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2.500
PURPOSE
It is the purpose of this policy to inform International Police Liaison Officers (IPLOs) of the process of evaluating the performance of each IPLO.
1.
To provide an understanding of when a performance evaluation must be completed.

2.
To provide an understanding as to the processes involved in completing a performance evaluation.

3.
To explain how this policy complies with the policy addressing an extension.

2.501
DEFINITIONS

For the purpose of this policy, performance evaluation is defined as the documented appraisal of an IPLO’s job performance over a certain period of time.

2.502
OBJECTIVES
The objectives of an evaluation system serve both management and the individual IPLO.  The objectives are to:
1.
Identify the IPLO’s strengths and weaknesses.

2.
To provide feedback to the IPLO on a fair and impartial basis.

3.
Identify training needs.

4.
Form a plan of action to resolve weak performance areas when necessary.

2.503
PREPARATION OF THE PERFORMANCE EVALUATION

A.
The IPLO’s immediate supervisor will complete the performance evaluation.

1.
Each evaluation will be prepared as objectively as possible.

2.
The evaluation of each supervisor will include an evaluation of the quality of the ratings given by that supervisor to the IPLO being evaluated.

B.
Any ratings which are extreme, either favorably or unfavorably will require written justification.

1.
Supporting documentation will be attached to the performance evaluation.

2. 
Any written documentation of corrective action that has been directed either through verbal or written orders as a result of poor performance shall be attached to the performance evaluation.

C.   The areas of evaluation will include but not be limited to:
1.
Performance factors as dictated by the IPLO’s position.

2.
Knowledge factors as dictated by the IPLO’s position.

3.
IPLO’s conduct to include both positive and negative notations.


4.
Other factors as directed by the Chief of Operations.

D.
Explanations of individual performance categories will be included with the Performance Evaluation form PE-1.

2.504
PROCEDURES

A.
Performance evaluations will be prepared at least every six months and will be based on performance during the rating period only.  A performance evaluation need not be completed sooner than six months unless one of the below occurs:
1.
A performance evaluation will be completed every time a change in supervision of an IPLO occurs.

a.
In the event an IPLO is transferred, the supervisor that supervised the IPLO prior to the transfer will complete a performance evaluation.  The supervisor must have supervised the IPLO for at least thirty (30) days.

2.
A performance evaluation will be completed as a part of the contract extension procedures.

3.
A performance evaluation will be completed within one month of an IPLO ending mission.

B.
Each performance evaluation will become a part of the IPLO’s official personnel file maintained in the IPLO Personnel Office and the CivPol Human Resource Office.

C.
At the beginning of each rating period, supervisory personnel will discuss with each IPLO:

1.
Tasks of the position.


2.
Expected level of performance (standards).

3.
Explanation of the performance criteria.

a.
This interview will normally be conducted with the evaluation review of the previous rating period.

D.
The immediate supervisor will review the completed performance evaluation form with the IPLO.  The purpose of the review is to:
1.
Provide feedback to the IPLO and communicate the results of the evaluation.

2.
Provide a basis for maintaining or improving the IPLO performance.


3.
Identify the IPLO’s strengths, weaknesses, and any training needs.


4.
Discuss any necessary plans to improve performance.


E.
The IPLO should sign the Performance Evaluation indicating that the IPLO has read it.


1.
A copy of the evaluation will then be given to the IPLO.

2.
If the IPLO refuses to sign the evaluation, the supervisor should note the refusal and reason for it on the form.  The refusal is noted by writing ‘Refused to sign’ on the signature line where the IPLO would have signed the evaluation.

F.
If the IPLO does not agree with any part of the evaluation, the IPLO may submit a rebuttal which will be attached to and become part of the Performance Evaluation.  The IPLO will have seven (7) days from the time the IPLO received the evaluation to submit the rebuttal to the IPLO’s Regional Commander.
1.
If the IPLO wishes to contest the entire evaluation, the IPLO will need to submit the rebuttal and a memorandum to the IPLO’s Regional Commander requesting a review of the evaluation.

2.
The Regional Commander will conduct a review of the evaluation with the IPLO, the IPLO’s immediate supervisor, and any other supervisor in the IPLO’s chain of command.

3.
If the IPLO still wishes to contest any part or all of the evaluation, the rebuttal and evaluation shall be forwarded from the Regional Commander to the Bureau Commander who will make the final review.
G.
Immediately after the date of the performance review with the IPLO, the immediate supervisor will forward the evaluation to the next level in the chain of command.

H.
The Performance Evaluation will be reviewed and signed by each level of supervision.  The final review will be completed by Bureau Commander then the evaluation will be filed with the IPLO Personnel Unit.
2.505
PERFORMANCE NEEDING IMPROVEMENT
A.
When a IPLOs action involves misconduct or a criminal act, supervisors will immediately report the incident through the appropriate chain of command.  Failure to do so may result in disciplinary action.  Refer to Discipline Policy # 2.600. 
B.  IPLO’s whose performance indicates a need for improvement, shall be closely monitored by their supervisor.  If after consultation and any needed additional training, the IPLO’s performance does not improve, the IPLO may be considered for repatriation from the mission or not be granted an extension.  Refer to Discipline Policy # 2.600. 
2.506
SPECIAL CONSIDERATIONS
A.
The Bureau Commander may circumvent any portion of this procedure when, in the Commander’s opinion, it is undoubtedly in the best interest of the mission.

B.
Regional Commanders will be responsible for instructing their supervisory personnel in the performance evaluation process.  This instruction will include:

1.
Methods of evaluation.


2.
Rater responsibilities.

3.
Measurable definitions and standard procedures for the completion of the Performance Evaluation Form.

C.
It will be the responsibility of the Rater/Evaluator to conduct each evaluation in an impartial and objective manner.  The evaluation should be as complete as possible.  Every attempt should be made to ensure that an IPLO receives recognition for outstanding work performance as well as areas which may need improvement.

D.
Performance evaluations may be utilized when considering any change in which an IPLO’s ability to perform their job requirements are a factor.

________________________________               ________________________________
          Approved by Paul Middlemore


   Approved by David Dobrotka
       Director of Organizational Division,
 
   Deputy Commander, CPATT

 
  CPATT
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