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Primary Reference: Provisions of the Coast Guard Officer Evaluation System (OES) are delineated in the Coast Guard Personnel Manual (PERSMAN), COMDTINST M1000.6A, Chapter 10A.  

OER forms can be printed from the Coast Guard Personnel Center's Coast Guard Reserve web site: 

http://www.uscg.mil/reserve/forms.htm
or from the JetForm Filler software on the Coast Guard Standard Workstation (CGSW)

More OER information can be obtained from the Officer Career Guidebook Chapter 7 on the Coast Guard Career Central web site: 

http://www.uscg.mil/hq/g-w/g-wt/g-wtl/career/index.htm
Purpose of the Officer Evaluation System (OES): The purpose of the OES is to accurately evaluate each officer and sets performance and character standards to evaluate each officer. It is a way of ensuring the most qualified members are screened to serve in command, selected for advanced training and promotion.  The OER remains one of the most effective tools for making such determinations and must be given the strictest level of attention to detail from each officer in the rating chain from start to completion of the entire evaluation process.

Promotions: The OER is the only document in a Coast Guard Reservist's HQ record that captures performance, professionalism, leadership & education, the key criteria to be used by selection boards.

Assignments: Prior performance, personal qualities, and potential for increased responsibilities are important considerations in decisions made by assignment managers and panels.

Career Development: The Coast Guard Officer Evaluation System (OES) is a vehicle for performance feedback and career counseling by the rating chain and assignment managers. 

The Rating Chain

The rating chain provides the assessment of an officer’s performance and value to the Coast Guard through a system of multiple evaluators and reviewers who present independent views and ensure accuracy and timeliness of reporting.  It reinforces decentralization by placing responsibilities for development and performance evaluation at the lowest levels within the command structure.  The rating chain consists of the following members:

1. The Reported-on Officer

2. The Supervisor

3. The Reporting Officer

4. The Reviewer
GENERAL RESPONSIBILITIES OF THE REPORTED-ON OFFICER

1.  Learn the intent and procedures of the OES and identifies the members of the rating chain from the published list.

2.  Requests an appointment with the Supervisor, to occur not later than 21 days before the beginning of each reporting period, if clarification of duties and areas of emphasis is needed. This information may be delineated on the optional OSF worksheet or other format as specified by the Supervisor. A meeting shall be requested not later than seven days after reporting aboard a new unit.

3.  As necessary, seeks performance feedback from the Supervisor during the period.

4.  Prepares OER Section 1, Administrative Data, and Section 13, Return Address (found on page 4 of the OER form), and forwards the OER with proposed OER attachments to the Supervisor not later than 21 days before the end of the reporting period.

5.  May submit to the Supervisor not later than 21 days before the end of the reporting period a listing of significant achievements or aspects of performance, which occurred during the period. Submission is at the discretion of the Reported-on Officer, unless directed by the Supervisor. The optional OSF worksheet may be used. Supplemental information may be submitted through the end of the reporting period.

6.  Notifies the Supervisor not later than 21 days before the end of the reporting period if the Reported-on Officer desires an end-of period conference.

7.  Inform Commander (CGPC-rpm) directly by written communication (e.g., Rapid draft Letter, E-mail) if the official copy of the OER has not been received 90 days after the end of the reporting period. The correspondence shall include a return address, phone number, period of report, and rating chain names with phone numbers.

8.  Assumes ultimate responsibility for managing own performance, notwithstanding the responsibilities assigned to others in the rating chain. This includes ensuring performance feedback is thorough, and that OERs and associated documentation are timely and accurate.

Note
Mandatory meetings and use of the OSF for ensigns and lieutenants (junior grade). All Reported-on Officers in these grades must request initial and end-of-period meetings with their Supervisors and must submit a summary of achievements and other aspects of performance prescribed in subparagraphs b., e., and f. above. In cases of geographic separation, telephone or written exchange of information may suffice.
GENERAL RESPONSIBILITIES OF THE SUPERVISOR

1.  Evaluates the performance of the Reported-on Officer in the execution of duties.

2.  Provides direction and guidance to the Reported-on Officer regarding specific duties and responsibilities.

3.  Discuss at the beginning of the period, upon request, or when deemed necessary, the Reported-on Officer’s duties and areas of emphasis.  The optional OSF worksheet, or other format specified by the Supervisor, may be used as an aid.

4.  Provides performance feedback to the Reported-on Officer upon that officer’s request during the period or at such other times, as the Supervisor deems appropriate.

5.  Counsels the Reported-on Officer at the end of the period if requested, or when deemed appropriate, regarding observed performance.  Discusses duties and responsibilities for the subsequent reporting period and makes suggestions for improvement and development.

6.  Prepares the Supervisor’s sections (2-6) of the OER; Article 10.A.4.c of Coast Guard Personnel Manual COMDTINSTM1000.6A

7.  Initiates an OER if the Reported-on Officer is unavailable, unable, or unwilling to perform in a timely manner.  Forwards the OER, the OSF worksheet (if used), OER attachments, and any other relevant performance information to the Reporting-on Officer not later than 10 days after the end of the reporting period.

8.  Provides the new Supervisor with a draft of OER sections (3-6) when the Supervisor changes during a reporting period.  The draft may be handwritten and shall include marks and comments (bullet statements are acceptable) for the period of observation.  It shall be prepared and signed by the departing Supervisor prior to departing.

Note

Mandatory meetings and use of the OSF for ensigns and lieutenants (junior grade).  Supervisors shall conduct beginning and end-of-period meetings and are required to maintain a record of significant performance related events for all cases of geographic separation, telephone or written exchange of information may suffice.

GENERAL RESPONSIBILITIES OF REPORTING OFFICER

1.  Bases evaluation on direct observation, the OSF or other information provided by the Supervisor, and other reliable reports and records.

2.  Describes the demonstrated leadership ability and the overall potential of the Reported-on Officer for promotion and special assignment such as command.  Prepares Reporting Officer sections of the OER; Article 10.A.4.c of Coast Guard Personnel Manual, COMDTINST M1000.6A.

3.  Ensures the Supervisor fully meets responsibilities for administration of the OES.  Reporting Officers are expected to hold designated Supervisors accountable for timely and accurate evaluations.  The Reporting Officer shall return a report for correction or reconsideration, if the Supervisor’s submission is found inconsistent with actual performance or unsubstantiated by narrative comments.  The Reporting Officer may not direct that an evaluation mark or comment be changed (unless the comment is prohibited under Article 10.A.4.f of the Coast Guard Personnel Manual, COMDTINST M1000.6A).

4.  Forwards the completed OER to the Reviewer; return the OSF, if used, to the Reported-on Officer.

5.  Initiates an OER if the Supervisor does not perform in a timely manner.  Ensures the OER is forwarded to the Reviewer not later than 30 days after the end of the reporting period.

6.  Provides performance feedback to the Reported-on Officer as appropriate.

GENERAL RESPONSIBILITIES OF THE REVIEWER

1.  Ensures the OER reflects a reasonably consistent picture of the Reported-on Officer.

2.  Adds comments, as necessary, using form CG-5315 (series), that further address the performance and/or potential of the Reported-on Officer for any officer whose Reporting Officer is not a Coast Guard commissioned officer, a member of the Coast Guard Senior Executive Service (SES), or a USPHS flag officer serving with the Coast Guard.  The Reviewer shall describe the officer’s “Potential” and include an additional “Comparison Scale” or “Rating Scale” mark.  The comparison scale is not to be completed unless the Reviewer comments are mandatory.

3.  Ensures the Supervisor and the Reporting Officer have adequately executed their responsibilities under the OES.  The Reviewer shall return an OER to the Reporting Officer to correct errors, omissions, of inconsistencies between the numerical evaluation and written comments.  However, the Reviewer may not direct in what manner an evaluation mark or comment be changed (unless the comment is prohibited under Article 10.A.4.f. of the Coast Guard Personnel Manual, COMDTINST M1000.6A).

4.  Counsels Reporting Officers whose evaluation habits deviate significantly from the prescribed procedures.  Deficiencies in OES performances on the part of Reporting Officers and Supervisors should be noted for performance feedback and considered in the respective officers’ OERs.

5.  Expedites the reviewed report in a reasonable time to permit the OER Administrator to ensure the OER is received by Commander, Personnel Command (rpm) 45 days after the end of the reporting period.

6.  Ensures an OER returned by Commander, Personnel Command (rpm) is forwarded to the responsible Reporting Officer for timely correction.

OFFICER EVALUATION REPORT SUBMISSION

One of the most important elements of the OER is TIMELINESS.  The submission schedule is designed so officers on a biennial schedule receive 24-month OERs, those on an annual schedule receive 12-month OERs and those on a semiannual schedule receive 6-month OERs.

OER submission requirements for CG Reserve officers.  
Reserve officers serving on Extended Active Duty (EAD) shall follow the active duty OER schedule.

IDT OERs shall follow the submission schedule below.  Submit biennial (every two years) OERs on even-numbered years unless otherwise directed.  Include periods of ADT and ADSW in the IDT OER.

Biennial Reports on even number years.

Captain

Commander

Lieutenant Commander

Lieutenant

Lieutenant (JG)

Ensign

CWO (W-4)

CWO (W-3)

CWO (W-2)
30 April (annual)

31 March (biennial)

30 April (biennial)

31 May (biennial)

31 July (annual)

31 March (annual)

30 April (biennial)

31 July (biennial)

30 June (annual)


Regular OERs

1. A reporting period shall never extend beyond 30 months for biennial reports, 18 months for annual reports or 12 months for semiannual reports.

2. Reserve biennial or annual OER submission is optional (waivers not required) if:

(a) A regular OER (or a special or ADSW OER which counts for continuity) was submitted within 6 months prior to the scheduled submission date.

(b) A regular OER will be submitted within the following 6 months of the scheduled due date.  Exception: Those officer above and in zone for promotion as specified by ALCGRSV promulgated by Commander, (CGPC-rpm) shall not delay their biennial or annual OER past the scheduled due date, unless the Reported-on Officer has an approved retirement letter or voluntary resignation on file, and is planning on submitting an OER for continuity purposes only.  Article 10.A.3.a.5.b and Article 10.a.3.b.

(c) The Reported-on Officer under PCS orders has been observed at the new unit for less than 6 months.  The observations shall be recorded in the next regular OER.

(d) Reserve CWO4 only.  Reserve CWO4s who have at least one fully documented OER, validated and in the Headquarters personnel record, at the CWO4 grade and continue to meet the expected high standard of performance may submit continuity OERs thereafter.  In addition to procedures outlined in Article 10.A.3.a.5.d below Section 2 of the OER shall include the following statements, “OER is submitted under Article 10.A.3.a.5.b.(5).  ROO concurs with decision to submit this continuity OER.  Account for IDT Drills and ADT and ADSW days in Section 2 of the OER.  Exception: CWO4’s considering a direct commission of OCS candidacy may not apply this OER option.  CWO4’s who do not meet above criteria shall submit fully documented OER’s as occasion for report dictates

GENERAL TIPS FOR THE REPORTED-ON OFFICER AND SUPERVISOR TO REMEMBER IN THE PREPARATION AND

PROCESSING OF OERS
· Acronyms, which are uncommon or specific to a particular unit or mission, must be clearly defined.  This can't be overstated.

· Use commonly understood abbreviations to improve readability and efficiency of the comments and save space. (e.g., mtg, mbr, msg, qtrly, ops, govt)

· Ensure that comments are clear, concise, and accurate.

· Don’t attempt to adjust the font type and size in the OER software.

· Other than underlining or capitalizing the primary duty in Section 2, text enhancements are not allowed.

· Ensure issues raised in previous OERs are brought to closure without referencing prior performance.

· Maintain a complete personal OER file on all officers evaluated. (Reported-On Officer and Supervisor)

· Don’t delay OERs.

· Request specific recommendations in Section 10. (Reported-On Officer’s responsibility)

SECTION 1

ADMINISTRATIVE DATA
a.  NAME:  use initials only for first and middle name

b.  SSN: Self-explanatory

c.  RESERVE STATUS/DRILLS CONDUCTED: Leave blank, list the number of IDT Drills Scheduled/Attended: xx/xx; ADT: xx days; ADSW: xx days at the end of section 2 (DESCRIPTION OF DUTIES)

d.  GRADE: "O" followed by rank (e.g., O5 versus 05 - do not use a zero "0")

e.  DATE OF RANK: From the Register of Reserve Officers (e.g., 1998/07/01)

f.  UNIT: Unit assigned to -- spell out (e.g., Naval Coastal Warfare Group Two, Harbor Defense Command Unit 201)

g.  ATU - OPFAC: The Coast Guard "UIC" member is assigned to

h. DAYS NOT OBSERVED: Not applicable - N/A

i.  DATE REPORTED: to present unit

j.  PERIOD OF REPORT: Year/Month/Day format (e.g., 2000/04/01 TO 2001/03/31)

k.  OCCASION FOR REPORT: Mark only one.  For Biennial reports fill in "Annual/Semiannual" circle.  Promotion report only required for promotion to O6

i.  EXCEPTION REPORT: See PERSMAN, Chapter 10A for details

m.  DATE SUBMITTED: by the Reported-On Officer

SECTION 2

DESCRIPTION OF DUTIES
Description of duties should include the most important aspects of the job during the reporting period, such as:

· Primary & collateral duties

· Capitalize & Underline the PRIMARY DUTY

· Special projects.

· Unusual or significant working conditions.

· Number of people supervised, funds controlled, scope of operations managed, organizational relationships established.

· Significance of mission accomplishments.

· Drills Scheduled/Attended XX/XX; ADT: XX days; ADSW: XX days (Type this line exactly as written)

· Section 2 is an extremely IMPORTANT section.  Next to the Comparison Scale (Section 9) and Potential (Section 10) this is the section promotion boards review most closely.

WRITING OER COMMENTS

· The Reported-On Officer is responsible for providing his/her supervisor with ample information (bullets) identifying each contribution (action item) made in each area of performance and the impact the was made upon other people, the unit and unit mission.

· The Supervisor, in addition to the vital information received from the Reported-On Officer, must specifically address the officer’s acquisition and demonstration of operational or warfare skill that are critical for mission success.

· The Reporting Officer & Reviewer must specifically address the potential for greater responsibility, special talents/skills or specialties.  Include recommendations for promotion, future assignment and service school.  The non-Coast Guard Reporting Officer should specifically mention his/her familiarity and the Supervisor's familiarity with Coast Guard OES marking standards in Section 7 (Reporting Officer Comments).  Example:  "CDR Public's supervisor & I are familiar w/ CHAP 10A of CG PERSMAN.  CDR Public's has been evaluated in strict compliance w/ CG performance standards & this OER has been reviewed by a CGR senior officer (O6) on my staff."

PREPARING A WELL WRITTEN OER

· A well written and fully supported OER comment should contain the following three elements for each area that a member is being evaluated on:

· Concise accomplishment

· How well it was done

· Demonstrated impact

EXAMPLES OF OER COMMENTS

EXAMPLE 1

1.  How well it was done

Vague:  Demonstrated good MAST operational skills.

Specific:  Superb oversight of MAST operations to establish. comms with task org, unique teaming of unit technicians greatly shortened project timeline, sole reason unit met deployment schedule.

2.  Concise accomplishment

Vague:  Demonstrated good MAST operational skills.

Specific:  Superb oversight of MAST operations to establish. comms with task org, unique teaming of unit technicians greatly shortened project timeline, sole reason unit met deployment schedule.

3.  Demonstrated impact

Vague: Demonstrated good MAST operational skills.

Specific: Superb oversight of MAST operations to establish. comms with task org unique teaming of unit technicians greatly shortened project timeline, sole reason unit met deployment schedule.  

EXAMPLE 2

1.  How well it was done

Vague:  A respected leader who “went to bat” for subordinates.

Specific:  Unfailingly recognized subordinates; 7 award recommendations & 23 positive pg 7s.

2.  Concise accomplishment

Vague: A respected leader who “went to bat” for subordinates.

Specific: Unfailingly recognized subordinates: 7 award recommendations & 23 positive pg 7s.

3.  Demonstrated impact

Vague: A respected leader who “went to bat” for subordinates.

Specific: Unfailingly recognized subordinates: 7 award recommendations & 23 positive pg 7s.

SECTIONS 3, 4, 5, & 8 OF THE OER

· Marks are assigned based on the level of performance in each performance dimension.

· Supporting comments are required for all marks other than “4.”
· Do not inflate marks.  A mark of 7 is uncommon and must be well justified with supporting written comments.  An OER that has almost all 7s may be viewed by a promotion board as reflecting on the OER writer's unfamiliarity with Coast Guard OERs and may be substantially discounted.
· Comments support rather than determine the marks assigned and must be specific enough to reasonably compare to the picture defined by the performance dimension.
SECTION 6 - SUPERVISOR AUTHENTICATION

Signature block for Supervisor.  Use of first name is allowed versus just initials.  Type in USNR after name if the Supervisor is not a Coast Guard officer.  

SECTION 7 – REPORTING OFFICER COMMENTS

· This section allows the Reporting Officer to:

· Comment on the Supervisor’s evaluation or provide another perspective.

· Provide additional performance input.

· Although comments in this section are not required, doing so gives a more complete picture of the Reported-On Officer’s capabilities.  This is also an appropriate space to make a notation that the Navy Supervisor and Reporting Officers are familiar with Chapter 10A of the CG PERSMAN & marks assigned are consistent with CG performance standards.  If you senior CGR officer reviewed the OER, make sure you also mention it here.

· Assign final marks in ink.

SECTION 9 – COMPARISON SCALE

· Reporting Officer’s assessment of the Reported-On Officer compared to all of the officers of similar grade he/she has observed in his/her career.  Do not over inflate.  A mark right of center is typical for a highly competitive officer.  A mark left of center will normally end any future promotion potential.

· Comparison Scales for O5 and below are not linked to the assigned performance marks or potential mark.

· Rating Scale [Captain (O6) Form] will closely reflect the performance contained in the OER.

SECTION 10 – POTENTIAL

· Very critical area for boards and panels.

· Describe potential for greater responsibility, special talents/skills or specialties.

· Promotion, assignment and school recommendations if appropriate.

· Next to the Comparison Scale mark, this is the most IMPORTANT section in an officer's OER.

SECTION 11 – REPORTING OFFICER AUTHENTICATION
· Be sure to add USCG or USCGR following the reporting officer’s signature

SECTION 12 – REVIEWER AUTHENTICATION

· Be sure to fill block 12a. with an “X” mark.  This space is required to be filled when the Reporting Officer is not a Coast Guard officer or Coast Guard Senior Executive Service.  The Coast Guard Reviewer provides input concerning the Reported-On Officer’s performance comparable to the type information found in sections 9 and 10.  

· For an O6 Coast Guard Reserve officer the Reviewer must be a Coast Guard Flag officer.  The Coast Guard AREA Commander is the Reviewer for the O6 assigned at the NCWGRU staff and for an O6 commanding officer of a HDCU.

REVIEWER COMMENTS (CG5315A)

Comments are submitted per Article 10-A-2f (2) (c) of COMDTINST M1000.6 if the Reporting Officer is not a Coast Guard officer.

OER FOR RESERVE OFFICERS ON ADT OR ADSW (For Periods of Duty 6 to 29 Days) (CG-5317)

This OER form is obsolete and shall not be used.

GENERAL RESTRICTIONS

Don’t:

· Don't comment on pending judicial, administrative, or investigative proceedings.

· Don't comment on duty as a court-martial member.

· Don't mention or allude to non-selection of an officer for promotion.

· Don't mention Personnel Record Review Board (PRRB) or Board of Corrections of Military Records (BCMR) applications or decisions.

· Don't mention any medical or psychological condition, whether factual or speculative of Reported-On Officer or family members.

· Don't mention pregnancy.  Restriction applies to Reported-On Officer and family members.

· Don't evaluate, compare, or emphasize gender, religion, color, race or ethnic background.  Avoid gender reference (i.e., his, her, he, she).

· Don't place emphasis upon any third party by name, gender, religion, color, race or ethnic background.

· Don't refer to the Reported-On Officer by first name.

· Don't comment on Reported-On Officer’s marital or family status.

· Don't discuss performance or conduct outside of the evaluation period.

· Don't provide comments, attachments or citations that include information subject to a security classification.

· Don't use an old or command return address (it should be officer's home address).

· Don't misuse “Date Submitted” block.

THINGS TO WATCH OUT FOR TO AVOID OER KICKBACK

· Ensure complete signatures of Supervisor, Reporting Officer & Reviewer.  

· Per Article 10.A.2.e. of the CG Personnel Manual (PERSMAN) only the following officers or civilian members of the Senior Executive Service (SES), can be both Supervisor and Reporting Officer for their immediate subordinates:
(1) Commanding Officers

(2) Headquarters: assistant commandants, directors, deputy directors, office and division chiefs

(3) Deputy commanders, chiefs of staff, division and branch chiefs at:
(a) Area Commands

(b) Maintenance and Logistics Commands

(c) Districts

(d) Headquarters units

· Per Article 10.A.2.f.2.b of the CG PERSMAN, COMDTINST M1000.6A, for any officer whose Reporting Officer is not a Coast Guard commissioned officer, civilian member of the Senior Executive Service (SES), or a USPHS flag officer serving with the Coast Guard, Commandant (G-WK), the Reviewer shall describe the Reported-On Officer’s “Potential” and include an additional “Comparison Scale” (W2-O5) or “Rating Scale” (O6) mark, .  Form(s) CG-5315A, B, C, Reviewer Comments, shall be used for this purpose (available on JetForm Filler CGWS software).

· Ensure the proper version of OER form CG-5310 is used for the appropriate officer grade that is being evaluated, i.e., CG-5310C is for CAPT (O6), CG-5310B is for grades O3-O5, CG-5310A is for W2-O2.  

NOTE:  Once the OER form is printed using the JetForm Filler software each version (A, B & C) will be shown as form "CG-5310" regardless of officer grade, so be careful to examine Section 9 (OER page 3) for the appropriate officer grade. 

· Ensure the proper version of the REVIEWER COMMENTS form CG-5315 is used for the appropriate officer grade that is being evaluated, i.e., CG5315C is for CAPT (O6), CG-5315B is for O3-O5 and CG5315A is for W2-O2.

· Same type throughout each rater’s section.

· Other administrative discrepancies such as:

· Not underlining primary duty or typing it in all capital letters.

· Marking more than one occasion for report.

· Improper or “unattached” attachments.

· “Not observed” without comments.  Late OERs (make sure you know appropriate due dates for all assigned personnel)

· Marks not supported by comments.

· Restricted comments.

· Lack of proofreading.

· Paraphrasing OER performance dimension blocks.

· Primary duty not clearly identified (i.e., not underlined).  Collateral duties not clearly identified.
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