	Use this sheet to rate your own work ethics.  You will place a check mark or tally mark in the appropriate space according to how you score yourself as a 0, 1, 2, or 3 on each item.  Review the sample scoring document to see what each of the categories really mean.

	Work Ethics

The bold items are the section headings and the other items are the indicators
Rate your own work ethics.
	0

Failing -Don’t

do or have at all
	1

Below

Expectations or Needs Improvement
	2

Meeting

Expectations or Acceptable
	3

Exceeding Expectations

	Interpersonal Skills
	 
	 
	 
	 

	Appreciative


	
	
	
	

	Emotionally stable
	
	
	
	

	Patient
	
	
	
	

	Modest
	
	
	
	

	Pleasant
	
	
	
	

	Cooperative
	
	
	
	

	Hard working
	
	
	
	

	Loyal
	
	
	
	

	Devoted
	
	
	
	

	Courteous
	
	
	
	

	Considerate
	
	
	
	

	Initiative
	
	
	
	

	Independent
	
	
	
	

	Ambitious
	
	
	
	

	Perceptive
	
	
	
	

	Conscientious
	
	
	
	

	Persistent
	
	
	
	

	Dedicated
	
	
	
	

	Resourceful
	
	
	
	

	Dependable
	
	
	
	

	Following regulations
	
	
	
	

	Reliable
	 
	   
	
	      

	Honest
	
	
	
	

	Punctual
	
	
	
	

	Appearance
	
	
	
	

	Displays appropriate dress
	
	
	
	

	Displays good grooming habits
	
	
	
	

	Displays good hygiene
	
	
	
	

	Displays good etiquette
	
	
	
	

	Teamwork
	
	
	
	

	Respects rights of others
	
	
	
	

	Respects confidentiality
	
	
	
	

	Cooperative
	
	
	
	

	Assertive
	
	
	
	

	Respectful
	
	
	
	

	Uses manners around others
	
	
	
	

	Productivity
	
	
	
	

	Follows safety practices
	
	
	
	

	Conserves materials
	
	
	
	

	Keeps work area clean and neat
	
	
	
	

	Punctually
	
	
	
	

	Completes all work
	
	
	
	

	Attendance
	
	
	
	

	Attends class
	
	
	
	

	Excused absences only
	
	
	
	

	Arrives and leaves on time
	
	
	
	

	Organizational Skills
	
	
	
	

	Prioritizes activities
	
	
	
	

	Demonstrates flexibility
	
	
	
	

	Uses time wisely
	
	
	
	

	Self-confident
	 
	
	
	

	Has a realistic expectation of self
	
	
	
	

	Character
	
	
	
	

	Displays loyalty
	
	
	
	

	Displays honesty
	
	
	
	

	Displays trustworthiness
	
	
	
	

	Self-disciplined
	
	
	
	

	Communication
	
	
	
	

	Displays appropriate non-verbal communication
	
	
	
	

	Displays appropriate verbal communication
	
	
	
	

	Displays oral listening skills
	
	
	
	

	Displays appropriate telephone etiquette
	
	
	
	

	Cooperation
	
	
	
	

	Displays leadership skills
	
	
	
	

	Handles criticism
	
	
	
	

	Handles conflict
	
	
	
	

	Demonstrates problem solving skills
	
	
	
	

	Follows chain of command


	
	
	
	

	Count the Total

This is the GRAND Total check marks in each area


	
	
	
	


HOMEWORK:  Now look at your lowest sections (0, 1, or 2) and develop an improvement plan for that section.
You will need to include some of the topics that you need to change to move more items into the exceeding expectations section.  You must write at least five goals for your lowest section.  
You are to include the 5- W’s in each goal.  Who, What, When, Where, and Why.  Reminder that all five of the tasks must be related to that your lowest section.

Your five goals are to written for the same area but are to be different tasks. 
Who – I will 

What – do __________

When – by __________

Where – at home, at school, in the community or everywhere

Why – to improve the _________________ topic area of my work ethics so that I can get and keep a job in the future.
MSCM8-1: Students will develop and demonstrate positive interpersonal skills.

a. Demonstrate and evaluate the ability to get along well with others including conflict management and respect for diversity.

b. Recognize the difference between appropriate and inappropriate behaviors and attitudes in specific school, social, and work situations. 

c. Demonstrate effective verbal and non-verbal communication skills (oral, written, and electronic). 

MSCM8-3:  Students will examine and demonstrate an understanding of employability skills to enhance career success.

a. Explain and summarize the state and federal child labor laws.

b. Recognize the importance of and demonstrate the following employability/soft skills, such as, but not limited to: honesty, motivation, creativity, leadership, critical thinking, risk-taking, flexibility, questioning, and problem-solving.

c. Demonstrate the importance of positive work ethics in relation to educational and career success (appearance, attendance, attitude, character, communication, cooperation, organizational skills, productivity, respect, and teamwork).

