DEPARTMENT OF THE ARMY[image: darmy]

1-223d Aviation Regiment, 110th Aviation Brigade
Fort Rucker, Alabama 36362-5230


ATZQ-ATB-C
MEMORDANDUM FOR SEE DISTRIBUTION
SUBJECT: Command Policy – Non-Commissioned Officer (NCO) Evaluation Reports (NCOER) Policy
1. PURPOSE: To establish Command Policy pertaining to the responsibilities, requirements and time line for Rated NCOs, their Raters and Senior Raters to complete the new NCOER in the Evaluation Entry System (EES) as well as submittal to HQDA IAW AR 623-3 and DA Pam 623-3.
2. APPLICABILITY: This policy applies to all NCOs and Officers who Rate or Senior Rate NCOs assigned to 1-223rd AVN REGT.
3. Commanders at each level of command will ensure rating schemes are published, posted, and submitted to their higher headquarters at the beginning of every month. 
4. NCOERs will no longer contain Social Security Numbers (SSN), utilize Soldier’s DODID numbers instead. The EES has a search function that will find the DODID of Raters, Senior Raters, and delegates by name or SSN.
5. All NCOERs will be submitted to the BN S-1 distribution email (usarmy.rucker.avncoe.list.1-223d-bn-s1@mail.mil) for processing all others will be RWA (returned without action). 
	a. When submitting the NCOER packet to BN S1 please ensure it includes the following:
		1. The Evaluation Draft printed from EES
 		2. The Evaluation Support Form (DA Form 2166-9-1A counseling)
		3. A DA Form 705 within the rating period
		4. DA Form 5500 if applicable
		5. The BN coversheet
	b. If any of these required documents are missing the packet will be RWA meaning the packet will not be processed until the packet is received in its entirety.
6. At the beginning of the Rating Period:
a. The Rated NCO is responsible for creating their own NCOER Support Form (DA Form 2166-9-1A) in EES. They will initiate / create their Support Form at the beginning of each rating period, NLT seven days following the thru date of the evaluation.
b. The Rater and Senior Rater will provide a copy of their Support Form to the Rated NCO at the beginning of the rating period so that the Rated NCO has a reference point to create their goals and expectations.
c. The Rated NCO will fill in all administrative and required data fields within the form, especially their performance Goals and Objectives. Do not select ‘Promotable’ (could switch to the incorrect form). Ensure to input the correct UIC.
d. The Rater will conduct the first counseling session with the rated NCO within the first 30 days of the rating period IOT and establish goals for the growth and development of the Rated NCO. All counseling’s will be conducted and documented on the form. 
e. The Senior Rater should also have a face-to-face counseling session (or an alternative type of discussion) with the rated NCO. The intent is for the Senior Rater to initially counsel the NCO within the first 30 days and provide their follow-on counseling at the midpoint for the evaluation period. The intent is for Senior Raters to discuss their senior rater philosophy with rated Soldier.
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]f. Use of the DA Form 2166-9-1A is mandatory for all NCOs, Corporal (CPL) through Command Sergeant Major (CSM).
7. During the Rating Period:
a. The Rated NCO uses the Support Form as a performance guide and documents as required.
b. The Rater conducts periodic follow-up performance counseling with the Rated NCO to make needed adjustments to performance objectives, discuss significant contributions and / or accomplishments, as they relate to adherence to leadership attributes and demonstration of competencies. The primary focus is to have an open communication, focusing on how well the rated NCO is performing. If necessary, the Rater will update the duty description and discuss what was done well and what could be done better. The guide for this discussion is standards met, exceeded, or not met established from the previous counseling session.
c. The Senior Rater will counsel the NCO as close to the midpoint of the evaluation period as possible to discuss progress towards goals, professional growth, and to reiterate their senior rater philosophy.
8. At the End of the Rating Period:
a. The Rater completes a final support form by documenting how well the Rated NCO accomplished major performance objectives during the rating period and utilizes it as a guide in preparing the NCOER.
b. The Rater will complete the NCOER, sign it, and notify the Senior Rater that the NCOER is in their queue NLT 30 days from the thru date.
c. The Senior Rater reviews the NCOER, completes their portion, signs it within 15 days of the thru date, and notifies their delegate or higher Headquarters’ S-1. Senior Raters will NOT submit NCOERs to HQDA without S1 review.
d. All evaluations will be completed IAW the current AR 623-3 and DA PAM 623-
9. BN S-1 and CSM will review the NCOER within five duty days to ensure regulatory compliance is met. If returned, Raters and Senior Raters must make all corrections NLT five duty days and resubmit to BN for second review. The Senior Rater’s will submit to HQDA Senior Raters will NOT submit NCOERs to HQDA without S1 review.
10. Retiring / transferring NCOs will plan accordingly to complete NCOERs for their NCOs prior to them leaving the unit.
11. Commanders will post this policy and brief all NCOs in their formation on this policy.
[bookmark: _GoBack]11.  Point of Contact for this memorandum is 
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