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General Contact information

Main Telephone
281-501-1298

Mailing Address
Cristo Rey Jesuit Corporate Work-Study Program, Inc. 

6700 Mt. Carmel St.
Houston, Texas 77087

Facsimile
713-920-9073 

Sponsor Portal
www.sponsorportal.cristoreyhouston.org

Website
www.cristoreyjesuit.org

 

Staff

Brandice Pierre
Associate Director of Operations

bpierre@cristoreyjesuit.org

Jana Ames
Associate Director of Corporate Sponsorships

james@cristoreyjesuit.org

Caitlin Weber
Program Coordinator

cweber@cristoreyjesuit.org

 

Catherine Kochman
Program Coordinator

ckochman@cristoreyjesuit.org

Emma Chibnall
Program Coordinator

echibnall@cristoreyjesuit.org

Patrick Gill
Curriculum Manager

pgill@cristoreyjesuit.org

Rogelio Mendoza
Transportation & Logistics Manager

rmendoza@cristoreyjesuit.org
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Program overview

Welcome! Thank you for your participation as a student supervisor in the Cristo Rey Jesuit 
Corporate Work-Study Program, Inc. (CWSP).  The CWSP is an integral part of the educational 
experience at Cristo Rey Jesuit College Preparatory School of Houston (Cristo Rey Jesuit).  The 
CWSP enables students to earn money toward the cost of their high school college preparatory 
education through working in entry-level positions at Houston-area Sponsor companies.  

Students are placed in teams of four and assigned to positions at Sponsor companies. The CWSP 
coordinates schedules with Cristo Rey Jesuit so that each student worker is available one full 
work day each week plus an extra work day one Friday a month. The students’ class schedules are 
staggered so that they don’t miss any academic requirements. 
In exchange for the work provided by the student team, each Sponsor signs a contract agreeing to 
pay the CWSP a fee.  This “fee for service” is processed through a payroll system for the student 
worker. Instead of receiving a check for their net earnings, student workers sign an agreement with 
the CWSP assigning their earnings to Cristo Rey Jesuit to help offset the cost of their education.

Students are employees of the Corporate Work-Study Program.  Students are not employees of the 
Sponsors.  Students are not eligible for Sponsor benefits and should not presume that they may 
partake in such benefits.

By participating in the CWSP, Sponsors create an invaluable learning and work experience for 
urban youth.  The CWSP asks the Sponsors to treat the student workers as they would any other 
employee.  A Sponsor should feel free to instruct and express approval or disapproval with 
student workers about anything meriting comment.  Constructive feedback helps student workers 
understand the importance of responsible and professional comportment.

The CWSP works in partnership with Sponsor companies to manage the relationships between 
students and Sponsors.  Communication between the CWSP and Sponsors is vital.  Mutual 
collaboration enables the CWSP to both train and manage student workers.

This handbook outlines the resources, tools, and expectations for Sponsors participating in the 
CWSP. It explains policies and procedures of the CWSP.  The CWSP reserves the right to change 
or alter this handbook at any time.  Changes or modifications to this handbook will be made 
in writing to the Sponsors.  Requests for clarification of any part of this handbook should be 
addressed to the CWSP at Cristo Rey Jesuit. Concerns about students should be addressed to the 
CWSP.

3

Program overview



How the program works

Building the Pride
In order to prepare student workers for their jobs, which begin in September, the CWSP conducts 
an intensive training program called Building the Pride. It takes place over two weeks during the 
month of August and is designed to introduce all new student workers to both hard and soft 
workplace skills.    

Sponsor Assignments
Based upon a number of factors including Sponsor needs, the students’ academic requirements, 
interests, and their skill sets, the CWSP matches student work teams to each Sponsor.  The CWSP 
manages the Student/Sponsor relationship.  

Students are expected to conduct themselves in a mature manner consistent with the 
expectations of the workplace.  If a Sponsor is displeased with a student’s performance, the 
Sponsor is encouraged to address the situation as soon as possible with the CWSP.  Students will 
be removed from a position per the Sponsor’s request.  Every effort will be made to replace the 
student within ten (10) working days following removal.  If the CWSP is unable to replace the 
student, the Sponsor’s fee will be reduced pro rata at the Sponsor’s request.

Student Orientations
To ensure that each member of the student work team receives the same introduction and initial 
training, an on-site student team orientation is scheduled at their Sponsor’s office.  During the 
2015-2016 year, these orientations will take place on Tuesday, September 1, 2015 and Wednesday, 
September 2, 2015.

Weekly Student Work Schedule
Cristo Rey Jesuit student workers are equipped to excel in the workplace, typically performing the 
following tasks: filing, faxing, copying, scanning, inter-office mail sorting, answering phones, data 
entry, research projects, and general office tasks. 

Each student works at least one day during the week.  Normally, four students share one job and 
each works one Friday a month.  Please see chart on the following page for further clarification. 
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Weekly Student Work Schedule

A = Monday Worker                      B = Tuesday Worker
C = Wednesday Worker                 D = Thursday Worker

Student workers are expected to work a full day.  Student workers will typically be dropped off at 
their Sponsor location between 8:00 a.m. and 9:00 a.m. and will typically be picked up between 
3:30 p.m. and 4:30 p.m.  The Corporate Work-Study Office will notify Sponsors if there are any 
extraordinary weather or traffic events that would affect these timeframes.

Students and Sponsors will be notified of the transportation schedule and arrival/departure 
locations. Sponsors should allow approximately ten minutes for students to get to and from the 
bus/van stop each day.  

Student workers are responsible for watching their own time.  They are expected to check in upon 
arrival and to check out at their departure with their supervisor. Sponsors should notify the CWSP 
if students repeatedly arrive late or leave early.

Students take lunch and breaks according to the Sponsor’s schedule.  
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cwsp schedule overview

Work Year Overview
The work year begins on Tuesday, September 8, 2015 (the day after Labor Day) and continues until 
Thursday, June 2nd, 2016.

*Please note: Arrangements can be made with the CWSP to continue employment with a student 
worker during school holidays and/or the summer break for a fee.

Performance Reviews 
Sponsors:
Sponsors are requested to make a forthright evaluation of each student’s performance.  These 
electronic performance reviews will be conducted two times per year.  They are very important in 
communicating with the CWSP about student performance.  Additionally, students receive a letter 
grade on their report cards based, in part, on their reviews.

Performance reviews will be conducted according to the following schedule:
December 2015 (Mid-year Student Performance Evaluations)
May 2016 (Year-end Student performance Evaluations)

Students:
Students are requested to make a forthright evaluation of their work experience at the Sponsor 
company. These evaluations will be conducted at the same time sponsors complete their reviews 
of students (see above). 

Holidays
The CWSP asks Sponsors to allow student workers to take time off for school holidays. If a Sponsor 
needs their student worker(s) to work during a CWSP holiday, please notify the CWSP as soon as 
possible. A separate Holiday Break Agreement will be sent to you.  

If the Sponsor closes early during the work week, please notify the CWSP so that alternative 
arrangements can be made. 
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Important dates

2015
Tuesday, September 1

Wednesday, September 2

Tuesday, September 8 

Monday, October 12

Wednesday, November 11 

Wednesday, November 25 – Friday, November 27

Monday, November 30 

Monday, December 21 – Monday, January 4 

2016
Tuesday, January 5

Monday, January 18

Monday, February 15 

Monday, March 14 – Friday, March 18

Monday, March 21

Friday, March 25 – Monday, March 28

Tuesday, March 29

Friday, April 15

Friday, May 13

Friday, May 27

Monday, May 30

Thursday, June 2 

Saturday, June 4 

On-Site Sponsor Orientations

On-Site Sponsor Orientations

First Day of Work

Columbus Day (NO WORK)

Veterans Day (NO WORK) 

Thanksgiving Break (NO WORK)

Students Return to Work

Christmas Break (NO WORK)

Students Return to Work

MLK Day (NO WORK)

Presidents’ Day (NO WORK)

Spring Break (NO WORK)

Students Return to Work

Easter Holiday (NO WORK)

Students Return to Work

No Work

No Work

Last Work Day for Monday Workers

Memorial Day (NO WORK)

Baccalaureate Mass

GRADUATION
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Friday schedule

2015

September 11         Monday Students  
September 18         Tuesday Students
September 25         Wednesday Students

October 2         Tuesday Students
October 9         Thursday Students 
October 16         Monday Students
October 23         Thursday Students
October 30         Wednesday Students

November 6         Monday Students
November 13        Tuesday Students
November 20        Wednesday Students
November 27        NO WORK       
(Thanksgiving Break)

December 4         Monday Students
December 11         Thursday Students
December 18         Monday Students
December 25         NO WORK
(Christmas Break)

 

2016

January 1    NO WORK 
(Christmas Break)
January 8    Monday Students      
January 15    Monday Students
January 22    Tuesday Students
January 29    Wednesday Students

February 5    Monday Students
February 12    Wednesday Students
February 19    Monday Students
February 26    Thursday Students 

March 4    Tuesday Students
March 11    Wednesday Students
March 18    NO WORK
(Spring Break)
March 25    NO WORK
(Easter Break)

April 1     Thursday Students 
April 8     Monday Students
April 15    NO WORK
April 22    Thursday Students
April 29    Monday Students

May 6     Wednesday Students
May 13    NO WORK
May 20    Thursday  Students
May 27*    Monday Students
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cwsp policies

Time Sheets
As a way to ensure that all student workers are fully accountable for their time worked, Sponsors 
are asked to complete a daily time sheet for each student worker. Each work day, students 
received an emailed time sheet that they must complete, providing details of their work activities 
and hours worked.  Once completed, an email is sent to their direct supervisor, who is asked to 
comment on the student’s work. Supervisors should confirm the arrival, lunch and departure times 
of their students. The time sheet is sent to the CWSP upon clicking “Send.” If a Sponsor wished 
to speak to a representative from CWSP, there is a box on the time sheet marked “Please contact 
me.”  If a sponsor checks this box, the CWSP will contact them.
 
Absence Policy
Students are expected to be at work on each of their work days.  Because each student works only 
five days in a month, missing one day of work is very serious. The CWSP has strict rules regarding 
missed work. Students are expected to make up any missed days prior to the end of the semester 
in which the days were missed. The Corporate Work-Study office will provide Absence Make-Up 
Forms to students and Sponsors. Please see below for possible 2015-2016 make up dates.  The 
Appendix also has a sample Absence Make-Up Form. 

In general, if a student is absent:
In the fall, absence make-ups are done over the Christmas Break.
In the winter, absence make ups are done over Spring Break.
In the spring, absence make-ups are done the first week after school is over for the year.  Thi  s is 
the last time that students can complete absence make -ups.

Make-Up Days
Sponsors pay a fee in return for hours worked, so an absence from work must be made up to fulfill 
the CWSP’s commitment to Sponsor.  There are few exceptions to this policy.  If a student worker 
misses work, he/she is responsible to schedule a date to make up the missed day.  Student workers 
are encouraged to use school holidays to make up missed days. Please see sample Absence Make-
Up Form in the Appendix. 
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2015
Monday, October 12
Wednesday, November 25
Friday, November 27
Monday, December 21
Tuesday December 22
Wednesday, December 23
Monday, December 28
Tuesday, December 29
Wednesday, December 30

 

2016
Monday, January 4
Monday, February 15
Monday March 14
Tuesday, March 15
Wednesday, March 16
Thursday, March 17
Friday, March 18
Friday, April 15
Monday, June 6
Tuesday, June 7

 



Illness at Work
In the event of an emergency, please call 911 before contacting the CWSP.
If a student worker becomes ill at work and cannot finish the work day, the Sponsor should call the 
CWSP. The CWSP will arrange to pick up student worker.  Please do not allow student workers to 
leave the work place unless instructed by the CWSP.  Please do not dispense any medications to 
students.  If the student leaves work before 1:00 pm, he/she will be required to make up a full day 
of work.

Tardiness
If a student worker is late to work, the Sponsor is asked to notify the CWSP. The tardiness will be 
addressed by the CWSP.

School Activities and Sports
A student may not miss work or be picked up early in order to participate in extracurricular 
activities like regular sporting events, school dances, or prom. The student worker’s first 
responsibility is to his/her job. In the event of a state championship game, prior notice for a 
student missing will be provided by the CWSP and the Cristo Rey Jesuit Athletic Department. 

Lunch Policy 
Student workers are allowed to take lunchtime and breaks according to the Sponsor’s preference 
and schedule.  Most student workers will take a lunch break at some point between 11 a.m. and 
2 p.m.  Students may not miss lunch in order to leave work early.  Sponsors are encouraged to 
instruct the student workers of the lunch/break schedule.  If a student does not comply with the 
Sponsor’s designated lunch schedule, please notify the CWSP office.

It is up to the Sponsor’s discretion to allow or not allow student workers to leave the job site for 
their rest breaks and lunch. If a student worker does not have permission to leave the job site, 
please communicate it to the CWSP to ensure proper follow through. 

The CWSP recognizes that lunchtime is a great way to build community in the workplace and there 
might be occasions when the student worker will be invited to join his/her co-workers for an off-
site lunch. Please request permission from the CWSP to take the student worker off-site for lunch.  
Please also make sure that students are in a multiple adult environment when off-site.

All students expected to report back to work within the timeframe the Sponsor designates.

Office Parties
The CWSP sincerely appreciates Sponsors who wish to include our students in their office 
celebrations, provided the event falls on a student’s work day and does not involve alcohol. Due to 
the students’ rigorous academic schedules, students are not permitted to leave school on a non-
workday for holiday parties or end of year celebrations. 
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Parents
The CWSP works in partnership with Sponsors on all matters of student concern.  However, 
because the CWSP functions as a contract employment agency, the CWSP is the primary point of 
contact between Sponsors, students and their families.  If parents call a Sponsor with questions or 
concerns, please refer them directly back to the CWSP.

Incidents on the Job
The CWSP has a vested interest in both the continued satisfaction of its Sponsors and the 
continued success of its student workers in their work experiences.  The CWSP will act as 
mediators / relationship managers in any challenging situations between the Sponsor and the 
student worker.

Sponsors are requested to notify the program immediately regarding any incident of misconduct 
involving a student worker.  

Misconduct
Sponsors should be aware that any student behavioral issues occurring at work will be dealt with 
on an individual basis.  The CWSP expects student workers to conduct themselves in a mature, 
professional manner.  Incidents of misbehavior by student workers in the workplace are treated 
very seriously.  The CWSP may choose to remove a student worker from the workplace.  If this 
occurs, the CWSP will coordinate with the Sponsor to replace the removed student.

Student workers are held to high standards of honesty and integrity by the CWSP.  The program 
has instructed them that use of a Sponsor’s telephone, internet, office equipment, offices services 
or other office materials without a supervisor’s approval is prohibited.

Sexual Harassment and Discrimination:
The CWSP requests and expects that all Sponsors treat its student workers with respect. For the 
safety of its student workers, and in conjunction with the Sponsor’s own policies, the program
is very sensitive to matters involving sexual harassment, discrimination or other inequitable 
treatment of student workers based on gender, race, culture or religious beliefs and reserves the 
right to remove student workers if necessary.  If a student worker reports any incident, the CWSP 
will contact the Sponsor to evaluate and investigate the situation.  Whenever possible, the CWSP 
will cooperate with the Sponsor’s Human Resources area to resolve the situation according to the 
organization’s guidelines.

Social Networking
While we encourage that you foster professional and mentoring relationships with students at 
the workplace, please avoid undue familiarity with students, partiality, or any conduct that might 
create the possible interpretation of impropriety. Socializing with individual students outside 
the workplace is strongly discouraged. This includes social networking such as Facebook, Twitter, 
Snapchat, Kick, Vine, Instagram, Tumblr, Pandora, Spotify, YouTube and instant messaging that is 
not work-related.
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Drug Testing, Finger Printing and Background Checks
If the Sponsor would like to conduct its own drug testing, finger printing or background checks, 
please notify the CWSP before doing so.  The CWSP would like to confirm that proper permission 
has been obtained from the student worker’s parents/guardians.  The CWSP will cooperate with all 
reasonable and necessary Sponsor requests for documentation.

Nondisclosure Agreements
Some Sponsors require students to complete nondisclosure agreements.  Please notify CWSP if 
this is necessary.

Transportation
The CWSP provides transportation to and from the workplace for all student workers.
Parents may not drop-off or pick-up a student at work.  Students may not drive themselves to or 
from work. The student worker is responsible for being on time for the morning and afternoon 
bus.  Sponsors are asked to allow student workers to leave in the afternoon about ten minutes 
before the bus arrives at the scheduled stop. 

Items Prohibited at the Workplace
Student worker use of personal cell phones (unless in cases of an emergency), video games, iPods, 
iPads, CD players, radios, headphones, video games, or sunglasses is prohibited at the workplace 
(unless given express permission by their Sponsor supervisors). Please inform the CWSP if students 
use or wear any of the aforementioned items without permission.

Workers’ Compensation and Liability Insurance
Student workers are employees of the CWSP, therefore, the program carries extensive Workers’ 
Compensation coverage for them.  As stated in the Sponsor Agreement, the CWSP also holds 
liability coverage for itself and the student workers.  A copy of the Outline of Coverage for liability 
insurance is available at the request of the Sponsor.

Contracts and Billing Information
The CWSP requires contracts for all Sponsors for each year of participation.  Modifications or 
changes to the contract can be made at the Sponsor’s request.

The CWSP offers a range of billing plans for Sponsors.  Please review the contract for details about 
payment plans and wire transfers.  The Sponsor should contact the CWSP if there are any changes 
to the billing information or the Sponsor’s key contacts list.
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Frequently asked questions  (faq)

How old must a student be to participate in the Corporate Work-Study Program (CWSP)?
All students must be 14 years of age before they begin to work for a corporate sponsor.

Are there any child labor issues?
No, in 1996, Cristo Rey Jesuit received an exemption from the US Department of Labor which 
allows Cristo Rey Jesuit to employ children 14 years and older (US standard is 16).  Each year this 
exception is renewed by the Cristo Rey Network.  

How many days a week does a student work? 
Each student works at least one day during the week.  Four students share one job, and on the 
fifth day, the students rotate, such that every four weeks, all students work 5 total days:

What type of jobs do students perform at the work site?
Typically, all students perform similar entry-level clerical duties:  answering phones, sorting and 
delivering mail, scanning and faxing documents, data entry, filing, running office errands and using 
Microsoft Office Software.  Specific job descriptions differ from Sponsor to Sponsor.

Do students get paid directly?
The fee that the Sponsors pay goes to the CWSP, not the students, and is applied to their tuition. 
On a Sponsor-by-Sponsor basis, some students have the opportunity to work during the Christmas 
and summer breaks.  The CWSP manages the processes for pay earned during these breaks, which 
the students receive directly. 

How do the students get to work?
On their assigned day, students will be transported to and from work by the CWSP.  Depending on 
their bus/van schedule, students typically arrive at their workplace between 8:00 a.m. and 9:00 
a.m. They are typically picked up between 3:30 p.m. and 4:30 p.m. 

Does the work schedule interfere with academic studies?
Schedules are structured so that students work without missing class.  On school days, students 
attend classes in an extended day format (7:30-4:00) to complete a full course load.



Do all students go to work?
Yes, all Cristo Rey Jesuit students participate in the work-study program.  CWSP is part of the 
curriculum and it finances more than 65% of each student’s education.

Do students choose where they go work? 
After considering students’ skill levels, interests and the skill sets needed by the Sponsor, the 
CWSP determines where students are placed. 

Is there a dress code?
Cristo Rey Jesuit students are held to strict standards.  All students are required to wear their 
school Dress uniform to work.  Students must adhere to the dress code at all times. Please see the 
detailed dress code policy in the attached Appendix.

Who supervises Cristo Rey Jesuit students at the workplace?
Students have a supervisor to whom they report to for daily tasks, instruction and feedback on 
their performance.  All disciplinary actions are conducted through CWSP.

If I have a problem with the student, should I deal with the student directly?
If there ever is an issue with a student at the work place, you may deal with that student directly. 
However, please keep the CWSP involved. At the request of the Sponsor, student workers can be 
removed from the position and the CWSP will replace the position with another student worker.

As a Sponsor, what responsibilities do I have?
The three biggest responsibilities are to: 
•  Provide a positive working environment for the student. 
•  Provide a supervisor(s) who believe in the program and the success of Cristo Rey Jesuit students. 
•  Provide meaningful work for the student and explain to them the importance of their role. 

What are the expectations of students in the CWSP?
In order to participate in the CWSP, students are required to commit themselves to high standards 
of responsibility and behavior.  

How are students prepared for their work-study jobs?
New students attend a rigorous summer training program called Building the Pride, which includes 
courses in first impressions, computing, office machines, filing, public speaking, etiquette and 
ethics.
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What are the advantages of hiring a Cristo Rey Jesuit student?  
Sponsors are:
•  Providing job opportunities that enable hard working, economically-challenged students to 
    receive an affordable college prep education. 
•  Supporting the local community by educating Houston’s future leaders.
•  Bringing diversity to the work place.
•  Avoiding personnel headaches---the Corporate Work-Study team handles all personnel 
    concerns.
•  Providing benefit savings-- students are employed by the CWSP. Sponsors do not pay taxes,    
    healthcare and other employee expenditures.
•  Receiving reliable workers who are transported to and from work by the CWSP .
•  Hiring a trained part-time workforce to draw from as special projects arise during student 
    holidays and summer vacation.

Is it possible to hire the students for school breaks?
Yes, it is possible to hire the students during school.  Since CWSP operates like a staffing agency, 
CWSP handles the payroll and the student workers receive payment for the extra time at work. 

How can I hire a Cristo Rey Jesuit student?
Contact the Corporate Work-Study Program.
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Tips on working with student workers

There are several basic strategies Sponsors can implement that will enhance the student workers’ 
abilities to contribute to your organization.  These recommendations come from current and 
former CWSP Sponsors and the CWSP. They are meant to serve as guidelines as your organization 
begins working with student workers.  Sponsors with successful strategies are asked to share their 
ideas with the CWSP.

Structure: Student workers typically perform well when they are given a schedule and asked to 
follow it every day at work.
Example: Give student workers a “task list” or “to-do list” at the beginning of the year that outlines responsibilities 
when they arrive each morning.  Keep the list posted and updated as a student worker reference tool.

Verbal Engagement: Some student workers, particularly freshmen, can be shy and reserved when 
they begin working.  Student workers typically perform well when they are encouraged to speak 
up, ask questions, and engage co-workers.  Culturally, student workers are often taught to avoid 
eye contact. Questioning an authority figure is often looked upon as a sign of disrespect. The 
student worker might need encouragement to speak up.
Example: Give student workers verbal instructions, and then ask them to repeat the directions.

Ownership: Student workers typically succeed when they have a sense of ownership in the 
workplace.
Example: If possible, provide a desk, computer, phone, mailbox, file folder or drawer where student workers can 
receive assigned tasks and store materials.

Feedback: Student workers need information to evaluate their work, especially since they are only 
at work one day a week.
Example: Review the student worker’s day with them and offer advice on areas of strength and areas for 
improvement.

Tests: Student workers can be held responsible for information pertaining to job responsibilities 
and he/she can be evaluated based on this information.
Example: Quiz student workers (written or orally) about job responsibilities such as proper procedures (how to answer 
the phone, how to file), how to handle time sensitive needs (FedEx pick up times) or geography (location of different 
departments).

Variation and Challenge: Student workers appreciate variety in their responsibilities and have a 
desire to work on challenging projects.
Example: Consider setting aside the Friday work day as a time for “project work”; student workers can work on 
tasks different from their regular work day.  Ask outstanding student workers if there are other office tasks they are 
interested in learning or doing.

Accountability: Student workers often succeed and are most serious when they know they will be 
held accountable for their work.
Example: Hold student workers accountable for all of their time on a given day.  Make the students take note of what 
they accomplish during each hour of their day at work. This will demonstrate whether they used their time wisely.  
This also allows students to retain the information and instruction they learn from week to week. 
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Dress Code

Cristo Rey Jesuit maintains a code of dress and grooming consistent with its character as a private, 
Catholic, college-preparatory school and of the professional world of which the students are 
preparing to join. 

The overall dress code requires that all students look professional, neat and appropriate as a 
positive representative of Cristo Rey Jesuit.  This overarching principle supersedes the specifics of 
the Dress Code Policy and is enforced at the discretion of the Administration. 

The uniform for ALL students is as follows (purchased at Parker Uniforms):

Shirt: White button-down shirt or blouse is required. All shirts must have a school embroidered              
emblem.

Ties:  Cristo Rey Jesuit striped tie (style is gender specific).

Shoes: Leather or synthetic leather dress shoes, brown or black. No open toed, open heeled or 
high-heeled shoe.  Heels should be less than one and a half inches. No boots, athletic shoes, shoes 
with sparkles or glitter, Vans (or Van-like shoes), Toms, or sandals will be permitted.

Undergarments: Undershirts must be white with no writing, images, and/or designs and should 
not be able to be seen. Long sleeved undershirts should be worn only with long sleeved shirts.

Dress Uniform
 Underclassmen: A navy blue vest with the school emblem must be worn by 
 underclassmen for work, days of liturgy and for special occasions to be announced
 Seniors: A navy blue sports coat with the embroidered school crest pinned to the left chest 
 pocket must be worn DAILY. Sleeves are not permitted to be rolled up.               

Sweaters: School sweaters and letter jackets are optional (for upperclassmen only) and allowed 
inside the classroom. During inclement weather, students may wear appropriate outerwear 
(raincoats, overcoats, sweatshirts, hoodies, etc.) going to and from school and at the workplace, 
but are prohibited from wearing them once they have arrived on campus or at the workplace.

Blazers: To be worn daily by all Seniors. A navy blue blazer with the school emblem pinned to the 
left chest pocket.

Lettermen Jackets: School issued and designed Lettermen Jackets may be worn on only those 
school days (not work days) specified by the Administration. 

Accessories: Hats and sunglasses are not permitted.
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Sweatshirts: Any sweatshirt, including the CRJ hoodie, may NOT be worn to work or at any time 
during the school day. Failure to comply with this may result in confiscation of the item. 

The uniform details for MALE students are as follows:

Pants: Khaki dress slacks purchased only from Parker Uniforms  with a leather or synthetic leather 
belt (no Dickies, baggy pants, cargo pants, pants with extra pockets or jean like fabric pants will be 
permitted).              
 
Belt: Must be a solid dark color.  No large belt buckles are permitted.

Buttons: White button-down shirt that must be tucked-in at all times. All buttons must be but-
toned at all times, including the top-most and collar buttons. 

Tie: Uniform tie, cinched at the collar.  Seniors have the option to wear Cristo Rey Jesuit bowties.

Socks: above the ankle length socks of an appropriate dark or khaki color.

Jewelry is limited to: an appropriate necklace worn underneath the shirt, a single watch or brace-
let for either arm, or a single ring.  No earrings or piercings are permitted.  All jewelry must be 
appropriate for Cristo Rey Jesuit. Seniors may wear the school approved Cross of Constantine.
Hair is to be neat, clean, properly combed of modest and professional length, thickness, and style 
and of the student’s own natural color.  Hair length may not touch the collar of his shirt, or cover 
the student’s eyes. 

Facial hair is not permitted.  Students must be clean-shaven.  Sideburns must be above the ear-
lobe. 

The uniform details for FEMALE students are as follows:

Skirt: Gray skirt, purchased only from Parker Uniforms with modesty shorts.  Skirts must be no 
shorter than the top of the knee when standing.

Buttons: All buttons must be buttoned at all times, only with the exception of the top-most button. 

Tie: Girl’s Cristo Rey Jesuit tie, worn loose, just below collar.

Socks: Matching solid crew socks, knee socks, solid opaque tights or athletic socks in white, navy, 
black or gray may be worn.  No decoration is allowed.

Jewelry is limited to: one pair of tasteful earrings worn on the ear lobe (no larger than a quarter), 
an appropriate necklace worn underneath the shirt, a single watch or bracelet for either arm, one 
ring per hand.  All jewelry must be appropriate for Cristo Rey Jesuit. Seniors may wear Cross of 
Constantine.
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Make-up and Nails: Appropriate, modest and tasteful.  No dark or bright colors or designs are per-
mitted.  This includes eye shadow and nail polish. Red, pink, peach and French-Nails are generally 
considered acceptable. 

Hair: Neat, clean, properly combed of modest and professional style, and a natural color. Hair 
should not cover a student’s eyes.  Bows, ribbons, and hair accessories should be moderate in size 
and appearance (no bandanas may be worn).

OPTIONAL FOR WORK DAYS ONLY
Khaki dress slacks purchased only from Parker Uniforms (no Dickies, baggy pants, cargo pants, 
pants with extra pockets, skinny jeans or jean like fabric pants will be permitted).  A leather or 
synthetic leather black or brown belt is required for pants with belt loops. The pants should be of 
an appropriate fit for a Catholic school and professional environment.

Adherence to the dress code policy will also be enforced on student work days.  Students that are 
not dressed appropriately on work days may be asked to return home and be counted absent for 
the day.

Violations of any of these dress policies will result in appropriate consequences.  Repeated or egre-
gious violations will result in a meeting with a member of the Administration.  The Administration 
has the final say on all dress code policies.  
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2015 - 2016 Academic calendar 
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2015 – 2016 - ACADEMIC CALENDAR 

Monday workers 
Tuesday workers 

Wednesday workers 
Thursday workers 

Non-school day 
Required school days but not work days  

July   January  

S M T W T F S   S M T W T F S  
   1 2 3 4          1 2 12/21 - 1/4 - Christmas Vacation 

5 6 7 8 9 10 11   3 4 5 6 7 8 9 4 – Faculty/Staff Inservice – No School for 
Students 

12 13 14 15 16 17 18   10 11 12 13 14 15 16 5 –  2nd Semester Begins – Student Return  
19 20 21 22 23 24 25 22 — Last day of Summer School  17 18 19 20 21 22 23 18 - MLK Day (NO SCHOOL) 
26 27 28 29 30 31    24 25 26 27 28 29 30 15 –  Mass/Early Dismissal 
         31        
                 

August   February  

S M T W T F S   S M T W T F S  

      1 4 – 14 – CWS Training for incoming 
students   1 2 3 4 5 6 10  –Ash Wednesday 

2 3 4 5 6 7 8 13 - Senior College Boot Camp  7 8 9 10 11 12 13 12 -  Mass/Early Dismissal 
9 10 11 12 13 14 15 14 -  CWS Training Ends  14 15 16 17 18 19 20 15 – Presidents Day (NO SCHOOL) 

16 17 18 19 20 21 22 17 – Begin full days – All Students  21 22 23 24 25 26 27  
23 24 25 26 27 28 29 27 – Mass of the Holy Spirit  28 29       
30 31      28 -  No school          
                 

September   March  

S M T W T F S   S M T W T F S  
  1 2 3 4 5     1 2 3 4 5 4 -  Mass/Early Dismissal 
6 7 8 9 10 11 12 7 – Labor Day (NO SCHOOL)  6 7 8 9 10 11 12 11 – End of 3rd Quarter 

13 14 15 16 17 18 19 8 – Work begins    13 14 15 16 17 18 19 14 – 18 – Spring Break (NO SCHOOL) 
20 21 22 23 24 25 26 25 –  Mass/Early Dismissal  20 21 22 23 24 25 26 21 – Begin 4th Quarter 
27 28 29 30      27 28 29 30 31   25 – 28-  Easter Holidays (NO SCHOOL) 
                 
                 

October   April  
S M T W T F S   S M T W T F S  

    1 2 3 12 - Columbus Day (NO SCHOOL)       1 2  
4 5 6 7 8 9 10 14 - PSAT testing (10th & 11th)  3 4 5 6 7 8 9  

11 12 13 14 15 16 17 16 - End 1st Quarter  10 11 12 13 14 15 16 15 – NO SCHOOL 
18 19 20 21 22 23 24 23 – Mass/Early Dismissal  17 18 19 20 21 22 23 22 -  Mass/Early Dismissal 
25 26 27 28 29 30 31 19 – Begin 2nd Quarter  24 25 26 27 28 29 30  
                 
                 

November    May  

S M T W T F S   S M T W T F S  
                2 – 12 – AP Testing 
1 2 3 4 5 6 7 6 -  Mass/Early Dismissal  1 2 3 4 5 6 7 13 –  NO SCHOOL (Make up day) 

8 9 10 11 12 13 14 11 – Veterans Day – Building the 
Kingdom.   8 9 10 11 12 13 14 20 – 25 – 12th Grade Exams 

15 16 17 18 19 20 21 25 – 27- Thanksgiving (NO SCHOOL)  15 16 17 18 19 20 21 30—Memorial Day (NO SCHOOL) 
22 23 24 25 26 27 28   22 23 24 25 26 27 28 31- 3 – Senior Week  
29 30        29 30 31     27 – 2 - Exams 9th – 11th grades 
                 

December    June  

S M T W T F S   S M T W T F S  
  1 2 3 4 5      1 2 3 4 2 – Baccalaureate Mass 
6 7 8 9 10 11 12 15 - 18 - Midterm Exams  5 6 7 8 9 10 11 4 – Graduation 

13 14 15 16 17 18 19 18 – 2nd Quarter and 1st Semester end  12 13 14 15 16 17 18 15 – Summer School begins 
20 21 22 23 24 25 26 12/21 - 1/5 - Christmas Vacation  19 20 21 22 23 24 25  
27 28 29 30 31     26 27 28 29 30    

                
 
 
 

                 

21



SAMPLE FORM 

 

Absence Make‐Up Form 

The Student and I have discussed his/her absence(s) and have mutually agreed that he/she will make up the 
absence on the date(s) listed below: 

Student Name   

Date(s) Absent   

Sponsor   

Supervisor Name   

Make‐up Date(s)   

 

Supervisor Signature  ______________________________________  Date  ___________________ 

I understand that an absence from the first semester needs to be made up before Monday, January 4th.  

Student Signature  ______________________________________  Date  ___________________ 

Fall 2015 Absence Make‐Up Dates 

October 12, 2015        Columbus Day 

November 27, 2015        Thanksgiving Break 

December 21, 2015‐January 4, 2016    Christmas Break 
 

Students, please check whether or not you will require transportation for your make‐up day:  

____ Yes    ____ No 
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SAMPLE FORM 

SPONSOR AGREEMENT ADDENDUM  
For Cristo Rey Jesuit Student Employment 

 
 
This Addendum serves as a written modification to the Sponsor Agreement dated ______________ 
between ___________________________________ (Sponsor Company) and the Cristo Rey Jesuit 
Corporate Work-Study Program, Inc.  
 
Pursuant to the terms of the agreement, Sponsor agrees to provide work for ___________________ 
(Student Name), a CWSP employee, for the days indicated below. The Sponsor agrees to pay the 
per diem flat rate of $85.00. CWSP will handle payroll issues (I-9 forms, W-4 forms, Worker’s 
Compensation, FICA, FUTA, Employer Taxes, etc. and pay the student/worker a per diem flat rate 
of $77.00). 
 
The Sponsor agrees to hire the Student for the following days: ______________________________ 
 
The Sponsor agrees to hire the Student for ________ (number of days) 
 
 
 
 
 
 
In witness whereof, the parties agree to this modification as of the date indicated below. 
 
 

 
Total # of days worked       x $85.00 =    TOTAL 

 

 
CRISTO REY JESUIT  
CORPORATE WORK-STUDY PROGRAM, INC., 
a Texas not-for-profit corporation 
 
 
  
its __________________________________________ 
6700 Mount Carmel Street 
Houston, TX 77087 
(281) 501-1298 
 
 
  
Date 

 
SPONSOR 
 
  
Company Name 
 
  
Street Address 
 
  
City, State, Zip Code 
 
  
Signee 
 
  
Print Name 
 
  
Title 
 
    
Email Phone 
 
  
Date 
 
  



nOTES
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6700 Mount Carmel Street
Houston, Texas 77087

281-501-1298
www.cristoreyjesuit.org


