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The University of North Carolina at Pembroke
	CAREER BANDING ASSESSMENT FORM



	Employee’s Name:       

	Position:       

	Supervisor’s Name:       
	Position:       


	Current Classification:  Public Safety Officer


	Period of:        through      

	Date of Competency Assessment Leveling Discussion:      
Overall Functional Assessment Level from last page:  ___________



	Employee’s Signature: 
(Certifies that your assessment level has been reviewed with you.  (Does not mean that you agree, but that your performance has been reviewed with you.)  If you disagree with the above rating, you have the right to appeal through the Dispute Resolution Process within 10 days of this review.

Date:       
	Supervisor’s Signature:

Date:       
	Chief of Police’s Signature:

Date:       


(Provide photocopies of signed form to Employee, Supervisor, and Manager.  Originals are to be sent to Human Resources Office.)

GENERAL INSTRUCTIONS

The Career Banding Assessment Form is to be used during the initial placement of employees into positions covered by Career Banding and during the interim and annual evaluation each year.  A determination must first be made as to which band and then which role an employee works at based on the supplied description of work.  After these initial determinations are made supervisors must then determine which level the employee is performing.

Using the competency description for each task determine at which level the employee is currently working at and mark the appropriate block.

Next, list what actions or functions the employee is accomplishing that demonstrate that the employee is working at the competency level indicated.  If positions have specific requirements to demonstrate the competency level, list them at this time.

Discuss what actions the employee can do to improve in the competency task.

In Career Development, determine if the competency will be an area of focus during the upcoming performance cycle and mark the appropriate box.  List any specific training, classes, or certification the employee will need to complete to develop in this area.

Determine which competency level the employee is working at in this band and class.  Mark the appropriate box.  If employee does not have the opportunity to obtain and utilize a competency give an explanation why and describe what steps will be taken to provide the opportunity.

Review the competency assessment with employee and discuss the career development goals.  Have the employee, supervisor, and manager sign the Career Banding Assessment Form.

Provide the employee with a copy of the appropriate band, class, and competency level requirements and have them sign receipt of same.  Obtain the other signatures necessary for this form and provide copies to the appropriate individuals.

Complete the Career Banding Salary Decision/Adjustment Worksheet if appropriate.  Forward the originals of the Career Banding Salary Decision/Adjustment Worksheet Form, Career Banding Assessment Form, and Career Band Competency Levels Addendums to the Human Resources Classification & Compensation Office after all signatures have been obtained.

Update the Department’s organizational chart to show the appropriate band, class, and competency level for employee.

The University of North Carolina at Pembroke

Core Competency Assessment

Competency – Teamwork

Measures and evaluates those skills exhibited by working on or leading a team.  Looks at how members actively take part in the team, completes their own share of work, and their ability to function in the group setting. 

	Measurement Methods
	Contributing
	Journey
	Advanced

	Observations, periodic evaluations, review of written documentation, feedback from peers, subordinates, and/or general public, the completion of career path training, and achievement of personal, team, and departmental goals.


	Demonstrates courtesy and respect when working with peers and clients in order to establish a positive working relationship.

Participates and contributes to developing and implementing relevant solutions for team.

Works effectively as a team member and actively contributes to tasks at hand.


	Plans and works on shared or joint projects and coordinates with others to achieve established outcomes.

Assesses skills with a team and works to build on individual strengths within the team.

Identifies and resolves issues that affect team performance. 

Solicits and implements feedback from others to improve performance and enhance team capacity.


	Acts as a peer group leader, intermediary, or supervisor.

Directs team efforts and identifies and incorporates the skills and strengths of individuals to improve processes and achieve organizational success.

Manages work conditions to foster team performance and prevent or resolve conflict. 

Utilizes the power of group expertise for collaboration and creative problem solving.

	Employee Works At:
	 FORMCHECKBOX 
  Contributing Level
	 FORMCHECKBOX 
  Journey Level
	 FORMCHECKBOX 
  Advanced Level

	AS DEMONSTRATED BY:


	HOW TO IMPROVE:

	CAREER DEVELOPMENT:  Will this competency be an area of focus during this cycle?   FORMCHECKBOX 
No      FORMCHECKBOX 
Yes, specify classes or training to achieve growth.




The University of North Carolina at Pembroke

Core Competency Assessment

Competency – Customer Service

Assesses those skills, knowledges, and abilities required to successfully interact with customers and provide customer service.

	Measurement Methods
	Contributing
	Journey
	Advanced

	Observations, periodic evaluations, review of written documentation, feedback from peers, subordinates, and/or general public, evaluation of service calls, and completion of career path.


	Establishes a positive relationship by acting courteously to every client.

Listens carefully to the clients’ needs and concerns.

Provides timely assistance.


	Anticipates customer’s needs and moves to effectively address issues. 

Promotes positive customer service attitude among peers to improve client satisfaction.
	Seeks feedback from clients to improve quality of service and designs ways to exceed expectations. 

Provides guidance to clients and mentors other organizational units and business partners to forestall problems.

	Employee Works At:
	 FORMCHECKBOX 
  Contributing Level
	 FORMCHECKBOX 
  Journey Level
	 FORMCHECKBOX 
  Advanced Level

	AS DEMONSTRATED BY:


	HOW TO IMPROVE:

	CAREER DEVELOPMENT:  Will this competency be an area of focus during this cycle?   FORMCHECKBOX 
No      FORMCHECKBOX 
Yes, specify classes or training to achieve growth.




The University of North Carolina at Pembroke

Core Competency Assessment

Competency – Organizational Awareness 

Evaluates the skills, knowledges, and abilities needed to understand the role of the organization and how it fits into the overall organization of the University.

	Measurement Methods
	Contributing
	Journey
	Advanced

	Observations, periodic evaluations, review of written documentation, feedback from peers, subordinates, and/or general public, and the completion of career path training.


	Demonstrates a working knowledge of formal and informal organizational structure.  Knows whom to ask for what, and when.


	Demonstrates understanding of climate and culture.

Recognizes unspoken business unit and Institution limitations - what is and is not possible at certain times or in certain positions.

Incorporates into actions when needed. 

Is knowledgeable of the mission, vision, operating principles and strategic direction of the business unit. 


	Possesses and utilizes a broad knowledge of the institutional resources, policies, and information to leverage the success of the business unit and the Institution.

Has an internal network of colleagues and professional contacts that are available to assist in providing advice, support and knowledge. 

Ensures that business unit direction and practices are aligned with those of UNCP.

Takes initiative to partner with other business units to take advantage of opportunities that build the reputation and success of the business unit and the Institution. 

Understands the unique culture, policies, procedures and way of doing things at the Institution and is able to effectively work within this framework. 

	Employee Works At:
	 FORMCHECKBOX 
  Contributing Level
	 FORMCHECKBOX 
  Journey Level
	 FORMCHECKBOX 
  Advanced Level

	AS DEMONSTRATED BY:


	HOW TO IMPROVE:

	CAREER DEVELOPMENT:  Will this competency be an area of focus during this cycle?   FORMCHECKBOX 
No      FORMCHECKBOX 
Yes, specify classes or training to achieve growth.




The University of North Carolina at Pembroke

Core Competency Assessment

Competency – Communication Skills

Demonstrates the ability to communicate effectively with both Department and University community members while performing assigned duties.

	Measurement Methods
	Contributing
	Journey
	Advanced

	Observations, periodic evaluations, review of written documentation, feedback from peers, subordinates, and/or general public, and the completion of career path training.


	Conveys ideas on routine subjects clearly, both in writing and orally.

Uses method of communication most appropriate to situation. 

Uses appropriate language and grammar when speaking or writing
	Conveys ideas on non-routine subjects clearly and translates technical issues into understandable terms for users.

Independently solicits appropriate information and selects best method or format for presenting to the audience. 

Communicates for listener comprehension and understanding.
	Conveys complex and advanced technical knowledge in language that is understandable and appropriate for users. 

Provides expertise to assist users in articulating needs and clearly communicating technical solutions to address such needs. 

Understands underlying dynamics and the context of a situation and adapts communication accordingly.  

Negotiates and persuades to build cooperation and consensus towards decisions.

Takes initiative to partner and contribute to a two-way communication flow with other units and clients.  

	Employee Works At:
	 FORMCHECKBOX 
  Contributing Level
	 FORMCHECKBOX 
  Journey Level
	 FORMCHECKBOX 
  Advanced Level

	AS DEMONSTRATED BY:


	HOW TO IMPROVE:

	CAREER DEVELOPMENT:  Will this competency be an area of focus during this cycle?   FORMCHECKBOX 
No      FORMCHECKBOX 
Yes, specify classes or training to achieve growth.




The University of North Carolina at Pembroke

Core Competency Assessment

Competency – Security and Privacy Awareness 

Demonstrates the ability to maintain the security of UNCP resources.

	Measurement Methods
	Contributing
	Journey
	Advanced

	Observations, periodic evaluations, review of written documentation, feedback from peers, subordinates, and/or general public, and the completion of career path training.


	Demonstrates an awareness of the importance of maintaining secure work environment and information privacy and confidentiality.
	Promotes awareness and practice of secure work environments and information privacy and confidentiality.
	Develops policies and programs to ensure secure work environments and information privacy and confidentiality.

	Employee Works At:
	 FORMCHECKBOX 
  Contributing Level
	 FORMCHECKBOX 
  Journey Level
	 FORMCHECKBOX 
  Advanced Level

	AS DEMONSTRATED BY:


	HOW TO IMPROVE:

	CAREER DEVELOPMENT:  Will this competency be an area of focus during this cycle?   FORMCHECKBOX 
No      FORMCHECKBOX 
Yes, specify classes or training to achieve growth.




The University of North Carolina at Pembroke

Core Competency Assessment

Competency – Interpersonal Skills

	Measurement Methods
	Contributing
	Journey
	Advanced

	Observations, periodic evaluations, review of written documentation, feedback from peers, subordinates, and/or general public, and the completion of career path training.


	Communicates in a way that is accurate, timely and easy to understand, verbally and in writing.  Shares information in an open and honest way.
	Develops and maintains effective working relationships with others in order to encourage and support communication and teamwork.

Listens with sensitivity. Seeks to understand others from their frame of reference. 

Interacts and communicates with a strong degree of judgment and discretion.  
	Builds and maintains ongoing working relationships with other to achieve the goals of the work unit.

Mediates disputes or disagreements to an effective resolution.

Serves as liaison to management.

	Employee Works At:
	 FORMCHECKBOX 
  Contributing Level
	 FORMCHECKBOX 
  Journey Level
	 FORMCHECKBOX 
  Advanced Level

	AS DEMONSTRATED BY:


	HOW TO IMPROVE:

	CAREER DEVELOPMENT:  Will this competency be an area of focus during this cycle?   FORMCHECKBOX 
No      FORMCHECKBOX 
Yes, specify classes or training to achieve growth.




The University of North Carolina at Pembroke

Functional Competency Assessment

Competency – Performs General Patrol Duties and Traffic Management Responsibilities

Measures and evaluates those skills that are required for the basic patrol functions.  These functions make up the majority of the services provided to the general public and includes basic law enforcement, report writing, crime observation, and call response.

	Measurement Methods
	Contributing
	Journey
	Advanced

	Observations, monthly evaluations, review of written documentation, scheduled inspections, feedback from peers, subordinates, and/or general public, the completion of career path training, and achievement of personal, squad, and departmental goals.
	Operates police vehicle

Thorough knowledge of street layout, all buildings (residential, academic, etc.), and landmarks.
General knowledge of facility layout, alarm systems, fire detection systems, etc.

Conducts self-initiated security checks to protect people and property (tract checks and building walk-thru); lock and unlock as necessary.
Basic knowledge of motor vehicle stops.
Assists motorists (stalled vehicles, jumpstarting, waiting with motorists).
Assists citizens (directions, safety escorts, etc.).
Reports and resolves traffic problems, safety concerns, hazards, etc.

Identifies suspicious individuals, incidents, vehicles.
Detects and deters crime with ability to understand crime activities and trends.
	Manages traffic check points

Investigates traffic accidents with property damage and serious injury.
Advanced knowledge of facility layout, alarm systems, fire detection systems, etc.

Demonstrates ability to function as chemical analyst while processing a DWI arrest.
Functions as a Field Training Officer.
Acts as team leader under Incident Command.
Understands campus crime activities and trends.

	Investigates traffic accidents with fatalities.
Acts as a squad supervisor in absence of squad sergeant.
Acts as Incident Commander in major events.
Serves as resource to other officers. 

	EMPLOYEE WORKS AT:
	 FORMCHECKBOX 
  Contributing Level
	 FORMCHECKBOX 
  Journey Level
	 FORMCHECKBOX 
  Advanced Level

	AS DEMONSTRATED BY:
	HOW TO IMPROVE:

	
	

	CAREER DEVELOPMENT:  Will this competency be an area of focus during this cycle?   FORMCHECKBOX 
No      FORMCHECKBOX 
Yes, specify classes or training to achieve growth.


The University of North Carolina at Pembroke

Functional Competency Assessment

Competency – Performs Investigations

Assesses those skills, knowledges, and abilities required to successfully investigate criminal acts and follow through with the investigations to its culmination in criminal court and administrative hearings.

	Measurement Methods
	Contributing
	Journey
	Advanced

	Observations, monthly evaluations, review of written documentation, scheduled inspections, feedback from peers, subordinates, and/or general public, evaluation of arrest and conviction statistics, and completion of career path.
	Uses proper questioning techniques to obtain readily available information from witnesses, victims, and suspects.
Establishes and secures a crime scene.
Records facts and prepares reports to document preliminary and follow-up investigations.
Diagnoses the offense based on the information obtained during the investigation and takes appropriate action.
Properly execute search and arrest warrants.
Testifies in court to provide evidence or act as a witness in traffic and criminal cases, or Grand Jury hearings.
Develops prosecution summaries, with assistance as needed.
Complies with student conduct requests and testifies as a witness at student hearings.
Follows established procedure for submission of evidence.
Provides assistance and emotional support to others, including referral to support agencies.
	Uses interrogation skills to legally obtain incriminating information.
Obtains/writes search warrants with assistance as needed.
Performs basic processing of crime scenes. 

Conducts investigations of misdemeanors and less serious felonies.
Develops prosecution summaries without assistance.
Demonstrates an overall knowledge of student conduct process.
	Obtains/writes search warrants without assistance.
Conducts investigations of more serious felonies.
Performs advanced processing of crime scenes.
Assists others in the development of prosecution summaries.
Provides input into the student conduct process.
Mentors fellow officers to ensure the integrity of investigation processes. 

	EMPLOYEE WORKS AT:
	 FORMCHECKBOX 
  Contributing Level
	 FORMCHECKBOX 
  Journey Level
	 FORMCHECKBOX 
  Advanced Level

	AS DEMONSTRATED BY:
	HOW TO IMPROVE:

	
	

	CAREER DEVELOPMENT:  Will this competency be an area of focus during this cycle?   FORMCHECKBOX 
No      FORMCHECKBOX 
Yes, specify classes or training to achieve growth.


The University of North Carolina at Pembroke

Functional Competency Assessment

Competency – Uses and Maintains Law Enforcement Equipment

Evaluates the skills and abilities needed to use and maintain the equipment commonly used in the performance of patrol duties.

	Measurement Methods
	Contributing
	Journey
	Advanced

	Observations, monthly evaluations, review of written documentation, scheduled inspections, feedback from peers, subordinates, and/or general public, the completion of career path training, and certification achievement and maintenance.
	Conducts appropriate vehicle inspection at the beginning and end of each shift (includes reporting damage).
Properly maintains and accounts for all vehicle equipment.
Properly operates basic vehicle equipment (in-car cameras, police radio, emergency lights, siren, shotgun rack, and in-car computer/modem).
Operates and appropriately uses fire suppression equipment, AED, digital camera, lock tool, flares, and taser gun.
	Operates equipment including radar and Mobile Data Terminal.
Operates and appropriately uses latent print kits and Narcotic Test Kit.
Demonstrates the ability to use First Aid Kit.

Operates and appropriately uses 

copier, photo scanner.
Demonstrates knowledge of Word and Excel.
 
	Possesses the ability to use specialized weapons.
Demonstrates the ability to use specialized Medical Equipment.
Exhibits proficiency in all Microsoft Office applications. 

	EMPLOYEE WORKS AT:
	 FORMCHECKBOX 
  Contributing Level
	 FORMCHECKBOX 
  Journey Level
	 FORMCHECKBOX 
  Advanced Level

	AS DEMONSTRATED BY:
	HOW TO IMPROVE:

	
	

	CAREER DEVELOPMENT:  Will this competency be an area of focus during this cycle?   FORMCHECKBOX 
No      FORMCHECKBOX 
Yes, specify classes or training to achieve growth.


The University of North Carolina at Pembroke

Functional Competency Assessment

Competency – Ensures Proper Detention and Arrests

Assess those skills, knowledges and abilities need to properly document detention and arrests of juveniles and adults.

	Measurement Methods
	Contributing
	Journey
	Advanced

	Observations, monthly evaluations, review of written documentation, scheduled inspections, feedback from peers, subordinates, and/or general public, and the completion of career path training.
	Properly detain or arrest persons.
Uses proper subject control.
Conducts searches within legal and safety parameters.
Transports detainees.
Processes arrestees.
Recognizes violations and recommend the appropriate course of action.
Enforces state or local laws.
Refers students to the Office of Conflict Resolution.
	Conducts juvenile detentions/interviews/arrests.
Recognizes violations and take appropriate action with minimal supervision.
	Plans the strategy for execution of serious arrests or search warrants.
Serves as a Team Leader for mass arrests.
Understands law and can interpret and apply new law with no supervision.

	EMPLOYEE WORKS AT:
	 FORMCHECKBOX 
  Contributing Level
	 FORMCHECKBOX 
  Journey Level
	 FORMCHECKBOX 
  Advanced Level

	AS DEMONSTRATED BY:
	HOW TO IMPROVE:

	
	

	CAREER DEVELOPMENT:  Will this competency be an area of focus during this cycle?   FORMCHECKBOX 
No      FORMCHECKBOX 
Yes, specify classes or training to achieve growth.


The University of North Carolina at Pembroke

Functional Competency Assessment

Competency – Conducts Appropriate Emergency and Medical Response

Assess those skills, knowledges, and abilities necessary for responding to emergency situations and taking appropriate actions necessary.
	Measurement Methods
	Contributing
	Journey
	Advanced

	Observations, monthly evaluations, review of written documentation, scheduled inspections, feedback from peers, subordinates, and/or general public, and the completion of career path training.
	Evaluates emergencies immediately.
Relays emergency information clearly and properly.
Recognizes and responds to “First Responder” incidents.
Understands the role of the Incident Commander under the Incident Command System.
	Initiates Incident Command.
	Acts as Incident Commander.
Manages an “active shooter” incident.
Manages crime scene of serious injury or death.

	EMPLOYEE WORKS AT:
	 FORMCHECKBOX 
  Contributing Level
	 FORMCHECKBOX 
  Journey Level
	 FORMCHECKBOX 
  Advanced Level

	AS DEMONSTRATED BY:
	HOW TO IMPROVE:

	
	

	CAREER DEVELOPMENT:  Will this competency be an area of focus during this cycle?   FORMCHECKBOX 
No      FORMCHECKBOX 
Yes, specify classes or training to achieve growth.


The University of North Carolina at Pembroke

Functional Competency Assessment

Competency – Understands and Performs Community Policing

Gauges those knowledges, skills, and abilities needed to evaluate and address crime prevention and community relations issues.
	Measurement Methods
	Contributing
	Journey
	Advanced

	Observations, monthly evaluations, review of written documentation, scheduled inspections, feedback from peers, subordinates, and/or general public, and the completion of career path training.
	Identifies community issues.
Listens to and utilizes citizen input.
Explains actions to victims, witnesses, detainees, and other officers.
Develops community contacts.
Coordinates and assists in community programs.
Acquires knowledge of university and community resources.
Conducts security surveys. 

Conducts Residence Hall Liaison Officer Program and S.A.F.E. procedures.
	Coordinates, plans and conducts community programs.
Recognizes and implements crime prevention techniques.
Employs the SARA Model.
Identifies community problems, analyzes alternatives, recommends solutions, and conducts follow-up.
Recognizes environmental factors that are conducive to criminal activity.

	Administers liaison program.
Acts as a resource in developing community programs.
Develops and implements action plans to address environmental crime prevention issues.

	EMPLOYEE WORKS AT:
	 FORMCHECKBOX 
  Contributing Level
	 FORMCHECKBOX 
  Journey Level
	 FORMCHECKBOX 
  Advanced Level

	AS DEMONSTRATED BY:
	HOW TO IMPROVE:

	
	

	CAREER DEVELOPMENT:  Will this competency be an area of focus during this cycle?   FORMCHECKBOX 
No      FORMCHECKBOX 
Yes, specify classes or training to achieve growth.


The University of North Carolina at Pembroke

Functional Competency Assessment

Competency – Effectively Uses Communication Skills

Demonstrates the ability to communicate effectively with both Department and University community members while performing assigned duties.
	Measurement Methods
	Contributing
	Journey
	Advanced

	Observations, monthly evaluations, review of written documentation, scheduled inspections, feedback from peers, subordinates, and/or general public, and the completion of career path training.
	Knowledge of radio procedures (10 codes, clearance codes, and signal codes).
Completes departmental and state forms accurately.
Provides complete and detailed documentation.
Explains required actions to victims, witnesses, detainees, and other officers.
	Initiates contact with the community on a periodic basis.
	Communicates with diplomacy and tact.
Assists subordinates with completion of departmental and state forms.
Relays messages with words and body language.
Does not misinterpret or prejudge others.
Serves as a sounding board for other officers.

	EMPLOYEE WORKS AT:
	 FORMCHECKBOX 
  Contributing Level
	 FORMCHECKBOX 
  Journey Level
	 FORMCHECKBOX 
  Advanced Level

	AS DEMONSTRATED BY:
	HOW TO IMPROVE:

	
	

	CAREER DEVELOPMENT:  Will this competency be an area of focus during this cycle?   FORMCHECKBOX 
No      FORMCHECKBOX 
Yes, specify classes or training to achieve growth.


The University of North Carolina at Pembroke

Functional Competency Assessment

Competency – Complies with Departmental Policies

Demonstrates understanding of Department’s policies and procedures and the ability to identify alternate solutions to complex problems.
	Measurement Methods
	Contributing
	Journey
	Advanced

	Observations, monthly evaluations, review of written documentation, scheduled inspections, feedback from peers, subordinates, and/or general public, and the completion of career path training.
	Complies with departmental polices, procedures, and general orders.
Completes tasks and duties assigned.
Volunteers for overtime assignments.
Learns the roles of significant university functions (Student Life, Housing, facilities, etc.).
Maintains certifications.
	Able to explain policy and procedures to others.
	Identifies complex problems and reviews related information to develop and evaluate options and implement solutions.
Observes performance of subordinates to make improvements or corrective action.
Recommends work process improvement.

	EMPLOYEE WORKS AT:
	 FORMCHECKBOX 
  Contributing Level
	 FORMCHECKBOX 
  Journey Level
	 FORMCHECKBOX 
  Advanced Level

	AS DEMONSTRATED BY:
	HOW TO IMPROVE:

	
	

	CAREER DEVELOPMENT:  Will this competency be an area of focus during this cycle?   FORMCHECKBOX 
No      FORMCHECKBOX 
Yes, specify classes or training to achieve growth.


EMPLOYEE’S OVERALL ASSESSMENT LEVEL:

Note: Since employees are assessed against the required competencies of the position, the employee’s overall competency level will either be the same level as the position’s competency level or lower. The employee cannot be assessed at a higher level than the position since they are assessed based on competencies required of the position. (Individual competencies can be assessed at a higher level, but not the overall level.) – As directed by the Office of State Personnel.
	Professional Certificate:  What Professional Certificate issued by the North Carolina Criminal Justice Education and Training Standards Commission does the officer hold?  



	 FORMCHECKBOX 
 Probationary
	 FORMCHECKBOX 
 General
	 FORMCHECKBOX 
 Intermediate
	 FORMCHECKBOX 
 Advanced

	Career Band: Public Safety

	Band Role: Public Safety Officer

	Number of CORE Competencies:    

Contributing        

Journey

Advanced   

Overall Core Competency Level:   FORMCHECKBOX 
 Contributing   FORMCHECKBOX 
 Journey    FORMCHECKBOX 
 Advanced
_____________________________________________________________________________________________________________________

Number of FUNCTIONAL Competencies (Determine overall assessment level):  

Contributing        

Journey

Advanced   

Overall Functional Competency Level:   FORMCHECKBOX 
 Contributing   FORMCHECKBOX 
 Journey    FORMCHECKBOX 
 Advanced


	Additional Comments: 










