Guidelines for Professional Values and Behavior

Professional Values
· Honesty – this includes giving proper credit to others and not presenting their work (i.e. ideas, conclusions, graphics, photographs, writing) as your own

· Clear and concise verbal, visual and written communication – this includes correct spelling and grammar;  ensure this by asking others to review your work
· Punctuality – meeting deadlines and keeping appointments

· Follow through – do what you say you are going to do
· Attention to detail

· Self-awareness of your interests, abilities, and limitations
· Respect and consideration for others
· Asking for help when needed

Professional Behavior
· Be punctual - show up on time for all professional activities and appointments; allow adequate time for travel; call in advance if you have to reschedule, not enroute because you are “stuck in traffic”; a professional is always early! 
· Look good - wear clean clothes and footwear, and appear well-groomed (bathe and comb your hair); it never hurts to dress a little more formally – ask others for advice on this!
· Be considerate - do not exude a strong fragrance from soap, lotion, perfume, cologne or deodorant; do not smoke where others could breathe your smoke; do not chew tobacco or gum in a professional setting.
· Be clear headed and alert - get adequate rest and do not take or consume drugs, alcohol or large amounts of caffeine prior to a professional activity or appointment.
· Be respectful
· When you first contact another professional, address them by their title (e.g. Ms. Jones, Officer Wu, Professor Garcia, Dr. Babaloa, Captain Saad); continue to using their title until invited to use their first name.
· In a meeting, presentation or class:

· Stay seated for the duration unless you have an emergency - take care of your personal needs before the session starts.
· Do not converse or make distracting noises when others are speaking.
· Do not answer the telephone, initiate or respond to a text, check or send email, browse the Web, or wear earbuds or headphones.
· Do not eat unless everyone is offered food and others are eating. 

· Ensure that your electronic devices remain silent.
· Express gratitude for another professional’s time, advice, or resources – you can further a relationship with a follow-up thank-you note or email.
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