COMDTINST M1000.3

CHAPTER 5 OFFICER EVALUATIONS

5.A. Officer Evaluation System

5.A.1. General

This chapter applies to both active duty (ADPL) and reserve (IDPL) officers. Expanded
reserve-specific guidance is provided as necessary. Commander (CG PSC) manages the
officer evaluations system for all Coast Guard officers with the exception of flag officers
who are managed under a separate system. Commander (CG PSC-OPM-3) manages all

ADPL officers and Commander (CG PSC-RPM-1) manages all IDPL officers.

5.Ala. Purpose

The Coast Guard Officer Evaluation System (OES) has been designed to:

(1) Provide information for important personnel management decisions. Especially
significant among these decisions are promotions, assignments, career development,
and retention.

(2) Set performance and character standards to evaluate each officer.

(3) Prescribe organizational values by which each Coast Guard officer can be described.

(4) Provide a means of feedback to determine how well an officer is measuring up to the
standards.

5A.1b. Policy

(1) Commanding Officer Responsibility. Commanding officers must ensure accurate,
fair, and objective evaluations are provided to all officers under their command. To
that end, performance evaluation forms have been made as objective as possible,
within the scope of jobs and tasks performed by officers. In using the Officer
Evaluation Form, Form CG-5310, strict and conscientious adherence to specific
wording of the standards is essential to realizing the purpose of the evaluation system.

(2) Officer Responsibility. Individual officers are responsible for managing their
performance. This responsibility entails determining job expectations, obtaining
sufficient performance feedback, and using that information to meet or exceed
standards.

5A.lc. Definitions
The following terms apply to the officer evaluation system:

(1) Officer Evaluation System (OES). The Coast Guard system which addresses
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performance appraisal of its officers.

(2) Officer Evaluation Reports (OER). Officer Evaluation Report, Form CG-5310, used
to document Coast Guard officers' performance and potential. Key elements of the
form are as follows:

(a) Performance Dimensions. The items on which the Coast Guard evaluates its
officers (e.g. writing, judgment, etc.).

(b) Evaluation Areas. The four major performance categories into which all
performance dimensions are grouped (e.g. Performance of Duties, Leadership
Skills, etc.).

(c) Performance Standards. The prescribed expectation levels within each
performance dimension. The standards are written to provide a common frame of
reference among rating officials to which an officer’s observed performance and
qualities may be compared. Each dimension has three separate written standards
of performance:

Describes performance not measuring up to the

Below standard
levels expected

Describes the high level of performance expected

Standard of all Coast Guard officers

Above standard Describes superlative performance

(3) Officer Support Form (OSF), Form CG-5308. The worksheet used to describe duties,
establish goals, document accomplishments, and facilitate performance feedback.

(4) Rating Chain. The succession of individuals who are responsible for preparing,
completing, and reviewing an officer’s OER as defined by the following roles:

(a) Reported-on Officer. The subject of the OES. All commissioned officers of the
Coast Guard are evaluated periodically.

(b) Supervisor. Normally, the individual to whom the Reported-on Officer answers
on a daily or frequent basis and from whom the Reported-on Officer receives the
majority of direction and requirements.

(c) Reporting Officer. Normally the Supervisor’s supervisor.

(d) Reviewer. Normally the Reporting Officer’s supervisor.

(5) Performance Feedback. No specific form or forum is prescribed for performance
feedback. Performance feedback occurs whenever a subordinate receives advice or

5-2



COMDTINST M1000.3

observations related to their performance in any evaluation area. Performance
feedback can take place formally (e.g., during a conference) or informally
(e.g.,through on-the-spot comments). Regardless of the forum, each officer should
receive timely counseling and be clear about the feedback received. If feedback is
not fully understood, it is the Reported-on Officer’s responsibility to immediately
seek clarification and the rating chain’s responsibility to provide it.

5A.1d. System Goals

(1) Personnel Management. The OES is an important part of the Coast Guard officer
personnel management system. It supplies information to Commander (CG PSC-
OPM) and Commander (CG PSC-RPM) for personnel management decisions in a
variety of areas.

(a) Promotion. Throughout their careers, Coast Guard officers are selected for
promotion to the next grade by boards of officers. Except for promotion to the
grade of lieutenant (junior grade), more officers are eligible for promotion than
are authorized under budget and statutory constraints. The cumulative file of
officer performance evaluations provides one of the bases for selection of the best
qualified officers from among those eligible.

(b) Assignment. Prior performance, personal qualities, and potential for increased
responsibilities, as documented in each officer’s OER file, are important
considerations in decisions made by assignment managers and panels. While a
number of other factors such as billet requirements, experience, personal desires,
and availability are also considered, the high level of competition for many
assignments places even greater emphasis on performance.

(c) Career Development. Career development is a cooperative process that seeks to
meet immediate and future Coast Guard needs while satisfying the personal and
professional aspirations of individual officers. The OES is a vehicle for
performance feedback and career counseling by the rating chain and assignment
managers.

(d) Performance Feedback. Performance feedback is an essential part of every
officer’s career development. Performance feedback by use of the OSF is the
prescribed format for ensigns and lieutenants (junior grade). However, rating
chains are strongly encouraged to provide timely performance feedback during
and at the end of each reporting period for all officers. Rating chains are strongly
encouraged to provide a copy of the completed OERs to Reported-on Officers
prior to submission of the OERs to Commander (CG PSC).

(2) Command and Control. The OES reinforces command authority by providing a clear
delineation of the span of control and responsibility. While missions and resources
primarily dictate organization, the OES can assist commanding officers in delineating
lines of authority and responsibility, and ensuring common understanding of
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responsibilities.

(3) Maintenance of Coast Guard Values and Standards. Each officer is evaluated in the
OES, not only regarding job achievements, but also on common professional values
and Service standards. These values are not only customs, but conditions of
employment in the Coast Guard. They are defined by the performance dimensions
and standards listed on the OER.

5.A2.

5.A.2.a.

5.A.2Db.

Responsibilities
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

Commanding Officers

(1) Designation. Commanding officers are responsible to ensure members of the rating
chain carry out their OES responsibilities. For the purpose of these instructions,
commanding officers include area and district commanders, commanders of
logistics/service centers,, commanding officers of Headquarters units and subordinate

units or organizations and cutters.

(2) Responsibilities. Commanding officers:

(@) Implement the OES within their commands.

(b) Designate and publish the command’s rating chains.

(c) Provide copies of rating chains to unit OER Administrators.

(d) Assist and encourage the professional growth and knowledge of assigned officers

by publishing the contents of reference (h), Schedule of Active Duty Promotion
List (ADPL) and Inactive Duty Promotion List (IDPL) Officer Personnel Boards
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and Panels, COMDTINST 1401.5 (series)

(e) Establish procedures that ensure timely submission of reports. Ensure OERs for
officers eligible for promotion or panel action are not delayed.

(f) Provide local oversight and accountability for the proper preparation of OERSs.
Commanding officers are encouraged to monitor OERs submitted by the
designated rating chain within their commands as a means of ensuring
consistency.

(9) Encourage supervisors and reporting officers to properly counsel subordinates by
providing them timely feedback at the end of each reporting period and providing
copies of completed OERs to them prior to submission to the unit OER
administrator.

(h) Encourage recurring training, for all officers within their commands, on the intent
and procedures of the OES.

(i) Obtain formal training from Commander (CG PSC-OPM-3) or (CG PSC-RPM-1)
for civilian employees of the Coast Guard who must perform the duties of either
Supervisor or Reporting Officer. Civilians shall not be assigned to a rating chain
before receiving OES training certification from Commander (CG PSC-OPM-3)
or (CG PSC-RPM-1) and having incorporated the OES rating chain
responsibilities in their Core Competencies.

(J) Apply the following guidelines to officers who are unable to fully perform due to
illness, injury, pregnancy, etc.

[1] Periodically, officers may experience circumstances due to a temporary
condition which result in a limited opportunity to perform. These
circumstances may involve specific performance restrictions (e.g., those
imposed by a medical authority), which require restructuring or
reassignment of duties. While no preferential treatment shall be given,
commanding officers shall ensure that these individuals do not receive
below standard evaluations strictly as a consequence of these circumstances.

[2] Commanding officers, in consultation with the health care providers, must
establish a “reasonable expectation of performance” given the individual’s
current circumstances. In particular, commanding officers must determine
whether or not an individual requires reassignment to a different work
environment and/or restrictions on performing specific types of tasks.
Additionally, reduced work hours may be necessary. When considering
reassignment or restructuring of duties, commanding officers should strive
to identify service needs which complement the temporarily limited abilities
of the officer.
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(k) Ensure performance in meeting requirements of the Coast Guard occupational

health and safety program are documented appropriately and consistently with the
Reported-on Officer’s assigned responsibilities and authority. (This paragraph
complies with Article 1960.11 of 29 CFR XVII.).

5A.2.c. Reported-on Officer

(1) Designation. The subject of the OES. All Coast Guard commissioned officers are
evaluated periodically.

(2) Responsibilities. The Reported-on Officer:

(a)

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

(b) 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.

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

(d) Prepares OER Section 1, Administrative Data, and Section 13, Return Address

(€)

(M

(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. Reserve Reported-on Officers shall verify and submit
applicable activity required in Section 2 in accordance with Article 5.A.4.c.(2)(g).
of this Manual.

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.

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.

(9) Informs Commander (CG PSC-RPM-1) or (CG PSC-OPM-3) directly by written

communication (e.g. e-mail) if the original validated 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.
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(h) Ensures that all days of commissioned service are covered by OERs. If an OER is
missing or a gap in coverage exists, informs the appropriate rating chain. The
rating chain shall take necessary action to correct the discrepancy.

(1) Ensures that other than Coast Guard rating officials are provided a copy of these
instructions, appropriate forms, and other literature provided by Commander (CG
PSC-OPM) or (CG PSC-RPM-1).

(J) Reviews reference (h), Schedule of Active Duty Promotion List (ADPL) and
Inactive Duty Promotion List (IDPL) Officer Personnel Boards and Panels,
COMDTINST 1401.5 (series), and reference (j), Performance, Training and
Education Manual, COMDTINST M1500.10 (series), and manages performance
to ensure that OERs are not delayed when eligible for promotion or applying for
advanced training.

(k) 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.

(3) 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 Article 5.A.2.c.(2)(b), 5.A.2.c.(2)(e), and
5.A.2.c.(2)(f) of this Manual. In cases of geographic separation, telephone or written
exchange of information may suffice.

5A.2.d. Supervisor

(1) Designation.

(a) Normally the individual to whom the Reported-on Officer answers on a daily or
frequent basis and from whom the Reported-on Officer receives the majority of
direction and requirements.

(b) Coast Guard officers, officers of other U. S. Armed Forces, officers of Foreign
Armed Services (who serve in a supervisory capacity for the Reported-on
Officer), U. S. Public Health Service officers, and U. S. government civilian
employees may serve as Supervisors. The supervisor of a reserve officer may be
either an active duty or reserve officer or individual stated above. If the
Supervisor is not a Coast Guard employee, specify which branch of service (i.e.,
USN, USA, USAF, DoD) in section 6a. of the Officer Evaluation Report, Form
CG-5310.

(c) The Supervisor will normally be senior to the Reported-on Officer. However, in
appropriate situations, the Supervisor may be designated, regardless of grade
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relative to the Reported-on Officer.

(d) When an officer responds to more than a single individual for different functions,
the commanding officer shall appoint one individual to the position of Supervisor
(to whom all secondary supervisors will provide evaluation input).

(e) When a situation exists which requires concurrent reports, dual supervision may
also exist. In such instances, different Supervisors may be appointed for each
rating chain.

(2) Responsibilities. The Supervisor:

(a) Evaluates the performance of the Reported-on Officer in the execution of duties.

(b) Provides direction and guidance to the Reported-on Officer regarding specific
duties and responsibilities.

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

(d) Encourages the use of the optional/required OSF worksheet, or other convenient
means, to note important aspects of the Reported-on Officer’s performance during
the reporting period. Significant events, problems, achievements, failures, or
personal qualities should be noted.

(e) Provides timely performance feedback to the Reported-on Officer upon that
officer’s request during the period, at the end of each reporting period and at such
other times as the Supervisor deems appropriate.

(f) Counsels the Reported-on Officer at the end of the reporting 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.

(g) Finalizes the optional or required OSF worksheet, if used. (See Articles 5.A.6.d.
and 5.A.6.e. of this Manual.)

(h) Prepares the Supervisor’s sections (2-6) of the OER. (See Article 5.A.4.c. of this
Manual.)

(1) 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 or
required), OER attachments, and any other relevant performance information to
the Reporting Officer not later than 10 days after the end of the reporting period.
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(J) Provides the new Supervisor with a draft of OER sections (2-6) 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 departure.

5.A2e. Reporting Officer

(1) Designation.

(a) The Reporting Officer is normally the supervisor of the Supervisor.

(b) Coast Guard officers, officers of other U. S. Armed Forces, officers of Foreign
Armed Services, U. S. Public Health Service officers, and U. S. government
civilian employees may serve as Reporting Officers. The reporting officer of a
reserve officer may be either an active duty or reserve officer or individual stated
above. If Reporting Officer is not a Coast Guard employee, specify which branch
of service (i.e., USN, USA, USAF, DoD) in section 11a. of the Officer Evaluation
Report, Form CG-5310.

(c) The Reporting Officer will normally be senior to the Reported-on Officer. Except
for commanding officers, at least two year groups should normally separate these
rating chain positions if they are of the same grade. Commander (CG PSC-OPM-
3) or (CG PSC-RPM-1) will handle exceptions to this policy on a case-by-case
basis.

(d) The Reporting Officer for an officer other than the commanding officer will
normally be designated no higher than the unit’s commanding officer.

(e) The following personnel can be both Supervisor and Reporting Officer for their
immediate subordinates:

[1] Any officer, LT or above, who serves as a Commanding Officer,
[2] Any civilian member of the Senior Executive Service (SES), or

[3] Any O-5 or above (includes non-Coast Guard officers provided the officer
meets the criteria stipulated in Article 5.A.2.e.(1)(i) of this Manual).

(f) Only a Coast Guard flag officer or Coast Guard SES may serve as both the
Reporting Officer and Reviewer on the same OER.

(9) Reporting Officers for captains shall be a Coast Guard flag officer or SES. An

exception would be those assigned to the Permanent Commission Teaching Staff
(PCTYS) or outside the Coast Guard whose reporting officer is at least equivalent
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to a Coast Guard flag officer or SES (e.g. White House, DHS, other services,
etc.).

(h) The Headquarters program manager having technical responsibility for the unit
will be the Reporting Officer for commanding officers of Headquarters units.

(1) The Reporting Officer for an officer (W2-05) assigned to another Service’s staff
or mission will be the commanding officer or senior staff officer to whom the
Reported-on Officer is assigned.

(1) The Reporting Officer of officers under direct supervision of civilian employees
outside the Coast Guard but within the (DHS) shall be designated by appropriate
DHS directive.

(K) The Headquarters program manager who exercises technical responsibility for the
program will be the Reporting Officer for officers assigned to duty in civilian
agencies other than DHS or in liaison service with other governments.

() Any exceptions not specifically cited herein must be authorized by Commander
(CG PSC-OPM-3) or (CG PSC-RPM-1).

(2) Responsibilities. The Reporting Officer:

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

(b) 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. (See Article 5.A.4.c. of this
Manual.)

(c) 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 shall not direct that an evaluation mark or comment be changed
(unless the comment is prohibited under Article 5.A.4.f. of this Manual).

(d) Forwards the completed OER to the Reviewer; returns the OSF, if used/required
to the Reported-on Officer.

(e) 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.
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(f) Provides timely performance feedback to the Reported-on Officer at the end of
each reporting period and at such other times as the reporting officer deems
appropriate.

(9) If the Reporting Officer changes and a complete OER is not required per Article
5.A.3.a. of this Manual, then the departing Reporting Officer shall provide the
new Reporting Officer a draft of the applicable OER sections. The draft may be
handwritten and shall include marks and comments (bullet statements are
acceptable) for the period of observation, prepared and signed by the departing
Reporting Officer.

(h) An outgoing Reporting Officer shall provide a written report to the new Reporting
Officer listing those officers for whom the outgoing Reporting Officer is
preparing complete OERs and for whom signed OER drafts have been provided.

5.A.2 1. Reviewer

(1) Designation.

(a) The Reviewer is normally the Supervisor of the Reporting Officer. While the
Supervisor and Reporting Officer are specific individuals, the Reviewer is a
position designated by competent authority, which in certain circumstances may
be junior to the Reporting Officer. The officer occupying that position has a
definite OES administrative function and may perform an evaluative function. If
Reviewer comments are mandatory under Articles 5.A.2.1.(2)(b). and 5.A.4.d. of
this Manual, the Reviewer must be senior to the Reported-on Officer.

(b) Only Coast Guard commissioned officers, the USPHS flag officer serving as
Director of Health and Safety, Commandant (CG-11), or Coast Guard SES
member, may serve as Reviewer.

(c) A commanding officer may serve as Reviewer for a Reported-on Officer if that
commanding officer is not otherwise in the Reported-on Officer’s rating chain.
(For any officer at a major command whose position is lower than the department
head level, the rating chain should be structured so that the Reviewer is no higher
than the commanding officer.) In certain situations (e.g., CO on extended TDY),
Executive Officers and Deputy Commanders serving in an “Acting” capacity may
sign as reviewer if not otherwise in the rating chain. ‘“For” signatures are not
authorized under any circumstances.

(d) Only Coast Guard flag officers or SES members may serve as Reviewers on
OERs for which they have also been Reporting Officers. When a flag officer or
SES member serves as both Supervisor and Reporting Officer on the same OER,
the following will serve as Reviewer:
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(€)

(M

SUPERVISOR/REPORTING OFFICER REVIEWER
Headquarters Deputy or Assistant Vice Commandant
IArea Commander Vice Commandant
FORCECOM Vice Commandant
District Commander Area Commander
All Others Vice Commandant

No one may serve as Supervisor, Reporting Officer, and Reviewer on the same
OER except for the Commandant (CCG); and Vice Commandant (VCG) (must be
a four star admiral) and Commandant (CG-094); the latter may sign as
Supervisor, Reporting Officer, and Reviewer for the OER of the Coast Guard’s
Chief Trial Judge.

The responsible program manager will be the Reviewer for reports of officers
assigned to other Services or agencies as liaison officers. If no appropriate
program manager is obvious, Commander (CG PSC-OPM-3) or (CG PSC-RPM-
1) will identify, or act, as a Reviewer.

(9) The Reviewer of a Captain’s OER must be a flag officer or Coast Guard SES

member.

(h) The Coast Guard Judge Advocate General shall be the reviewer for all Reported-

on Officers in specialty who perform duties as a military judge during the period
of report and for those Reported-on Officers in legal billets without a Judge
Advocate in the rating chain as designated by the unit CO (e.g., District Staff
Judge Advocates). For Reported-on Officers out of specialty who perform
collateral duties as a military judge during the period of report, the Reported-on
Officer’s unit CO designates the rating chain. However, the Judge Advocate
General shall provide an additional Reviewer Comments, Form CG-5315 (series),
to document judiciary performance only. No comparison scale mark shall be
completed. For Reported-on Officers out of specialty who do not perform any
collateral duties as a military judge during the period of report, the Judge
Advocate General will not provide an additional Reviewer Comments, Form CG-
5315 (series).

(2) Responsibilities. The Reviewer:

(a) Ensures the OER reflects a reasonably consistent picture of the Reported-on

Officer’s performance and potential.

(b) Adds comments as necessary, using Reviewer Comments, Form CG-5315

(series), which further addresses the performance and/or potential of the
Reported-on Officer not otherwise provided by the Supervisor or Reporting
Officer. For any officer whose Reporting Officer is not a Coast Guard
commissioned officer, member of the Coast Guard SES, or a USPHS flag officer
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serving with the Coast Guard, Commandant (CG-11), 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. Local reproductions of Reviewer Comments, Form
CG-5315 (series), may be used; see Article 5.A.4.d. of this Manual for
circumstances when Reviewer comments are mandatory or optional.

(c) Ensures the Supervisor and the Reporting Officer have adequately executed their
responsibilities under the OES and meet all submission schedules. The Reviewer
shall return an OER to the Reporting Officer to correct errors, omissions, or
inconsistencies between the numerical evaluation and written comments.
However, the Reviewer shall not direct in what manner an evaluation mark or
comment be changed (unless the comment is prohibited under Article 5.A.4.f. of
this Manual).

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

(e) Expedites the reviewed report in a reasonable time to permit the unit OER
Administrator to ensure the OER is received by Commander (CG PSC-OPM-3) or
(CG PSC-RPM) 45 days after the end of the reporting period.

(f) Ensures CWO to O-4 ROOs review and sign OER.

(9) Ensures an OER returned by Commander (CG PSC-OPM-3) or (CG PSC-RPM-1)
is forwarded to the responsible Reporting Officer for timely correction.

5.A.2.0. Rating Chain Exceptions

(1) Designating Substitutes in the Rating Chain. In instances where a Supervisor,
Reporting Officer, or Reviewer is unavailable or disqualified to carry out their rating
chain responsibilities, the commanding officer or the next senior officer in the chain
of command shall designate an appropriate substitute who is capable of evaluating the
Reported-on Officer. Other members in the rating chain may be adjusted and
designated, as appropriate. Commander (CG PSC-OPM-3) or (CG PSC-RPM-1)
shall be advised in writing of the designation(s). The timing of the substitution may
preclude full use of the OSF; however, that fact alone does not invalidate the OER.

(2) Definitions. As used within this subparagraph:

(a) "Unavailable" includes illness, injury, death, prolonged absence, transfer,
separation from the Service, retirement, or any other situation which prevents or
substantially hinders the Supervisor, Reporting Officer, or Reviewer from
properly carrying out their rating chain responsibilities.
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5.A.2.h.

5.A.2..

(b) “Disqualified” includes relief for cause due to misconduct or unsatisfactory
performance, being an interested party to an investigation or court of inquiry, or
any other situation in which a personal interest or conflict on the part of the
Supervisor, Reporting Officer, or Reviewer raises a substantial question as to
whether the Reported-on Officer will receive a fair, accurate evaluation.

(c) If not already determined by the commanding officer, it is incumbent on the
Reported-on Officer to identify to the next senior officer in the chain-of-command
that an exception to the designated rating chain may exist. This issue should be
raised by the Reported-on Officer during the reporting period or within 30 days
after the end of the reporting period.

OER Administrator

Commander (CG PSC) no longer requires designation of an OER Administrator. Units
and their assigned rating chains are responsible for managing the timely submission of
OERs to Commander (CG PSC). Units should consider designating a collateral duty unit
OER Administrator. (See Article 5.A.4.e. of this Manual.)

Commander, Coast Guard Personnel Service Center

(1) Designation. Commander (CG PSC) has overall responsibilities for the OES.
Administrative servicing of OERs is accomplished by Commander (CG PSC-OPM-3)
or (CG PSC-RPM-1). Servicing of an officer’s personnel record is accomplished by
Commander (CG PSC-PSD-MR).

(2) Responsibilities. Reserve Personnel Management Division (CG PSC-RPM-1) or
Officer Evaluations Branch (CG PSC-OPM-3):

(a) Processes OERs into Direct Access, an automated tracking system and provides
rating chain notices of delinquent OER submissions.

(b) Ensures all OERs go through a quality review. Corrects OERs containing minor
administrative errors or as directed by judicial or administrative adjudications. In
special circumstances, Chief (OPM-3) or (RPM-1) may serve as reviewer on an
OER.

(c) Provides final quality control review of OERS containing substantive errors,
including “restricted” remarks as outlined in Article 5.A.4.f. of this Manual.
OERs requiring significant correction or redaction will be returned to the
appropriate member of the rating chain. However, in certain situations, returning
an OER through the rating chain could lead to unacceptable delays and prejudice
a Reported-on Officer who is being considered by a board or panel. In order to
achieve a balance between accuracy and timeliness, certain corrective measures
may be taken to expedite validation of OERs, Reviewer comments, OER Replies,
and Addenda.
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(d) Submits validated original OER to Commander (CG PSC-PSD-MR) for insertion
into the member’s CG PSC Electronically Imaged Personnel Data Record, El
PDR.

(e) Develops and implements system changes as necessary to maintain a healthy
system.

(f) Maintains all applicable instructions and forms and recommends policy governing
the OES.

(9) Responds to individual and command requests related to OES policy.
(h) Provides training on the OES, subject to resource availability.

(1) Conducts the required training for civilian employees assigned rating chain
responsibilities.

(3) Responsibilities. Records Branch (CG PSC-PSD-MR):

(a) Maintains officer records system in accordance with reference (r), Information
and Life Cycle Management Manual, COMDTINST M5212.12 (series) and DoD
approved retentions.

(b) Responds to individual inquiries and requests related to those records, including
missing copies of OERs.

(c) Returns validated OER to the Reported-on Officer after insertion into the
member’s CG PSC El PDR.

5.A3.

5.A3.a.

Submission Schedule

The intent of the submission schedule is for officers with a biennial, annual or
semiannual reporting period to be evaluated as closely to those frequencies as possible.
While every effort has been made to accommodate possible deviations to the schedule,
unusual circumstances may dictate the submission of reports, or not allow their
submission, which may be contrary to the intent of the OES.

Regular OERs
(1) Annual, Semiannual, and Biennial OERs. Annual or semiannual (Figure 5.A.1) and

Biennial (on even numbered years) (Figure 5.A.2) OERs are due as of the last day of
the month as follows:

5-15



COMDTINST M1000.3

GRADE ADPL IDPL
Captain April April  (Annual)
Commander March March (Biennial)
Lieutenant Commander April April (Biennial)
Lieutenant May May (Biennial)

January and July
(In zone/above zone

Lieutenant (Junior Grade) |promotion board eligible July  (Annual)

candidates EOP is 30 Jun
vice 30 July)

March and September
(In zone/above zone
promotion board eligible
candidates due to CG
PSC 31 Oct. Reporting
period remains 30 Sep.)

Ensign March (Annual)

Chief Warrant Officer (W4) April April (Biennial)
Chief Warrant Officer (W3) July July  (Biennial)
Chief Warrant Officer (W2) June June (Biennial)

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

(b)

(©)

OERs shall not be delayed for officers above and in zone for promotion as
specified by ALCGOFF promulgated by Commander (CG PSC). Reported-on
Officers with an approved retirement or voluntary resignation letter on file who
do not desire to submit a regular OER must obtain an OER waiver. See Article
5.A.3.b. of this Manual for waiver requirements and Article 5.A.3.a.(5) of this

Manual for continuity OER requirements.
Annual or semiannual OER submission is optional (waivers not required) if:

[1] A regular OER (or a special OER that counts for continuity) was submitted
within 182 days prior to the scheduled submission date for annual reports or

92 days for semiannual reports.

[2] A regular OER will be submitted within 182 days following the scheduled due
date for annual reports or 92 days for semiannual reports (e.g. PCS) permitted

all other submission requirements are met.

[3] Newly commissioned officers who have been observed at their first unit less
than 120 days may delay the submission of their regular OER provided the
next anticipated date of submission meets the requirements under Article

5.A.3.a.(1)(a). of this Manual.
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(d) Reserve biennial or annual OER submission is optional (waivers not required) if:

[1] A regular OER (or a special or ADOS OER which counts for