CWE Work Ethic and Professional Presence Guidelines Scoring Rubric

Student Name:  ______________________________________
Term:  _____________________________

The scoring on this rubric is based on your assessment of the student’s performance on these guidelines (Learning Goal #1 on page 2 of the Agreement). Score the student using the point value listed in each of the 3 columns below.

	Guidelines
	Does Not Meet Guideline
(1 point)
	Meets Guideline
(3 points)
	Exceeds

Guideline
(5 points)

	Attendance, Punctuality, and Reliability

· Completes required hours

· Punctual for all commitments

· Prepares by reading and completing assignments as necessary

· Participates in activities assigned by your supervisor and/or instructor

· Notifies supervisor before start of work day if absent or tardy

· Gives adequate notice when requesting time off

· Takes breaks at the time scheduled by supervisor


	
	
	

	Productivity

· Observes established policies on safety
· Notifies proper authorities of circumstances or situations presenting potential safety hazards
· Maintains equipment and supplies in good working condition
· Completes tasks on time
· Follows written and oral directions
· Demonstrates organization, accuracy, and attention to detail
· Plans and organizes work to achieve the best efficiency
· Seeks additional work if time allows
· Completes assigned tasks without supervision
· Strives to improve quality of workmanship

· Displays self-initiative
	
	
	

	HUMAN RELATIONS SKILLS

· Demonstrates trustworthiness and responsible behavior

· Honest in all situations

· Practices integrity 

· Refrains from “office politics” -- gossip

· Respects cultural and ethnic differences

· Accepts and responds positively to ongoing performance feedback

· Maintains positive working relationships

· Responds to changing job demands and helps others as needed.

· Adheres to the company’s or organization’s Acceptable Use Policy for computer use
	
	
	

	PROFESSIONAL IMAGE (Appearance)

· Presents a neat and clean appearance

· Practices good personal hygiene

· Wears clothing suitable to the job, task, and environment

· Wears full regulation uniform, if required

· Clothing is clean, pressed, and fits well

· Adheres to employer’s dress code

· Hair length is appropriate to the work environment for safety and hygiene

· Cover up visible tattoos as appropriate or needed for the job

· Remove visible piercings as appropriate or needed for the job
	
	
	


	ATTITUDE

· Displays a willingness to cooperate

· Accepts constructive criticism

· Sets realistic expectations and goals

· Demonstrates company loyalty to customers and co-workers

· Displays authenticity

· Displays and communicates empathy to customers and coworkers

· Motivates himself/herself and others

· Projects self-confidence and sincerity

· Projects enthusiasm and optimism

· Health conscious


	
	
	

	TEAMWORK

· Encourages and facilitates cooperation, pride, trust, and group identity

· Fosters commitment and team spirit

· Works with teams to satisfy customer expectations


	
	
	

	COMMUNICATION (verbal and written)

· Communicates accurate information to others in a professional and courteous manner
· Uses e-mail as a formal communication tool (punctuation, grammar, spelling, and professional courtesies)
· Demonstrates appropriate nonverbal communication skills
· Asks questions when uncertain about proper procedures
· Demonstrates good listening skills and takes notes as necessary
· Observes confidentiality

	
	
	


	COOPERATION

· Conveys a willingness to assist others
· Works to resolve conflicts and to identify solutions in which all parties benefit
· Demonstrates concern for treating people fairly and equitably 
· Follows the chain of command in resolving conflicts

	
	
	

	RESPECT

· Treats supervisors and fellow employees with respect, courtesy, and tact.
· Does not engage in harassment of any kind

	
	
	

	PROBLEM SOLVING/DECISION MAKING

· Identifies problems and takes appropriate action
· Seeks help when needed
· Suggests improvement to workplace systems or processes
· Deals with stress in appropriate ways

	
	
	

	Organizational Skills

· Prioritizes and manages time effectively

· Demonstrates flexibility in adapting to changes

· Maintains a neat and organized work station or area
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