTION 1040.Z2E

Subj: CAREER COUNSELING AND RETENTION PROGRAM

Ref: (a) NAVPERS 15878H, Navy Retention Team Manual
(b) OPNAVINST 1040.11
Encl: (1) Reenlistment/Extension Request
(2) Medical Screening Memorandum
(3) NAS Oceana Retirement/Fleet Reserve Checklist
(4) Monthly Report Requirements
1. Purpose. To establish and maintain a coordinated, vigorous

and effective career information and retention program led by the
Commanding Officer, directed by the Executive Officer, Command
Master Chief, Command Career Counselor, department heads,
division officers and chiefs in each Sailor’s chain of command.
This instruction is a complete revision and should be read in its
entirety.

2. Cancellation. NASQCEANAINST 1040.2D.

3. Policy. Naval Air Station (NAS) Oceana will maintain a
retention program which meets the objective of retaining quality
naval personnel in sufficient numbers to sustain its assigned
mission. The most effective method of achieving its retention
goals and objectives is with leadership throughout the chain of
command. An effective program consists of more than just
counseling. Counseling, combined with dynamic personal
involvement at all levels, education of Retention Team members
and continuous monitoring of all command personnel services will
produce a solid foundation upon which an effective retention
program can thrive. A strong and viable career information and
retention program is evidence of good leadership.

4. Organization

a. Commanding Officer. The Commanding Officer is the senior
member of the Retention Team and, as such, provides for the
training and services essential to support an active retention
program.

b. Executive Officer. As an essential part of the Retention
Team, the Executive Officer executes NAS Oceana's retention
policy and monitors the effectiveness of the command retention
program.
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c. Command Master Chief. The Command Master Chief will
work directly with the Commanding Officer and Executive Officer
in direct support of the command's Retention Team effort.
Although the Command Career Counselor maintains direct
communication with the Commanding Officer and Executive Officer,
the Command Career Counselor is a direct assistant to the Command
Master Chief on all retention and upward mobility matters. They
will work directly with senior petty officers to enhance
retention and counseling efforts with all command personnel.
Additionally, the Command Master Chief will chair, coordinate or
advise the Commanding Officer/Executive Officer on the following
boards:

(1) Chief Petty Officer/Petty Officer Indoctrination
(2) Professional Development Board

(3) Sailor of the Quarter/Year

(4) Sponsor Program

(5) Command Indoctrination

d. Department Heads/Officer in Charge (OIC). Departments
Heads/OIC are advocates of career naval service and actively
encourage quality personnel to make the Navy a career.
Department Heads/OIC will be responsible for an effective
Retention Team and program within their departments.
Responsibilities are outlined in references (a) and (b). In
addition, they will:

(1) Act as an integral part of the officer retention
effort, conduct mid-cycle performance counseling and provide the
Commanding Officer with input, including items discussed and
action taken. Department Heads/OIC will serve as a point of
contact, in addition to the Commanding Officer/Executive Officer,
to whom junior officers can turn to for career information.

(2) Ensure mid-term counseling is conducted for all
enlisted personnel and evaluation counseling is conducted within
Commanding Officer and Commander, Navy Personnel Command
policies. Conduct counseling on senior enlisted personnel in the
department.

(3) Screen all department/division career counselor
reliefs and provide those nominated to the Command Career
Counselor for screening and approval by the Executive Officer.

(4) Ensure all E-1 through E-4 attend Career Information
Training Course (CITC) as part of their professional development.
Normally, thie is part of the command indoctrination process.
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e. Division Officers. Division Officers will be the
Retention Team Coordinators for individual divisions. It is
incumbent upon them (and their subordinates) to be familiar with
the command's overall retention program. With respect to
retention programs, the Division Officer's primary duty in
fulfilling responsibilities to their personnel will be rendering
enthusiastic support to division career counselors and assistance
to the Commanding Officer. In addition, they will:

(1) Be a graduate of the NAS Oceana CITC.

(2) Maintain communication with the Leading Chief Petty
Officer (LCPO), workcenter supervisor and division career
counselor in addressing military and career counseling topics.

(3) Maintain division/department records within
limitations of the Privacy Act utilizing the Commander, Naval
Education and Training (CNET) suppcrted FoxPro program,

Career Information Program Management (CIPM) 99. These records
will reflect personnel performance, training, welfare, reduction
in rate and advancement data, awards and divisional retention
data.

(4) Provide mid-term evaluation counseling. Performance
counseling will be conducted semiannually in the following
manner: Chief petty officers will conduct counseling on all
E-6 and below personnel. Division Officer/senior enlisted will
conduct career counseling on all chief petty officers.

(5) As a minimum, ensure personnel receive interviews as
required by reference (a). Ensure all interviews are maintained
in the individual's career counselor record. (Additional
interviews may be conducted.)

(6) Maintain close supervision and provide effective
counseling to those considered marginal performers.

(7) Provide formal and on-the-job training to satisfy
advancement requirements.

f. Command Career Counselor. The Command Career Counselor
is the Commanding Officer's assistant for enlisted retention and
is a direct assistant to the Command Master Chief. 1In both
assigned duties and responsibilities, he/she will report directly
to the Commanding Officer/Executive Officer/Command Master Chief.
The Command Career Counselor will manage the NAS Oceana retention
program. Responsibilities for the overall administration of the
retention program, include, but not limited to:

(1) Directing and monitoring retention efforts of
department/division career counselors.
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(2) Conduct monthly training of Retention Team members on
career information matters to ensure basic information is
available at the lowest possible level in the chain of command.

(3) Compiling and ensuring accuracy of NAS Oceana
retention data. Provide the Commanding Officer/Executive
Officer/Command Master Chief with a monthly retention report,
including a summary of Retention Team training.

(4) Keeping the Commanding Officer, Executive Officer and
Command Master Chief informed of factors affecting retention on
board NAS Oceana. Screening all special request chits for
retention related programs per NASOCEANAINST 1330.1E ensuring
individuals are eligible, all requirements are met, staffing of
the request is complete and the request is ready for the
Commanding Officer's and Executive Officer's review.

(5) As senior instructor and course coordinator for
Commander in Chief, U.S. Atlantic Fleet's (CINCLANTEFLT) CITC,
will be responsible for the scheduling of all E-1 through E-4
personnel attached to NAS Oceana. Additionally, all Retention
Team members must complete CITC at the earliest opportunity.

NAS Oceana personnel, E-1 through E-4, will attend the CITC
within 90 days of reporting on board. Newly reporting personnel
will be assigned a class convening date upon check in by the
Command Career Counselor via the respective department. The
Administrative Officer will be responsible for the scheduling of
all officers (Retention Team) through the Command Career
Counselor's office at the Executive Officer’s request.

(6) Providing reenlistment ceremony support
[enclosure (1)]. Schedule reenlistments that will be attended
by the Commanding Officer or the Executive Officer and the
Command Master Chief.

(7) Providing widest possible dissemination of
information concerning all retention and professional development
programs to ensure all personnel are aware of any programs for
which they may be eligible.

(8) Conducting quarterly inspections of all department/
division career counselors and their programs.

(9) Screening records and interviewing reliefs of all
department/division career counselors prior to assignment.

(10) Providing assistance to tenant commands not having a
Navy Counselor or Navy Enlisted Classification Code 9588 trained
Command Career Counselor, and coordinate with area Career
Counselors for assistance as instructors for training.

(11) Maintaining command retention program, as outlined
in references (a) and (b), for all Unit Identification Codes
listed: 60191, 00188, 45976, 32442, 68788 and 30774.
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g. Department/Division Career Counselor. Department/
division level career counselors will assist in administering
career counseling functions, promulgating new information and
updating supervisory personnel on career retention matters.

(1) Specifically, department career counselors will:

(a) Be interviewed by the Command Career Counselor
prior to assignment as department career counselor and attend the
NAS Oceana CITC.

(b) Attend monthly Retention Team training with the
Command Career Counselor. If unable to attend these meetings, a
designated alternate will attend.

(c) Complete the required retention report and
forward to the Command Career Counselor via the departmental
chain of command not later than the 5th of the month.

(d) Maintain a tickler system, utilizing computer
program CIPM 99, to ensure scheduled retention interviews are
conducted by department and division career counselors for
personnel under their cognizance. Written interviews will be
kept by the departmental career counselor in the career counselor
folder for each individual. This record will be kept by the
departmental career counselor until the individual transfers or
separates. Provide feedback of interviews conducted to Command
Career Counselor.

(e) Periodically brief department heads on retention
related issues within their respective departments.

(f) Ensure reenlistment/extension related requests
are expeditiously forwarded through the department chain of
command and Command Career Counselor. Department career
counselors will ensure that enclosures (1) and (2) are completed
for all reenlistments and extensions. Timeliness of requests and
screening are paramount to ensuring the ceremony is completed on
the date requested. All retention related messages will be
released by the Command Career Counselor. Assistance in
formulating the message can be obtained from the Command Career
Counselor. Before forwarding to the Command Career Counselor
with service record or necessary information, the department head
will endorse requests for specific programs.

(g) Department career counselors will ensure that
those servicemembers electing to continue their Navy careers by
either reenlistment or extending for 24 months or more are
afforded the NAS Oceana reenlistment package and "Benny Book".

(h) Maintain an open line of communication with the
Command Career Counselor on all retention, quality of life and
upward mobility situations within their department.
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(1) Providing the Command Career Counselor with a
monthly retention report for their department via the
departmental chain of command NLT the 5th of the month.

(2) Specifically, division career counselors will:

(a) Be screened and interviewed by the Command Career
Counselor prior to assignment and attend the NAS Oceana CITC.

(b) Attend monthly Retention Team meetings.

(c) Conduct scheduled interviews using appendix B of
reference (a) and a tickler system (CIPM 99).

(d) Keep division officers and department career
counselors informed on retention issues within the division.

(e) Ensure reenlistment ceremonies are conducted
in a manner consistent with the wishes of the member,
whenever possible.

5. NAS Oceana Reenlistment Package. Department heads, division
officers and department career counselors will ensure that
personnel reenlisting or extending their enlistment for 24 months
or more are afforded the benefits listed in enclosure (1) and are
given the NAS Oceana "Benny Book." Letters to spouse or parents
will be submitted prior to reenlistment by the Command Career
Counselor in the smooth to the Commanding Officer, via the
Administrative Department for administrative review, for
signature.

6. NAS Oceana CIPM. 1In support of the CIPM concept and to
provide valuable career information to enlisted personnel, the
NAS Oceana Command Career Counselor will form a network of
department and division career counselors and will act as program
manager. These counselors will be responsible for providing
day-to-day counseling, interviews and administer the retention
program within their respective departments/division.

7. Commissioning Programs. Various programs are available for
enlisted personnel to pursue a commission: Limited Duty
Officer/Chief Warrant Officer (LDO/CWO) program, Medical Enlisted
Commissioning Program (MECP), Seaman to Admiral 21 (SN/ADM 21),
Officer Candidate School (0OCS) and the United States Naval
Academy (USNA). The Command Career Counselor will monitor the
applicable instructions/notices concerning these programs,
publicize their existence and set command application due dates
to ensure submission and routing in a timely manner. Personnel
applying for a commissioning program will submit a special
request chit via the chain of command. The department career
counselor will ensure eligibility of the individual for the
program desired. Completed application packages will Dbe




NASOCEANAINST 1040.2E
109 NUv 2001

forwarded to the Command Career Counselor no less than 30 days
prior to deadline date. The packages will then be reviewed for
completeness and compliance with all requirements. The
Commanding Officer will appoint a junior officer to chair local
screening boards for applications to officer programs and convene
interview boards, as needed. Applications for commissioning
programs will normally be due to the Command Career Counselor on
the 15th of the month during the approximate time frame noted:

a. USNA January
b. SN/ADM 21 June

c. LDO/CWO July

d. MECP September
e. O0Cs Anytime

The Command Career Counselor will ensure specific due dates are
published in the Plan of the Week as definite deadlines are set
by program notices/instructions.

8. Retirement/Transfer to the Fleet Reserve

a. A member's retirement or transfer to the Fleet Reserve
will, and only if the member desires, be preceded by a ceremony
designed to express the Navy's appreciation for the many years of
faithful and honorable service the member has devoted to his/her
country. Each member's preference for a ceremony will be
ascertained prior to the scheduled date of retirement or transfer
to the Fleet Reserve. Department heads will assign a sponsor
within the department/division who is the same rank or higher, as
appropriate. The sponsor, with the assistance of the department
career counselor, will ensure all necessary actions are taken to
ensure the individual has a smooth transition from active duty to
Retired or Fleet Reserve status. Enclosure (3) will be used for
planning purposes.

b. All officer and enlisted personnel who are retiring or
transferring to the Fleet Reserve or separating are required and
encouraged to attend the Transition Assistance Program (TAP) not
later than 180 days prior to scheduled transfer date. Spouses
are highly encouraged to attend. At a minimum, all personnel
must attend the Atlantic Fleet Career Information Team
Pre-separation brief prior to 90 days from EAOS to acquire the
mandatory Administrative Remarks, NAVPERS 1070/613.

c. The Navy Retired/Retainer Pay Data Form, NAVCOMPT 2272,
will be completed at Personnel Support Activity Detachment (PSD)

Oceana by all servicemembers transferring to the Fleet
Reserve/Retired list no later than 60 days prior to scheduled
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transfer date. The Command Career Counselor will provide
one-on-one counseling to servicemembers and spouses for the
Survivor’s Benefit Plan (SBP). The witnessed signature on the
form will be a PSD Oceana designated representative.

9. Reports

a. Division career counselors will submit a written report
to department career counselors utilizing enclosure (4). 1In
turn, the department career counselor will combine this
information into one report utilizing enclosure (4) and forward
to the Command Career Counselor via the departmental chain of
command not later than the 5th of each month.

b. The Command Career Counselor will submit a monthly report
to the Commanding Officer, via the Executive Officer and Command
Master Chief, which will include command retention statistics
from CINCLANTFLT retention database, number of individuals
eligible for reenlistment, scheduled for transfer to the Fleet
Reserve or retirement month and any other pertinent information.

Distribution:
NASOCEANAINST 5216.1W
List I (Case A)
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Date

REENLISTMENT/EXTENSION REQUEST

From:
To:
Via:
1. Nat
a.
b.
C.
24 mont
d.
24 mont
2. Nat
a.
b.
C.
d.
e.
for all
f.
h.
Zone:

SRB approval message DTG:

(Rate First Name MI Last Name, USN/USNR, SSN)
Officer in Charge, Personnel Support Detachment,
Naval Air Station Oceana

(1) Division Career Counselor (Yes/No)

(2) Division LCPO (Yes/No)

(3) Division Officer (Yes/No)

(4) Department Career Counselor (Eligible Yes/No)

(5) Department Head (Approved/Disapproved)

(6) Command Career Counselor, Naval Air Station Oceana

ure of request: EXTENSION

Number of months:

Leave sell back: days

Physical date: (Required on all extensions
hs or longer)

"Bennie Book:"™ Y N (Eligible on all extensions
hs or longer)

ure of request: REENLISTMENT

Reenlistment date/time:

Location:

Years:

Reenlistment Officer:

(Name, Rank, Title)

Uniform for Participants:

others:

Guests 1in attendance:

Leave sell back: days.

Selective Reenlistment Bonus (SRB) eligible: Y N

Enclosure (1)
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i. "Bennie Book:" Y N

j. Physical date:

Personnel Support Detachment (PSD) (Department career counselor
responsibility)

NAVPERS 1070/601 "Block 32" entry should read:

STAR/SCORE Approval 1306/7 date
GUARD 2001 1306/7 date Benefits of Rate
Other

Special instructions to PSD:

Command Career Counselor/Public Affairs Office (PAO) (Department
career counselor responsibility)

PAO notified? Y N (Jet Observer and marquee)
Forward Hometown News Release form to PAO? Y N

Certificates requested? Y N Date Promised

Member's signature
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REENLISTMENT BENEFIT PACKAGE

1. Choice of reenlistment officer/location/type ceremony
(subject to Commanding Officer's approval).

2. Color photographs of reenlistment ceremony from Visual
Information Support Center (N/A for extensions).

3. Picture/write up in Jet Observer of unusual or unique
ceremony.

4., Name on main gate marquee (if desired).

5. Letter of Appreciation to spouse or parents (Career Counselor
to provide).

6. NAS Oceana "Bennie Book" which includes the following:

a. Thirty days off the watchbill. Applicable to paygrades
E-1 through E-8. Individual must notify watchbill coordinator by
the 20th of the month prior to month desired off.

b. Head of the line privileges in the galley for 30 days.

c. Four-day special liberty per Military Personnel Manual
Article 1050-280.

d. Free passes to NAS Oceana recreation facilities.
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NAS OCEANA RETIREMENT/FLEET RESERVE CHECKLIST

Name Rate/Rank

Department/Division

Contact phone

SSN

Actual fleet reserve/retirement date

Ceremony date

Request chit Approved? Y N Pending SDS sheet to PSD? Y N

DTG of approval message

Does the SNM request a ceremony? Y N

Ceremony Details

Date/Time Location

Confirmed? Y N

Sponsor assigned Date assigned

First Lieutenant contacted (bullets, carpet, tables, chairs,
etc.)? Y N

Master of Ceremonies

Guest Speaker

Sideboys

Boatswain

Certificates completed? Y N

End of tour award? Y N Award being presented?

Shadowbox? (Wardroom, FCPOA, CPOA) Y N Flowers? Y N

Chaplain/benediction? Name/Rank

Enclosure (3)
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Family contacted? Y N Family and guests attending

Special attendees? Y N Band? Y N Color Guard? Y N

VIPs? Y N Names

NAS Oceana Notice 5050 written/approved? Y N Estimated date
of distribution

PAO notified? Y N (Jet Observer and marquee)

Administrative Office notified? Y N (Plan of the Week
announcement)

Servicemember signature

Sponsor signature

Department career counselor signature

Department head/division officer signature

Command Career Counselor signature

Command Master Chief signature

Commanding Officer/Executive Officer signature
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MEDICAL SCREENING MEMORANDUM

Date:

MEMORANDUM

From: Director, Medical Directorate, Physical Examination
Department, Branch Medical Clinic, Naval Air Station
Oceana

To: Command Career Counselor, Naval Air Station Oceana

Subj: PHYSICAL EXAMINATION ICO

1. ©SNM was/was not found physically qualified for
Reenlistment/Extension on

2. Last physical exam dated:

Next exam date:

3. Any questions or concerns may be directed to this department
at 314-7005 or 314-7075 during normal working hours.

Medical Department Representative

Enclosure (2)
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MONTHLY REPORT REQUIREMENTS

Date:
MEMORANDUM
From: Department Career Counselor
To: Command Career Counselor, Naval Air Station Oceana
Subj: MONTHLY RETENTION REPORT
Ref: (a) NASOCEANAINST 1040.2E
1. Per reference (a), the following information is submitted:
a. Statistics

(1) Number of personnel who reenlisted/extended:

(2) Number of personnel who elected SRB:

(3) Number of personnel who sold back leave:

(4) Number of personnel who were not eligible for
retention (include names, rates and disposition):

(5) Number of personnel who were eligible for
retention:

b. Special Programs

(1) Number of personnel who submitted commissioning
program packages:

(2) Number of personnel who submitted packages for other
special programs (i.e. STAR, SCORE, SEALS, Blue Angels, etc.).
Must specify names, rates and program applied for.

(3) Number of personnel who attended TAP:

(4) Number of personnel who attended separate CARIT
course:

(5) Number of personnel who attended HARP or Bluejacket
HARP:

c. Retention
(1) Listing of personnel who are within 12 months of EAOS

and their career decision (reenlist, extend, undecided, separate,
retire)

Enclosure (4)
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(2) Listing of personnel 10 months from PRD and their
disposition for orders (under orders, working orders, separating,
LIMDU, etc.)

(3) Listing of overdue interviews and disposition

(4) Listing of personnel in 14 1/2 to 15-year window and
status of election of CSB

(5) Listing of all personnel Fleet Reserve/Retirement and
disposition (Approved? Ceremony? Date?)

(Signature)
(NAME OF DEPARTMENT CAREER
COUNSELOR)




