APPROPRIATE WORK HABITS and FLSA Hours DATA SHEET 

STUDENT:                                              STAFF:                                    JOB SITE(S):_______________________________
	PRIVATE 

CODE
                                                                                                                                 Date:


	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	                     BEHAVIORS                                                                              
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Supervisor’s time spent with a teacher/job coach
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Co-worker’s time spent with a student worker
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Inappropriate procedures used
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Damage to materials
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Training
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Assessment
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Exploration
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	30.  Clocks out/signs out appropriately and on time
	30
	30
	30
	30
	30
	30
	30
	30
	30
	30
	30
	30
	30
	30
	30

	29.  Cleans work area/Puts materials back observing safety rules
	29
	29
	29
	29
	29
	29
	29
	29
	29
	29
	29
	29
	29
	29
	29

	28.  Works without breaking or tearing work materials, tools, or supplies
	28
	28
	28
	28
	28
	28
	28
	28
	28
	28
	28
	28
	28
	28
	28

	27.  Exhibits appropriate safety behaviors, around materials, equipment, and

       supplies
	27
	27
	27
	27
	27
	27
	27
	27
	27
	27
	27
	27
	27
	27
	27

	26.  Continues working during distractions
	26
	26
	26
	26
	26
	26
	26
	26
	26
	26
	26
	26
	26
	26
	26

	25.  Works on acquired job/parts of jobs without direct supervision
	25
	25
	25
	25
	25
	25
	25
	25
	25
	25
	25
	25
	25
	25
	25

	24.  Works steadily at assigned job
	24
	24
	24
	24
	24
	24
	24
	24
	24
	24
	24
	24
	24
	24
	24

	23.  Responds appropriately to corrections/feedback
	23
	23
	23
	23
	23
	23
	23
	23
	23
	23
	23
	23
	23
	23
	23

	22.  Appropriately follows instructions
	22
	22
	22
	22
	22
	22
	22
	22
	22
	22
	22
	22
	22
	22
	22

	21.  Attends to instructions, refrains from interruptions
	21
	21
	21
	21
	21
	21
	21
	21
	21
	21
	21
	21
	21
	21
	21

	20.  Notifies appropriate person when work is finished
	20
	20
	20
	20
	20
	20
	20
	20
	20
	20
	20
	20
	20
	20
	20

	19.  Notifies appropriate person when needs assistance
	19
	19
	19
	19
	19
	19
	19
	19
	19
	19
	19
	19
	19
	19
	19

	18.  Notifies appropriate person when directions unclear
	18
	18
	18
	18
	18
	18
	18
	18
	18
	18
	18
	18
	18
	18
	18

	17.  Notifies appropriate person when need materials or materials broken
	17
	17
	17
	17
	17
	17
	17
	17
	17
	17
	17
	17
	17
	17
	17

	16.  Age-appropriately communicates need to use restroom
	16
	16
	16
	16
	16
	16
	16
	16
	16
	16
	16
	16
	16
	16
	16

	15.  Secures person's attention appropriately
	15
	15
	15
	15
	15
	15
	15
	15
	15
	15
	15
	15
	15
	15
	15

	14.  Conducts self appropriately during break/lunch
	14
	14
	14
	14
	14
	14
	14
	14
	14
	14
	14
	14
	14
	14
	14

	13.  Uses appropriate manners (excuse me, please, thank-you, etc.)
	13
	13
	13
	13
	13
	13
	13
	13
	13
	13
	13
	13
	13
	13
	13

	12.  Maintains appropriate social interactions/contacts with supervisor(s),

       co-worker(s), and/or other(s)
	12
	12
	12
	12
	12
	12
	12
	12
	12
	12
	12
	12
	12
	12
	12

	11.  Uses restroom appropriately
	11
	11
	11
	11
	11
	11
	11
	11
	11
	11
	11
	11
	11
	11
	11

	10.  Uses appropriate sanitary habits (washes hand, blows nose, etc.,)
	10
	10
	10
	10
	10
	10
	10
	10
	10
	10
	10
	10
	10
	10
	10

	9.   Grooms appropriately (hair, teeth, nails, clothes, etc.,)
	9
	9
	9
	9
	9
	9
	9
	9
	9
	9
	9
	9
	9
	9
	9

	8.   Dresses age and work appropriately
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8

	7.   Returns from break/lunch at appropriate time
	7
	7
	7
	7
	7
	7
	7
	7
	7
	7
	7
	7
	7
	7
	7

	6.   Goes to break/lunch at appropriate time
	6
	6
	6
	6
	6
	6
	6
	6
	6
	6
	6
	6
	6
	6
	6

	5.   Clocks/signs in appropriately
	5
	5
	5
	5
	5
	5
	5
	5
	5
	5
	5
	5
	5
	5
	5

	4.   Appropriately greets co-workers and/or supervisor
	4
	4
	4
	4
	4
	4
	4
	4
	4
	4
	4
	4
	4
	4
	4

	3.   Notifies office within 30 minutes prior to being late or absent
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	2.   Arrives at work prior to scheduled time
	2
	2
	2
	2
	2
	2
	2
	2
	2
	2
	2
	2
	2
	2
	2

	1.   Prepares to go to work on time
	1
	1
	1
	1
	1
	1
	1
	1
	1
	1
	1
	1
	1
	1
	1

	
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0

	Date:
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Location Code:
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