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Dear Supervisors,

The miracle of Cristo Rey Orlando is possible only because of your willingness to welcome
with open arms our young professionals into your offices. Through your partnerships our
students are able to gain access to a quality college preparatory education, learn how to
thrive in a professional work setting and dream big. Thank you for investing in our students
and believing in their potential and, in turn, investing in the future of Orlando.

As supervisors, you will serve as the primary bridge between our students and companies and
will play a transformative role in our students’ lives and futures. Beginning a new job is scary.
Beginning a job when you are fourteen years old is daunting. For the past ten years, the Cristo
Rey Network has witnessed the remarkable leadership, patience, and generosity of business
professionals who assume the role of “Supervisor.” At Cristo Rey, we take pride in our culture
and strive to create a school environment where our students feel loved and safe and are held
to high expectations. Thank you for all that you do on a daily basis to create a challenging but
supportive environment in the workplace. Thank you for trusting our students to rise to the
occasion. Through your great work, our students are developing lifelong skills and creating
professional networks that they will carry with them to and beyond college.

The Supervisor Handbook is a compilation of strategies, tools and program policies to assist
you as you walk the road with our students on their journey as young professionals. This guide
illustrates, by department, examples of the assignments that students are capable of at your
company. It also includes sample schedules, job descriptions, best practices, and student
stories. We hope that this is a helpful resource as we continue to build our work study
program and work together with our students.

With great respect and gratitude,

The Cristo Rey Orlando CSWP Team



The Cristo Rey Orlando Corporate Work Study Program (CWSP) Staff serves as the support
for both the Supervisor and the Student Associate and is responsible for providing high-touch
and high-quality support to the supervisors and students. Whether coordinating logistics or
coaching and mentoring students, CWSP Staff exists to ensure that the student experience of
going to work is rewarding, positive, and beneficial for all involved. The Supervisor should
never hesitate to reach out to CWSP Staff for support or guidance at any point during the

partnership.

689-337-6300

6039 S. Rio Grande Avenue Orlando, FL 32809

Courtney Hand
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Cristo Rey Orlando opens in 2025 to provide a top-quality, college preparatory education to
students in underserved communities. A Cristo Rey education is made possible by an
innovative model of unique partnerships with families, educators, businesses, benefactors,
and universities.

THE CRISTO REY NETWORK

The Cristo Rey Network® is the only network of high schools in the country that integrates
four years of rigorous college preparatory academics with four years of professional work
experience through the Corporate Work Study Program. Comprised of 41 Catholic, college-
preparatory and career-preparatory schools that currently serve 12,000+ students across 25
states and collectively claim 22,000 graduates, the Cristo Rey Network delivers a powerful
and innovative approach to inner-city education that equips students from families of limited
economic means with the knowledge, character, and skills to transform their lives.
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OUR MISSION

Cristo Rey Orlando High School is a Catholic learning community that educates young people
of limited economic means to become men and women of faith, purpose and service. Through
a rigorous college preparatory curriculum, integrated with a relevant work study experience,
students graduate ready to succeed in college and in life.



OUR VISION

Through transformative partnerships with businesses, educators, and our community, Cristo
Rey Orlando’s Corporate Work Study Program empowers students to develop the skKills,
confidence, and professional networks necessary to thrive in diverse industries, cultivating
opportunities that align with their evolving skills and interests.

By integrating real-world work experiences with rigorous academics, we prepare students for
long-term career success while nurturing a lifelong commitment to personal and professional
growth, leadership, financial security, and meaningful contributions to the economy and
society.

OUR CORE VALUES

United in the love of the Hearts of Jesus and Mary, the Cristo Rey Orlando High School family
affirms that we are:

We are made by God in His image and likeness, and He is the Creator of
all things. Christ the King is the perfect revelation of the Father and each
of us reflects God in our own unique way.

We have been selected and invited by God for a particular purpose which
reflects God's divine plan of holiness in the building of His Kingdom here
on earth.

We are loved by God unconditionally, and He desires goodness for each
one of us.

We are a part of a civilization of love, forming a spiritual family in Christ
and supporting one another on our journey of faith.

We are brave and can persevere in the face of challenges as we continue
to develop, learn and grow because we are inspired by faith and trust in
God's grace, strength and guidance.

We show kindness, empathy, and mercy towards others, mirroring the
love and compassion of Christ.

We respond to the grace of the Lord as we walk with Christ and grow as
His disciples.

We have hope and assurance in the promises of God for eternal life and
glory in His presence.

JE = Y




Wby Corperdle n)ork

The Corporate Work Study Program (CWSP) at Cristo Rey Orlando High School is a key
component of the school's educational model, providing students with real-world work
experience in a professional setting. The program is designed to help bridge the gap between
classroom learning and professional life. By working in a variety of industries, students are
exposed to diverse career paths, fostering both personal and professional growth. They are
not only learning job-specific skills but also gaining essential life skills, such as teamwork,
communication, time management, and problem-solving. This immersive work experience
allows students to develop a sense of responsibility and independence, preparing them for
future academic and career opportunities.

The impact of the CWSP extends far beyond the workplace. For students, the program
provides the opportunity to build a strong resume, network with professionals, and gain
confidence in a work environment. This experience is invaluable in preparing them for higher
education and careers, as it teaches students the practical skills they need to succeed in the
workforce. Many CWSP students go on to pursue higher education, and their work experience
plays a significant role in shaping their career aspirations and goals. For Corporate Partners
CWSP offers a chance to contribute to the development of the next generation of
professionals. By providing students with meaningful work, Corporate Partners play a critical
role in their education and growth while also benefiting from the fresh perspectives and
energy that student workers bring to the workplace. This partnership creates a mutually
beneficial relationship where both students and organizations can thrive.

Meaningful work is at the core of the CWSP. It ensures that students are not just filling a role
but are engaged in tasks that contribute to the organization’s mission and goals. Meaningful
work helps students see the value of their contributions, fosters a sense of purpose, and
reinforces the connection between their efforts and the success of the team. This sense of
purpose is crucial for student motivation, engagement, and retention within the program.

Through meaningful work, students learn that their contributions matter, that their efforts are
respected, and that they can make a difference in the workplace. The experience encourages
them to take pride in their work, strive for excellence, and to develop a strong work ethic that
will serve them throughout their lives. Meaningful work also enhances the learning
experience, as students are able to apply what they’ve learned in the classroom to real-world
scenarios, further solidifying their understanding of the subject matter.



As a Supervisor, your role in guiding and mentoring Student Associates is essential to their
professional development. Our CWSP team is here to support you in this process by:

e Providing direct feedback on student performance to help them grow in their roles.

e Addressing and troubleshooting concerns regarding student performance.

e Offering mentorship and additional training based on identified needs.

e Assisting in identifying appropriate job tasks that align with student skills and
development goals.

e Referring students to school counselors when personal challenges may impact their
performance at work.

We encourage open communication and collaboration to ensure students receive the
guidance needed to succeed in their work assignments.

To prepare students for their professional roles, CWSP provides a structured Summer
Business Training program known as Crown Scholars. This 2-week intensive training covers:

e Professional communication in workplace settings.
e Technology skills and essential software applications.
e Workplace expectations and business etiquette.
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In addition to this initial training, all students will have a Leadership course as part of their
academic schedule throughout the year. This course reinforces and expands on workplace
skills, ensuring continuous professional growth. The curriculum includes:

NS

Effective Communication & Public Speaking -
Enhancing verbal and written communication in a business setting.

Time Management & Productivity -
Learning to balance tasks efficiently and set professional goals.

Problem-Solving & Critical Thinking -
Developing strategies to navigate workplace challenges.

Professionalism & Workplace Ethics -
Understanding company culture, etiquette, and ethical decision-making.

Teamwork & Collaboration -
Building strong interpersonal skills and contributing effectively in a team
environment.

Career Exploration & Goal Setting -
Encouraging students to explore career pathways and set long-term objectives.

By the time students begin their assignments, they will have a solid foundation in these
key areas. However, your on-the-job training and mentorship are crucial for refining their
skills and helping them apply their learning in a real-world setting.

To ensure compliance with Department of Labor regulations and maintain a safe, supportive
work environment, CWSP staff conducts two site visits per year (one during the Fall semester
and one during the Spring) at every job location. These visits serve to:

e Verify compliance with child labor and workplace safety laws.
e Gather feedback from supervisors about student performance.
e Assess the effectiveness of the CWSP program in your workplace.

A member of our team will reach out to schedule these visits at a time that is convenient
for you. We appreciate your cooperation and insights, which help us continuously improve
the program for both students and Corporate Partners.



Your Role as a Supervisor

As a supervisor, you play a vital role in shaping students' professional growth. This may be
their first job, and your leadership helps build their confidence, workplace skills, and career
aspirations. To ensure a meaningful experience, we ask that you:

e Provide a structured, professional environment where students feel valued and
engaged.

e Assign meaningful tasks that contribute to business operations and help students
understand their role’s impact.

e Offer mentorship and guidance to help students develop workplace skills and
professional habits.

e Set clear expectations and hold students accountable for their responsibilities.

e Give regular, constructive feedback through daily interactions and timecard
evaluations.

e Maintain open communication with CWSP Staff to address successes or challenges.

e Ensure a backup Supervisor is available when you are out of the office.

e Complete digital time cards daily and participate in two required site visits annually.

Creating a Positive Work Experience

To help students acclimate and thrive in your workplace:

e Welcome them as part of your team and introduce them to colleagues.

* Encourage engagement beyond assigned tasks by allowing students to observe and
contribute to different projects.

e Provide mentorship opportunities to guide students in their professional development.,

e Check in regularly to gauge their comfort level, progress, and any concerns.




Setting Goals & Providing Feedback

Effective goal-setting and feedback are key to a successful work experience:

e Establish clear objectives at the start of the placement.

e Encourage students to track their progress and reflect on their development.
Assign tasks that challenge them and build critical workplace skills.

Provide immediate, constructive feedback to reinforce learning.

e Recognize achievements and areas for improvement to encourage growth.

10
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As a Corporate Partner, you will receive a dedicated team of Student Associates who will
work with your company throughout the school year, with the potential to continue for
multiple years. Our students are motivated and eager to contribute by addressing the needs
of your office, earning their way through high school, and gaining valuable professional
experience. Each Student Team typically consists of four individuals, and the teams work
from early September to early June.

Our Student Associates are expected to maintain a high level of professionalism and conduct
themselves in a manner consistent with both workplace expectations and the school’s Code
of Conduct. They are held to rigorous standards of honesty, integrity, and accountability,
which apply to both their work and their behavior in the workplace.

In addition to general work responsibilities, we encourage students to:

e Demonstrate punctuality and reliability by arriving on time for their shifts.

* Maintain a positive and proactive attitude while engaging with tasks and team members.

e Adhere to confidentiality and company-specific guidelines regarding sensitive
information.

e Take initiative in learning new skills and contributing to projects or tasks.

e Communicate effectively and respectfully with supervisors and colleagues.

e Seek guidance and ask questions when uncertain about tasks or expectations.

11



Since CWSP is the students’ employer, Corporate Partners are exempt from most standard
onboarding procedures. CWSP handles all work permits, I-9’s, DOL documentation, worker’s
compensation and liability insurance, health records, and other employee details.

Orientation Day

All students will participate in an Orientation Day during Workplace Welcome Week. This will
happen before their first full day of work. Orientation day provides Supervisors the
opportunity to train your entire Student Team simultaneously at your workplace. Moreover, it
is a great opportunity to welcome all the students to your office and review specific job
expectations. Like all new team members, our students require on-site training, familiarity
with office culture and introductions to department colleagues. Your role is significant
because our students rely on your experience and guidance to help them understand their
role within the company, as well as the culture of trust and accountability you are trying to
create.

Onboarding Your Student Workers

Before your student workers begin, take the following steps to ensure a smooth start:
Documentation:

Are there any required documents (e.g., background checks, HIPAA training, NDAs)? Any
necessary paperwork can be completed during Orientation Day.

Company Overview and Policies:

Provide students with an introduction to the company’s history and purpose. Encourage them
to research the company and present their findings. Review important policies (e.g.,
harassment, confidentiality, reporting) with the students. This can be done during Orientation
Day.

Communication:

Define the preferred communication channels (e.g., email etiquette, who to contact for
questions). Specify how to address colleagues (first name, Mr., Ms., etc.) and what email
signature to use.

12



Tech Setup:

Determine if students will need company hardware or if their school-issued devices will
suffice. Ensure they have necessary software access and know where to go for tech support.
Workspace/ID Cards:

Assign a dedicated workspace for your students, and clarify expectations for cleanliness and
organization. If applicable, issue ID cards or access badges, and review policies on lost
badges.

Job Description:
Clearly define the tasks students will perform. Explain how their work contributes to the
company’s success and their development.

Supervisors:

Designate primary and backup supervisors, ensuring they’re prepared to approve timecards
and complete performance evaluations. Provide their contact information to your Client
Relationship Manager for updates and communication.
All supervisors must have clearances on file with Cristo Rey Orlando. Instructions for
completing clearances will be provided by CWSP Staff.

Schedule:

Set clear work hours and decide whether students will rotate between departments or work
within a single one.

Tips for a Successful First Day

Introduce Your Team: Share a brief bio of the student team with the company and
introduce them to key staff.

Creating a Welcoming Workspace: Provide a comfortable and functional
workspace with access to essential tools (e.g., desk, computer, internet,
stationery, and calendar).

Internal Announcement: Make an internal announcement about the student
workers to help them feel welcome, even in departments where they may not

directly work.
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Building strong connections with your Student Associate is essential to their success and
professional growth. By engaging in meaningful conversations, offering guidance, and
fostering a supportive environment, you help students feel valued and part of the team. The
more involved you are in their development, the more motivated and confident they will
become in contributing to your organization.

Tips for Interacting with students

Engage in Conversations:
Start each workday with a brief conversation. Discuss both their academic and work-
study experiences to understand their interests and challenges.

Share and Relate:
While it’s important to ask students about themselves, make sure to share a bit about
yourself too. When students feel they know you, they’re more likely to engage openly.

Find Common Ground:

Look for shared interests or hobbies to build rapport. This creates natural conversation
starters and a comfortable environment.

Encourage Elaboration:
Avoid yes/no questions. Ask students to elaborate on their thoughts or explain their
reasoning to foster deeper conversations.

Schedule Regular 1-on-1s:
Set aside time for individual check-ins to keep communication open and ensure the
student feels supported.

14



Intern Engagement Strategies

Have Lunch Together:
Sharing a meal creates an informal setting for deeper connections and can make students
feel more comfortable.

Shadowing Opportunities:

Encourage students to shadow you or other team members to provide them with a
broader understanding of the company.

Connect with Coworkers:

Introduce your student to colleagues with shared interests. Many students are hesitant to
initiate connections, so your introductions will help them start building their network.

Ask About Extracurriculars:
Understanding their extracurricular schedule, like sports or competitions, can offer more
opportunities to bond and show interest in their lives outside of work.

Students understand that the Corporate Work Study Program is about learning, taking on
challenges, and pushing out of their comfort zones. Don’t hesitate to assign tasks that may be
outside their usual experience.

Tips for Assigning Work & Speaking with Intent

15

Create Buy-in:
Always explain the purpose behind tasks and how they contribute to the company’s larger
goals. Students are more engaged when they see the bigger picture.

Provide Clear Training:
When assigning a new task, walk them through the process initially. Set them up for
success by providing the tools and guidance they need.

Encourage & Empower:
Praise effort and progress to build their confidence. Celebrate small successes to
motivate them toward bigger accomplishments.



Reach Out for Support:

If you're struggling to find meaningful tasks, contact your Client Relationship Manager for
ideas or guidance. They can connect you with a mentor or provide assistance in creating
engaging work.

Set Clear Goals:
Clearly outline the desired outcome of tasks or projects. Ensure students understand the
expectations and encourage them to take ownership of their work.

Check Understanding:
Before moving forward with a task, ask the student to explain their understanding of the
assignment. Have them show progress along the way to ensure they’re on the right track.

Provide Organizational Clarity:
Share an org chart to help students understand how the company works as a whole,
giving them context for their role.

Encourage Ownership:
When students are trusted with responsibilities, they’ll rise to the occasion. Give them
tasks that allow them to take ownership and make a meaningful impact.

Providing Feedback & Professional Development
Effective feedback and mentorship are essential to a student’s growth. Feedback helps
students understand their strengths and areas for improvement, while fostering a sense of

belonging and contribution within your team.

Tips for Feedback & Development

Discuss Mistakes Constructively:

Students often fear mistakes, so it’s essential to offer constructive criticism in a way that
encourages learning. Avoid sugar-coating; instead, focus on what went wrong and how to
improve next time.

Be Timely with Feedback:

Don’t delay feedback—deliver it as soon as possible while the situation is still fresh. If
appropriate, allow the student to revisit and correct the task to solidify the learning
experience.

16
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Motivate and Encourage:

Positive reinforcement and regular conversations about progress can help boost a
student’s confidence. Students who believe their efforts lead to success will continue
striving to do their best.

Praise Effort, Not Just Ability:

Acknowledge the hard work a student puts into a task rather than natural talent. This
mindset encourages students to embrace challenges and continue working hard, even
when tasks are difficult.

Provide Timecard Feedback:

On the student’s timecard, offer feedback on each day’s performance—whether positive
or constructive. This will allow your Client Relationship Manager to track progress and
share feedback with students, helping them grow professionally.




Rotation Schedule

All students go to school 4 days per week and work 1 day per week. The work and academic
schedules are coordinated to ensure that students rotate through designated workdays each
week. Students never miss school in order to go to work. No students work on Fridays.

Monday Tuesday Wednesday: Thursday:
Cohort A Cohort B Cohort C Cohort D
reports to reports to reports to reports to
work work work work
Monday Tuesday Wednesday | Thursday
WEEK 1
WEEK 2
WEEK 3
WEEK 4

The work day starts on campus at Cristo Rey Orlando High School, not at your office, with
morning check-in and assembly. Beginning the work day at school is a critical element of our
program. It allows Cristo Rey to provide safe transportation for our students to and from
work at no expense to the students, their families, or the Corporate Partner.

At morning check-in and assembly, the CWSP Staff takes attendance, checks for uniform
compliance, provides students with any workplace updates, and honors students who have
received exceptional reviews on their time-cards from the prior work week (just one of many
important reasons that supervisors should complete timecards for their students!). The
assembly provides an opportunity to recognize high performers and inspire others to excel at

work.
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Daily Schedule

7:00 AM - 7:50 AM | Arrival: Students arrive to school and check-in with staff
7:50 AM Assembly: Morning Prayer, shout-outs and announcements
7:55 AM Dismissal: Students are dismissed to shuttles

8:30 AM - 9:00 AM Work Day Begins: Students arrive at work sites

2:45 PM - 3:30 PM Pick-Up: Students are picked up from work sites

Attendance & Make-Up Days

Students are expected to attend work every workday they are assigned. CWSP has strict rules
and procedures for student workers who miss work. If a student needs to miss work due to
illness or an extenuating circumstance the student is required to make up the missed workday
on a day that school is closed and the office is open. Corporate Partners pay a fee in return
for student work, so an absence from work must be made up to fulfill CWSP’s commitment
to Corporate Partners.

Patterns of lateness or absence can be cause for termination from a student’s job. If a student
is not present when his/her transportation route departs, the student will not attend work
that day and it will be considered a “Workday Absence.”

If a Student Associate will miss work, the Student Associate is required to:

Prior to the start of the school day (7:50 AM), call school and notify the CWSP Staff at
school that she/he will be absent.

Schedule a date with their Supervisor to make-up the day of work missed when they
return to work.

Student Associates are also instructed that make-up days will be scheduled at the
convenience of their supervisor and will be coordinated and approved by CWSP Staff.

The Student Associates are responsible for bringing an absence make-up form to their
Supervisors, completing it with the supervisors, and returning it to a member of the CWSP
Staff for approval.

19



CWSP Staff will notify a Corporate Partner in the event that one of its Student Associates
is not on the morning transportation route to go to work on a particular day. If a Student
Associate is absent and a Corporate Partner does not hear from either the Student Associate
or the Client Relationship Manager, please notify the CWSP office immediately.

Illness at Work

If a Student Associate becomes ill at work, the Corporate Partner is asked to call any member
of the CWSP Staff and CWSP Staff will arrange for pick-up of the Student Associate. Please
do not release a Student Associate on her/his own recognizance.

Medication at Work

In most instances, Corporate Partners do not administer medication at work. All medications,
including over-the-counter medications (i.e. Tylenol®, Advil®, acetaminophen, ibuprofen)
must be approved by the school. Some students have allergies to certain medications, and
other students do not have parental consent to take certain medications. Please call CWSP
Staff before giving a student any medication. Any student requiring rescue medication, such
as asthma inhalers or epi-pens, should be allowed immediate access for use. If you have
questions, please contact the school, and do not hesitate to call 211. The CWSP Staff will
notify you if a student placed at your company has any of these emergency medical
conditions.

School Activities & Sports

School activities and sporting events will not interrupt a student’s work schedule. In the event
that any school activities or sporting event conflicts with a student’s work schedule, the
student’s first responsibility is to their job.

A student may not miss any work in order to participate in extracurricular activities.
Corporate Partners should be aware that students do not have approval to miss work for any
school activities unless a request is made directly by CWSP Staff to Corporate Partners and
Corporate Partners grant approval. An example of a request is participation in a playoff or
championship game.

Inclement Weather or School Closures
Cristo Rey Orlando High School closings or delayed openings will be announced on the Cristo
Rey Orlando website at and via local news sources.

To simplify decisions regarding inclement weather or other closures, Cristo Rey Orlando High
School will generally follow the closure or delay schedule of the Orlando Archdiocese
Schools. If the school is closed or there is a delayed opening, students will not report to work,
and the day will not be made up, as it will be considered a school closure.

If your office closes in the morning or has an early closing due to weather or other
circumstances, please report this to the CWSP Office by 7:30 a.m., if possible. Early closings
during the workday should be communicated to the CWSP Office as soon as possible so that

adjustments can be made to the student transportation schedule. 50
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Arrival & Departure

The Corporate Work Study Program provides transportation for all students to and from
work using contracted shuttles. Students Associates are responsible for arriving at the office
on time from their designated drop-off location and ensuring they report to the designated
pick-up location at the end of the workday. They should not leave the office before the
official end of the workday. At the beginning of the school year, CWSP Staff will provide
Supervisors with expected arrival and departure times. If there are any deviations due to
exceptional circumstances such as traffic, weather conditions, or vehicle issues, CWSP Staff
—not the student—will communicate or confirm these adjustments with the Supervisor.

If a student does not arrive on time and there has been no prior notice of a delay, the
Supervisor should contact CWSP Staff via email or phone in the morning. Students are not
permitted to leave work early without prior approval from CWSP Staff. In the case of an
extenuating circumstance requiring early departure, CWSP Staff—not the student—will notify
the Supervisor in advance. For all transportation-related concerns, Supervisors should
communicate directly with CWSP Staff rather than shuttle drivers.

Lunch & Breaks

Student Associates are entitled to lunch and break periods in accordance with their
Corporate Partner’s schedule. Per Department of Labor regulations, students must receive
two 15-minute breaks and a lunch break of at least 30 minutes.

Timing

CWSP recommends a 30-minute lunch break, with a maximum of one hour,
ideally scheduled between 11:00 AM and 1:00 PM. Corporate Partners should
assign a specific lunchtime at the beginning of the year and keep it consistent
throughout the school year.

Location

Students should eat in designated office spaces, such as an employee cafeteria
or break room. As a general rule, students are not permitted to leave the office
for lunch. However, special occasions, such as team lunches with colleagues,
may be approved. In such cases, Corporate Partners must obtain permission
from CWSP Staff in advance.

Lunch Options

CWSP provides students with a free bagged lunch each morning at check-in.
Students may also bring their own lunch or purchase food from an on-site
cafeteria or vendor if available.

21



To set clear expectations, Corporate Partners should communicate lunch policies during
Orientation Day and reinforce them during the first week of work. Expectations should include
the designated lunch time, approved eating locations, and proper storage for bagged lunches.
CWSP encourages Corporate Partners to invite students to departmental lunches, as these

opportunities foster learning, enhance communication skills, and strengthen workplace
connections.

If a student misuses their lunch break privileges, Supervisors should address the issue directly
with the student and document concerns in the timecard review. CWSP Staff will follow up to
reinforce program policies and expectations.

Uniform

Although Student Associates provide services to various Corporate Partners, they are
employees of Cristo Rey Orlando CWSP and must remain in the Cristo Rey uniform at all
times. Exceptions to this policy are limited to specific workplace requirements, such as
hospital or museum settings. All students are required to arrive at work in full school uniform.
Before departing for work each morning, CWSP Staff will evaluate students’ attire to ensure
compliance with the uniform policy. However, since students may alter their appearance
between school and the workplace, supervisors should address any concerns upon the
student’s arrival and notify CWSP Staff if a student is not dressed appropriately.

On workdays, Student Associates are required to wear:

White button-down shirt with the school logo
Professional blazer

School tie

Black belt

Black shoes

Black socks
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Technology Use

Student Associates are expected to remain fully engaged in their work and should not use cell
phones, personal electronic devices, or the internet for non-work purposes while on the job.

While some Corporate Partner workplaces may allow employees to use headphones or
personal devices, Student Associates are generally discouraged from doing so. Exceptions
may be made based on company policy and the nature of the student’s work. Corporate
Partners are encouraged to clearly communicate expectations and help students distinguish
between appropriate and inappropriate technology use in a professional setting.

Regarding internet use, Student Associates may only access websites necessary for
completing their assigned work. Social media platforms, including Instagram, Facebook, X,
and TikTok, as well as streaming services such as YouTube and Netflix, are strictly prohibited
during work hours unless explicitly approved by the Supervisor for work-related purposes.

23



ilv\wnroég & Fl/m(um ohg

CWSP utilizes an electronic system to track student work hours and provide weekly
performance feedback. Timecards serve as both a legal record of hours worked and a
valuable communication tool between Students Associates, Supervisors, and CWSP Staff.
CWSP Staff use timecard feedback to monitor student progress and determine awards and
recognitions throughout the year.

Students are responsible for submitting a timecard after each workday, documenting their
daily accomplishments and noteworthy interactions. Supervisors are required to review and
approve timecards, assess student performance, and provide feedback. Supervisors may also
opt to share detailed comments with the student and request follow-up support from the
Client Relationship Manager if needed.

Completing timecards is one of the most critical responsibilities of a Supervisor. Regular and
accurate feedback allows CWSP Staff to intervene, provide support, and ensure students are
meeting expectations. If there are changes to the Supervisor responsible for reviewing
timecards, please notify the CWSP Staff promptly.

Best Practices for Timecards

Utilize Multiple Feedback Channels:

While timecards are an important tool, regular face-to-face conversations provide
students with meaningful insights into their strengths and areas for growth.

Recognize and Reinforce Positive Behavior:
Acknowledge strong performance and professional behaviors to encourage continued
growth.

Address and Redirect Substandard Performance:

Providing constructive feedback helps students develop professionally and ensures they
meet workplace expectations.

Build Relationships:

Taking time to develop rapport with students fosters trust, making it easier to celebrate
successes and address challenges.
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Be Direct and Accurate in Ratings:

Do not hesitate to select “Needs Improvement” or “Unsatisfactory” if warranted. Students
are accustomed to receiving grades and constructive feedback at Cristo Rey, and honest
assessments help them learn and grow. CWSP Staff review timecards daily to track
student performance.

Pair Constructive Ratings with Conversations:
If a student receives a substandard rating, discuss the issue with them directly to provide
context and guidance.

Seek Support When Needed:

If you're unsure how to address a performance issue, reach out to CWSP Staff for
guidance and support.

The Corporate Work Study Program is an integral part of each student’s education, providing
them with professional experience that enhances their college and career readiness.

Students receive academic credit for their participation in the CWSP, further strengthening
their college applications.

In December and May, CWSP will send a Student Performance Evaluation link via email,
requesting Supervisors to complete an assessment for each student. Every student will
receive a copy of their evaluation. Corporate Partners are encouraged to share feedback
directly with students to foster professional growth.

Mid-Year and Final Evaluation grades are derived from the Student Performance Review
completed by the student's direct Supervisor and CWSP Staff.

Students Are Evaluated on the Following 10 Professional Skills:
1 Judgment - Ability to make informed decisions
Work Efficiency - Ability to complete tasks quickly and accurately
3 Willingness to Learn - Openness to feedback and skill development
Adaptability - Capacity to retain and apply acquired knowledge
§ Initiative - Self-motivation and willingness to seek additional work

Enthusiasm - Eagerness to succeed and overall attitude
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? Professionalism - Respect for authority and appropriate workplace appearance
Communication - Ability to engage effectively with supervisors and staff

g Reliability - Consistency in completing tasks independently and following through on
responsibilities

Teamwork & Collaboration - Willingness to cooperate with others and build positive
professional relationships

These evaluations provide valuable insight into a student’s growth and development, helping
to shape their professional skills and career readiness.

26



ow‘a% tnce and, Woréw 7 ?0% gl

Prohibited Jobs & Tasks

The U.S. Department of Labor strictly regulates the types of jobs minors under 18 can
perform.

The Hazardous Occupations Orders (HOs) prohibit 16- and 17-year-olds from working in
certain dangerous industries, and additional restrictions apply to 14- and 15-year-olds under
Child Labor Regulation No. 3.

For a full list of restrictions, visit the U.S. Department of Labor website:

Occupations Banned for Minors Under 18

The Fair Labor Standards Act (FLSA) prohibits minors from working in occupations deemed
hazardous by the Secretary of Labor. There are 17 Hazardous Occupations Orders, which
include full or partial bans on specific tasks:

1. Manufacturing or Storing Explosives - No work in explosive manufacturing or
storage, except retail sales in ammunition stores, gun shops, and police stations.

2. Driving Motor Vehicles - No driving on public roads or working as an outside helper on
vehicles. (Exception: 17-year-olds may drive under specific conditions.)

3. Coal Mining - No jobs in coal mining.

4. Forestry, Logging, and Firefighting - No jobs in forest firefighting, fire prevention,
timber management, forestry services, logging, or sawmilling.

5. Power-Driven Woodworking Machines - No operation of chainsaws, nailing machines,
sanders, or other woodworking machinery.

6. Exposure to Radioactive Substances - No work in environments with radioactive
materials or ionizing radiation.

7. Power-Driven Hoisting Equipment - No operation or assisting in using forklifts,
non-automatic elevators, cranes, and similar machinery. (Exceptions for ski resort
chairlifts and certain car lifts in garages.)

8. Metal-Forming, Punching, and Shearing Machines - No operation of certain
power-driven metalworking machines.

9. Mining (Other than Coal) - No jobs in metal mines, quarries, or aggregate mines,
including underground or open-pit operations.
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10. Meat Processing and Slaughtering Equipment - No operation or cleaning of meat
slicers, saws, or choppers (applies even in restaurants and delis). Also applies to
non-meat products like cheese and vegetables.

11. Power-Driven Bakery Machines - No operation of large bakery mixers, dough rollers,
or cookie/cracker machines. (Small countertop mixers may be used in limited cases.)

12. Balers, Compactors, and Power-Driven Paper Machines - No operation of
compactors, balers, or specific paper-processing machines. (16- and 17-year-olds may
load, but not operate, certain scrap paper balers under strict conditions.)

13. Manufacturing of Brick, Tile, and Related Products - No jobs in brick and tile
manufacturing plants.

14. Power-Driven Saws and Cutting Equipment - No operation of circular saws, band
saws, chain saws, wood chippers, or abrasive cutting discs.

15. Wrecking, Demolition, and Ship-Breaking - No jobs in demolition or ship-breaking,
though minor remodeling or repair work is permitted.

16. Roofing Operations - No work on roofing projects, including ground-level tasks like old
roof removal.

17. Trenching and Excavation - No work in trenches deeper than four feet.

For questions regarding job assignments, consult the Corporate Work Study Program Staff or
the Department of Labor website.

Concerns about Health or Safety of Student
If a Corporate Partner has any concerns about the physical or mental health or safety of a

student, they should immediately contact CWSP Staff to relay the concern. CWSP will assess
the situation and provide the necessary support to address the issue appropriately.

Non-Disclosure & Confidentiality Agreements
Some Corporate Partners may require Student Associates to complete standard

confidentiality, nondisclosure, and intellectual property agreements. If this is the case, CWSP
Staff will assist students in completing these agreements.
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Communication with Parents/Guardians

CWSP employs students and leases them to Corporate Partners on a fee-for-service basis. As
such, the CWSP Office serves as the primary point of contact for any job-related concerns
from parents or guardians. Parents or guardians should not contact Corporate Partners
directly; instead, any concerns should be directed to CWSP Staff.

CWSP is committed to maintaining positive relationships with Corporate Partners and
ensuring the success of Student Associates in their workplace experiences. In cases of
misconduct, CWSP Staff will serve as mediators between the Corporate Partner and the
student. Corporate Partners are asked to notify CWSP Staff promptly if any incidents of
misconduct occur.

Student Associates are expected to conduct themselves with professionalism and maturity.
Any behavioral issues will be handled individually, and CWSP reserves the right to remove a
student from their job placement if necessary. If this occurs, CWSP will work with the
Corporate Partner to quickly find a replacement.

Sexual Harassment & Discrimination

CWSP expects all Corporate Partners to treat Student Associates with respect and to
maintain a safe, respectful work environment. In line with the Corporate Partner’s policies,
CWSP is particularly sensitive to issues of sexual harassment, discrimination, and inequitable
treatment based on gender, race, culture, or religious beliefs. If such issues arise, CWSP
reserves the right to remove a student from the workplace.

CWSP also expects that Student Associates treat their Supervisors and colleagues with
respect. Any Student Associate who engages in harassment or discrimination will be subject
to immediate reporting to CWSP Staff, and CWSP reserves the right to remove the student
from their placement.

Reporting Inappropriate Behavior

Cristo Rey Orlando High School has a clear process for Student Associates to report any
incidents of inappropriate behavior. If a student reports such an incident, CWSP Staff will
contact the Corporate Partner to assess the situation. Whenever possible, CWSP will
cooperate with the Corporate Partner’s Human Resources department to resolve the issue
appropriately.
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