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Skill Overview
Directions: Read about the skill and then complete activities to practice the skill.
[image: ]What does it mean to demonstrate responsibility and self-discipline?
This means doing what you are supposed to do, even when no one is watching. It means making good choices, staying focused and organized, and completing your work or tasks on time. 
It also means taking responsibility for your actions and continuing to do your best when things are difficult or distracting.
[image: ]Why are these skills important?
Employers want workers who are dependable and can be trusted to complete their work. Being responsible and disciplined helps you stay on track, reach your goals, and work well with others.
These skills are also important at home, school, and in your community. For example, you need to be responsible and have self-discipline so you can arrive to places on time, follow rules, complete homework, and take care of your family. 
[image: ]How can you improve these skills?
You can improve these skills when you:
· Arrive on time and complete your work.
· Stay focused on your tasks.
· Follow rules and safety procedures.
· Take responsibility for mistakes.
· Think about how your actions affect others.
· Make an improvement plan when problems happen.	


Skill Practice
Directions: Read one or more scenarios to practice your skills. 
Scenario 1: Diego’s Problem
Diego is often late for important commitments. Before he leaves home, he gets distracted by other things, like checking emails, watching videos on his phone, or doing small tasks around the house. Sometimes he forgets to check traffic or cannot find his keys or phone before leaving.
Diego knows what time he should leave, but he still runs behind. He feels embarrassed when he arrives late. He knows he needs to be more responsible and plan to arrive at places on time.
Examples of important commitments Diego may need to get to on time:
· Arriving at work
· Meeting a friend
· Going to a doctor's appointment
· Catching a flight at the airport
· Picking up or dropping off his child at school
· Going to class

1. What 2-3 distractions cause Diego to be late? How do they affect him leaving home on time?


2. Below are two things Diego could do to help him leave on time:
· Put his keys in the same place when he arrives home.
· Set an alarm reminder on his phone.

What 2-3 additional things could Diego do to leave on time? How would these actions help him?


3. Why is it important for Diego to arrive at places on time? How might it affect other people when Diego is late?




Scenario 2: Ana’s Safety Concern at Work

Ana works at a manufacturing company. She notices that one of her coworkers is often distracted. They text their child, shop online, check messages, or talk about personal things. Sometimes they wear headphones while listening to music, even though it is against the rules. Ana and her coworker use dangerous equipment, so they must stay focused and follow safety rules. Ana is worried her coworker might get hurt or hurt someone else.

1. What 2-3 distractions do you notice the coworker doing? Underline or highlight them in the scenario.




2. How is the coworker not showing responsibility and self-discipline at work?




3. What might happen if the coworker keeps being distracted?




4. What advice could Ana give her coworker to help them stay focused and safe?






Skill Application
Directions: Read the daily habit ideas below. Then answer the questions.

Having daily habits can help you make good choices, stay focused, and complete your work or tasks on time.
Daily habit ideas:
· Meditate for 10 minutes a day.
· Use a calendar or checklist.
· Eliminate distractions.
· Write three things you are thankful for.
· Prepare your things for the next day before going to bed.
· Go to bed at a regular time.

1. Underline or highlight 1-2 daily habits you already have or would like to start.




2. What is one more daily habit that would help you?




3. How can daily habits help you at work, home, school, or in your community?
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