
navy counseling chit instruction
navy counseling chit instruction serves as an essential guide for commanding officers and junior
leaders in the United States Navy to document counseling sessions effectively. This tool helps
maintain clear communication, track performance, and address any disciplinary or developmental
issues in a formalized manner. Understanding how to properly complete and use a counseling chit is
crucial for Navy personnel to ensure that all interactions are recorded accurately and meet the
service’s standards. This article provides a comprehensive overview of navy counseling chit
instruction, including its purpose, procedures, and best practices. Additionally, it covers the various
types of counseling chits, how to fill them out correctly, and the importance of following chain-of-
command protocols. This information is vital for maintaining good order and discipline within Navy
units. The following sections outline detailed guidance on these topics for efficient and effective
counseling documentation.
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Step-by-Step Guide to Completing a Counseling Chit

Key Elements and Formatting Requirements
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Common Mistakes and How to Avoid Them

Retention, Filing, and Privacy Considerations

Purpose and Importance of Navy Counseling Chit
The navy counseling chit instruction emphasizes that counseling chits are official documents used to
record counseling sessions between a superior and a subordinate. These documents serve multiple
purposes including improving sailor performance, addressing disciplinary issues, and providing a
record of communication that can be referenced in future evaluations or administrative actions.
Counseling chits foster transparency and accountability within the command structure by ensuring
that sailors receive feedback in a formal, trackable manner.

Proper use of counseling chits promotes professional development and helps identify areas where
sailors may require additional training or support. Furthermore, by documenting counseling
sessions, commands protect themselves and the individuals involved in case of disputes or
misunderstandings. These documents are a fundamental part of the Navy’s leadership doctrine and
contribute to maintaining high standards of conduct and performance.



Types of Navy Counseling Chits
There are several types of counseling chits used within the Navy, each serving a unique purpose
depending on the nature of the counseling session. Understanding these types is critical for
selecting the appropriate form and approach.

Performance Counseling
This type of counseling chit is used to discuss a sailor’s job performance, strengths, weaknesses, and
goals. It is often part of routine evaluations and career development discussions.

Misconduct or Corrective Counseling
Issued when a sailor’s behavior or actions do not meet Navy standards, this chit addresses
disciplinary concerns and outlines corrective measures or expectations moving forward.

Career Development Counseling
Used to guide sailors in their professional growth, career counseling focuses on advancement
opportunities, education, and training plans.

Special or Situational Counseling
This chit is employed for unique circumstances such as personal issues impacting performance,
transition assistance, or other specific situations requiring documented counseling.

Step-by-Step Guide to Completing a Counseling Chit
Following the navy counseling chit instruction precisely ensures that the document is both effective
and compliant with Navy regulations. The process involves several key steps:

Identify the Purpose: Clearly establish why the counseling is being conducted.1.

Gather Relevant Information: Collect facts, incidents, or performance data related to the2.
counseling topic.

Prepare the Chit Form: Use the Navy’s standard counseling chit template or form, ensuring3.
all sections are included.

Conduct the Counseling Session: Engage in a professional discussion, allowing the sailor to4.
provide input and ask questions.

Document the Session: Complete the chit with detailed notes, including observations,5.
agreed-upon actions, and timelines.



Signatures: Obtain signatures from both the counselor and the counseled individual to6.
acknowledge the session.

Distribute Copies: Provide copies to the appropriate parties, usually including the sailor, the7.
counseling officer, and the command’s administrative office.

Key Elements and Formatting Requirements
Accurate documentation is a cornerstone of effective navy counseling chit instruction. Each chit
must include specific elements to be considered valid and useful.

Date and Location: When and where the counseling took place.

Names and Ranks: Full names and ranks of both the counselor and the counseled sailor.

Purpose of Counseling: A clear statement explaining the reason for the counseling session.

Discussion Points: Detailed description of topics covered, observations, and feedback
provided.

Plan of Action: Any corrective measures, goals, or expectations outlined during the session.

Signatures: Counselor and counseled party signatures to acknowledge understanding and
receipt.

Forms should be neat, legible, and free of jargon or ambiguous language. Clarity and
professionalism are paramount to ensure the chit serves its intended purpose.

Chain of Command and Counseling Protocol
Understanding the chain of command is essential when administering counseling chits. Typically,
counseling is conducted by the sailor’s direct supervisor or a higher-ranking officer within the chain
of command. This ensures that feedback is relevant and that accountability is maintained.

The navy counseling chit instruction mandates that counseling sessions should be private and
conducted in a professional environment. The counselor must approach the session with objectivity
and respect, aiming to motivate improvement rather than merely reprimand.

Additionally, sailors have the right to respond to counseling and provide their perspective, which
should be documented appropriately. This two-way communication supports fairness and
transparency within the counseling process.



Common Mistakes and How to Avoid Them
Errors in counseling chit completion can undermine the purpose of the document and lead to
confusion or disputes. The following are common pitfalls and tips to avoid them:

Incomplete Information: Ensure all required fields are filled out fully to avoid ambiguity.

Lack of Specificity: Use clear, factual language rather than generalities or opinions.

Failure to Obtain Signatures: Both parties must sign the chit to validate the counseling
session.

Neglecting Follow-Up: Document and track any agreed-upon actions for accountability.

Using Inappropriate Language: Maintain professionalism and avoid derogatory or
emotional wording.

Adhering to navy counseling chit instruction helps prevent these mistakes and ensures that
counseling serves as a constructive tool for leadership and development.

Retention, Filing, and Privacy Considerations
After a counseling chit is completed, proper retention and filing are critical to maintain the integrity
and confidentiality of the document. Typically, counseling chits become part of a sailor’s official
personnel record or command files, depending on the nature of the counseling.

The navy counseling chit instruction requires that these records be stored securely to protect
privacy and comply with military regulations. Access to counseling documentation is restricted to
authorized personnel only.

Retention periods vary based on the type of counseling and command policies but generally align
with Navy administrative guidelines. Proper recordkeeping ensures that counseling history is
available for performance reviews, disciplinary actions, or career planning when needed.

Frequently Asked Questions

What is a Navy counseling chit and when is it used?
A Navy counseling chit is an official document used by Navy leaders to provide formal feedback,
guidance, or instruction to sailors. It is typically used during performance evaluations, disciplinary
actions, or to address specific behavior or performance issues.

How do you properly fill out a Navy counseling chit?
To properly fill out a Navy counseling chit, include the sailor’s personal information, date, reason for
counseling, a detailed explanation of the issue or guidance, the sailor’s response, and signatures
from both the counselor and the counseled individual.



What are the key components included in a Navy counseling
chit instruction?
Key components of a Navy counseling chit include the identification of the parties involved, the
purpose of the counseling, specific examples or incidents, any corrective actions or expectations,
and signatures acknowledging the counseling session.

Can a sailor request a copy of their Navy counseling chit?
Yes, sailors have the right to request and retain a copy of their counseling chit for their personal
records. It is important for sailors to review and understand the content of the counseling chit.

What is the difference between positive and negative
counseling chits in the Navy?
Positive counseling chits are used to recognize good performance, achievements, or to reinforce
desired behavior, while negative counseling chits address deficiencies, misconduct, or areas needing
improvement.

How long should Navy counseling chits be maintained in a
sailor’s record?
Navy counseling chits are typically maintained in a sailor’s service record for a period determined by
command policy, but generally, they remain on file until the issues are resolved or for a specific
duration, such as one to two years.

Additional Resources
1. Navy Counseling Chit Procedures: A Comprehensive Guide
This book provides an in-depth look at the processes and forms involved in Navy counseling chits. It
covers step-by-step instructions on how to properly complete, submit, and track counseling chits
within naval units. Ideal for both new sailors and seasoned leaders, it ensures compliance with Navy
regulations.

2. Effective Counseling Techniques for Navy Leaders
Focused on leadership communication, this book explores various counseling techniques used in the
Navy to improve sailor performance and morale. It includes practical advice on delivering both
formal and informal counseling sessions, with an emphasis on documentation through counseling
chits. Readers learn how to foster positive growth while maintaining discipline.

3. Understanding Navy Administrative Procedures: Counseling Chits Explained
This title breaks down the administrative framework surrounding counseling chits and related
documentation. It explains the purpose and significance of counseling chits in personnel
management and career development. The book is a valuable resource for those responsible for
maintaining proper records and ensuring procedural accuracy.

4. Mastering Navy Counseling Forms and Documentation



A detailed manual on the various forms used in Navy counseling, including the counseling chit and
NAVPERS forms. The book offers templates, examples, and tips for accurate completion and record-
keeping. It is particularly useful for administrative personnel and commanding officers seeking to
streamline counseling processes.

5. Leadership and Mentorship in the Navy: Utilizing Counseling Chits
This book emphasizes the role of counseling chits as tools for mentorship and leadership
development within naval ranks. It discusses how leaders can effectively use counseling
documentation to guide sailors through challenges, set goals, and recognize achievements. The text
combines theory with practical application.

6. Commanding Officer’s Guide to Navy Counseling and Chit Management
Designed for commanding officers and senior leaders, this guide outlines best practices for
managing counseling chits and ensuring consistent application across the command. It addresses
common challenges and offers solutions to improve communication and accountability. The book
also highlights regulatory compliance and ethical considerations.

7. Navy Counseling Chits: Legal and Ethical Considerations
This book explores the legal and ethical dimensions related to counseling chits in the Navy. It covers
privacy concerns, documentation standards, and the implications of counseling records on sailors’
careers. Readers gain insight into maintaining fairness and integrity while using counseling chits as
official records.

8. Practical Navy Counseling: From Initial Interview to Counseling Chit Completion
A hands-on guide that walks readers through the entire counseling process, from the initial
conversation with a sailor to the formal documentation on a counseling chit. It includes scenarios,
checklists, and communication strategies to enhance effectiveness. Suitable for all ranks, this book
aims to improve counseling outcomes.

9. Training Manual for Navy Personnel: Counseling Chits and Performance Reviews
This training manual combines instruction on counseling chits with broader performance review
techniques. It provides structured lessons, quizzes, and exercises to help Navy personnel understand
and execute counseling with confidence. Perfect for training sessions and self-study, it fosters
professional development and accountability.
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