
ETHICS CATEGORIES 
 

APPEARANCE 

Appropriate dress per district policy should be adhered to at all times. See the 

Student Handbook for details. 

 

 

 

ATTITUDE 

Poor attitudes account for approximately 90% of job losses. Considered under 

attitude will be manners, respect, ethics, etc. On any job, you should be respectful to 

customers, co-workers, management, and equipment. Respect for me as well as your 

classmates will be practiced every day in class. This includes not copying others 

work as well as keeping in compliance with network guidelines. 

 

 

CLEAN-UP 

and 

SAFETY 

You are responsible for maintaining neat and orderly workstations and study areas 

both during class and before you leave for the day. This may include appropriate 

machine maintenance, care and safety practice at all times. Feet will stay on the 

floor at all times. Chairs are for sitting and not rolling around in room. At the end of 

class log out, turn off monitor, and place chair under desk! 

 

COOPERATION 

On any job, you must cooperate with your supervisor and co-workers. This is a skill 

you must practice in class and on campus as well. 

 

 

PARTICIPATION 

You are expected to complete certain tasks. If you finish early, you need to review 

material, start on the next assignment, look over a new project, assist the instructor, 

etc. Going the “extra mile” will get you that raise in pay or an “A” in class!! 

 

 

PREPAREDNESS 

On the job, employees are expected to be prepared for work. Class is absolutely no 

different. You are expected to have all materials needed for the day’s activities when 

the bell rings to begin class. 

 

 

DEPENDABILIY 

One of the highest compliments an employer can give you is “dependable”. Carrying 

through with a commitment is important in your personal life as well as your 

professional/educational life. Being at work every day is important for a company to 

operate efficiently. Strive for prefect attendance. If you are going to be absent, make 

sure you inform the instructor and check for any assignments that are due or missed. 

 

TIME ON TASK 

You will be expected to work on assigned materials during the entire class period 

just as employees are expected to use time wisely and be productive. This means no 

“web surfing” or studying for another class. 

 

PUNCTUALIY 

When you get a job, your supervisor will expect you to be on time each and every 

day. I expect and require you to be in your class before the bell rings.  

FULL 

ATTENDENCE 

Arriving late and leaving early from class is considered time off task and will cause 

loss of points.  

 

Special Note 

Business Dress 

In addition to the Ethics Grade, you will receive extra points for participating in 

Professional Dress Days as scheduled. No jeans, shorts, t-shirts, tennis shoes, flip 

flops, etc.  Men need to wear slacks and a collard shirt along with a tie.  Women 

need to wear slacks, skirt, or dress. 

 


