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CWSP Staff Contact Information

| Name

Kevin
Sullivan

Samuel
Mejia
Cadedra
Burks

Steven
Ramsey

Emma Mejia

Allison
Schultz

Calvin Joyner

Emma
Guerra
Benitez

‘ Role

Partnerships

Operations

Main School Telephone: 301.891.4750

Don Bosco Cristo Rey High School e

Director, Niehaus Center for
Work-Study & Career

Assistant Director, CWSP

Senior Partnership Manager

Senior Partnership Manager
Partnership Manager
Partnership Manager

Student Training & Career
Development Coordinator

Operations Coordinator

\Phone

301.891.4750 x115 |
C: 201.410.8856

301.891.4750 x152 |
C: 240.479.6780

301.891.4750 x179 |
C:724.982.9224

301.891.4750 x152 |
C:410.940.3592

301.891.4750

301.891.4750

301.891.4750

301.891.4750

1010 Larch Avenue, Takoma Park, MD 20912 e

‘ Email

ksullivan@dbcr.org

smejia@dbcr.org
cburks@dbcr.org

sramsey@dbcr.org
| emejia@dbcr.org

aschultz@dbcr.org

cjoyner@dbcr.org

ebenitez@dbcr.org

Address: 1010 Larch Avenue, Takoma Park, MD 20912
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DBCR Corporate Work Study Program

2026 — 2027 Calendar of Key Dates

Corporate Work Study Program

KEY CALENDAR DATES

August 2026
Aug 10 (Mon)
Aug 17 (Mon)
Aug 18 (Tue)
Aug 31 (Mon)

September 2026
Sep 1 (Tue)
Sep 2 (Wed)
Sep 3 (Thu)
Sep 7 (Mon)
Sep 30 (Wed)

October 2026
Oct 10-11
Oct 12 (Mon)

November 2026

Nov 11 (Wed)
Nov 23-27

December 2026
Dec 21-Jan 1
Jan 4 (Mon)

January 2027
Jan 18 (Mon)

February 2027
Feb 15 (Mon)

March — April 2027
Mar 25 (Thu)
Apr 5 (Mon)
Apr 30 (Fri)

May 2027
May 4-6 & 11-13
May 18 (Tue)
May 24 (Mon)
May 26 (Wed)

Grade 9 — Mondays

First Day of School Sep 7 Labor Day
Supervisor Orientation — In-Person, 9am at DBCR Oct 12 Indigenous Peoples Day
Supervisor Orientation — Virtual, 12pm Nov 23 Thanksgiving Break
First Day of CWSP — Grade 9 Dec 21 Christmas Break

Dec 28 Christmas Break
First Day of CWSP — Grade 12 Ja'; 18 MLK,;" Day
First Day of CWSP — Grade 10 HELRC RICSIEENtS ?(ay
First Day of CWSP — Grade 11 Mar 30 Easter Breal
Labor Day — No School / No CWSP Grade 10 — Wednesdays
Building the Future Celebration - All Invited! Nov 11 Veterans Day

Nov 25 Thanksgiving Break
Cristo Rey Cup Soccer Tournament — All Partners Invited! Dec 23 Christmas Break
Indigenous Peoples Day — No School / No CWSP Dec 30 Christmas Break

Apr 1l Easter Break
Veterans Day — No School / No CWSP Grade 11 — Thursdays
Thanksgiving Break — No School / No CWSP Nov 26 Thanksgiving

Dec 24 Christmas Break
Christmas Break — No School / No CWSP Dec 31 Christmas Break
School & CWSP Resumes Mar 25 Easter Break

Apr 2 Easter Break

May 27 Graduation Day (1pm dismissal)

MLK Jr. Day — No School / No CWSP
Grade 12 — Tuesdays

Nov 24 Thanksgiving Break
Presidents Day — No School / No CWSP Dec 22 Christmas Break

Dec 29 Christmas Break
Easter Break Begins — No School / No CWSP Mar 31 Easter Break

School & CWSP Resumes
College Signing Day — All Partners Invited!

AP Testing — Tue/Wed/Thu (conflicts will be communicated)
Last CWSP Work-Day — Grade 12

Last CWSP Work-Day — Grade 9

Last CWSP Work-Day — Grade 10

Don Bosco Cristo Rey High School and Corporate Work Study Program « 2026-2027

HOLIDAYS BY GRADE LEVEL



DON BOSCO CRISTO REY HIGH SCHOOL

10 KEY POLICIES

for Supervisors & Students — Every Workday

Daily Check-In

Students must check in directly with their supervisor
upon arrival AND join the CWSP Teams Check-In Call to
confirm they are at work and in dress code.

Dress Code
Students must be in DBCR dress code at all times. If you would
like the student to use our alternative dress code based on work-
place needs, please notify your Partnership Manager.

Breaks & Lunch
Students should receive a minimum of two 15-minute
breaks and one 30-minute lunch break each day to meet
Department of Labor requirements.

Cell Phones

Cell phones must be stored away during work hours. Use is
permitted only during breaks and lunch. Please notify your
Partnership Manager of excessive phone use.

Timecards

Students must complete their timecard before leaving.
Supervisors should approve the timecard and add
comments by end of the following business day.

Absences & Late Arrivals

Students who are late or absent should notify you directly in
addition to their Partnership Manager. Good communication
skills are expected from students!

Early Departures

Students should not leave early for athletics or school
activities without prior communication from your
Partnership Manager.

Student lliness at Work

If a student becomesiill, contact your Partnership Manager to
confirm dismissal. Do not administer any medication.

Off-Site Activities

You are welcome to bring students to off-site work
activities with prior communication and approval from
your Partnership Manager.

End-of-Day Updates

Students are expected to brief you on their progress and open
tasks at day's end — via verbal update, email, or your preferred
method.

Questions? Contact your Partnership Manager or reach CWSP at 301.891.4750
Supervisor Handbook 2026-2027
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Student Worker Placement and Onboarding

The CWSP Team determines all partner job assignments for student workers based on partner
needs and student experience and interests.

Physicals and Specialized Testing

DBCR requires that all students have submitted records of general physical exams and up-to-

dateimmunizations. If your organization requires more specialized health examinations, please
notify CWSP. We will obtain necessary parental approval and facilitate the completion of
onboarding requirements.

Background Checks and Security Clearances

Employers requiring background checks and security clearances are asked to inform CWSP as

soon as possible. Please communicate all requirements so we can work with students to fulfill
them in a timely manner.

Work Permits
The Department of Labor requires that organizations employing workers under the age of

sixteen obtain a work permit from the student's educational institution. CWSP maintains the
original forms and will provide copies upon request. All student workers are at least fourteen
years old and eligible to work under U.S. Department of Labor regulations.

Workers' Compensation and Liability Insurance

Student workers are considered employees of CWSP; therefore, it is the responsibility of our

programto carry Workers' Compensation coverage for them. CWSP also holds liability coverage
as stated in the Corporate Partner Agreement. Students do not have rights or access to the
Corporate Partner's personnel benefits and/or insurance policies.
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Work Day Schedule

Each student worker is expected to work up to an eight-hour day on each scheduled workday,
within the working hours of 9:00 a.m. and 5:00 p.m. Partners are asked to identify their
requested working hours and student arrival/departure time via the Job Description Form.

Required Lunch Time and Breaks

To comply with Department of Labor requirements, students ages 14—16 must receive the
following minimum accommodations:

® One 15-minute break in the morning before lunchtime
® One 30-minute lunch break
e One 15-minute break in the afternoon after lunchtime

Students ages 14 and 15 may not negotiate these terms (unless the terms are more generous)
or decline breaks or lunch for any reason. Breaks are not to be added to a lunch break or
reserved for the end of the day in order to leave early.

Student workers are aware they are not to take the bus, metro, or ride in a car to leave the
work site during lunch or breaks. The timing of lunch and breaks is in accordance with the
Partner's preference and schedule. If a student abuses the schedule, please notify your
Partnership Manager.

Students are responsible for their own meals and food during the workday. Partners are
welcome to take Student Associates for lunch or coffee if it does not involve transportation.
Any planned transportation of the student requires prior notice and approval from the
Partnership Manager.

Transportation
The CWSP provides funding or transportation for students to and from work via public

transportation. If you notice a studentis habitually early or late, please notify CWSP so we can
address the issue.

At the end of the workday, it is the student's responsibility to transport themselves home.
Supervisors are not responsible for assisting students with transportationhome. Some students
may be picked up by a parent/guardian. Students must remain at work during agreed-upon
hours unless given prior approval by both the supervisor and CWSP.
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Attendance

Each student worker is expected to attend work every assigned workday. CWSP has clear rules
and procedures for students missing work for any reason other than illness or family
emergency. Students must make up any missed days in a timely fashion.

Absences

If a student workeris ill and will be absent, the parent/guardian is expected to inform the CWSP
Team by 8:00 AM. The supervisor will receive an automated email from CWSP informing them
that theirstudent will not be present that day and will need to make up the missed workday.

Tardiness
If a student worker is tardy, please notify your Relationship Manager. Repeated lateness will
result in attendance probation.

Early Departures
No student worker should be dismissed until arrangements are confirmed with the CWSP

office. Students are not permitted to leave early for school activities, sports, or other events
unless pre-approved and pre-communicated by CWSP.

If a student becomes ill while at work, follow the procedure below:
e Callyour designated CWSP Relationship Manager. If unavailable, call DBCR at 301-891-
4750 and request the CWSP team.
e CWSP will contactthe parentor guardian to determine how the student may go home.
e CWSP will notify you of the parent's decision and whether the student may leave alone
or must wait for pickup.

Weather-Related School/Work Closings

DBCR follows Prince George's County's schedule for school closures unless otherwise notified. If

school is closed, students will not report to work and the day will not need to be made up.
When Prince George's County calls for a 2-hour delay, students will report to work between
10:00 a.m. and 11:00 a.m.

Make-Up Days and Deadlines
CWSP has designated days on the school calendar for making up missed workdays. Missed days

do not carry over between semesters. First Semester days must be made up by December 19;
Second Semester days by June 19. Students must complete the Missed Work Day form in
advance of the make-up day.
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Partner Holidays / Office Closures

If your office will be closed on a student's scheduled workday, please inform CWSP with as

much lead time as possible. CWSP will arrange alternative activities for the student.

Off-Site Activities
If you wish to take a student off-site fora meetingor special event, a permission form signed by
the parent and Partner is required. Contact your Relationship Manager to facilitate — this

process takes at least one week.

Safety and Emergencies

Medical Concerns at Work

Any pre-existing medical concerns will be communicated to the Partner at the time of student
assignment. Corporate Partners are not to administer any form of medication, including over-
the-counter medications (e.g., Tylenol, Ibuprofen). Students requiring rescue medication
(asthma inhalers, EpiPens) should be allowed immediate access for self-use.

If a student worker gets sick while at work, call your CWSP Partnership Manager to determine
next steps. In case of emergency or severe illness, do not hesitate to call 911.

Harassment

CWSP expects all Partners to treat student workers respectfully and in compliance with all
federal and state regulations. The program is sensitive to matters involving sexual harassment,
discrimination, orinequitable treatment based on gender, race, culture, or religious beliefs. If a
student reports any incident, CWSP will remove the student from the workplace until the

matter is resolved.

Emergency Procedures

In case of a serious accident, illness, or other emergency:

e (Call 911.

e Ensure the safety and security of the student worker. Treat the student like any other
employee in an emergency situation.

e Call the CWSP line: 301-891-4750.
e CWSP will contact a parent/guardian.
® Report the incident in writing to CWSP within 24 hours.
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For minor injuries, follow your workplace procedures and follow up with your Partnership
Manager via email within 24 hours.

Evacuations (Fire, Terrorism, or Other Events)

Student workers should follow your company's evacuation procedures. If you experience an
evacuation emergency, call 301-891-4750 as the student leaves the building.

Technology Policy

Students are not allowed to use their mobile phones or other personal electronicdevices during
work hours without direct supervisor approval and authorization.

Students may use a mobile phone or electronic device during lunch and break time in a pre-
approved area if appropriate for the work environment and approved by the supervisor. Any
guestions or concernsregarding use of electronics should be directed to your CWSP Partnership
Manager.

Solicitations

Student workers are expected not to ask for or accept jobs, rides home, lunch (unless regularly
provided for all employees), or money from the partner organization or its personnel.
Solicitations can result in termination.

Since students are employed through CWSP, parents or guardians should not directly contact
supervisors or other staff at the partner organization.

Holiday / Summer Employment

Partners have the option of hiring student workers directly during their summer break and/or
school holidays. The Partner is responsible for all administrative aspects of the employment,
including paying the student worker directly.
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Timesheets and Supervisor Feedback

To ensure accountability and compliance with Federal Department of Labor requirements,
students must complete a timesheet for each day they work. These electronic daily
performance evaluations are used to assess student grades and facilitate communication
between supervisors, students, and DBCR staff.

Please allot 5-10 minutes at the end of each workday for the student to complete their
timesheet.

Student Requirements

e Check in with their supervisor upon arrival, and before and after lunch.

e Complete the timesheet before leaving for the day.
e Add remarks about their day in the "Activities" section of the timesheet.

Supervisor Requirements

e Ensure that time is entered accurately.
e Approve the timesheet by entering a student ranking from "Exceptional" to
"Unsatisfactory."

e Provide feedback on how the student performed the job on a daily or weekly basis.

e Approve timesheets and add comments by end of the following business day.

Overall Performance Feedback
As part of the Cristo Rey Network, DBCR requires supervisors to evaluate students on a

biannual basis. Mid-year and end-of-year evaluations are followed up by a discussion with the
student worker. This feedback s vital to individual student professional development and the
national Cristo Rey Network. Evaluations are sent via email and completed electronically.

Thank you for your partnership and dedication to our students.

Don Bosco Cristo Rey High School ¢ 1010 Larch Avenue, Takoma Park, MD 20912 ¢ 301.891.4750 e Page 11



Supervisor Handbook 2026-2027

DBCR CWSP e 2026-2027

Dress Code at Work

Student workers must be in their Don Bosco Cristo Rey uniform at all times while at work. This

ensures students are visibly identifiable as high school interns and protects both students and

your employees from possible miscommunication or misconduct.

CWSP staff evaluate student attire each morning. Partners are not required to enforce the dress

code but are asked to notify your Partnership Manager if a student arrives out of dress code or

in attire deemed unprofessional for the workplace.

| Category
Pants / Skirts

Socks / Tights

Belts

Shirts

Shoes

Ties

Outerwear

Grooming /
Hygiene

Jewelry &
Make-Up

’ Acceptable v

Black trousers and skirts (cotton, wool, or
similar). Skirts must be knee length or
longer.

Dark professional calf-length socks with
pants.

| Solid black, worn at all times (men).

Collared, long-sleeve, solid-color dress
shirt or blouse. Tucked in (men). Below
waist (women). %, full, or short sleeves
(women).

Black dress loafers or shoes (e.g.
Sperry's), modest heels up to 2}5".

Ties and bow ties (men).

DBCR Vest.

Natural hair colors, professional styles;
black or gold head scarves acceptable
(women).

Professional and in moderation.

Not Permitted X

Work pants, cargo pants, khakis, jeans,
leggings

Non-black socks; socks with
images/patterns.

| Non-black belts.

Shirts with designs, patterns, logos;
unbuttoned; visible undergarments;
rolled sleeves; sleeveless; tube tops.

Sneakers, crocs, construction boots,
sandals, flip flops, boots with skirts,
platform shoes, heels >2%4", open toe, or
mesh.

Hoodies, sweatshirts, jackets with logos,
patterns, or images.

Bright colored hair, shaved patterns,
hairnets, hats, bandanas, hair bonnets.

Nose and eyebrow rings. Visible tattoos.
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Dress for Success at DBCR!

Professional Dress

This uniform is required Monday through Thursday and on Work Study Days.
Uniforms can be purchased here

Female

Long-sleeved dress shirt of any solid color, with collar, buttoned down and Solid color professional blouse. Blouse must have collar and be
tucked in. Sleeves must remain unrolled. button-down and tucked in.

Wear a DBCR vest, 1/4-zip, cardigan or sweater with logo Wear a DBCR vest, 1/4-zip, cardigan or sweater with logo
(be sure to purchase from Flynn O'Hara). (be sure to purchase from Flynn O'Hara).

)

Black dress pants are required. Please note: black jeans, Dickies (work Black dress pant or knee-length skirt.
pants), and cargo pants are not permitted. Please note: black jeans, Dickies (work pants), and cargo pants

are not permitted
A tie or bow tie is required.
It is optional to wear a black leather belt with dress slacks. Avoid fabric,
A belt must be worn everyday. Wear a solid black leather or leather-like belt riveted, or designer belts.
daily. Avoid fabric, riveted, or designer belts.

Wear black dress shoes with black soles, black boat shoes (any Sperry’s style), Wear black dress shoes with black sole, black boat shoes (any Sperry's style),
and all-black athletic sneakers are permitted. and all-blacl athletic sneakers. Modest heels (up to 2 1/2") are permitted.

Wear black socks daily. Students must wear solid black dress socks or no-

show socks. Avoid athletic socks or socks with designs. Wear black socks daily. Students must wear solid black dress socks or no-

show socks. Avoid athletic socks or socks with designs.



https://flynnohara.com/shop/don-bosco-cristo-rey-high-school-md091/
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	Dress for Success at DBCR!
	Uniformity that inspires brilliant futures.

	Professional Dress
	This uniform is required Monday through Thursday and on Work Study Days. Uniforms can be purchased here
	Male
	Female

	Wolfpack Spirit Friday
	Professional Bottoms with any DBCR Top  (t shirt/polo/hoodie/long sleeve)
	OR   FULL Professional Dress
	Examples:

	What not to wear:
	Non-DBCR top Sweatpants Yoga pants/Leggings Crocs Uggs
	This uniform option is for Fridays only. Spirit gear can be purcahsed here


	Fall/Spring Polo Option


