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Journey to the Internship EXPO and Beyond

The Dallas ISD Internship Program is the launchpad for high school students ready to
bridge the gap between classroom learning and real-world careers. If you're a high
school student considering this path, it's not just about getting a job—it's about building
a career foundation. Here's a breakdown of what makes the program such a powerful

opportunity:

ABOUT THE STUDENT INTERNSHIP TOOLKIT

This internship toolkit is your go-to resource for:

Understanding program expectations

Preparing for interviews and workplace etfiquette

Tracking milestones and deadlines

Navigating the onboarding process

INTERNSHIP PROGRAM HIGHLIGHTS

e Hands-On Experience: Internships run for 4 to 12 weeks, beginning Monday, June
1, 2026, Friday, August 7, 2026. The internship experience gives students the
chance to work directly with industry professionals on meaningful projects.

e Paid Internships: Students earn while they learn, making the experience both
educational and financially rewarding.

e Career Pathway Alignment: Intferns are matched with employers in fields that
align with their high school program of study, ensuring relevance and depth.

e Professional Mentorship: Each student is supervised by an expert in their chosen

career field of interest, offering guidance and insight into industry standards.
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FAST TRACK TO INTERNSHIPS - Student Internship Toolkit

2025 - 2026 DALLAS ISD INTERNSHIP PROGRAM
STUDENT INTERNSHIP TOOLKIT

JOURNEY TO THE INTERNSHIP EXPO AND BEYOND

Dallas 15D Internship Website

Pathways to Possibility Podeast: Inside the Dallas 15D Internship Program Experience
Fast Track to Internships - Student Checklist

Internship Interest Information () Session Recording

PHASE I: STUDENT INTEREST
» How to Get Stared in the Intemship Process
o Internship Overview and Student Agreement Form
- o Parent Intemship Poricipation Consent Form
o Dalles 150 Consent and Release of Liobility Form
s Infernship Preparation Modukes

PHASE Il: STUDENT INVITATION

+ Steps to Intermship EXPO Eligibility
Mock Interiews and Resurme Raviews
verdfication of Emplaoyment [I-9 Documents)
Verfication of Intemship Program (VIF) Form
Submigtion of Final Resume

® ® & @

PHASE Il STUDENT OFFERS

+ Offer Letter Distribution
= Resurmne Bank - 2™ Chance

+ GoSprout Prospect Courses and Infemship Resources

-
PHASE IV: STUDENT ONBORRDING —
» Verification of Employment (I-9 Documenis) -
+ Interrehip Orientation and Kickoff
« Mondatery Intermship Training

PHASE V: STUDENT EXPERIENGE

» Intermship Celebrations
* Intermship Highlights
» Student Intermship Survey

2025 - 2026 Dallas ISD Internship Program: Student Internship Toolkit
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DALLAS ISD INTERNSHIP LANDING PAGE

PODCAST: INSIDE THE DALLAS ISD INTERNSHIP PROGRAM EXPERIENCE

GOSPROUT OVERVIEW AND PLATFORM RESOURCES
e GoSprout Log In

e GoSprout Internship Presentation Slide Deck

INTERNSHIP INTEREST INFORMATION (I°) SESSION - CAMPUS STAFF RECORDING

PHASE I: STUDENT INTEREST (October 2025 - December 2025)
Getting started with the internship process can feel overwhelming, but once you break
it down, it's a clear path. For interested students, access the link below to get started:
° D How To Get Started in the Internship Process (CLICK HERE TO GET STARTED WITH
UPLOADING INTERNSHIP FORMS TO GOSPROUT)
° DHOW to Navigate Through GoSprout — Dallas ISD Students

PHASE II: STUDENT INVITATION - INTERNSHIP EXPO (December 2025 - March 2026)

To be eligible to attend the annual Dallas ISD Internship EXPO event on Friday, March 6,
20246, students who completed Phase | of the internship process will move forward and
complete the following steps to receive an invitation to the event:

e Steps to Internship EXPQO Eligibility

PHASE Ill: STUDENT OFFERS (March 2026 - June 2026%*)
e Acceptance and Decline Internship Offer Instructions (Coming Soon)
e Resume Bank (Coming Soon)

PHASE IV: STUDENT ONBOARDING (May 2026*)
e Verification of Employment (-9 Documents)

e Internship Program of Work: Internship Hosts Spreadsheet (Coming Soon)
e Student Intern Orientation Training (Virtual)
o External Student Interns: Wednesday, May 13, 2026 - 5:00 PM
o Dallas ISD Department Student Interns: Thursday, May 14, 2026 - 5:00 PM

2025 - 2026 Dallas ISD Internship Program: Student Internship Toolkit 3


https://www.dallasisd.org/departments/workforce-development-and-employer-relations/dallas-isd-internship-program
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fopen.spotify.com%2Fepisode%2F2nMNKcy8K8dpS5UVN5uZj0%3Fsi%3D4b3b44555591481f&data=05%7C02%7Csgreen1%40dallasisd.org%7C521de959b65445548e5708ddfac0e275%7C800a094b60c842e5afe66ccb630750c2%7C0%7C0%7C638942428514046725%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=DfKb%2BaHnCKzQV7vAyP86LgG00LcR7u2WIRPGHcOTRfs%3D&reserved=0
https://home.gosprout.app/login
https://docs.google.com/presentation/d/1e9eh8VQxYzKKY7cczzs1in0nV5SPM_2K/edit?usp=sharing&ouid=106495080285170711253&rtpof=true&sd=true
https://drive.google.com/file/d/1mGmzPsUJjuMyxMNDM17eQpPAzd4Fn4mN/view?usp=sharing
https://youtu.be/z05IP7ccdRI?si=9vgvI9zgJI5PVFh_
https://drive.google.com/file/d/1wPPMrJq7Ibv5wZiFBVMOoUDQqZkL1G7D/view?usp=sharing
https://drive.google.com/file/d/1DC1V1_rQD8Cdwc18-ZxoRGlO_0-7dS_Q/view?usp=sharing
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FAST TRACK TO INTERNSHIPS - Student Internship Toolkit

PHASE V: STUDENT EXPERIENCE (June 2026* - August 2026)
e Student Internship Survey (Coming Soon)

FAST TRACK TO INTERNSHIPS - STUDENT CHECKLIST

Review the Fast Track to Internships - Student Checklist to stay organized and on pace.
The checklist provides clear, step-by-step guidance to help you prepare for your
internship. It outlines essential tasks and milestones and provides specific timelines and
due dates to ensure that you stay on frack and meet all requirements.

# FASTTRACK &

to the Dallas ISD Internship Program

T

Check off your progress to be WorkReady for the 2026 Dallas ISD Internship EXPO!

@ Title Task Due Date

Age Requirement Students must be at least 16 years of age Monday, June 1, 2026
before the start of the internship

Monday, October 13, 2025 -
Friday, October 31, 2025

GoSprout Account Create GoSprout Student Account

« Internship Interest

al Form |« Owverview & Student Agreement
Submissions « Parent Internship Participation Consent
» Dallas I1SD Consent and Release of Liability

Friday, October 31, 2025

Thursday, December 18, 2025
Modules modules and submit completion certificate

Mock In Resume Review Monday, December 1, 2025 -
and Resume Reviews and Mock Interview Thursday, January 29, 2026

+ Verification of Employment
+ Maintain Personal Bank Account Friday, January 30, 2026

O Internship Preparation ‘Completion of internship preparation

« Verification of Internship Participation

O Final Resume Submission of Final Resume Friday, January 30, 2026

For more information, please Project Manager, Sh A. Green, at SGREEN1@dallasisd.org.
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020 e o

INTERNSHIP PROGRAM

'WORKFORCE DEVELOPMENT

2025 - 2026 Dallas ISD Internship Program: Student Internship Toolkit 4
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DALLAS ¥ |55
®20Q e 0 AGE REQUIREMENT
INTERNSHIP PROGRAM 16 years old before Monday,

WORKFORCE DEVELCHMENT

June 1, 2026

Parents must sign the consent
rm and i

ia release form to

participate

2 PARENT PERMISSION

STUDENT
OGRAM kg b ol

PR
REQUIREMENTS submit the training comletion

VERIFICATION OF
MPLOYMENT

E
4 You must have a Stote ID, Drivers License,
or Passport and a Personal Bank Account

WORKREADY WORKSHOPS
5 Students must participate in resume
reviews and mock interviews and
submit a final resume.

Notes/Comments: Reflection: What challenges or obstacles could make it hard for you to get ready for
your internship?

N
=

Your thoughts here

\
V)

S

2025 - 2026 Dallas ISD Internship Program: Student Internship Toolkit 5
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ROADBLOCKS/BARRIERS-OBSTACLES
TASKS What challenges or problems might stop you
from finishing the task on time?

Internship Overview and Student Agreement Form
o Due Friday, October 31st

Parent Internship Participation Consent Commitment Form
e Due Friday, October 31st

Dallas ISD Consent and Release of Liability Form
o Due Friday, October 31st

Complete Internship Preparation Modules and Submit Certificate of Completion
e Due Thursday, December 18th

Participate in Resume Reviews and Mock Interviews
e  Window: Monday, December 1st - Thursday, January 29th

Open and Maintain a Personal Bank Account
o Due Friday, January 30th

Obtain a Current State ID or Driver's License, or Passport
e Due Friday, January 30th

o Due Friday, January 30th

Final Resume Submission
o Due Friday, January 30th

One of the goals of Dallas ISD is to prepare and provide you with opportunities to gain

employability skills through work-based learning experiences. 4 S

Your thoughts here |

N

Notes/Comments: C 5

)

o~
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https://drive.google.com/file/d/19zQFrg_uwE_rtChUaPGTUziiSNJmOELz/view?usp=sharing
https://drive.google.com/file/d/1xX8cJ4EL_rUas8NER32mRNGq5VglQGzL/view?usp=sharing
https://drive.google.com/file/d/1uDhaGir13IzB3jOLr041pn-H5eQ9sgm7/view?usp=sharing
https://www.dps.texas.gov/section/driver-license/how-apply-texas-identification-card
https://www.dps.texas.gov/section/driver-license
https://www.usps.com/international/passports.htm
https://docs.google.com/document/d/1PO6oXGU4MREcT55y4WWm2O4I8F-tEkq1/copy
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COVER LETTER RESOURCES

Cover Letter Outline (Use with the “How to Write a Cover Letter” Module)
Cover Letter Template

Tips:
A Cover Letter should showcase your motivation and interest in the role and the organization as an
employer.

Contact information:

Your City, State, Zip Code
Email Address and Phone Number

Date

Mr./Mrs./Ms. Name (specific person), Title
Company/Organization Name

Street Address

City, State, and Zip Code

Job Title/Job ID#
Salutation: Dear Ms. or Mr. (last name), or Hiring Team

Opening Paragraph — Make an impression!
e |dentify your source of information (Company Website) or:
e Mention a name if someone has referred you, if you have been in contact with an employeeat ™
the company, or if you attended an information session '
o Reference a long-held interest or passion for the field, if applicable
e Name the position and emphasize the “fit” between you and the company =

)
o
O

K Your thoughts here |

o

2025 - 2026 Dallas ISD Internship Program: Student Internship Toolkit 7
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Middle Paragraph — Make the connection between the job description and your qualifications.
e Lead with a strong topic sentence linking your experiences to the position -
e Indicate the relevant skills you have developed through your academic study, extracurricular /—/ S

activities, internships, and work experiences Your thoughts here\\
e Demonstrate how this information strongly qualifies you for the position o /_/
e DON’T REPEAT YOUR ENTIRE RESUME! O

-~

o

® Make the most of your experiences!

— N\

g 5
Closing Paragraph/ Conclusion — MAKE IT HAPPEN! GRS G
e State that any additional information beyond your resume will gladly be provided —}:%\,_,/‘/

e Emphasize that you look forward to further discussion of your strengths for the position. Mot

® Thank the reader for considering your application.

Sincerely,
Your Signature

Your Typed Name

2025 - 2026 Dallas ISD Internship Program: Student Internship Toolkit 8
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RESUME RESOURCES

How to Structure a Resume Outline (Use with the “How to Structure a Resume” Module)

Resume Template

e Final Resume Example
o Indeed Article: High School and College Student Resume Examples

Tips:

e Adding a Professional Summary to your Resume is optional: Adding a professional summary to
your resume gives a quick snapshot of your skills and strengths, helping you stand out to
potential employers.

e Adding Core Competencies to your Resume is Optional. Including this section enables you to

align your skills for the internship by incorporating key industry-specific terms and relevant Do
qualiﬁcations. Courthoughts h;'e\‘
Notes/Comments: C)l_

@]

o~
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https://drive.google.com/file/d/1LRE8vkd5QQuUbGzE2UZwOLpv_Jy4pEcq/view
https://docs.google.com/document/d/1tYsDjzQqDzNEIK4VYkANpCvM9Co0cpg4/edit?usp=sharing&ouid=106495080285170711253&rtpof=true&sd=true
https://www.indeed.com/career-advice/resumes-cover-letters/resume-examples-student

P d
Q.ﬁ!‘;u!;ﬁé% ‘ ngttrslztr:g}?ipasrgnd Programs

20 e

INTERNSHIP PRdGRAM

WORKFORCE DEVELOPMENT

FAST TRACK TO INTERNSHIPS - Student Internship Toolkit

INTERVIEW RESOURCES

Interview Preparation - Helpful Tips for a Successful Interview
Mock Interview Questions

Before the Interview
o Do your homework. Research the company/organization before the interview.
Know where you are going. Make sure you know where the company is located.
Arrive 5-15 minutes early. Do not arrive too early, but not too late either.
Prepare for the interview. Bring copies of your resume, a pen, and questions for the interview.
Do not bring your phone, or at the very least make sure the phone is silent.

Dress for success. Dress one or two steps above the position you are applying for.

The Start of the Interview (Beginning)
e When meeting for the interview, make good eye contact, shake hands firmly, introduce yourself,
smile, and be confident.

e Keep the communication positive. Watch your posture. Let the interviewer lead the interviewer.

During the Interview
e Stay positive and keep good posture and body language.
Know your resume well and be prepared to answer questions.
Express your willingness to learn.
Be thorough with your answers.
Be prepared to give examples.
If you do not understand the question, ask the interviewer for further explanation.
It is okay to take a moment to organize your thoughts before answering difficult questions.

Be prepared to ask questions.

End of the Interview
e Finish with a strong handshake.
® Express your interest one last time.
e Say “Thank you.”

Post Interview Follow-Up

e Wait 24 - 48 hours before following up.
o A “Thank you” email is sufficient.

2025 - 2026 Dallas ISD Internship Program: Student Internship Toolkit 10
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BANK ACCOUNT KEYPOINTS

First, decide if a bank or credit union is right for you. Consider asking a trusted friend or family member

for a recommendation. Then, conduct thorough research to learn about:

The fees they charge

required.

The interest they pay for checking and/or savings accounts.
Be prepared to initial deposit between $25 and $100 to open a savings or checking account if

The services they offer (like online bill payment or a mobile app)

o TIP: Find out how much you must keep in the account at all times to avoid or reduce

fees. This is called the “minimum balance requirement.” This may not be the same

amount of money you need to open the account.

INFORMATION NEEDED ADDITIONAL QUESTIONS
A form of identification with your picture, issued by the U.S.
government, a state government, or a foreign government (each bank
or credit union has its own policy on what foreign IDs it accepts).
e |-9 Documents Information
e Valid Identification
o State ID
o  Drivers License
o  Passport
m  FAQs
A second form of identification: Your Social Security card, a bill with
your name and address on it, or your birth certificate
A Social Security number or ITIN
Money to open the account (if required)
QUESTIONS TO ASK YOUR BANK OR CREDIT UNION NOTES

Minimum balance required to avoid monthly service fees.

Monthly maintenance or service fees.

Transaction fees.

Online and mobile access to pay bills and any costs

Overdraft or insufficient fund fees and ways to opt out

2025 - 2026 Dallas ISD Internship Program: Student Internship Toolkit
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https://drive.google.com/file/d/1DC1V1_rQD8Cdwc18-ZxoRGlO_0-7dS_Q/view?usp=sharing
https://www.dps.texas.gov/section/driver-license/how-apply-texas-identification-card
https://www.dps.texas.gov/section/driver-license
https://www.usps.com/international/passports.htm
https://faq.usps.com/s/global-search/Passport?_gl=1*17fao8i*_gcl_au*MTgxMjUwMjI2Ny4xNzI4MDY2MzIz*_ga*NTMxNjM4ODc2LjE3MDM3NzQ3OTg.*_ga_3NXP3C8S9V*MTcyODA2NjMyMi4zLjEuMTcyODA2NjM5OC4wLjAuMA..
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STUDENT RESOURCES

Student Internship Toolkit
GoSprout Internship Presentation Slide Deck

Student Internship Interest Forms (Due Friday, October 31, 2025)
o Qverview and Student Agreement Form

o Parent Internship Participation Consent Form

o Dallas ISD Consent and Release of Liability Form (English / Spanish)

List of I-2 Acceptable Websites

o List of I-2 Acceptable Documents One-Pager
State ID

Driver's License
Passport

o

o

o

Open and Maintain Personal Bank Account (recommended banks for teens)

o Capital One

o Chase Bank

Verification of Internship Participation (VIP) Form (Due Friday, January 30, 2026)

2026 DALLAS ISD INTERNSHIP EXPO INFORMATION (Coming Soon)

2026 DALLAS ISD
INTERNSHIP EXPO

OO

Dallas College - Cedar Valley Campus
3030 N. Dallas Ave L
Lancaster, TX 75134 o

2025 - 2026 Dallas ISD Internship Program: Student Internship Toolkit
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https://drive.google.com/file/d/14C2GvPbf4TPmrU0nAEZ5lIiHzcxq4JPm/view?usp=sharing
https://docs.google.com/presentation/d/1e9eh8VQxYzKKY7cczzs1in0nV5SPM_2K/edit?usp=sharing&ouid=106495080285170711253&rtpof=true&sd=true
https://drive.google.com/file/d/19zQFrg_uwE_rtChUaPGTUziiSNJmOELz/view?usp=sharing
https://drive.google.com/file/d/1xX8cJ4EL_rUas8NER32mRNGq5VglQGzL/view?usp=drive_link
https://drive.google.com/file/d/1uDhaGir13IzB3jOLr041pn-H5eQ9sgm7/view?usp=sharing
https://workforce.equifax.com/i-9-acceptable
https://drive.google.com/file/d/1DC1V1_rQD8Cdwc18-ZxoRGlO_0-7dS_Q/view?usp=sharing
https://www.dps.texas.gov/section/driver-license/how-apply-texas-identification-card
https://www.dps.texas.gov/section/driver-license
https://www.usps.com/international/passports.htm
https://www.chase.com/personal/checking/high-school-checking
https://www.capitalone.com/bank/checking-accounts/teen-checking-account/?06288_SE002526_NonBrand_Teen_Checking=&gclid=CjwKCAjw0N6hBhAUEiwAXab-TQ_qjIxn1l45PnRUl0D8TtRuOE4HihAsGjKMB1nTsf4QGR3KEigYFBoCyBcQAvD_BwE&gclsrc=aw.ds
https://docs.google.com/document/d/1PO6oXGU4MREcT55y4WWm2O4I8F-tEkq1/copy
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PARENT RESOURCES
e Parent Internship Toolkit (English / Spanish)
e Fast Track to Internships — Student Checklist (English / Spanish)

e Parent Internship Interest Information (I2) Session Flyer

o Parent Internship Interest Information (I3) Session Registration Form

e Podcast: Inside the Dallas ISD Internship Program Experience (English / Spanish)

e Student Internship Interest Forms (Due Friday, October 31, 2025)

o Qverview and Student Agreement Form
o Parent Internship Participation Consent Form (English / Spanish)

o Dallas ISD nsent and Rel f Liability Form (Enalish nish

DALLAS ISD HUB ARTICLES - HIGHLIGHTS FROM DALLAS ISD INTERNS: SUMMER 2025
e Dallas ISD Hosts Successful Internship EXPO to connect students with career

opportunities.
e |leaving a legacy: Dallas ISD Internship at the University of Pennsylvania

e Leaving alegacy: From doodling in the classroom to a full-ride scholarship

e Dallas ISD P-TECH and Early College programs open opportunities for all students
e Beyond New Buildings, Students Shape Dallas ISD’s History

2025 - 2026 Dallas ISD Internship Program: Student Internship Toolkit


https://docs.google.com/document/d/1Wa7b2SvN4-UEfmj5HeeEN3F9l2Ih906zC3rUmjmWYRk/edit?usp=sharing
https://drive.google.com/file/d/1rdc9PtPlGwfNcx0kZlgYaiIuyiyW1ow3/view?usp=sharing
https://drive.google.com/file/d/1jSPR2J78gkzS7AE6Swi5030ZFGlQtJOt/view?usp=sharing
https://drive.google.com/file/d/1KR8Zo1t3UrOvo7AJoxt6YBsRXSf4PYlN/view?usp=sharing
https://forms.gle/kFUzmzpU6NZd5fQ78
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fopen.spotify.com%2Fepisode%2F2nMNKcy8K8dpS5UVN5uZj0%3Fsi%3D4b3b44555591481f&data=05%7C02%7Csgreen1%40dallasisd.org%7C521de959b65445548e5708ddfac0e275%7C800a094b60c842e5afe66ccb630750c2%7C0%7C0%7C638942428514046725%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=DfKb%2BaHnCKzQV7vAyP86LgG00LcR7u2WIRPGHcOTRfs%3D&reserved=0
https://open.spotify.com/episode/4n5FgOOl96TDLpJkO9Sb8r?si=wimV6CgCSrG7kHTrGj_GnA&nd=1&dlsi=8774eb8f93ad4e8f
https://drive.google.com/file/d/19zQFrg_uwE_rtChUaPGTUziiSNJmOELz/view?usp=sharing
https://drive.google.com/file/d/1xX8cJ4EL_rUas8NER32mRNGq5VglQGzL/view?usp=drive_link
https://drive.google.com/file/d/1e_e5P3tAxf4vc90wg0PhPve1xzkecJRf/view?usp=sharing
https://drive.google.com/file/d/1uDhaGir13IzB3jOLr041pn-H5eQ9sgm7/view?usp=sharing
https://thehub.dallasisd.org/
https://thehub.dallasisd.org/2025/04/21/dallas-isd-hosts-successful-internship-expo-to-connect-students-with-career-opportunities/
https://thehub.dallasisd.org/2025/04/21/dallas-isd-hosts-successful-internship-expo-to-connect-students-with-career-opportunities/
https://thehub.dallasisd.org/2025/05/29/leaving-a-legacy-dallas-isd-internship-to-university-of-pennsylvania/
https://thehub.dallasisd.org/2025/05/29/leaving-a-legacy-from-doodling-in-the-classroom-to-a-full-ride-scholarship/
https://thehub.dallasisd.org/2025/07/23/dallas-isd-p-tech-and-early-college-programs-open-opportunities-for-all-students/
https://thehub.dallasisd.org/2025/07/09/beyond-new-buildings-students-shape-dallas-isds-history/

