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2.300
PURPOSE
It is the purpose of this policy to inform International Police Liaison Officers (IPLOs) of the procedures for requesting a transfer or for being transferred from one assignment to another.
1.
To provide an understanding of the procedures for requesting a self-initiated transfer.

2.
To provide an understanding as to the process involved when personnel are transferred when said personnel did not request such a transfer.

3.
To establish minimum time periods before requesting a transfer.

2.301
DEFINITIONS

A.
Transfer is defined as the movement of an IPLO from one duty assignment or region to another. 
B.
Transfer does not include an immediate supervisor making a change in an IPLO’s job assignment within the same unit.
2.302
INITIAL ASSIGNMENT
Upon arrival in Baghdad all IPLOs are assigned to the Baghdad MSC.
1.
This initial assignment will be temporary, pending completion of all in processing tasks, at which time the IPLOs will be permanently assigned to a region based on the operational needs of the mission.

a.
During this temporary initial assignment IPLOs will report to the Chief of Personnel. 

2.
New arriving IPLOs are allowed to apply for any existing vacancies upon their arrival; however their initial assignment will be based on the needs of the mission.
2.303
TYPES OF TRANSFERS
A.
Self-initiated Transfer: All IPLOs can initiate a request for a transfer after 60 days in their assignment.
1.
This is accomplished by the IPLO completing a “Request for Transfer or Assignment Form”, and submitting it via chain of command to the Chief of Personnel.
2.
After the IPLO’s first permanent assignment, the IPLO may submit a Request for Transfer or Assignment form after sixty (60) days at an assignment.  The sixty (60) day requirement applies whether the IPLO requested the current assignment or if the IPLO was assigned as a result of a supervisor initiated transfer.

3.
Each additional request for a transfer will require that the IPLO complete sixty (60) days at their current assignment.

B.
Supervisor Initiated Transfer: may be initiated for one of several reasons.

       1.
Those reason may include, but are not limited to:



a.   For the general health and welfare of the IPLO.

b.
The IPLO is unable to fulfill the requirements of the IPLO’s current duty assignment.

c.
A supervisor can justify that the IPLO would be better suited for another assignment or is a detriment to the mission.
d.
Disciplinary transfer.

2.
A supervisor initiated transfer is also accomplished by the supervisor completing a Request for Transfer or Assignment form, Request for Transfer or Assignment.

a.
With regards to a supervisor initiated transfer, the sixty (60) day requirement does not apply.

C.
An immediate transfer can only be initiated by a Regional Commander after consultation with and approval of the respective Bureau Commander.  Such transfer must be for the best interest of the mission.
D.
Due to the continual changing needs of the mission a Regional Commander may redeploy an IPLO within their region, based on the operational needs of the mission. In which case it is not considered a transfer, and as such the requirements of this policy do not apply. However, these redeployments should not be arbitrary and when possible accomplished on a voluntary basis
2.304
JOB ASSIGNMENT POSTINGS
A.
Whenever possible upcoming job assignments and vacant positions will be posted by the Personnel Unit.  Any unit requiring additional personnel should submit a request for any open positions to the Personnel Unit.  The request should include a description of the open position as well as any needed skills, knowledge, or abilities required for the open position.  If the requesting unit desires to conduct interviews with the IPLOs that apply for the position this information should be included in the request.  The Personnel unit may be contacted via email at personnel@dyncorp-iraq.com
1.
The opening may be the result of an authorized increase in manpower to the unit requesting the posting of the open position announcement.
2.
The opening may also be the result of IPLOs ending their assignment as a result of a transfer or the ending of the IPLO mission.
B.
The Personnel Unit will post available positions for a minimum of 7 days.  The Personnel Unit will ensure that all personnel assigned to all regions in Iraq are aware of the posting.  The posting will include the following:

1.
The location of the open position.


2.
A description and duties of the position.

3.
The minimum skills, knowledge, abilities and experience required for an open position.

4.
The name of the immediate supervisor responsible for supervising the IPLO that acquires the position.

5.
The date the position will be open for transfer.

6.
A closing date for submission of any Request for Transfer or Assignment form.

C.
After a minimum 7 day posting, the Personnel Unit will receive and review the transfer request forms submitted to ensure the IPLOs meet with the 60-day rule for redeployment. The Personnel Unit will then forward all transfer requests forms along with any resumes submitted to the appropriate supervisor or commander for review. The requesting supervisor or commander will then evaluate the requests to determine eligibility, based on the minimum skills, knowledge, abilities and experience for the assignment. If interviews are to be conducted, the requesting supervisor will then notify the Personnel Unit of the eligible applicants. The Personnel Unit will be responsible for scheduling and coordinating the interviews. 
D.
All vacancies and job posting for assignments will be conducted by the Personnel Unit, regardless of the location of the assignment.
E.
No unit or person, other than the Personnel Unit shall transfer IPLOs from one assignment to another.  The only exception will be as a result of an immediate transfer initiated by a Regional Commander after consultation and approval by the Field Operations Commander or the Support Operations Commander.
1.
In the event an immediate transfer is initiated by a Regional Commander and is approved by the Field Operations Commander or the Support Operations Commander, the Personnel Unit shall be notified of the transfer.
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A.
All transfers will be approved by either the Field Operations Commander or the Support Operations Commander prior to notification to the IPLO.
B.
Once the requesting unit has selected the IPLO and consulted with the Personnel Unit, the Personnel Unit will notify the selected IPLO.

1.
This notification will inform the IPLO that they have been selected.

2.
This notification will inform the IPLO the earliest date they can expect to be transferred to their new job assignment as well as whom to report.

C.
The Personnel Unit will also notify the Regional Commander of the IPLO that was selected for the assignment and request the completion of a Performance Evaluation form in accordance with policy.
D.
The transfer of the selected IPLO will be coordinated between the receiving and dispatching supervisors of the appropriate units. .
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   Approved by David Dobrotka
      Director of Organizational Division,
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