
Job Description & Competency Based Performance Appraisal
Name: 

__________________________
Program:
Chemical Abuse Prevention Services (CAPS)

Job Title:
Prevention Specialist





Division:
Operations





Department:
Prevention 

GENERAL DESCRIPTION: Provides prevention skills and/or education to students. Responsibilities include: conducting group (per program guidelines); serving as resource for family members and school staff; recruitment and screening of potential students; timely and accurate completion of required documentation; collaboration and effective communication with PAR staff and other agencies. 

RESPONSIBLE TO:
Prevention Program Manager

RESPONSIBLE FOR:
No staff

MINIMUM QUALIFICATIONS:
KNOWLEDGE, SKILLS AND ABILITIES:

-Knowledge of substance abuse, violence and other prevention strategies and principles


-Knowledge of culturally competent techniques and strategies


-Ability to assess and refer appropriately


-Ability to manage time and resources


-Ability to interact positively and effectively with students, staff, the community and other agencies


-Ability to document in a timely, accurate and quality manner in accordance with rules,



regulations and agency standards


-Ability to use de-escalation skills with various student populations


-Ability to research and develop prevention activities/curriculum

EDUCATION AND EXPERIENCE:

-BA Degree from an accredited 4-year college in Social Work, Human Services or related


Field or

Bachelor’s Degree in another field plus minimum two years work experience with pediatric age and families


-Education and experience in prevention and education preferred

(A comparable amount of training, education, or experience may be substituted for the above minimum qualifications if regulation requirements for the position are met).

LICENSE, CERTIFICATIONS OR REGISTRATIONS:


-Current Florida driver’s license 


-Pass background check and fingerprinting as required by funders

ESSENTIAL PHYSICAL SKILLS:


-Ability to speak coherently


-Ability to write accurately and legibly


-Ability to move throughout program facilities


-Good vision and hearing

ENVIRONMENTAL CONDITIONS:


-Office


-Community agencies


-Schools

Reasonable accommodation will be made for otherwise qualified individuals with a disability.

APPROVED SUPERVISOR: 






Date




2ND LEVEL APPROVAL:






Date




EMPLOYEE SIGNATURE: 






Date




Employees are evaluated and rated after first ninety days and then annually in June.  The annual rating is a cumulative score based on the entire year’s performance. 

Initial competency evaluation 


N = Not competent


C = Competent

Performance/Competency Rating scales for annual evaluation:
5 (95-100%) = OUTSTANDING - Performance and competency consistently exceeds the standard established.  Demonstrates superior knowledge and application of skills.  Exercises initiative, resourcefulness and provides a “model” for the standard.  Conserves agency resources.  Always acts in an ethical manner and adheres strictly to all federal, state and local laws, rules and regulations.  Demonstrates continuous professional development.  Provides documentation of the highest quality.

4 (85-94%) = EXCEEDS STANDARDS - Performance and competency exceeds the standard.  Performance is of high quality and is achieved on a consistent basis.  Complies with all federal, state and local laws, rules and regulations.

3 (75-84%) = MEETS STANDARD - Performance and competency meets the standard on a regular basis.  Demonstrates a competent and dependable level of performance. Complies with all federal, state and local laws, rules and regulations.

2 (65-74%) = PARTIALLY MEETS STANDARD - Improvement in skills and/or overall performance is required to achieve the expected performance level.  Corrective action is required.

1 (< 65%) = DOES NOT MEET STANDARD - Performance and competency is below the established standard; substantial improvement is necessary.  Corrective action is required to maintain employment.

Name: __________________________________


Date: ________________________

Review type (circle one):

Initial Competency Evaluation

Annual Performance Appraisal

ESSENTIAL JOB FUNCTIONS AND COMPETENCIES:
	Student Supervision & Direction 
	Competency Level
	Reviewer Comments

	Establishes a helping relationship with the student characterized by warmth, respect, genuineness, concreteness and empathy. 
	
	

	Set behavioral ground rules for participants and make consistent consequences when student’s behavior is inappropriate for group or class. 
	
	

	Carries out the actions necessary to form a group, including but not limited to:  Recruiting and screening youth for appropriateness, notifying parents and teachers, scheduling groups, coordinating place and times with the school guidance counselor, and making referrals as necessary. 
	
	

	Understands diverse cultures and incorporates the relevant needs of culturally diverse groups, as well as people with disabilities. 
	
	

	Adapts strategies to the characteristics of the participants, including but not limited to, disability, gender, development level, culture, ethnicity and age.
	
	

	Average Section Score
	
	


	Documentation
	Competency Level
	Reviewer Comments

	Completes all necessary paperwork within the allotted time frame. 
	
	

	Protects student’s rights to privacy and confidentiality, especially in relation to the communication of information with third parties. 
	
	

	Prepares accurate outcome data such as post-test scores and evaluations in a timely manner. 
	
	

	Understands contractual and program requirements for the provision of services and meets the standards set for units of service delivered and number of participants served.
	
	

	Average Section Score
	
	


	Screening and Referral 
	Competency Level
	Reviewer Comments

	Establishes rapport, including management of crisis situation and determination of need for additional professional assistance.
	
	

	Keeps school staff and supervisor informed of potential referrals.  Seeks appropriate consultation from school personnel and supervisor.
	
	

	Knows about resources in the community in order to make referrals.
	
	

	If staff is giving a referral, it’s clear to the student why the referral is being suggested and they know how to access the referral.
	
	

	Average Section Score
	
	

	Age Specific Competencies 


	Competency Level
	Reviewer Comments

	Pediatric-Elementary 
-Has knowledge of growth and development

-Defines and reinforces behavior limits

-Keeps a safe environment 

-Presents lessons in a way that child understands

-Obtains necessary information from parents

-Observes child for signs of abuse and neglect

-Explains the  information or activity to the child in age-appropriate ways
-Allows student participation and encourages verbalization, praises for appropriate behavior

-Allows for cultural and/or religious beliefs
	
	

	Adult

-Addresses person with respect

-Provides for and maintains privacy

-Obtains necessary information from person

-Provides detailed information about referral, when necessary
-Allows for cultural and/or religious beliefs

-Provides information on community resources
	
	

	Average Section Score
	
	


KNOWLEDGE, SKILLS, ABILITIES & COMPETENCIES:

	Presentation Skills
	Competency Level
	Reviewer Comments

	Appropriately provides Too Good for Drugs curriculum within group sessions.
	
	

	Appropriately provides Too Good for Violence curriculum within group sessions.
	
	

	Appropriately provides Kids Power curriculum within group sessions.
	
	

	Appropriately provides Motivational Enhancement and Cognitive Behavioral strategies within group sessions.
	
	

	Average Section Score
	
	


	Prevention Strategies
	Competency Level
	Reviewer Comments

	Demonstrates knowledge of Prevention Strategies, including risk and protective factors and developmental assets. 
	
	

	Knows current prevention methods, strategies and programs. 
	
	

	Understands the signs and symptoms of addiction.


	
	

	Average Section Score
	
	


	Interpersonal Skills
	Competency Level
	Reviewer Comments

	Demonstrates professional conduct with staff and consumers (school staff, students, and parents) in face-to face interaction. 
	
	

	Demonstrates professionalism in corresponding with staff and consumers through email or other written communication.
	
	

	Uses approved de-escalation techniques when needed. 


	
	

	Average Section Score
	
	


	Professional Growth
	Competency Level
	Reviewer Comments

	Takes initiative in professional growth by: reading new resources, keeping updated on prevention trends, researching prevention topics, and attending trainings. 
	
	

	Demonstrates ability to receive feedback on work performance and areas for growth. 
	
	

	Average Section Score
	
	


	Workplace Standards
	Competency Level
	Reviewer Comments

	Adheres to company time and attendance standards


	
	

	Meets dress code standards


	
	

	Adheres to ethical, professional and organizational standards
	
	

	Maintains a safe work environment


	
	

	Attends and participates in mandatory trainings and meetings
	
	

	Performs all duties in an ethical manner.


	
	

	Conserves agency resources 

	
	

	Completes tasks within assigned timelines. 


	
	

	Manages time effectively. 


	
	

	Demonstrates knowledge of agency policy and procedures


	
	

	Performs other duties as assigned


	
	

	Average Section Score
	
	


Annual Performance Appraisal Average of all Sections ___________

APPROVED SUPERVISOR: 






Date




2ND LEVEL APPROVAL:






Date




EMPLOYEE SIGNATURE: 






Date
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