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1. Purpose

The purpose of this document is to define the Quality Assurance (QA) Policy of
Centre of Excellence Defence Against Terronism (COE-DAT), and the Quality
Management System (QMS) implemented in COE-DAT, and its scope, functions and
responsibilities.

2. Background

The COE-DAT is a NATO accredited multi-national sponsored entity located in
Ankara, Tirkiye, whose membership is open to all NATO members. The Centre comprises
61 multi-national billets with representatives from 7 nations focused on providing key
decision-makers with comprehensive solutions to terrorism and Counterterrorism (CT)
challenges. COE-DAT also serves as NATO's Department Head (DH) in Education and
Training (E&T) for CT, charged with the responsibility of ensuring synergy, coordination,
and collaboration across this discipline.

2.1 Mission

The COE-DAT's mission is to provide key decision-makers with a comprehensive
understanding to Terrorism and CT chalienges, in order to support NATOs and the Nations
of interest transformation to meet future security challenges. This transformation is
embedded into NATO's three declared core task of deterrence and defence, crisis
prevention and management, and cooperative security.

2.2 \Vision

The COE-DAT’s vision is to be an internationally recognized and respected
resource for Defence Against Terrorism expertise for NATO, the hub of a wide network of
international military, government, non-government, industry, and academic communities
of interest.

3. Applicability

This QA Policy applies to all COE-DAT staff, subject matter experts (SMEs), and
external partners whose services and/or products impact COE-DAT's activities. It covers
all COE-DAT EA&T activities as well as concept and doctrine development, projects, and
publications.
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expertise and advice to NATO and Allies on all CT/DAT matiers and support
NATO's transformation efforts.

COE-DAT supports and contributes to NATO's CT efforts in the fight against
terrorism by functionally aligning itself to cover three main reguirements:

s As NATO’s DH for the Alliance CT E&T discipline

* As a strategic level think tank sitting outside the NCS informing NATO's
understanding of the inherently sensitive topics of terrorism and
CT/DAT

+« As an E&T Facility (ETF)

(5) NETWORKING. As a centre of excellence, COE-DAT sits outside the NCS
and thus has more academic freedom to provide critical thought on the
inherently sensitive topic of CT. COE-DAT maintains CT expertise through a
SMEs network and supports the development of CT or CT related concepts
and doctrine to improve standardization, interoperability, and efficiency. Think
tank efforts also contribute to feeding updated, cutting-edge content into its
E&T activities.

5. Policy Statement

The QA Policy is a clear and recognized commitment aligned with the Centre's
objectives and fulfilling the requirements of the quality management system (QMS),
demonstrating the COE-DAT's dedication to continuous improvement. The COE-DAT
ensures the QA Policy's accessibility, regular review, and updates as necessary.

This QA Policy focuses on internal quality assurance, providing a guide for
implementing the QMS to ensure that all COE-DAT activities and products meet the
standards and requirements.

6. Principles

The COE-DAT QA Policy, established here as COE-DAT's QA program, is available
on the COE-DAT website. It is available to all COE-DAT personnel and is part of the COE-
DAT QMS.

The following principles underpin the COE-DAT QA Program:
a. Systems Approach: The policy, core organizational processes, and Centre

resources work as interconnected components towards common goals. Each product
process leverages expertise and feedback across all functional departments to ensure
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E&T solutions and Centre activities are aligned with requirements and delivered with
optimal efficiency.

b. Compliance: All E&T solutions developed in support of NATO will be based on
current NATO doctrine, policies, directives, and best practices.

c. Accountability: All stakeholders responsible for implementation of the COE-
DAT QA Policy are clearly identified and are obligated to explain and report on their
programs.

d. Transparency: QA programs and processes are developed using a
collaborative open approach. QA Policy is available on the Intranet and Internet website,
as appropriate. After successful institutional accreditation, annual QA Report is submitted
to HQ SACT/ Multi-Domain Force Development Directorate (MDFD). This report is also
uploaded to the intranet. Best practices and lessons learned will be freely shared with
external stakeholders and communities of interest.

7. Quality Management System (QMS)

The QMS ensures that COE-DAT's activities/products/services consistently meet
quality standards and organizational objectives. It provides a framework for continuous
improvement and regular assessment to maintain effectiveness and relevance.

7.1. Quality Management Team
A Quality Management Team (QMT) has been established within COE-DAT to

implement QMS and provide connections between departments and main functions. The
QMT is depicted in the diagram below.
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7.2.2. Deputy Director is the Quality Manager (QM) and Chairman of the QMT
The Deputy Director is responsibie for,

7.2.3

Improving the quality consciousness,

Managing QMS related projects,

Coordinating the QA policy among the Branches and DH,

Ensuring the consistency of QMS processes and handling QA-related
issues, chairing QMT meetings, and monitoring the completion of defined
and planned QA milestones.

Preparing of the QA Accreditation and reporting, including Annual QA
report to ACT.

Producing an annual QA report with support of Chiefs of Departments and
the Branch Chiefs for DIRs approval - report to ACT.

Chief of Staff (COS)

The COS is Co-chairman of the QMT and s/he leads the QMT in the absence of

QM.

7.2.4 Quality Management Coordinator (QMC)
The QMC is responsible for;

Conducting herfhis QA-related tasks under the supervision of the QM.
Ensuring consistency of QA-related documentation

Coordinating QMT meeting agenda.

Ensuring the quality of Centre efforts and activities by evaluating
processes, courses, events, and products and identifying recommended
measures to the Quality Manager (QM).

Producing an annual QA report under the supervision of the Quality
Manager (QM), with support from the Chiefs of Departments and Branch
Chiefs, for the Director's approval and subsequent reporting to ACT.

Also, QMC is empowered to issue QA-related tasks to QMT members and other
COE-DAT staff members, through their Chief of Department and/or Supervisors.

7.2.5 Chiefs of Department
The Chiefs of Department are members of the Quality Management Team. They
are responsible for;

Implementing Quality Assurance related actions under the direction of the
Quality Manager.

Leading and managing all aspects of the QA process for their departments,
Ensuring the planning of necessary training for their staif,
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¢ Ensuring that all conditions for a product/service are met within their area of
responsibility and monitor progress and compliance through regular audits,

e Reviewing and applying procedures, self-assessment and producing an
annual QA report (Plan-Do-Check-Act Process).

s Attending and contributing to periodic meetings to evaluate the QA process

» Contributing to updating this COE-DAT QA Policy as needed.

7.2.6 Chief of Education and Training Department

As a member of the QMT, the Chief of Education and Training Department is subject
to the responsibilities described in 7.3.5. In addition, the Chief of E&T Department is
responsible for:

» Defining and monitoring E&T related QA core process.
» Proposing nomination for course director.

+ Organizing course quality inspections to ensure courses are conducted IAW
CCDs.

« Validating Activity Evaluation Reports.

e Finding and designating gaps in DAT education within the NATO
environment and prepare the new education opportunities for the alliance and
partners.

7.2.7 Other Key Staff in QMS
» Course Development and Delivery Branch Head is responsible for:

+ Providing the necessary oversight, direction and guidance, monitoring and
coordination to Course Directors and Advanced Distributed Learning (ADL) Content
Manager throughout all phases of the E&T activities, in accordance with relevant
COE-DAT SOPs and the NATO SAT, in order to meet the intended objectives and
ouicomes.

+ Supporting the conduct of Training Needs Analysis (TNA} as part of NATO's
Education and Training Global Programming in order to systematically derive
training opportunities from identified E&T gaps.

e Leading the Internal Curriculum Review at COE-DAT.

e Ensuring that education activities are designed by selecting instructional
methods appropriate to those factors identified during TNA.
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¢ Assuring the implementation and conduct of the assigned course(s) in
accordance with the intended objectives and outcomes.

s Conducting the evaluation of the course, to determine to what extent the
objectives of the course were attained.

« Developing an evaluation report for each course, focusing especially on
lessons identified and recommendations on how to improve the next iteration of the
course,

» CT Department Head Coordinator is responsible for:

¢ Within the CT Discipline, translating NATO training requirements into E&T
opportunities and related programs, modules and courses that are delivered by
COE-DAT or other ETFs with the objective of supporting NATO CT Transformation.

» Coordinating, synchronizing and deconflicting CT E&T opportunities across
NATO.

+ Serving as a point of contact regarding all DH-related activities.

s Leading CT TNA across NATQO and within COE-DAT.

s« Contributing to identifying potential gaps/shortfalls in the CT related
education and individual training activities across NATO and alerts the requirements
authority through close and continuous liaison.

s Coordinating closely with relevant authorities, both externally and internalily,
in identifying the most appropriate courses to be developed and conducted during
the annual POW of COE-DAT and by other NATO ETFs.

¢ Conducting an annual Discipline Conference with participation from the COI
(Requirement Authorities (RAs), SMEs, E&T institutions and affiliated
organizations). Supervising the production of the CT Discipline Alignment Plan
following this.

» Exercise Scenario Specialist is responsible for :

* Applying NATO E&T principles, documents, standards and procedures to
COE-DAT exercises during the preparation, execution and evaluation phases.

¢ Contributing to identifying potential gaps/shortfalls in the CT related training
activities within COE-DAT.

o Designing education activities by selecting instructional methods appropriate
to those factors identified during TNA.

o Evaluating scenarios in activities and programs by the systematic collection
of data, and its interpretation.
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» Public Affairs Officer is responsible for:

o Collecting, processing, disseminating, and recording defence against
terrorism-related publications, lessons learned, and accumulated experience in the
educational field of activity.

e Supervising the works related to issuing, collecting, processing,
disseminating, and recording publications.

~ Database Manager is responsible for:

¢ Building, maintaining, and updating the COE-DAT database.

+« Recording all kinds of information (numerical data, reports) related to
COE-DAT activities in the database

» Providing reports on request from the Quality Management Coordinator
on performance against Key Performance Indicators, for example on student
evaluation or course attendance.

~ Chief of Analysis & Lessons Learned Branch is responsible for:

e Conducting lessons learned analysis.

» Collecting, producing, and disseminating lessons learned best practices
related to "Defence against Terrorism”.

s« Contributing to COE-DAT E&T efforts by analyzing courses and other
related activities.

» Activity Support Specialist is responsible for:

o Assisting the Course Director in all administrative matters relating to the
courses per the Activity Support Branch SOP.

» Communications and Information Systems (CIS) Branch is
responsible for:

e Providing IT infrastructure and service needed for the delivery of the courses,
including other COE-DAT activities.

» Managing COE-DAT networks.

e Designing and managing COE-DAT websites on various available data
networks.
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continuation training of all staff at COE-DAT and to provide a mechanism to contribute to
E&T activities evaluation and the maintenance of academic excellence. The procedures
are explained in paragraph 10.3. (Staff and Faculty Development).

The Information and Knowledge Management (IKM} System is described in
paragraph 10.5. (Information Systems and Knowledge Management).

All COE-DAT processes and procedures are reviewed continuously in an internal
loop. The internal evaluation of processes is described in paragraph 9.1. (Internal
Evaluation).

d. Quality Management (QM): QM emphasizes meeting target audience
(speaker/lecturer/student) needs and expectations, involving all parts of COE-DAT. It
focuses on examining all aspects related to quality and aiming for "right the first time" by
designing quality into processes rather than relying solely on inspections afterward. QM
also entails developing systems and procedures to support quality and continuous
improvement.

In this regard, COE-DAT established this QA Policy, which defines the QMS
implemented in COE-DAT and its scope, functions and responsibilities to cover all parts
and to involve each staff member and all stakeholders in QM.

As stated in paragraph 7, COE-DAT has established a QMT to implement the QMS.
The QMT is responsible for reviewing and applying procedures, conducting self-
assessments, and producing an annual QA report. QA is the responsibility of all COE-DAT
personnel to apply procedures, identify and report QA-related issues, and improve the
COE-DAT's guality efforts.

The QMS of COE-DAT is subject to continuous review by the evaluation loops.
These reviews and evaluations are documented in several ways. The procedures are
mentioned in paragraph 9. (Quality Assurance Review Cycle).

COE-DAT approves the key performance indicators (KPIs) determined by the
Departments and Branches for measurable, valid, and reliable data on mission progress.
These KPls track progress towards defined objectives and strategic plans. COE-DAT
defines its KPls and analyzes outcomes to achieve objectives and ensure high-quality
product and service delivery, as detailed in ANNEX-A.

Since the policy of COE-DAT is to assure quality in all areas, the involvement of all
internal and external stakeholders in Quality Management is important. The main
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9.1. Internal raluation
9.1.1 Activity Evaluation

Activity Evaluation aims to maintain or improve the quality of COE-DAT courses. It
is a continuous process that includes information gathering, storage and analysis. it serves
to identify major issues and provide immediate corrective actions, irrespective of the stage
in the course development cycle.

Information is gathered during the course conduct phase through feedback from
students/participants, lecturers/speakers, student assessments, and other staff members
(course directors, course assistants, etc.) involved in the activities. The results are
documented in the Course Evaluation Briefing and Activity Evaluation Report.

o Course _ raluation Briefing

The Course Evaluation Briefing aims to define the success or otherwise of the
delivery of the performance objectives. The Course Evaluation Briefing delivered by the
Course Director facilitates a critical assessment of course conduct and the achievement of
performance objectives. It is presented to the Chief of E&T Department and all parties
involved in support to the course.

The Course Evaluation Briefing should include the following content at a minimum:

a. An assessment of the Learning objectives and how well they were met.

b. An assessment of instructional methods and strategies used.

c. Speaker appraisal - not solely based on participants comments but informed by
other context such as the attainment of learning objectives, speaker credentials and

position.

d. Participant appraisal - through the methods identified by the Course Director in
the course design phase.

e. A review of the infrastructure and equipment available and an assessment of
whether it was adequate or how it could be improved.

f. Comments and observations collected from speakers, participants, and COE-
DAT staff over the course conduct period.
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Following the SAT Model E&T activities are deveioped through a process called the
Activity Development Cycle. Key stages and the associated control activities are as
follows:

a. The identification, in a Training Requirements Analysis Report, when a training
gap is identified and, no suitable solutions currently exist, this initiates the Course
Development Cycle.

b. The An~thih: Analucic nhage which starts with the identification the need for a
new course and ends with the production of the course control form (CCD 1) and the
course description form (CCD 2). This phase is concluded with the Preliminary Meeting
between CT Department Head Coordinator, Chief of Course Development and Delivery
Branch, Course Director and Chief of E&T Departiment, which ensures common
understanding of the course aim and performance objectives. The activity analysis phase
is underpinned by the annual review of E&T requirements at the Training Needs Analysis
and Annual Discipline Conference. This allows COE-DAT to confirm its program of work
for the forthcoming year at its bi-annual steering committee meeting; facilitating the
submission of the draft training plan for the next year to ACT.

c. -na C~urea Design phase focuses on the development of an instructional
strategy and finishes with the production of the course schedule (CCD 3}. The instructional
strategy will be developed in consideration of the target audience, the performance
objectives identified in the analysis phase, and the required depth of knowledge. The
scheduling of the E&T activity within the COE-DAT Academic Calendar initiates this phase.
Near the end of this phase a Course Concept Confirmation meeting will take place. This
will be no later than 4 months before the course start date. During this meeting the Course
Director briefs the Chief of E&T Department along with other COE-DAT personnel involved
with course preparation and gains ratification of the draft course schedule. At this stage,
the Course Director should consider previously executed activities that are the same or
similar to the course in hand. Course ~ raluation Reports are reviewed and the implications
assessed. Recommended changes are discussed with E&T Department.

d. The Course Developmert nhase during which the Course Director ensures the
correct resources are in place to deliver the course. This phase includes identifying
appropriate lecturers/speakers, contacting and inviting them, resource allocation,
optimizing Course Schedule, lecturer/speakers preparations and arranging social and
cultural activities. The focus of this phase will be the conduct of the Activity Update Meeting
This meeting should take place 6 weeks before the course start date. At this meeting, tasks
in support of the delivery of the course will be allocated to activity support staff, and a
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budgetary check will be conducted. The release of the Course Preparatory Memorandum
will follow this meeting.

e. The Course Imp'~me~*ati~~ phase where resources are engaged to deliver the
activity. This phase begins with the Course Final Coordination Meeting, approximately 2
weeks before the course start date, where it is confirmed that all tasks are in hand. The
release of the execution order by the Course Director will follow this meeting. The purpose
of this phase is to put into operation the management, support, and administrative
functions necessary to conduct the course.

f. The "~ - m~nde~t commences at participant registration and includes the all-
classroom sessions and other activities described in the activity schedule. This phase
includes all actions taken during the period of the course itself. The process usually starts
from the morning of the first activity day and lasts until the last event on the course
schedule. During this phase, liaison and coordination with activity support branch and the
input of the course director are essential. All COE-DAT personnel should contribute to the
smooth and efficient execution of both the academic and administrative sides of the activity
where they can. The following general principles should apply when an activity is on-going:

(1) Create and maintain a good working/ learning environment throughout the
whole activity programme.

(2) Ensure administrative activity is fluid, efficient and supports the academic
programme.

(3) Establish a considerate, thoughtful, and sympathetic environment towards
the attendees and their needs.

(4) Maintain academic professionalism and appropriate military courtesy
during all phases of the activity.

g. The Activity Evaluation operates throughout the course and should lead to
improvements for subsequent iterations of the activity. As the regulatory phase of the E&T
Process, it interacts with all other phases in the course development cycle. The purpose
of Activity Evaluation is to assess the efficiency, efficacy and affordability of an activity and
to recommend changes to improve these areas in the future. The Course Evaluation
Briefing is delivered by the Course Director around 3-4 weeks after the course end date
and summarizes the key findings of initial evaluation. This is supported by the Course
Evaluation Report, also completed by the Course Director.
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in CCD-lIf and course description forms. During the course, the Course Director and the
lecturers evaluate whether a student's English language proficiency meet the required
level. If not, the student is formally interviewed by the Course Director to assess his/her
ability to achieve the learning objectives. Students failing to meet the language
requirements and the learning objectives will not receive a course certificate.

(3) Student’'s Engagement Criteria: Students are monitored throughout the
course by the Course Director and the lecturers according to the following criteria:

« Outstanding: Always prepared, participates constructively, shows initiative,
works well with others, exceptional knowledge, challenges own ideas.

e Normal: Usually prepared, participates constructively, excellent knowledge,
strives for potential, occasionally adds extra.

e Marginal: Sometimes prepared, average knowledge, rarely challenges
ideas, sometimes active.

¢ Unsatisfactory: Rarely prepared, rarely participates, low knowledge, does
not reach potential.

b. Assessmentbased upon quizzes: Student achievement of learning objectives
is also assessed through quizzes. Lecturers prepare two multiple choice (4 choices)
questions regarding their lectures before the course. Each day's quiz, including these
questions, is given to students at the end of the day. The Course Director coordinates and
manages this process; collects the answers, makes the assessments and provides
feedback to the students the following day.

10.21 Assessment Results

Assessment results are collected by the Course Director. The final assessment of
a student is composed of 50% from monitoring and 50% from quizzes. Students who meet
60% of all criteria will receive a certificate of successful completion. Students who cannot
meet this percentage will receive a certificate for attendance.

10.2.2. Students Appeals

Students attending the courses at COE-DAT have the right to request a review of
assessment decisions:

a. The first step of an academic appeal is to request a meeting with the responsible
Course Director (CD). For academic related appeats, the CD will verify that the marks were

NATO UNCLASSIFIED
Page 25



NATO UNCLASSIFIED

allocated appropriately and were calculated correctly. If the student remains unsatisfied
following this meeting, he/she may proceed to a formal review.

b. The second step of an academic appeal requires that the student submit a
written request to the Chief of E&T Department. Chief of E&T Department has knowledge
of the course content but typically was not involved in the original decision. A reassessment
will be conducted, reviewing all relevant documents and a written decision will be provided.
if the student remains unsatisfied with the result of the reassessment, they may submit a
formal written application to the Deputy Director within 15 days for a final determination;
and,

c. For student appeals related to participation, attendance or language skills, the
first step is to request a Decision Review Board (DRB) through the Course Director within
24 hours of receiving a disputed decision. The DRB, composed of three members not
directly involved with the course and designated by the Deputy Director at an appropriate
rank, will review the case. The Course Director, Chief of E&T Department and the student
will present their arguments to the DRB, which will then make a recommendation to the
Deputy Director or Director for final decision.

10.3. Staff and Faculty Development

Each staff member in COE-DAT should meet the minimum criteria described in their
respective COE-DAT job description. These criteria cover professional/experience,
English language proficiency, computer skills and E&T requirements.

There are procedures for the initial and continuation training of all staff at COE-DAT
providing a mechanism to contribute to E&T activities evaluation and the maintenance of
academic ext ~ 1ce.

-.aff arrives at the COE-DAT with varying levels of expertise and experience, and
it is vital to the maintenance of academic excellence that an initial training program be
available to ensure a common, acceptable standard of proficiency. Thereafter,
continuation training must facilitate personal progression and ensure the maintenance of
standards. Development and maintenance of subject matter expertise will be the
responsibility of the individual and the Chief of E&T Department.

To ensure that the COE-DAT staff continuously meets the specific functional
required knowledge and skills, the COE-DAT has established a Staff Development
Program, outlined in detail in SOP 24. The primary objective of a staff development
program is to contribute to a continuous learning process. It comprises three fundamental
components: orientation, on the job training and development.
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a. Orientation

Orientation provides a person with an overview of the COE-DAT culture that
assures an understanding of policies and procedures necessary to function efficiently in
the environment.

The Newcomers Orientation Training includes the following modules:

o Information about NATO and COEs,

s COE-DAT's Departments and Branches,

 NATO Global Programming including SAT process and QA,

» Foundational knowledge about terrorism, CT, and NATO'’s efforts.

¢ Mandatory online ADL courses on the Joint Advanced Distributed Learning
(JADL) platform which the director has made compulsory for all staff.

An effective orientation program is an ongeing process, allowing the staff time to
assimilate all the required information. It is a critical tool in making staff feel part of the
organization and increasing staff engagement and loyalty. The staff orientation program:

Welcomes the individual to the organization, workplace, and position.
Defines and clarifies work assignments, roles, and responsibilities.
Highlights organizational structure, legisiation, policies, and procedures.
Builds positive connections between the staff and the organization.
Makes workplace resources readily available to the new individual.

b. On the Job Training

The second basic component of staff development program is on the job training.
Maintenance of specialism is important. All Chiefs of Department create and develop an
annual education plan based on the Job Descriptions. The required NATO E&T activities
for COE-DAT staff members are planned annually and put in annuat TDY list.

c. Development

Training and development program shouid be dynamic, constantly changing to
improve its effectiveness and meet the evolving needs of the organization. The way COE-
DAT assures this dynamism is through regular, careful examination and evaluation of what
we're doing and how we do it. There are some obvious ways to determine the effectiveness
of our development program:

(1) Feedback from staff members, both on individual sessions and on the
training program as a whole. Both group discussions and individual conversations
are the best ways to get real information.
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Responsive to feedback from those who use them.

+ Routinely monitored and improved.

The resources available in COE-DAT to support the students'/participants’ needs
are as follows:

a. Facilities: Conference Hall, workshop room and classrooms equipped with
PCs/laptops, projectors, and screens; unclassified VTC system in conference hall;
whiteboards, flipcharts, board markers, board rubbers, printers, papers and internet
access in the classrooms; lounge for coffee breaks; library.

b. Logistics:

(1) Transportation: COE-DAT makes flight arrangements for the
students/participants from the countries where Turkiye has a Military Bilateral Cooperation
Agreement. COE-DAT provides land transportation between the airport and the
hotel/officers’ club for the students/participants from Partner Countries and those covered
by the Military Bilateral Cooperation Agreement with Tirkiye. A bus service is available for
daily transportation between the contracted hotel/officers’ club and the Centre, as well as
for lunches at the officers’ club.

(2) Hotel reservations: COE-DAT has an agreement with a top-tier hotel in
Ankara. All hotel bookings are made by COE-DAT on behalf of students/participants who
request a booking.

(3) Welcome packages: Folders including notebook, pen, course program,
evaluation forms and name tags are delivered to the students/participants during the
registration process at the beginning of the courses.

c. Documents: The course program, an informative brochure including
administrative issues regarding the course and pre-reading documents are sent to
students/participants before courses. During courses some COE-DAT publications are
available for students to be taken away.

The Course Directors and the Activity Assistants are responsible for managing and
coordinating all these processes with other related branches. They are available to reply
to requests of students to support them throughout the learning process.

To improve the learning resources management and students’ support, COE-DAT
gathers observations, recommendations, and monitors students' / lecturers’ / facilitators’
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satisfaction. All this information is summarized and analyzed in the Activity Evaluation
Report and delivered to all COE-DAT staff to let them take necessary actions.

10.5. Information Systems and Knowledge Management

The Information and Knowledge Management (iKM) System is managed by the CIS
Branch. There are procedures to guarantee the capability to be able to manage information
in an internal environment through IKM. These procedures are described in related SOPs.
The IKM at COE-DAT ensures to gather, manage, preserve, store, and deliver the right
information to the right people at the right time.

10.5.1. Information Systems

The information system in COE-DAT allows staff to share information internaily
through a Document Management System (DMS) or by e-mails, using specific assigned
system drives. DMS provides a central storage and collaboration space for documents,
information and ideas. The DMS respects intellectual property and security principles. This
system is not suitable for working with classified documents and information.

For each staff member of COE-DAT, a separate user profile is assigned. It provides
a private working place for each staff member. For general us _there is a shared drive in
the internal network. Each department and branch has a functional workspace here divided
into 2 areas. One is the folder with free access to other CC™ DAT staff members and the
other is the folder with limited access only to the members of the relevant
branch/department. The IKM SOPs support DMS by established collective rules to avoid
duplications and misfits. The aim is to facilitate any information storage and search
activities and to prevent duplications of stored data by different staff members. This
ensures that the capabilities of the server can be used to it$ best extent.

In this shared drive, also there are folders for each COE-DAT E&T Activity that all
staff member has access to.
All information about the students/participants and lecturers/speakers, course information,
course program, presentations of lecturers/speakers and all information regarding course
administrative issues can be found in these folders. Also, Activity Evaluation Reports, in
which feedback collected from students/participants and lecturers/speakers are complied,
can be reached in these folders.

The information is not limited to soft version. Some documents arrive to COE-DAT
need to be stored physically. There is an archiving system in COE-DAT and in this system
every branch and department is responsible to archive the related documents into the
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folders and keep the information of these documents separately. For the documents that
need to be kept for a long period of time, there is an Archive Room available in the Centre.

Internet connection is provided to all COE-DAT staff members through internal
information system connection at COE-DAT.

10.5.2. COE-DAT Database
COE-DAT Database, managed by Database Manager as part of IKM, includes:

a. Detailed information of students/participants and lecturers/speakers such as
rank/title, country, institution, contact information,

b. Records of all COE-DAT E&T activities, inciuding information on
students/participants and lecturers/speakers,

c. Activity Evaluation Reports, in which feedbacks collected from
students/participants and lecturers/speakers are complied,

d. Electronic documents related to terrorism,

e. Institutions including government bodies, universities, international
organizations, military attaches, think tanks, etc.

Each of COE-DAT member staff accesses this Database through the Database
Manager. The Database Manager facilitates data entry, searching, accessing statistical
reports, and is responsible for system maintenance and exporting detailed lists not
achievabie via the system interface.

10.5.3. Communication

Internal and external communication is an important part of COE-DAT QA Strategy
to ensure efficient and timely information flow between the stakeholders.

Internal communication tools include Qutlook email, phone, Video Teleconferencing
(VTC), weekly Leadership Meetings, Activity Coordination Meetings, Activity Update
Meetings, meeting minutes, and Activity Evaluation Reports.

in addition, the COE-DAT Task Tracker Plan is followed in Planning Branch
management to increase internal communication. This plan assigns responsibilities, tracks
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progress, and ensures task completion within deadlines. The weekly leadership meeting
discusses the details and current status of the tasks.

The external means of communication of COE-DAT include conferences, seminars,
workshops and project reviews, official letters, and web page “*~= -~~~ “~t.nato."*). All
information about our courses is available in Education anu 1iawmuy Opportunities
Catalogue (ETOC). Furthermore, the COE-DAT's website contains yearly activity plans
with contact information for each activity's course director. COE-DAT also maintains a
general email address (info@coe~~* ~7*~ i~ for external individuals to contact the Centre
and obtain information.

The COE-DAT has various internal and external stakeholders not only related to
E&T activities but also other activities (e.g. Concept and Doctrine Development, projects,
publications, etc.) within COE-DAT's functional area. All staff effectively communicate with
stakeholders such as academics and SMEs regarding their responsibilities. They also
conduct public relations and communication activities as directed by the Director, following
communication plans outlined in the QA Policy ANNEX-C.

The COE-DAT actively uses the online NATO Request for Support (RfS) Tool,
managed by HQ SACT since 2018 and hosted on the unclassified Transformation Network
(TRANSNET) portal. RfSs are tracked by the COE-DAT planning branch and presented at
the weekly leadership meeting with a recommendation for acceptance, rejection, or more
analysis to be done by a responsible staff proponent. The COE-DAT Planning Branch
assesses the unclassified NATO request based on appropriate expertise and available
resources. If the director approves the request, it is submitted for final approval at the SC
meeting. Once approved, the COE-DAT POW is updated.

10.6. Public Information

The official website of COE-DAT (www.coec :nato.int) offers up-to-date
information regarding COE-DAT annual E&T activities and instructions on how to apply for
these activities. Also, general information about COE-DAT, COE-DAT Course Catalogue,
Residential Course Guide for students/participants, and COE-DAT publications can be
found on this website. COE-DAT publications can be downioaded through the website.

COE-DAT advertises the courses and other E&T activities also through NATO
ETOC and e-PRIME in line with the NATO 75-7 directive. The information of all COE-DAT
E&T activities in these portals is updated according to the approved annual COE-DAT
POW regularly and when related information needs to be changed.
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COE-DAT information brochure, Course Catalogue and publications are available
during the activities for students to be taken as complimentary.

11. Contact Information

Jose L. CABRERA

Colonel (US AF)

Quality Manager/Deputy Director
COE-DAT

Tel: +90 312 425 8215 Ext. 1003
E-mail: jose.cabrera@coedat.nato.int

(Originally Signed)
Bilent AKDENIZ
Colonel (TUR A}
Director, COE-DAT

ANTVES

ANNEX-A (Key Performance Indicators)
ANNEX-B (RACI| Matrixes)

ANNEX-C (Communication Plan)
ANNEX-D (Annual QA Review Plan)

Ozge ERKAN

Specialist (TUR)

Quality Management Coordinator
COE-DAT

Tel: +90 312 425 8215 Ext.2225
E-mail: ozge.erkan@coedat.nato.int
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ANNEX-A to
COE-DAT QA Policy

COE-DAT KEY PERFORMANCE INDICATORS (KPIs}

Key Performance Indicators (KPls) are established parameters used to evaluate
performance and indicate how COE-DAT achieves the goals defined in COE-DAT's QA Policy.
These measurements are essential for evaluating both current and future success, ensuring
alignment with strategic objectives. Regular review of KPIs is crucial to support strategic and
operational improvements, provide an analytical foundation for decision-making, and highlight key
focus areas.

The criteria that introduced the effectiveness of COE-DAT's KPI are SMART:
s Specific as the data aimed at specific goals and objectives
s Measurable value refiects COE-DAT's effectiveness in fulfilling its major objectives.
» Achievable because are providing a realistic and quick assessment of COE-DAT
performance
¢ Relevant goal to COE-DAT's activities.
+ Time-bound refers to the precise time frame for achieving or measuring the goals.

COE-DAT's KPlIs include:

a. KPI Number

b. Name of Branch/Individual Position

¢. Key Performance Indicator

d. Predetermined Measurement Criteria (for success)

e. Measurement for the year ( the value we reached for each indicator)
f. Planned (number)

g. Done (number)

h. The way how to measure / Reason of increase / decrease

1, Remedy Plan (if there is a decrease)

Procr-—: Proyram of Work Ey - -ution - _|
. KPI 1: To conduct the tasks and activities defined by POW timely and according to

foreseen planning. (PLANNING BRANCH)

Measurement: 80% of POW tasks accomplished or in progress

N. ) Department Head for CT E&T (CT Discipline

. KPI 2: To conduct an Annual Discipline Conference with participation from the community
of interest (COl = RA, SMEs, E&T institutions and affiliated organizations).

Measurement: 80% of COE-DAT COQI participated in CT E&T Annual Discipline Conference

. KPI 3: Assesses alignment of TNA, design, development and implementation tasks/phases
in order to ensure intended outcomes.

Measurement: (a) %90 TRA Amendments considered through TNA process

-
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(b) %90 CT Individual and Collective Discipline E&T Plans coordinated and
synchronized

(c} %90 DAP Annexes, as CTD Action Plan, Individual and Collective
Discipline Plans and ETOC Training Opportunities, developed and distributed

o] Str° " T "1k Tank
Sul ess:” i 18
. KPI 4: To measure the proportion of workshops addressing issues related to SFA or CT

Action Plan or TRA and their conversion rate into projects in future.

Measurement: (a) Related topics to the SFA or CT Action Plan or TRA ratio to all workshops'
topics
{b) Did it produce a research project and/or produce key findings for future
research projetcs or COE-DAT activity?

Note : For the purposes of this document "a research project’ means an outcome which draws
certain mutually acceptable way aheads in the areas of concept development, doctrine development,
or other areas of the COE-DAT duties supporting NATO transformation. This can be a research
project, series of workshops, seminars, conferences, or publication of findings from a COE-DAT
activity.

. KPI 5: Research and collection of open source information in order to disseminate findings
to COE-DAT personnel and supporting activities. such as courses. seminars.

Measurement: (2) 100% is successful
(t) Number of months when CT related intel update is disseminated divided
by 12.

' am J

. KP1 6: Research Assistant Program in support to NATO Transformation.

Measurement: (a) Related topics to the SFA or CT Action Plan or TRA ratio to all research
projects.
Above 80% is successful
Below 80% is need to reviewed and improved

(b) Did it produce a research a paper? Yes or No? If yes, how many and
which of them?

Above 80% is successful

Below 80% is need to reviewed and improved



ANNEX-A to

COE-DAT QA Policy

Note : For the purposes of this document "a research project” means an outcome which draws

certain mutually acceptable way aheads in the areas of concept development, doctrine development,

or other areas of the COE-DAT duties supporting NATO transformation. This can be a research

project, series of workshops, seminars, conferences, or publication of findings from a COE-DAT
activity.

: Think T:
suw-rrucess : Workshops

° KPI 7: Workshops in support to NATO Transformation.

Measurement: (a) Related topics to the SFA or CT Action Plan or TRA ratio to all workshops
Above 80% is successful
Below 80% is need to reviewed and improved

(b) Did it produce a research project or produce key findings for future
research projects? Yes or No? If Yes, how many and which of them?
Above 80% is successful

Below 80% is need to reviewed and improved

Note : For the purposes of this document "a research project” means an outcome which draws
certain mutually acceptabie way aheads in the areas of concept development, doctrine development,
or other areas of the COE-DAT duties supporting NATO transformation. This can be a research
project, series of workshops, seminars, conferences, or publication of findings from a COE-DAT
activity.

|

. KPI B: Preparation and conduct of (TEC) Conference within the define PoW.

Measurement: (a) Related topics to the SFA or CT Action Plan or TRA ratio to all workshops
Above 80% is successful
Below 80% is need to reviewed and improved

(b) Did it produce a research project?

Yes or No? If Yes, how many and which of them?
%100 is successful

Below 100% is need to reviewed and improved

Note : For the purposes of this document "a research project” means an outcome which draws
certain mutually acceptable way aheads in the areas of concept development, doctrine development,
or other areas of the COE-DAT duties supporting NATO transformation. This can be a research
project, series of workshops, seminars, conferences, or publication of findings from a COE-DAT
activity.
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Above 80% is successful

Below B0% is need to reviewed and corrected

The COE-DAT will conduct review its KPIs at least once a year and revise them as needed in order
to meet its goals in line with the COE-DAT's Quality Assurance Policy.


































































