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CORPORATE
WORK STUDY
OVERVIEW

Welcome! Thank you for participating as a Corporate Work Study (CWS) Partner with
De La Salle North Catholic High School (DLSNC). As a CWS Corporate Partner, you
provide students with real-world job experience, allowing them to offset a significant
portion of the cost of their education. Your participation is helping to create an
invaluable learning experience for students from underserved communities with
limited economic and college preparatory educational opportunities.
Our program offers students crucial hands-on entry-level professional work experience,
empowering them to take an active role in their education.
Key desired outcomes for students in the Corporate Work Study include:
increased self-esteem and confidence
enhanced work ethic, motivation, curiosity, and critical thinking skills
desirable job experience and marketable professional skills
exposure to a wide range of career opportunities and education paths
growing social capital through a network of mentors and professional contacts
growing awareness between a student’s academics, future education goals, and
career planning

At the same time, Partners benefit from:
the opportunity to diversify their workforce pipeline
the potential to give less experienced staff management opportunities
Knowing that they are engaged in path-changing work by mentoring students who
would not have this opportunity without capable, willing supervisors
the value-add to team workflow as supervisors can offload administrative or more
essential tasks to students, freeing up experienced staff members

CWS is a full-service student employment agency that fulfills all the legal requirements
of employment, payroll, taxes, insurance, and personnel issues. The students work for us,
De La Salle North Catholic High School, and we “lease” our employees to your company.
The CWS staff is committed to supporting partners, supervisors, and students and is
always available to take your call. Regular communication with our staff will allow us to
provide timely assistance to you, and your input will help build a more robust program
in the future.




Supervisors are asked to treat students like any other employee or contracted worker.
Working with adult colleagues in an office environment helps the students understand
the dynamics of a professional environment. A supervisor should feel free to instruct
and express approval to students, just as they would to any other worker, regarding a
particular attitude, the quality of work product, or any other situation that merits
feedback. Supervisors should notify the CWS staff of any serious or ongoing problems
involving a student. If a situation arises, please do not wait for it to get better. Please
call us immediately.

This handbook outlines the expectations for our corporate partners and supervisors
participating in the CWS. The CWS attempts to make participation as simple as
possible for our partners and supervisors.

For this reason, our policies and procedures follow standard business practices as
much as possible.

CWS reserves the right to change or alter this handbook at any time. Changes or
modifications to this handbook will be made in writing to our partners. Requests to
clarify any part of this handbook should be directed to the CWS Director of Operations,
Aiyana Ashley.

Thank you for being a Corporate Work Study Partner!

The Corporate Work Study Team
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Students are assigned to work at a sponsoring organization five full days each month. Their
class schedules at De La Salle are structured so that each student is available one day each
week, plus an extra day every fourth week, without missing instructional time.

Mon Tues Wed Thurs Fri
Week 1 Sophomore Sophomore Senior Junior Freshman
Week 2 Senior Sophomore Senior Junior Freshman
Week 3 Junior Sophomore Senior Junior Freshman
Week 4 Freshman Sophomore Senior Junior Freshman

Each year, all incoming first-year students and transfer students complete approximately
40 hours of training to prepare them for the workplace. Students develop their
professional skills and learn what life in the workplace is like as a student associate. CWS
classes introduce both soft and technical skills, including workplace communication,
professional etiquette, email writing, mock interviews, computer skills, filing, note-taking,
and phone etiquette.

While Google Workspace applications are used extensively at De La Salle North Catholic,
students also gain experience with Microsoft Office 365 applications like Excel, Word, and
PowerPoint. A great deal of emphasis is placed on developing professional habits,
including asking questions, communicating effectively with supervisors, and
demonstrating initiative and a positive attitude.

De La Salle's dress code supersedes any dress code of our sponsoring companies, meaning
students must dress in Corporate Work Study attire, even if the partner’s dress code is
more casual.

Students are required to wear their De La Salle uniform on their workday. This uniform
consists of:

o Shirts: Oxford style or polo featuring the DLS logo. Colors: blue, black, and white.

e Pants: Khaki or black, worn in a modest fit and untucked at the leg.

e Skirts: DENNIS or Lands' End brand only; worn in a modest fit and length (plaid option
only).

e Outerwear: De La Salle-issued fleece worn with a DLS shirt underneath.



Other Uniform ltems & Accessories:

e Shoes: Students may wear any style or color of shoes, except Uggs, Crocs, and slides,
which remain strictly prohibited.

e Hats: No hats are allowed in the workplace.

o Jewelry & Accessories: All jewelry must be worn modestly. Scarves are prohibited.

If a student'’s safety, welfare, or specific role requirements necessitate a temporary
deviation from the dress code, please contact CWS staff directly. Speaking directly with
students first can cause confusion and create unintended consequences. Please inform
CWS staff by August 3l1st of any dress code exceptions needed for the school year.

Cell Phones: Students are expected to keep cell phones out of sight during academic
classes and at work. At work, students should not use their cell phones except during
emergencies or if answering their phone is part of an agreed-upon transportation pickup
plan. At their discretion, supervisors may allow students to use cell phones during
scheduled breaks. CWS staff can support you in establishing a routine that fits your office
culture. We strongly encourage supervisors to discuss cell phone expectations with
students during their first week.

Earbuds/Headphones: Office culture regarding earbuds and headphones varies

dramatically. Please provide your student with direct instructions on whether
earbuds/headphones are acceptable, unacceptable, or situationally acceptable (e.g.,
permitted in the file room, but not at the front desk). A straightforward conversation early
in the placement avoids mixed signals later.

Prohibited Behaviors:

The following behaviors at client sites are strictly prohibited and will result in disciplinary
action by DLSNC:

Using cell phones outside of designated breaks

Instant messaging or personal text messaging

Making or receiving personal calls while at work

Listening to music or playing games

Using earbuds without prior supervisor approval (e.g., for computer-based training)
Using noise-canceling headphones for any reason

In many companies, internet usage is monitored, and the behaviors above are viewed as a
misuse of company resources. Students who continue to use their phones or any
restricted items will be placed on a Success Plan by CWS. Failure to comply with these
terms may result in dismissal from the worksite and additional school discipline.




CWS staff are commmitted to assisting with the management of your student associates in
the following ways:
Communicating regularly with students
Monitoring students’' performance
Mentoring students as they navigate the adult world of work
Developing intervention strategies and performance improvement plans as needed
Connecting students to on-staff resources to help address any concerns that may affect
work performance (social-emotional and academic counselors, campus ministry, etc.)

The CWS team strives to meet the expectations of our supervisors, students, and families.
The CWS staff serves as the coordinator between the students and your organization,
holding the students accountable for their actions regarding both performance and
professional conduct. One of the responsibilities of the CWS Staff is to conduct site visits to
ensure that students meet your expectations.

The CWS team wants to hear from you! Each CWS team member supports a portfolio of
partners, so each partner has a specific program coordinator to contact for support and
guestions. Please reach out if you need to find out who your program coordinator is!
Urgent needs can be directed to cwspmembers@dlsnc.org or 503-285-9385, as CWS team
members are on call between 7:30 am and 4:30 pm, Monday through Friday.

De La Salle North Catholic’s Corporate Work Study Program maintains approval from the
U.S. Department of Labor for all participating students. Every student associate assigned to
an external work placement is 14 years of age or older.

In addition, Child Labor Laws require all first-year students to receive safety training. While
the CWS office conducts general safety training with every student, the CWS team strongly
recommends that each Partner conduct office-specific safety training during student
orientations.

Workers’ Compensation and Liability Insurance:

All students are employees of St. Joseph the Worker Corporate Internship and are covered
under the program’s workers' compensation and liability insurance. Please contact our
office if you require specific policy limits or copies of liability coverage certificates.

Workers’ Compensation Claims:
If a student is injured at work, they are covered under the school’'s workers’ compensation
insurance. Supervisors must contact our office immediately if an injury occurs.




Form I-9 and Work Eligibility:

The CWS program is required by law to verify the work eligibility of each student
employee. Sponsoring Partners are not required to complete a Form [-9 or other
employment eligibility documents before a student begins work, as students are
contracted directly through the program. Partners may complete other standard
onboarding or site-access documents with CWS and students as needed.

Daily Schedule Sample
Before 7:.50 am, students arrive at school on their scheduled workday
7:30-7:55 am: Breakfast and bagged lunches are available for students
7:55-8:10 a.m.: Students prepare for their workday, which includes morning
announcements, attendance, uniform checks, and other tasks.
8:10 am: Students load into school vehicles and depart for their workplace
8:20-9:30 am: Students are dropped off at work. Drop-off and pick-up times may vary
according to their work site's regular office hours and transportation routes as
determined by the school.
6.5 - 8 hours: Students remain at work with 15-minute breaks in the morning and
afternoon, and a 30-minute to 1-hour lunch break.
3:00-4:00 pm: Students are picked up from work by our CWS drivers
4:00-4:30 pm: Students arrive back at school

Students are provided transportation to and from work by our CWS-owned bus or van.

Key Transportation Policies

e Afternoon Departures: Please help students streamline their afternoon routine by

providing checklists, expectations for workspace clean-up, and other necessary
details, so they meet their bus within 5 minutes of their scheduled arrival time
without leaving any responsibilities unfinished. Bus drivers may make up to 9 unique
stops each shift.
Parent/Guardian Pick-Up: In rare cases, parents or other authorized guardians may
need to pick up their students from work. The CWS office will notify supervisors if
this occurs. Please only release a student after checking with the CWS office first.
Students should work until their scheduled release time, regardless of who picks
them up, unless approved in advance by a CWS staff member.
Arrival and Departure Times: Students are responsible for reporting to their
Supervisors' offices from the bus in a reasonable amount of time in the morning and
notifying supervisors when they must leave in the afternoon. However, the CWS
team requests that supervisors monitor the students to ensure they do not develop
the habit of arriving late or leaving early. If a student is consistently late to work in
the mornings or during breaks, please contact the CWS team as soon as possible so
the CWS coordinator can address the situation with the student.




e Student Lunches and Breaks: During a full work day, students are required by
Oregon law to take a 30-minute to 1-hour lunch break and two 15-minute breaks.
Lunch and breaks cannot be combined. Students can take lunchtime and breaks
according to their Partner'’s preference and schedule. Students can access bagged
lunches before they leave school or may choose to bring one from home.
Supervisors and adult coworkers can accompany students off-site for lunch or a
snack.

Late Vans/Buses: Vans/buses may occasionally run late due to traffic or other
unforeseen incidents. If a bus or van is more than 15 minutes late, please call or email
the CWS office so staff can contact student passengers or the driver for a status
report. CWS staff will attempt to notify the supervisor in advance if a van is running
behind schedule.

Supervisors Transporting Students: Supervisors sometimes ask about transporting
a student in their private car or company vehicle to an event, an alternate job site, for
lunch, or back to school on an early-closure day, among other situations. DLSNC's
liability insurance does not cover the student's transportation by non-DLSNC
vehicles, so this gray area becomes a liability question for the supervisor and
corporate partner. Whenever possible, the CWS team encourages supervisors to
contact their CWS coordinator to inquire about routing a student to an alternate
location through CWS. With notice, the CWS team can typically get students where
they need to be. A permission slip is also required for a student to participate in any
off-site activities.

Some Partners require onboarding steps before starting a student work team. This may
include health screenings, drug testing, submission of immunization records,
background checks, and employment, contractor, or volunteer applications, among
other requirements. If the company requires students or CWS to complete any steps
before each student’s first day, please provide as much notice as possible. The CWS
team should be able to assist in obtaining the proper permissions and completing the
requirements.

In accordance with our Department of Labor requirements, students are required to
complete a timecard each workday. The CWS uses electronic timecards powered by
Salesforce.

Process:

* Please note that the best practice is to allow students time to complete their
timecards according to their schedule. They are due for grading purposes by noon
the next day.

e The CWS team can add up to three supervisors per student, based on partner
preferences. Students then select one supervisor from the dropdown list to submit
their timecard to.




e The designated supervisor will receive an email to approve or edit their hours and
provide a daily rating of the student'’s performance.

e The system will also allow the supervisor to provide comments after submitting a
rating or flag the CWS coordinator for a follow-up. Supervisors can share their
comments directly with the student; however, the default setting is to share them
only with the CWS team.

Daily Rating: Supervisors rate their students using a five-point scale. Regular ratings will
ensure that CWS staff can address problems promptly with students. The sooner the
CWS team is aware of any workplace challenges, the sooner the problem can be
addressed.

The student rating scale, ranging from 1 (low) to 5 (high), on the daily timecard is
designed to reflect students’ work performance. Please mark a three if the student
consistently meets standards, and only mark a five if the student truly goes above
and beyond:

5 = Exceptional: Student has gone above and beyond the expectations set by
supervisors. The student has accomplished something exceptional, making a
substantial contribution to the team.

4 = Above Expectations: Student is beginning to surpass performance standards and
seeks new challenges. The student demonstrates more initiative and drive to exceed
the basic standards, showing an interest in more challenging work.

3 = Met Expectations: Student consistently meets the performance standards of the
office. The student demonstrates a strong work ethic and a positive attitude. The
student is productive and meets deadlines.

2 = Needs Some Improvement: Student did not meet expectations for a part of their
day. The student typically produces good work, but struggles with either a technical skill
or a communication skill that affects their current work performance. Please provide
supervisor comments!

1= Unsatisfactory: Student’s work performance does not consistently meet the
standards of the office. Earning a 1is a significant red flag to both CWS staff and the
student, indicating a need for improvement in their work performance. Please provide
supervisor comments!

Students are expected to attend work on each assigned day. The CWS has strict policies
for students missing work for any reason. Students are expected to make up for any
missed days of instruction. Make-up days will take place on a day when the partner’s
office is open, but the school is closed (i.e., during Winter Break).

Process:

e |fastudentis absent, CWS staff will notify the supervisor via email that the student
will be absent from work that day. Every effort is made to inform supervisors of an
absence via email before 8:30 am.

e The student must then discuss scheduling a makeup day with their supervisor on
the next scheduled workday and complete the following steps.




The student and supervisor must complete the Make-up Day Form in pen.
Students are required to return these forms to the CWS office.
A CWS Coordinator will then enter the Make-up Day form in Salesforce, which
will generate an electronic timecard for their make-up day. Students are required
to complete their timecards on make-up days to receive full credit.
Students will not receive any pay outside of the program for make-up work. On
the make-up day, students must provide their own transportation and meals.
They also commute directly to and from work instead of checking in at school.
CWS Office will keep blank copies of Make-up Day Forms in the office and at the
check-in table.
In certain circumstances, the CWS staff or a supervisor may waive a make-up day due to
family emergencies, funerals, or state tournaments. This decision will be made in
discussion with the partner.

The CWS staff has developed several incentive programs to encourage professional
growth among students. CWS staff ask for supervisor feedback through performance
evaluations, e-timecards, email check-ins, and site visits. These incentive programs
highlight both impressive performance and areas of development.

The “Student Associate of the Month” is an ongoing program that recognizes student
associates nominated by their supervisors for their outstanding work, and they are
honored at a school assembly. Supervisors are sent a form via email to nominate a
student associate. All nominees are recognized, and students look forward to this each
month. Supervisor participation in this is optional (but encouraged!).

Partners are asked to complete two performance evaluations per work year (approx.
December and May). Supervisors will be given instructions on completing the online
evaluation for each student. Evaluations are an essential learning experience for
students and an integral part of the CWS. Please take the time to carefully complete the
evaluations for students on the work team (approximately 15-20 minutes per student).
Students will receive written feedback on their evaluation from their CWS coordinator.

Supervisors are strongly encouraged to review the evaluation with the student directly.
This provides a more realistic workplace experience for the student, enabling both the
supervisor and the student to communicate directly about any issues or challenges.
CWS staff can assist in reviewing these evaluations if the supervisor feels this is
beneficial.




Most of the performance evaluation content is set by the Cristo Rey Network, and the
CWS team is expected to submit performance evaluations for 100% of working students.
The performance evaluation form is consistent across the Cristo Rey Network to
accurately capture students’ progress and needs nationwide. All suggestions for
improving the form or process are welcome and can be submitted to the CWS Director.

To help enforce the expectation that students perform real work at real jobs, the CWS
asks that parents/guardians, family members, and friends refrain from contacting the
student at the workplace or contacting any employee at the office regarding the
student. Suppose a situation arises that necessitates contact with the student associate
with their home. In that case, the CWS team requests that parents/guardians and family
members contact the CWS office, and staff will contact the workplace.

Similarly, the CWS team advises that supervisors do not permit students to contact
parents, guardians, family members, or friends while on the job, as this aligns with the
organization's expectations for all employees. If a supervisor needs to communicate
with a student’s parents or guardians, they must first contact the CWS office. If any
concerns arise about these expectations, please contact the CWS coordinator, who can
work to correct the situation.

Students are strongly encouraged to stay home from work and make up any missed
days if they are feeling unwell. On occasion, however, a student may become ill at work.
Students should notify their supervisor if they are feeling unwell. Supervisors should call
the CWS office immediately at 503-285-9385 or email cwspmembers@dlsnc.org. CWS
staff will arrange for the student to be picked up as soon as possible.

Please only release a student on their recognizance or send them home with a parent
or guardian after first contacting the CWS.

In the event of minor injuries, please follow the established workplace procedures.
Please consult your human resources staff or designated safety personnel to examine
and treat the injury, taking into account student allergies and the possibility that
parental consent may be required in certain circumstances.

In the case of a serious accident, illness, or other emergencies, please:
e Call 9.
e Call CWS staff, who will contact a parent/guardian or emergency contact.
* Please treat the student as you would any other employee in an emergency.




Student participation in team sports and activities is strongly encouraged. However, a
student may not miss any work or leave early to participate in extracurricular activities.
The student’s first responsibility is their job.

e Students may not request an exception from their supervisor under any
circumstances. Skipping work or leaving work early to participate in an
extracurricular event will result in exclusion from participation in the event.
Students are not allowed to speak on behalf of the school. For example, “The school
said | could leave early.” All student departures from work before the designated
work hour agreement must be verified and agreed upon by both school
administrators and work supervisors.

If a student qualifies for a championship-qualifying or championship event, the CWS
staff will work with the partner to accommodate participation. The CWS staff will work
with the partner or arrange a makeup day in place of the scheduled workday.

Students are not sent to work during school holidays unless the supervisor works with
the CWS team to hire the student outside of the regular program fee.

Summer and Holiday Break Work Options: Many supervisors choose to hire students to
fill the Work Study position during school holidays. The students remain employees of
the CWS, and the program continues to handle all payroll matters, or the partner
company handles payroll. Please contact our office with questions about this hiring
option for our students. Typically, if a student is available, their supervisor can hire them
during a school break. Partners agree to pay the student a predetermined hourly wage
based on Oregon's minimum wage. Students continue to complete time cards and are
paid through CWS with an invoice billed to the partner, as this is outside of the standard
CWS program fee. Student associates get to keep the money they make while working
over a school break.

If the supervisor chooses to hire a student during school breaks, the supervisor and the
student will complete and sign a “School Break Addendum.” The supervisor and the
student will be required to adhere to specific policies regarding required breaks,
overtime, and other relevant matters, as mandated by Oregon law and CWS policy.

In the Event of Inclement Weather, CWS workdays are canceled due to either school
late starts or cancellations.




Hazardous weather may cause De La Salle North Catholic to adjust its scheduled school
and work days. The school will either have a late opening, starting at 10:00 AM, or it will
be closed. Families and students are encouraged to listen to TV and radio
announcements and to wait for De La Salle North Catholic to be explicitly mentioned to
determine the course De La Salle North Catholic will follow. De La Salle North Catholic
does NOT necessarily follow Portland Public Schools regarding weather-related school
closures.

Partners may have office closure days that do not align with the CWS holiday calendar.
If a scheduled student is unable to work due to an office closure, please notify the CWS
office with as much advance notice as possible. If a primary supervisor plans to be out of
the office or on leave, please contact the CWS Coordinator to identify a secondary
supervisor for the student to report to during that time. In the event of an early office
closure (ahead of a three-day weekend, for a staff event, etc.), supervisors should email
the CWS members. Route planning is a complex process, and unexpected early office
closures can impact multiple other partners.

The CWS team encourages supervisors to foster professional mentoring relationships
with students in the workplace; however, supervisors and colleagues should avoid
undue familiarity with students, partiality, or any conduct that might be interpreted as
impropriety.

Socializing with individual students outside the workplace is strongly discouraged. This
includes social networking platforms such as Facebook, Instagram, X, Snapchat, and
TikTok, as well as instant messaging services. As students progress through their high
school experience, many will create Linkedln accounts and may reach out to
supervisors and coworkers to establish connections. It is currently against school policy
for teaching faculty to connect with students on social media, so most teachers do not
accept social media invitations.

The CWS team encourages supervisors to leverage students’ social networking skills for
good, rather than as a distraction. Supervisors often involve student associates in
worthwhile tech tasks and are impressed with how quickly students learn. Be direct
with students about the company’s social networking and media policies, and, if
possible, explain the implications of violating them so that students understand their
significance.




The CWS has a vested interest in both the continued satisfaction of its partners and the
continued success of the student's work experience. The CWS will act as a mediator in
difficult situations between the supervisor and the student. If a parent or guardian calls
the supervisor with questions or concerns, the supervisor should direct them to the
CWS staff for assistance.

The CWS team expects students to conduct themselves in a mature, professional
manner. Incidents of misbehavior by students in the workplace are treated very
seriously. The student may be placed on a Performance Improvement Plan and given a
specific timeframe to demonstrate improvement. The CWS team, in consultation with
the supervisor, may choose to remove a student from the workplace and will coordinate
with the supervisor on a replacement. Any student behavioral issue that arises at work
will be addressed on an individual basis.

All CWS students are held to high standards of honesty and integrity. The use of
company property, including telephone, office equipment, office services (such as
internet access or other services), or office materials without a supervisor’'s approval is
prohibited.

Supervisors should notify their CWS coordinator as soon as possible of any incident of
misconduct involving a student.

The CWS requests and expects that all supervisors treat the student associates with
respect and that students do the same. For the safety of its student associates and in
conjunction with the partner’s policies, the program is very sensitive to matters
involving sexual harassment, discrimination, or other inequitable treatment of student
associates based on gender, race, culture, or religious beliefs. The program reserves the
right to remove student associates if necessary. If a student associate reports any
incident, the CWS staff will contact the supervisor and/or a Human Resources
representative to evaluate and discuss the situation. CWS will cooperate with the
partner's Human Resources department whenever possible to resolve the issue in
accordance with the organization’s guidelines.

To help make students as comfortable as possible in the professional work
environment, maintain adequate personal space between the adult and the student at
all times, and avoid being alone with a student behind a closed door.

Sometimes, students withdraw from DLSNC during the school year for various reasons.
Should this occur, the CWS office will notify the supervisor as soon as possible and
collaborate with the supervisor to assign a new student.




Do students get paid directly?

No, the money that the Partner pays goes directly to CWS, not to the students. The
money then funds the students’ education. By enrolling at De La Salle North Catholic,
families and students opt to contribute their CWS work placement earnings back to
their education. Supervisors have the opportunity to hire students over school breaks.
Money earned during breaks goes directly to the students.

Does the work schedule interfere with academic studies?

Schedules are structured to ensure that students attend class without missing any
sessions. On school days, students attend classes in an extended day format. With this
model, students can fulfill all the requirements of a college preparatory education.

Do all students go to work?
All students are required to participate in CWS, a component of the curriculum that
offsets half of the students' educational costs.

Do students choose where they go to work?

After considering students’ skill levels and interests, as well as the skill sets required by
our partners, the CWS staff determines where students are placed. Data from student
interest surveys, supervisor performance evaluations, supervisor preferences, and job
descriptions are taken into consideration during the summer matching period.

If | have a problem with a student, should | address it directly with the student or
involve the student's parents?

Most issues are addressed directly by you, the supervisor, at the worksite. Please notify
the CWS office if the student is experiencing any problems. The CWS staff is available to
support and mediate if assistance is needed. If a problem persists, CWS staff will
implement intervention strategies. If a solution cannot be found, the student will be
removed from the work placement, and another student will be assigned to you if
possible.

Do parents or guardians have direct contact with their students’ supervisors?
All commmunication with supervisors is made through the CWS office. If parents or
guardians need to contact their child, they must contact the CWS office for assistance.

Do students need to be supervised at all times?
Students need to have one supervisor on-site at all times for safety reasons.

Can students go to lunch by themselves?
Students can go to lunch alone, but if you have concerns about the location of the
office, you can discuss this further with your CWS coordinator.




Does the partner company need to provide lunch?
Students can bring lunches from home or grab a sack lunch from the school cafeteria
during CWS Check-in. Supervisors are not required to provide lunch to students.

How do you handle students' cell phone usage?

We strongly encourage students to limit cell phone use to breaks and lunches. If you
notice that your student is spending time on their cell phone during work hours and it
becomes a distraction, please feel free to have a conversation with your student and
notify the CWS office so that we can discuss expectations with the student.

If an issue arises, how do we address it? Does CWS step in, or do we address it?
We are here to support and guide you, but we kindly request that you meet with your
student and develop a plan together. Please reach out to your CWS Coordinator for
guidance or if you have any questions about specific issues.

What if a student doesn't like working with us? Do they get placed elsewhere?

We understand that sometimes students may not like their work, but we encourage
them to find the positive aspects of their work experience and what they can learn from
it. CWS can schedule a meeting if this issue arises and the student needs to complete
projects or tasks assigned to them. We strive to minimize disruptions to students'
learning experiences while also preventing any potential issues. If a supervisor believes a
student needs to be removed from their team, please contact CWS, and we can arrange
a meeting to find a solution and determine the next steps.

How do we organize the program by department? Do students work in the same
department or different departments?

This is based on the company's needs and capacity. It's always beneficial for a student to
have more than one department experience. It can be as simple as setting up an
informational interview, which is always an excellent idea for students to learn about
other departments in your company.

Should there be a head supervisor or multiple supervisors?

This is entirely up to your team. It is an excellent option to have at least a backup
supervisor who can be reached and whom a second adult student can talk to or ask for
help if you are unavailable. For any additional supervisors you would like to include in
communications and attendance emails, please email your CWS coordinator to ensure
they are added to our list.




September 15, 2026
October 9, 2026
October 23, 2026
November 11, 2026
November 25-27, 2026

December 18, 2026 -
January 4, 2027

January 18, 2027
February 15, 2027
March 22-26, 2027
March 29, 2027

May 7, 2027

May 19, 2027

May 31, 2027

June 1 - June 4, 2027

June 5, 2027

First Day of CWS

No CWS - Statewide PD
No CWS

Veterans Day - No CWS

Thanksgiving Holiday - No CWS

Winter Break Vacation - No CWS
MLK, Jr. Holiday - No CWS

President’s Day Holiday - No CWS

Spring Break Vacation - No CWS

Easter Monday - No CWS
Founders Day - NO CWS

Last CWS Day for Seniors
Memorial Day Holiday -No CWS
Last Week of CWS

Graduation

Please note that a date has not yet been set for our annual junior retreat, Akwantu,
but it will take place in April. Once a date is confirmed, we will update all our
supervisors.




September:
Preparation in the workplace
e Monday, September 21, 2026- Tuesday, Sophomore Students - First Monday
Rotation
¢ Monday, September 28, 2026 - Wednesday Senior Students

October:

Enthusiasm in the workplace
Monday, October 5, 2026 - Thursday Junior Students
Monday, October 12, 2026 - Friday Freshmen Students
Monday, October 19, 2026 - Tuesday, Sophomore Students
Monday, October 26, 2026 - Wednesday, Senior Students

November:
Action-Oriented in the workplace
e Monday, November 2, 2026 - Thursday Junior Students
Monday, November 9, 2026 - Friday Freshmen Students
Monday, November 16, 2026 - Tuesday Sophomore Students

Monday, November 23, 2026 - Wednesday Senior Students
Monday, November 30, 2026 - Thursday Junior Students

December:

Responsibility in the workplace
Monday, December 7, 2026 - Friday Freshmen Students
Monday, December 14, 2026 - Tuesday Sophomore Students
Monday, December 21, 2026 -Winter Break -No Monday Rotation
Monday, December 28, 2026 -Winter Break -No Monday Rotation

January:

Punctuality in the workplace
Monday, January 4, 2027 - Winter Break - NO ROTATION
Monday, January 11, 2027 - Wednesday Senior Students
Monday, January 18, 2027 - MLK Day - NO ROTATION
Monday, January 25, 2027 - Thursday Junior Students




February:
Dependability in the workplace
e Monday, February 1, 2027 - Friday Freshmen Students
e Monday, February 8, 2027 - Tuesday Sophomore Students
e Monday, February 15,2027 - President’s Day - NO ROTATION
e Monday, February 22,2027 - Wednesday Senior Students

March:
Initiative in the workplace:
e Monday, March 1, 2027 - Thursday Junior Students
¢ Monday, March 8, 2027 - Friday Freshmen Students
e Monday, March 15, 2027 - Tuesday Sophomore Students
e Monday, March 22,2027 - Spring Break - NO ROTATION
Monday, March 29, 2027 - Easter Monday - NO ROTATION

April:
Leadership in the workplace
e Monday, April 5, 2027 - Wednesday Senior Students

e Monday, April 12, 2027 - Thursday Junior Students
e Monday, April 19, 2027 - Friday Freshmen Students
e Monday, April 26,2027 - Tuesday, Sophomore Students

May:
Excellence in the workplace
e Monday, May 3, 2027 - Wednesday Senior Students
Monday, May 10, 2027 - Thursday Junior Students
Monday, May 17, 2027 - Friday Freshmen Students
Monday, May 24, 2027 - Tuesday, Sophomore Students
Monday, May 31, 2027 - Memorial Day - NO ROTATION

June:
NO MONDAY ROTATIONS




CWS Mailing Address:

De La Salle North Catholic High School
4300 NE Killingsworth Ave, Portland, OR
97218

Urgent Need or General Program
Inquiries:

503-285-9385 or
cwspmembers@dlsnc.org

Website: www.delasallenorth.org

DE LA SALLE

NORTHCATHOLIC
HIGH SCHOOL
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