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POLICY & PROCEDURE MANUAL






02.200

JOB DESCRIPTIONS
EFFECTIVE 02/15/2005

2.200
PURPOSE
A.
It is the purpose of this policy to inform International Police Liaison Officers (IPLOs) of job duties and responsibilities of the Field Command Personnel.
B. It should be noted that not every Region will have all of these positions.  This is a guide for Regional Commanders to structure their areas of responsibility.  As the mission changes, these responsibilities will change to meet the needs of the specific Regions.  Refer to Regional Structure section of Policy # 2.104. 
C.
All duties listed under each assigned position are required to be completed.  If the Regional Commander chooses to eliminate a position, the Regional Commander will still be responsible to have all duties completed.
2.201
DESCRIPTIONS

A.    Regional Commander:
1. Has overall responsibility for everything within the Region with regards to the International Police Liaison mission. Reports directly to the Bureau Commander.
2. Performs supervisory duties over and provides operational guidance to the Deputy Regional Commander, District Supervisors and independent Team Leaders within the Region with regards to the IPLOs mission.
3. Determines equipment needs for the region and applies for funding for those items per Acquisition of Equipment Policy # 3.100.
4. Maintains a Petty Cash fund for the purchase of supplies and other operational expenses within the region per Petty Cash/Operational Funds Policy # 7.100.
5. Receives, signs for and determines distribution of all CivPol Equipment intended for use by the IPLOs use within the Region per Issued Equipment Policy # 3.300.
6. Reviews all official mission related correspondence prepared by all members assigned to the Region’s IPLO mission.

7. Prepares performance evaluations on the Deputy Regional Commander, District Supervisors and independent Team Leaders as required by Performance Evaluation Policy # 2.500.
8. Performs quarterly on-site inspections of all Regional facilities, to include all of the Iraqi District Police Headquarters within the Region.

9. Serves as the senior IPLO in support of the military’s police adviser mission in the Region and, as such, mentors the senior Provincial Police Chief.

B.   Deputy Regional Commander:
1. Performs all functions of the Regional Commander during his absence from the Region. Reports directly to the Regional Commander.
2. Performs supervisory duties and provides administrative guidance to the Regional Administrative Chief, Logistics Chief and the Operations Chief.

3. Prepares performance evaluations on the Regional Administrative Chief, Logistics Chief and the Operations Chief as required by Performance Evaluation Policy # 2.500.

4. Reviews all official mission related correspondence prepared by all members assigned to the Region’s IPLO mission prior to forwarding to CPATT.

5. Performs other duties as assigned by the Regional Commander.
C.   Operations Chief:

1. As assigned by the Regional Commander, monitors and oversees the operational assignments of all IPLOs assigned to the Region.

2. Provides guidance to District Supervisors and independent Team Leaders with regards to potential problems relating to relations with the Iraqi Police that may occur within the Region.

3. Conducts Initial Orientation for all IPLOs upon their assignment to the Region.

4. Coordinates with the military and Iraqi Police supervisors with regards to the assignment of Iraqi Police recruits to the Academy and provides quality control functions with regards to the qualification process.
5. Performs other duties as assigned by the Regional Commander.

D.   Administrative Chief:
1. Receives Daily Situation Reports from the Districts and independent Teams and consolidates the information for further transmittal to CPATT.

2. Reviews and consolidates pertinent information from the District and independent Team Weekly Status Reports to prepare a Regional Weekly Status Report for further transmittal to CPATT.

3. Receives a daily personnel update from each District Supervisor and independent Team Leader addressing unit personnel status and any requested support requirements and the status of all Regional Commander’s directives.

4. Makes telephone status report to CPATT addressing any requested support requirements and the status of all CPATT directives by 13:00 daily.

5. Performs other routine administrative duties in support of the IPLO mission as directed by the Regional Commander and Deputy Regional Commander.

6. Performs other duties as assigned by the Regional Commander.

E.   District Supervisor:
1. Has overall responsibility for everything within the District with regards to the International Police Liaison mission.

2. Performs supervisory duties over and provides operational guidance to the Team Leaders assigned within his District and the IPLO mission.

3. Performs quarterly inventory of all CivPol equipment issued to personnel within his District and provides a report of the results of the inventory to the Regional Commander.

4. Reviews all official mission related correspondence prepared by all members assigned to his District.

5. Prepares performance evaluations on the District’s Team Leaders as required by Performance Evaluation Policy # 2.500.

6. Along with the Regional Operations Chief and his Team Leaders, schedules on-site inspections of all facilities, to include all of the Iraqi Police Stations within his District and reviews his Team’s inspection report for further submission to the Logistics Chief.

7. Serves as the senior IPLO in support of the military’s police adviser mission in the District and mentors the Iraqi Police Chiefs within the District.
8. Prepares a daily Situation Report and forwards it to the Administrative Chief by 06:00 a.m. daily.

9. Reports to the Administrative Chief the status of all IPLOs assigned to his District on a daily basis.

10. Performs other duties as assigned by the Regional Commander. 

F.   Team Leader
1. Has overall responsibility for everything within the area of operation covered by his Team with regards to the International Police Liaison mission. Reports directly to the District Supervisor.
2. Performs supervisory duties over and provides operational guidance to the IPLOs (IPLO) assigned to his Team.

3. Performs monthly inspections of all CivPol equipment issued to members of his Team to ensure accountability.

4. Prepares performance evaluations on every IPLO assigned to his Team as required by Performance Evaluation Policy # 2.500.

5. Coordinates with the military counterparts for the scheduling of inspections of all Iraqi Police Stations within his Substation’s area.

6. Performs monthly inspections of all Iraqi Police Stations within his Substation’s area and prepares a report for submission to the Logistics Chief.

7. Serves as the senior IPLO in support of the military’s police adviser mission in his Substation’ area and mentors all of the Iraqi Police Chiefs at all of the sub-stations in his area.
8. Is responsible to make certain that all IPLOs complete daily situational report and forward them to the Administrative Chief.
9. Is responsible to make certain that all IPLOs complete their Police Station Monthly Report form PSMR and forward them to the Administrative Chief.
10. Reports to the Administrative Chief the status of all IPLOs assigned to his Team on a daily basis.

11. Performs other duties as assigned by the Regional Commander. 
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