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--r)a pose and' use of the COER
?’ypes of COERS

: Roles and responsibilities of the
Offlcer

Rater
2-::‘ ' Reviewing Official (RO)
= > Ratings

- The COER process
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Fomrm:sjc 1e0r Orricer Evaltation eport COER) S:

A mrgg “source of information of the officer’s
vvor'fﬁ acord and performance

rEment of uniform appraisal
tr"l":“valuates performance from 1 Oct to 30 Sept

- Conducted annually and other times as
prescribed
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Ljzitlor) for PENSONIE e'guom
Progoiogs r;,,, e ~
SoEtitive Promotion: Promotion Boards
Nean=€ Jme -‘f’tlve. Administrative Review for Med/Den Officers

yymuﬂ =;n _
Separal J@n/retlrement
= = -“7'335 “file review

.,., ﬂ(ié'reer decision about an officer
‘:*:4 - o—ﬁvdjunct In processing both positive and adverse actions

? > Supervisory tool
> Strengths and weaknesses of the officer
Performance rating

- Opportunity to increase value to the Corps and Agency
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and Reggor%
%fflcer __

——

ATzl 64 rg,.z required roralliroricers oy "ve olUlLY,

r\JJ orr er on extended active duty prior to 1 July are
complete the annual COER on-line

-
b
-
= v =
8 e )
Gl i

-__--

_«- fflcers called to active duty after July 1
Junlor and Senior COSTEPS

— =

~~ — USUHS students

~ ~ The Surgeon General
The Assistant Secretary of Health
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Commlssmned Officers’ Effectiveness

Report
Attachment 1 (to Section 1)
TO BE FILLED OUT BY OFFICER
BEING EVALUATED




Commissioned Officers’ Effectiveness Report
Attachment 1 (to Section I)
TO BE FILLED OUT BY OFFICER BEING EVALUATED

Name of Officer:
Officer’s PHS Number __
COER Date: ____ / li

Duties, Accomplishments, and Goals:




ROIES and Responsmlll
o’ e Ofﬁﬂﬁ?'-a&\ttac ent 1

=

-.-' '

o)Y ’th'e Rater during the review and rating process

u give the Rater an accurate, concise picture of
S duties, accomplishments, and goals

r should insert a few statements about leadership,
hlp and readiness

uidelines for completing the online COER
= lVIanuaI Circular #373 (COER Instructions)
:_ - -http //dcp.psc.gov/coerinstructions.pdf

POM 08-008 (updated in September 2009)

10



ROIES and Responsmlll _...,

o’ e Ofﬁﬂﬁ?'-a&\ttac ent 1

—

o (Craail erlc..ec "-"'c' : ant
AEoginito “Secure Area” of the CCMIS web site
s er___raa S required to review and update info

J _CL icer answers whether they have a 2009
0 erformance plan

e S — -
—-— .

__--:_-;"U'Select “Enter Att 1” to begin

> The “Duties”, “Accomplishment”, and “Goals”
sections have 5 text boxes with <=240
characters per text box

11



e —

Reles and Responsmlll
o the Ofﬁﬁ%f‘—aé\ttac ent 1

]“( r'l \LC "'C- / ,; G e
5 1C€F may enter text up toe 500 characters or less In
A a@lltlonaI/CommentS” (210
t “Preview OPF Att 1” to ensure text fits

ater IS defined as the officer's immediate supervisor
ﬁe 15t Wednesday of October (regardless of the time)

= — e “officer is required to transmit the COER no later than
15 ‘October

j ~—  Officer verifies Rater’s contact information or officer
selects “Assign New Rater”

- Officer verifies information and email address
- EXits system

12



es and Respon3|b|I|
of Tﬂ%‘-a@fﬂcer

G
-y —

e

=+ flcer IS responsible for submlttlng COER
r can verify status of COER on CCMIS
lifyir g attachments and Concur/Disagree
0 |c'>er receives an email to concur

== al
e = e

e
e
'L.'

= j'rio changes the officer will select concur
=

~ Rater and officer may modify sections of COER if
= changes are required

May provide a rebuttal if officer disagrees

Officer will receive email after Reviewing Official has
completed section (COER posted in eOPF)

- -I
: =i
A
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~a—

il it “; \
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ROIES and Responsmlll e

ofﬂﬂ%»Rater

—

. rislr‘jr/_)l ( \ \C 9 \L r\\ E- 'rllrc G AR

'rrrnrprr lt COER no: later than 15 Oct

|'f omrm *fails to transmit the COER within a
_rr—\ﬁU@ time limit

= Rater initiates a Manual COER

‘Rater can consider failure to submit
COER In the officer’s performance

rating and will provide COER to officer to
sign

15
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ROJIES and Reggo%
P of'%’Rater

i

Hetar WJH ]Qr [ANLO) (.Cr{ ALY

~t

applel] r m officer

%rer w 'See an activity screen (folders) on the
Jerr de of screen

— -;",...—-

SRater enters time he/she supervised the officer
J‘F?’arter reviews Attachment 1

— Rater evaluates officer’'s performance
_ Rater will select “Enter scores”

|||,.r'§
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ROIES and Responsmlll

“of the RHY@F Narrative
® f[hf,_j"' Entl o of C’ 5 SUper "CG
g ree r. IF than 6 months the evaluation
i / 23 -~set to “Detailed Evaluation”

i he supervised time is less than 6
=— ‘6nths the Rater will select either
== ‘iDetaIIed” or a “Narrative Evaluation”

-."‘

PR

= = -
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-

e —
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2004 ANNUAL COMMISSIONED OFFICERS' EFFECTIVENESS
REPORT PHSNO: 65155

fofficer Name:  CDR SHAW, APRIL

INVESTIGATOR / FULL

b ency Progran -
o

Fating Official:

frosect PositionBilla Tide:  PERFORMANCE
[Peviewing Official.

ow lan, ® you
ma;uu’;ﬁ:m 0 Years, 2 Months

Narrative COER

QIS. OVERALL JOR PERFORMANCE

© Unsatisfactory
@ Satisfactory

[Officer concurrence statement:

[Reviewing

Officer concurred with ratings

has concurred with your ratings
(Official




T Commissioned Officers’ Effectiveness
— = Report
PHS-838
TO BE FILLED OUT BY RATING OFFICIAL

19



Department of Health a
Public Health ice
COMMISSIONED OFFICERS' EFFECTIVENESS REPORT
(download instructions at hitp:/dep. pse. erinstructions, pdf)
AT
Present Position Billed Title

OB

OB ( b 2 6. ABILITY TO ANALYZE PROBLEMS

OB 3 ) H F 7T.SUPERVISORY SKILLS

OB b 8§ ABILITY TO WORK WITH OTHERS

OB A 9. ABILITY TO EXPRESS SELF VERBALLY AND IN WRITING
OB C ) : 10. PROFESSIONAL SKILLS IN PRESE

QB : ] 11. RESPONSIVENESS TO SUPERVISION

aB 3 ' 12. RESPONSE TO CRISES

OB 3 1L GROWTH IN SKILLS DURING RATING PERIOD
OB .} A 14. COMMITMENT TO PROGRAM GO.

OB ) 3 15 MANAGERIAL RESPONSIBILITY

OB : 8 NG OF THE PHS U

OB B L OPPORTUNITY

OB 18. OVERALL JOB PERFORMANCE

How long have you
supervised this officer?

Supervisor's Phone Number
Type of COER () Trumfer (officer ar supervd
) Oiner
SECTION 111 —
1. TO BE FILLED OUT BY OFFICER BEING RATED: 5 e Date:
O A, Tconcur with this evaluation,

OB s evaluation, comments are attached. 1 have read this evaluation and had an opporiun 1 ve retalned a copy.

BE o R’

O A. Teoncur with this evaluation.
. Although this evaluation is reasonable, this rater Is a somewhat more
g rater than most,
3 ¢, Although this evaluation is reasonable, this rater is a somewhal fesy
demanding rater than most. TF ANY REVIEWING OFFICIAL DOES NOT CONCUR FULLY, TT 1S HISHER
O . 1 disngree with this evaluation in the following ways: RESPO ILITY TO PROVIDE THE RATED OFFICER WITH A COPY REFLECTING
THE TONCURRING COMMENTS.

COMME

Reviewing OMicial 7 (Tithe (please print): Heviewlng OMclal Signature Date:




ROIES and ReS‘i)OﬂSIbllltl

of‘f-lﬂé-Rater

218y errormrl sevelementatated between “A o
Jir !
E.

o
"

e SN f__'je-st and “E” is highest
To I be  assimilated an officer must earn an overall
= ~fa ﬁg of a “D” or “E”
.J'R“ater must comment for elements rated “A”

— —l_ - 4

-~ Discusses evaluation w/ officer before officer
submits COER to Reviewing Official

> Officer receives copy of COER after interview

21



Jell & dee average
= 3 etent

B=1 érgu
_.,A‘" Inadequate

I'

"_".'-"_".‘L‘;-‘

.—_-—

‘Total Score
E =100
D =80
C =60
B =140
A=20




ROJES and ReSPOHSIblll
of"Hﬂ%»Rater

Htacrbhment 2
L

—
ek

RENET ]S_P Ulrecl te).cofnoleie

Rziielf Ia reguired to answer “I have used the
fell I e flcers 2009 performance plan”

T 'n, "Attrlbutes and Competencies” tab has
J ‘ht text boxes with limit of 240 characters

The “Officer/Leadership” tab has four text

-

_" ‘boxes with limit of 240 characters
> Rater selects “Preview OPF Att 2”

23
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== :'E : Commlssmned Officers’ Effectiveness
— g REpOLL——

e Attachment 2 (to Section 21)
— TO BE FILLED OUT BY OFFICER’S
SUPERVISOR (RATER)

24



Commissioned Officers’ Effectiveness Report
ion IIT)
UPERVISOR (RATER)

Attachment 2 (to Se
TO BE FILLED OUT BY OFFICER

Name of Officer:
Officer’s PHS Number __
COER Date: / !

Rater’s Comments:




R0OJES and Respon3|b|I| -

of*’HﬁE»Rater =—
r{rl_l‘w—‘f Jqu—\( |] f\—‘( rr rl:: clel t ﬁi@h—ﬂ

iiierofficer must concur/disagree with the
evrllur- |on pefore the RO receilves the eval

Rater \ vill be asked to verify and edit RO
flfe trmatlon iff assigning a new RO

= Rater will release COER to officer to allow
i’*-suffluent time for officer to review
evaluation and transmit the COER to the RO

> Policy: Rater and officer must formally
discuss the evaluation before the officer
concurs/disagrees

——

26
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e

to:fq_ge,.l&-v
_B,GViEM ng Official”

i—

REWEIS s/ COER oI the reviewing official
RO)
Omga _.h ust concur/disagree with Rater’s

evrlle

— .;;-l hen, offlcer transmits the COER to the RO to
mplete their section.

. RG will receive email notification indicating that
an officer has concurred/disagreed with the
Rater’s evaluation.

—= _-.--l'
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EWING OFFICIAL'S STATEMENT
for 2009 Promotion Board Review

Reset




T

.—l

e

- structlons f_or the e e
Reviewi f—fICIa 0]

-

i—

=meniwill provide instructions to the RO on how
o) ]OJJ{ o the on-line COER and how to access
e .gmr» COER to review.

QO Tevi ews the COER

= _‘Cthlty tree folders appear on left side of
- screen

m—— -..r

=— -“'“Cllck on officer's name, this will expand the
folder to reveal all folders below officer’s
name.

30
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Instructlon"for‘t;g)f;.‘-—
Rewem!ﬁg -Off|C|a

—

RONEVIEWS scores and' attachments by clicking
Of] rolrln s: “View Scores”, “Att I” and “Att 2”

RO rQ -urs/dlsagrees with COER evaluation
Widtter I by Rater and selects “Final
- Co cur/Dlsagree”

.ﬁﬁ‘@ may select 1 of 4 concurrence options and

= :'“enter up to 500 characters of text. RO clicks
“submit” when finished

- To Log out, select “Exit COER Activities”

=
S —
:ﬂ"-’
'-|-

31



e

e‘!ﬂ Role andﬁe%ﬂ]h@y—
of the‘em%wmg =

i—

. Qevwv\ ng Officiall (RO) ensures that all
Juoer\j 01S deliver timely, completed

C eSffor all officers under their

= dlctlon

._._);* R0 cannot make changes in the letter
=de5|gnat|on made by the rater

I| |,'-'

32



26leand - esp_on‘s'ﬁ’bwﬁ;

sommissioned Corps Liaison

MEBEISeNns have access to missing COER
[epprtsiand COER status (can track)

-

BEaisons are responsible for ensuring
= COERS are transmitted in a timely manner
— S [f Uncertain as to who is required to fulfil

-

~  roles, liaisons can identify

33



*«Rﬁ@ﬂ:ﬁals—g‘ _—

y DOES N t substltute as a formal grievance

BOCCO Vv ﬂl Aot act on a rebuttal, except to
mrluc e m it the blue COER section of the eOPF

° fi: ﬂfflcer may. grieve the COER In accordance
Y ft ' Commissioned Corps Instruction CC26.1.5
:f;_Grlevances or may file an EEO complaint in

~ accordance with CC26.1.6

> | not satisfied with outcome of grievance or
EEO process, may apply to Board of Corrections
In accordance w/ CC29.9.5

= ,-—". ..-
,.,-.___

H—'—'-—-.

34



Rebuttalss

= - sl P W S T T L
R e et S L = e e i i
) - - -
L i ey
3‘4

Jlll(l e Ié.ss than 5 pages
e_ guirea | on each page of the Rebuttal:

* jc“e_rs name
== ﬂf:*-Rank

.—-'L_.l-—-
= = _.|=.-
T —

__,_.--__'

S  Serial number (PHS number)
> Signature

S —

._I'
-__n-"’"'_i-—-" 3

=
=
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= “M{-’talg-“" '

e Ofjeinle reuttal Document submitted through
Ae Jénf--\'}z signed by both Liaison and
omr 2f axed copies not accepted)

= -|;-— -
- ——— ..l' J—|
=
—lutg e ol

—

R outtals accepted for inclusion into officer’s
= 6OPF until 15t Wed in March, however, if officer
" desires rebuttal in eOPF for promotion
/assimilation board to view, needs to be
submitted to OCCO by Dec 315t or date indicated
on CCMIS website.

36






e AnntElEs
\Vandatonry

~d e o

Frrlruéb a '
- Frrnruer__ 50
IS r as annual (see slide)

af 1..'--. '_

rm, ’Fer and Interim COER
'o_‘—z _rmanent Change of Station before July 1

'._. .1-'

== J‘Completed by previous rater/supervisor

=z
e —— E———

— -R‘gasagnment of Rater
- _ Special Request
- 3 year file review
> Assimilation
- Non-routine personnel action

38



Tresiicls C@Interqmﬁ&‘l?“'

Boir) QQI‘JQ(rI £) rll'rl Vatimerdurna thevear
DOES rre take the place of an Annual COER
lelglte %COER Forms PHS-838 (Rev 4/02),
F\L_r,ﬂr ments 1 and 2

cEorms found on the CCMIS website at
j*_http //dcp psc.gov/cc forms.asp

~ Rater and Reviewing Official from previous
assignment

> Original (not faxed) submitted through previous
CC Liaison to OCCO.

39


http://dcp.psc.gov/cc forms.asp

1.__‘

Sigge-frnnel™

IEOTTicer may complete a Transfer COER
( Vi ruF‘* QER) i an officer transfers on or after

Ju JI/ 1

—

'r'- fnéy direct an officer to complete a

,.-.—- —

~ Transfer COER

T T et
-".- — """"

—--F-w*_l?ater and RO are from previous assignment
= Submltted to OCCO through previous Liaison

=

40



; - - % g e
REAssignment of Rating O —_—

i S

—

IVVIER I medlate SUpervisor is being reaSS|gned
10 runarf “position either
< With ‘duty station
f- f‘
— — -‘-"-.- .'
:__;:._-5 pervisor may ask officers under their
=== perV|S|on to initiate a reassignment COER

%—
Use Manual COER, Form 838, in Section 2 under
“Type of Report”, check “other” and type In
“Reassignment of Rating Official”

n‘

41
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;. : |a1~5@yests-©@%""

i—

E ) ,’_Q‘J__- 250

--t"
I

-_-.

DCH lIFrequest a COER when an officer is
:ect toa 3 year file review, requests
1m|Iat|on or Is being considered for
*nvoluntary retirement, or other non-routine
actions

> PHS Agency heads or their designees can
reguest a COER In connection with any
appropriate personnel matter

% - i'|.I".-
'4
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-:bfher Situations
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e

pfficers Detailed to Non-PHS, .

~ Orgahizations

MOTicErs detailed to Non-PHS Organizations
. Dr,nre sounty and Local Health Organizations
- Orn Federal Agencies

. Eaiernatlonal Organizations

—

—.-T—Q*The Immediate supervisor of the officer in the
= ‘detailed organization will be the Rater

- It detail specifies PHS supervision, the head of
the PHS program detailing the officer, or their
designee will function as the Reviewing Official

44
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.- ._ > - B - R il
pfficers Detailed to Non-RHS:
___,C-)Faﬁﬁ_zgt_ior_\s.“__ : |

i—

Sserms of he detail don’t require (EPA, HCFA)
REILET vv J be Immediate supervisor, Rater’s
Juwr\ °o WI|| be RO at the agency where

"'I,_

- -"‘_-.--

s i - i T R

-— - -

- - . = — -4
i - )

- Ly ,.'--'— —
T 2 =

———

ﬁ'l"“

e

An offlcer detailed to a non-PHS organization is
il subject to the PHS personnel policies
relating to the COER
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e

; ormance Managements
ralsal _’@_m_ VIAPS). —

B i—

IS de sartment-wide initiative for civilian
emolo\ _es In accordance with Federal
oe_rr@ nance initiatives

JQ;JE offlcers are exempt but may be

'-r— ---"'

—= _-.--l'

— =e"xample)
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- Case Scenarios
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-
Case, Scenario

-

- -i'-._._'

Is to initiate or complete the Annual COER by
lished closing date, submits MSP contract.

—

)n office contacts officer to say, no COER In
SYSte 150 they cannot enter into a MSP contract.
= trles to initiate a COER and it's after March
— '::—- ,m- - for submitting an electronic COER.

hat type of COER would the officer submit?
~Manual
Where would the officer find this information?
http://dcp.psc.gov/cc_forms.asp
Reference: POM 07-007

I| HH'
I'*.fu




B
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P

-"ull.-l- L =

F 1"«—-

€ s nomlnated by their program for Exceptional
T’romotlon

r&' - be done?

:.- AR S must be completed manually and submitted
= {0 ‘C)CCO through the Liaison no later than 31
-"_ = 'December 2009

: ~ Form may be found at the CCMIS website under
-~ forms, promotion: http://dcp.psc.gov/cc_forms.asp

Reference: POM 08-008

—
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http://dcp.psc.gov/cc_forms.asp

‘Case 4§§gﬂaﬁ'@-@tjﬁ p—

r transfers to a new assignment (new duty
Un or after 1 July 2009

fflcer complete a Transfer COER to take
P f:e of the Annual COER?

_;es' An officer can complete a Transfer COER
on the prescribed Manual COER forms

rWho Is the Rater and RO in this situation?

- The Rater and RO are from the officer’s previous
assignment. The Manual COER must be
submitted to OCCO through the officer’s
previous Liaison

Reference: POM 08-008

e — —
———
e

=

I| ;..E-I' h' ..
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of r transfers from another program. His
" directs the officer to submit a COER to
t the performance from a previous
Signment
- af 'ype of COER is submitted?

_,_.-__,._.
.-.-l_._

_ {é? Transfer or Interim COER is submitted using
'-- ‘the Manual COER forms
~ These do not take the place of the Annual COER

The Rater and RO are from the officer’'s previous
assignment

Reference: POM 08-008

e —
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situation is a COER not used?

—

“ otion Board
3 |Iat|on Board
= .:3“1 g~ Offlcer Board

;-."_—--n--

- = =
—— - .

— fSeparatlon Board

-

—1:_—, ~ Special Assignments
= Vacancies
Training

The COER is used In all of these situations
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}ehrr.e (192SEE 01 rC\ 108 'GG-

COER = 1Iab|e to offlcers 1 October 2009

= t‘"@z R due to Rater by 15 October 2009

'u——--'i'--

___;:’C@ER due to Reviewing Official by 29 October
=—= 2009
> COER due to OCCO by 12 November 2009
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Qeoorr

PO OJJ 32008 Annual COER

Viemuel Sircular PHS NO. 373 Annual
Cegilg lissioned Officer’s Effectiveness Report

=7 @ggg mlssmned Corps Management Information
ﬂ = System Website http://dcp.psc.gov/
m———zl s —

~  CDC Commissioned Corps Website
= hittp://www.cdc.gov/od/occp/default.htm

- POM 07-007 Late/Missing Annual COERs

54


http://dcp.psc.gov/
http://www.cdc.gov/od/occp/default.htm

-

ommlssm"é'd‘%)r&»
2ersonnel Office (CCPO)

/F\ a_BD _OER Cor

Act Information:

e Ry 1
St

5 -:‘__ -"'-

Conpl SIoned Corps Personnel Office (CCPO)
| Q\ﬁ "‘/CDC (MJ/S E-50), Century Center,
= 11d|ng 2400, Atlanta, GA 30345

""i :Offlce (404) 498-1800
Fax: (404) 498-1825
CAPT April Shaw: (404) 498-1813

LT Matthew Weinburke: (404) 498-1803
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