subrmssmn af IERs and in tum directl‘y 1nﬂuenc=es mmtary paf&annef’s prafessmnai .
g parfmmance far future assrgnments pmmctms and speclai a@ﬂvﬁies Addmanaﬁy, the

NATO UNCLASSIFIED




NATO UNCLASSIFIED
N , RELEASABLE TO PFP
5.  Sponsor/Proponent,

The Sponsor for this HQ SACT directive is the Resources and Management Directorate (R&M),
Human Resource Management Branch (HRM), and the Military Personnel (MilPers) section.
Contactinformation is as follows:: ' o
Commercial phone: 757-747-3531
Email address; SACTHRMMilitaryPersonnel@act.nato.int.

FOR THE SUPREME ALLIED COMMANDER TRANSFORMATION:

b4

Paul M Bennett CB OBE
Vice Admiral; GBR AF
Chief of Staff
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INTERNATIONAL EVALUATION REPORTS (| E2.)

“This Allied Commmiand Transformation (ACT) directive will be included in the next publicaticn of
-the List of Effective ACT Directives Index. This directive supersedes ACT Directive 05-2 dated
6 June 2012.

1 Appimabthty “This directive is applicable to-all OR-1 through OF-5 rmmary perscmnel

serving on the staff of the Headquarters, Supreme Allied Commander Transformation (HQ
_BACT), Allied Command Transformation (ACT) and its subordinate commands that are
“assigned to Peacetime Establishment (PE) and Vciun*zary National Contribution (VNC) posts.

IER policy for Flag/General Officers (FO/GOs) is covered se;::arateiy i ACT Directive 45-7.

2. Interim Changes. Iriterim changes are duthorized when approved by the HQ SACT
-Chief of Staff (GOS) Any requested changes shall be routed. thmugh the Mnmary Personnel
Section (MPS).

3. Background. The successful accomplishment of the Headquarters’ mission depends
on receiving satisfactory perfermawce from each setvice member assigned, and the IER is the.
management tool used to formally assess this performance. While the IER does not replace
national reporting requirements, national reporting officials are encouraged to use the 1ER ag .
supplementary material for national reports. The success of the 1ER Programme within ACT is’
incumbient upen the timely and accurate submission of IERs, which in tum is directly
dependent upon the proactive monitoring of report due dates and active mmmumcatmn
arnongst Branch Heads, Ratars/ﬁwmwmg Offi ;:ers, NLRs ‘and the Military Personnel Section.

a.  Format/Classification. The fillable IER template is at Annex A and-also
available for download on the Human Resources Management (HRM) Military
Parsonnel Section (MPS) web page. Al IERs shall bie fyped using 10 or.12 pomz fam
-and dlassified as "Personal in Confidence” with access restricted atcordingly.
‘Classified information SHM.L NOT beincl ud ed in IERs LGdar any mmumstanees

b ‘Rating Chains. The Rater shall be an OR-7 or above and should be the direct
‘supervisor of the member being evaluated. The Reviewing Officer shall be a-
commissioned officer and should be the Rater's immediate supervisor. Rahng chaing
will remain intemal to the member's organizational element to the maximum extent
possible. NATO Civilian equivalents may serve as Raters/Reviewing (}ff“cers as
%reqwred

c. ~ Signatures/Appeals/Changes. The Rater and Reviewing Officer shall sign the.
iER befare debriefing the member. The member hemg eva}uated shall review and sign
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NATO UNCLASSIFIED



NATC UNCLASSIFIED
RELEASABLE TO PFP

the completed IER. The signature does not indicate agreement; but acknowledges that
the member has read the report. if a member disagrees with any portion of the IER,
they have the right to provide a written statement to the Rater/Reviewing Officer within
10 working days from the date of review/debrief. The Reviewing Officer is responsible
for appending the member’'s written statement to the 1ER prior to forwarding the IER 1o,
the national representative. Any changes to grading or remarks shall be initialed by
Rater, Reviewing Officer, and Member. | S

d, Reporting Requirements, The various types of |ERs and specific requirements
for each type are listed in Paragraph 5 belgw. Generally speaking, reports are required
annually, reports are not required if member has been assigned to ACT for less than
120 days, and Detachment of Individual (DCH) reports are only completed when
requested by the NLR. Under no circumstances shall members go more than 16
months without a report. ' o

8.  Processing Requirements. Once the IER has been signed by the Rater,
Reviewing Officer, and Member, the Reviewing Officer shall provide a copy to the
Member, a copy to-the Military Personnel Section {MPS), maintain a copy for their own
files, and provide the original to the NLR. Annual and Adverse |IERs shall be processed
and forwarded no'later than 15 days after the end date, while DOI |ERs shall be
processed and forwarded 30 days prior to the member's transfer date. Upon member's
transfer from ACT, all IER copies maintained by the Reviewing Officer and the MPS
shall be destroyed.

f.  Formal Assessment, Grading, and Narrative. Formal assessment of
performance shall reflect the member's performance during the grading period, although
future potential may be addressed if germane to the rating. Raters should be judicious
in assigning ratings since the |IER may be the member’s only performance assessment
during an entire tour and vital to career progression. The narrative comments shall
clearly and fairly assess professional performance, sirengths and weaknesses, specific
accomplishments and contributions, personal, intellectual, and professional attributes,
and professionat shortfalls as required. Comments may also include suitability for
further intemational duty. Abbreviations and acronyms unique to a specific function or
NATO must be avoided to ensure clarity. Assigned grades should be supported by and
‘correlate to the narrative comments and assessment field sections. The following
grading scale will be used for overall performance:

(1)  Outstanding. Members consistently perform their duties at levels far
beyond what is expected of their ranks. They have outstanding leadership traits,
intellectuat capacities, professional knowledge, integrity, initiative, drive, etc.
They are outstanding representatives of their nations and military services. This

‘rating is expected to be given RARELY to very few people. ‘
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-(2) Very Good. Members perform all assigned and imphed duties to the full
satisfaction of their ratersireviewing officers, They make significant efforts above
those required to just fulfill the mission of the team to which they belong. They

fall short of an-outstanding grading by a slight margin, yet possess many

characteristics for such. grading. This grading will be used INFREQUENTLY..
;(3) Gooa Memhers cens&stenﬁy reach h!gh standards in thenr work without

close supervision. They may not have realized their full potential; however, they

‘consistently provide a positive contribution toward accomplishing the mission..
This. Qi"ﬂd!l’lg is expected to apply to the MAJORITY of individuals..

(4) - Satisfactory. Members normally perform duties to-an ACCEPTABLE
‘standard for their rank and experience. They can overcome their shortcomings’
-with furiher experience, maturity, and greater effort.

(5) Unsatisfactory, Members Do NOT MEET THE MINIMUM acc&ptabie

requirements for the job. Their poor performance requires. others 1o act on their
.behalf to meet mission requirements. They fail to gain the respect and:
confidence of team members. Unless the rater/reviewing officer states that the
‘member’s efficiency can be mpmvaﬁf this grading is the basis for a potential
‘decision to request national authorities to reassign or remave the member froim
‘NATQ duty. .

Counseling/Mid-Term Counseling Requirements. Members shall be
counseled upon reporting for duty, at the mid-term point of the.annual evafuatloﬂ and at
other timés throughout the year as required by their Rater. The purpose of petformance
‘counseling is to provide memmbers an honest assessment of their strengths and
weaknesses, areas in which they can improve their performance and effectiveness, and
-areas in which they can enhance their professional growth, persenal development and

communication abilities. The IER form will be used to perform mid-term caunseling, but.

‘a

is not neqmred to be typed or szgﬂed by the entlre ratmg chain The Rater will keep ihe
Q-shaii be destmyed ugaen the member & transfer frem ACT
Report Types..

~ Annual. Annual reports shall follow the schedule in Annex B. The start date of
‘the first annual report will be the day the member officially reported.for duty. All future

reparts (annual, DOI, adverse) will start on the day foliowing the end date of the
previous report so that-continuity is maintained throughouit the member's tour of duty '
Al annual reports shall be nmcessed in accordance with paragraph-4e above.

- .
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b.  Detachment of Individual (DOI). DOI reports shall be completed only when
requested by NLRs. The NLR shouid submit a request via e-mail to the member's
Branch Head and/or Ratet/Reviewing with information copy to the MPS 80 days prior to
member's transfer date. When requested, Raters/Reviewing Officers shall complete
and process DOI reports in accordance with paragraph 4e above 30 days prior to the
member's transfer date to allow time for unforeseen circumstances and national
processing requirements. All DOI reparts shall be processed in accordance with
paragraph 4e above.

¢.  Adverse. Reviewing Officers will consider the need to submit adverse reports
due to unsatisfactory or inadequate performance on a case-by-case basis. Formal
warnings and formal requests for removal from intermational duty shall be submitted
using the Adverse IER. Any adverse reports that deal with adverse Personne! Security
matters shall be coordinated through the ACT Security Branch Head prior to being
written or executed. All adverse reports shall be processed in accordance with
paragraph 4e above.

d.  Special Cases for Remmal;fl‘he'foﬂawing special cases for removal do not
require prior counseling or formal warning via an Adverse |ER: -

(1)  Withdrawal of Security Clearance. National authorities will notify the
‘appropriate HQs immediately if a staff member's security clearance is
withdrawn/dewngraded to below the mandatory level for the post. Such staff
members are to be withdrawn from post immediately.

{2) Language Qualifications. If a member arrives at ACT without a
certificate showing they have passed an English language test at the required
‘lavel at.a recognized test centre (or there are concerns regarding the individual's
competence), they will be required to report to a recognized language testing
cenfre (at national expense) to take an English language test An appropriate
-pass will aliow the member to continue in post. Failure will place the member on’
probation for 4 months while the nation pays for the individual to receive
language tuition at or close to the employing HQ. If the member has not reached
the required standard of mandatary language proficiency after the probation
periad, the ACT Commander may arrange to have the individual formally

retested at a recognized language testing centre (at national expense). If the test
results confirm the language deficiency, the ACT Commander may request '
national authorities to remove the individual from intemational duties for non-
blameworthy reasons and provide a qualified replacement as soon as possible.

(3)  Professional Qualifications/Experience, lf members are found to lack
essential professional qualifications or experience as stated in their Job
Descriptions during the first 4 months of employment, the ACT Commandermay

, 4
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‘request national authorities to remove them from international duties for non-
‘blameworthy reasons and to provide qualified replacements as soon as possible:

6.  Responsibilities.

a:

Branch Heads shall:

(1)  Monitor/track completion of all IERs for personinel assigned within their

‘Branch through close coordination with their Raters/Reviewing Officers,
‘NLRs/national autherities, and the MPS.

{2y - Monitor/track completion of Mid-Term Counseling by their.
,_Ratem!Rawawmg Officers for personnel: aaslgned within their Br‘anch

{3)  Monitorftrack completion of DOI IERs. by their Raters/Reviewing Officers
‘when requested by NLRs.

' ,R;_e_w’téwimg :Off_it_:erszate rs shall:

{1} _ Initiate and complete 1ERS in accordarice with the policies andtimelines.
nuthnecl in this Directive.

{2) Process cempleted IERs i m a iimely marmer and m stm;t at:ccrdance w:th
“paragraph: 4e of this Directive. .

?.{3) Initiate and mmpfete Cﬂunselmgﬂsmdfrerm Gounseiing in accordanca withj
‘the policies and timelines outlined in this Directive.

{4) Coordinate and exectite a birief and handnver of the member’s !ERs and’

Mid-Term Counseling files to their PE post relief prior to their transfer from ACT.

(5} Coordinate and execute a brief and handover of IERs and Mid-Term
Counseling files to the new Rewew ng Officer if members they are reportmg on:
“are reassigned within ACT.

."{6 Provide regular updates to their Branch Head on status m‘ sompleted IERs
{Annual, DOI, Adverse} and C@unsetmgimd -Term Counseling. -

{7). Destroy all copies of IERs and Counseling/Mid-Term Counseling files.
upaﬂ members’ transfér from ACT..

‘National Liaison Representatives (NLRs)/national authorities should:
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{1}  Monitorftrack completion of all IERS for -ti'teir national :pers-onne'i through
close coordination with Branch Heads, Raters/Reviewing Officers, and MPS.

{2) - Specifically request and notify Brarich Heads .and!qrfRa'tersteﬂa\&ing ,
Officers by e-mail (with information copy to MPS) if DOI IER Is required. Request

should be submitted 90 days in advance of member's scheduled. transfer date.

(3) Specifically request and notify Branch Heads; Raters/Reviewing Officers,
-and MPS of any special requirements for IERs not nomally executed within the
‘scope of this Directive.

4} Notify MPS when changes to Annex B (IER Annual Report Schedule)are
required.

'SACT Military Personne! Section (MPS) shall:

{1)  Monitorftrack completion of all SACT IERs through close.coordination with
‘Branch Heads;,Raters!HevieWi.ng C}fﬁc’ers,' and NL.Rs/national authorities.

(2)  Serve as subject matter experts and assist SACT Branch Heads,-
'Raters/Reviewing Officers, and NLRs/national authorities in an advisory capacity
to provide clarification on policies and procedures et forth in this Directive.

(3)  Provide courtesy e-mail nofification to SACT Branch Heads and
'NLRs/national authorities 60 days in advance of Annual Report End Dates in
“accordance with the schedule listed in Annex 8.,

@ Destroy all copies of SACT IERs upon members' transfer from ACT.
JWCIFETCIIALLC Military Personnel Sections (MPSs) shall:

(1»  Monitorftrack completion of their IERs through close coordination with
Branch Heads, Raters/Reviewing Officers, and NMRs/national authorities.

{2)  Serve as subject matter experts and assist their Branch Heads,
Raters/Reviewing Officers, and NMRs/national authorities in an advisory capacity
to provide clarification on policies and procedures set forth in this Directive.
(3) Provide courtesy e-mail ngtification to Branch Heads and NMRs, with-
information copy to SACT NLRs, 60 days in advance of Annual Report End
Dates in accordance with the schedule listed in Annex B.

(4  Destroy all copiés of IERs upon members’ transfer from ACT.
8
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ANNEXES:

A. intemational Evaluation Report (IER) Form.
‘B. IER AnnualReport Schedule.

{HQ SACT DIR 35-1)
Lists 1, 1l Vi, and Vi
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, Annex Ao
ACT/HQ SACT Dir 05-2
DATED 13 Nov 20

Persanabin Configence (when fillsd i)

PART I PERSDE AL/ADMINISTRATIVE DATA

LAST FIRST NAME

NAME: - MWDLE IN,ITIALfS).

RANIK: | NATIONALITY: SERVICE: SERVICE NO:
ACTHGY. DIVISION: BRANCH: POST NO.
REPURTING PERIOD: ‘REASDN FOR REPORT!

! PART 11 - DESCRIPTION OF DUTIES

* * DUTIES. PER JOB DESCRIPTION: (f no; gwe tiief dascrpiion of # duires ) -

PART {11 - ASSESSMENT

Chesase the most appropriate defiaibon nndey sach chaructresk and mark e bos with an '\

Consider how readily beishe acoapts
4 gsuames Nisher gstigned maporadiides
g gdditoral dulies, ek

Exceplionaly witling.

Yery willing

Normally accepts.

Apcepts only when told.

Avoids if heishe can,

Congider h|s!ﬁe: judgment,
iniatere anc oOMMon Sengs,

Exceitionally quick to resclve problems.

Soung and consstant.

Adequate for rafmal duties:

Jutgmant sometimes fulty,

incapabile of reasamed thinking

Gives alf to thie team alfon,

: , A smwm lear warker,
CGonsider how éffectvely netehs An average team worker,
works with and gaing the suppont - : ~ :
of othwrg. v ' Bometimes persona interests intetfere.
vl . Alvays puts bimmerselt first, = -
| 4 CooPER, - ATIONTACTY 'Extmtﬁyta::tfm anémoperaﬁve
o it Uses coogeration and tact aﬁadwesy
© Congidir hisines cooperabar, tact, and impact ;
on colisagues. Nornaily cooperative wilh ot
: 15 soatimes, difficult to work with
Tactless and abrasive,
A
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Conudes higiher generat relisnility
an and off duty

iExcepbnnauy reiiame -

: Wry fatiah!e

Usually refiable,

- Somenmesuﬂmﬂab[e T

© Cannotbe busied.

| & pereRMMARION

~Conzicar hsihar hrnseie 6F buipose.
- amptional matarily and impact
. on.pthers,

v Outstammglydetennmadﬂnd resmwtek

Vzry ﬂemmmeﬂ Bnis maiura

3 Md’amiv ﬁéﬁtw?imed fﬁr duﬁ%

Y Easﬁy dweﬂed

“Gormder hisiher peritemance under
;. Presgaren condlare of stgss.

— p

'éﬁuy'ﬁélm and efficient.

o Nm ‘nartrially aHetted by stress,

N Adequaw Bt aasiy. mnmsan___ :

Wark qumkly demmtes

Gulstanﬁlagly smart always

Pfesents a very gmd appﬁarance

) thwd standazﬁ

Cares Emefnr appearame )

» Ememel*g untsdy. '

Cmsrdc! nam ccmpmm Mfshe mama,

detisois.ard tshes dolol.

’Always ﬁ&msma and amﬂmie

Wakes sauml dmims

u;a.:alty makes ﬁw right dﬁum“s e

lndemswe avd slnw

- Tends io dislike da{mypnfmawng.‘. '

| 10 v oeproesmow
KUECVILEDGE:

Cérsider wnather nefshe has the
kit and- ﬁnﬂs memmd !cf
rusifier pb

”Eicapﬁahas bmiesaionél skills,

" Wery ssumnetent

Sausfactory knw&sdge

' Has sorme deficiencies. : ‘

Inadequitte for curent dufies. .

11 ABLITY "rgw ORGANIZE

- Longider Faiher recogron of Brdnbes,

* eaaneredliog, avaluakng aﬁd sunmmry
" atvilitigs.

“An exceplional Srganiser and planmer

© Avery gBot plarifier sd Supedvisor.

b .ﬁ”sa’t_'isfat:!‘dw organiser am,pl'ahr’mr_‘ a

"Dasmay‘s no organissy a;&mmia,

A2
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12. CONMUNICATION
Consider how éffectively the indwidyal
expresses himselffherself deally and In
Writing, wkiog 1o ancount reguements of
e Job Description. 8o lils

Nwrsys conclge, cledr an convinging.

Usually fuant and clear.

Nommally easdy understood,

Some dificultias in expression.

Emaly mistindersioad,

PART IV - OVERALL PERFORMANCE

Ei i
. OUTSTANDING™ -

GoRE . SATSFACTORY

VERY GOQD

UNBATISFACTORY™

PART V- RATER'S NARRATIVE

* * (HAVE KNOWN THIS INDIIDUAL FOR:

I

‘ YEARIS) C MDNTHS)

= RETMRKS

DATE:

SIGNATURE:

NANME:

RANK .

NAT/SVC: |

POSITION:

A3
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DATE:

SIGNATURE:

RANK:

o | MATISVE:

NAME:

A5
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. AnnexBio
ACT/HQ SACT Dir 05-2
'DATED 13 Nov 20°
o ) |ER ANNUAL REPORT SCHEDULE. o
Month of ReportNation End Date-.
;' HRV } 31
| I POL 3
February- | FRA T 22
- | 17
.PfP Nations : 28129

et

e~ 3
| _eRTAsR =

May R 15
DNK 31
B I NOR ] 31
it BGR. so
_CZE 30 |
| ESP (N) 1 n
; SVNTUR B

E}Cmer N T o

) ... N , 31 .
| ALB 31
| ! . CAN | a1

| GRC (OF15) ,, 31
iE ‘ PRT{N)B 31
PRT {N)
-r | ESP (A &F) | ﬂ i
Notes: 1. USANTA/GBR wil solicit IERs as required_ 7 — -

2. SACTLLLS MPSs.will send-e-fail remindar to BHs/NLRs 60 days-prior to Annual End Date

3. No Annual Reports are due in April, July, or August o o

4. Criteria for all reports and special cases for removal from duty are-covered in Paragraph 5

8. Under no circumstances shall member go more than 16 months without an IER -~

:§: All Reports shall be processed in accordance with Paragraph 4e of thig Directive-

7. DOl Reports must be specifically requested by NLR/National Rep

B-1
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