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OVERVIEW

he Holy Cross High School Corporate Internship
Program is a co-curricular component of the 21st
century approach to Catholic Education. Students
at Holy Cross engage in a variety of real-world authentic
experiences to deepen their liberal arts education. Designed to
bring together the core components of learning in the classroom
with skills development for today’s economy, this program gives
students a complete educational foundation for success in a
rapidly changing world. There are two major components that
ensure success of this program: robust curriculum and engaged
corporate partners.

workforce preparation. Internships introduce you to the habits and
value of compensated work, while making connections between
academic learning and its real-world application.
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The Harvard University report, Pathways to Properity (February,
2011) suggested that “Work-lined learning should play an
especially important role in the new American system of
pathways to prosperity. There is mounting evidence that this
would be an effective strategy for encouraging young adults
to complete both high school and post secondary degrees.
Co-operative education is a tested model that provides students
with extensive work experience that’s carefully monitored by the
school.”

According to the National Academy Foundation High School
internships are just one component of the continuum of
internship-based learning experiences; if properly designed and
implemented, they can be the pinnacle of years of carefully
planned learning opportunities that bring together key workplace
lessons. High School Internships are essential component of the

An integral part of a student’s educational experience at Holy
Cross High School is the internship experience. Every junior
and senior student is assigned to intern at a Corporate Partner
company one day a week at the same company for the school

POLICIES THAT SUSTAIN HIGH QUALITY INTERNSHIPS:
RESULTS FOR YOUTH:
Youth learn about the world of work and their place in it, the correlation
between school and skills and work skills and the ingredients needed for
the future workforce success.

STANDARDS
FOR QUALITY
INTERNSHIPS

RESULTS FOR SCHOOL PERSONNEL AND PARTNERS:
School personnel learn to work collaboratively with participatinginternship
providers and receive the necessary training to help youth succeed in and
maximize their internship opportunities.
RESULT FOR EMPLOYERS:
Employers see a return on investment that increases their visibility in
their local, national and international markets; improves productivity; and
contributes to creating a talented workforce now and in the future.
CHART INFORMATION PROVIDED BY THE NATIONAL ACADEMY FOUNDATION
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This handbook outlines the expectations for Corporate Partners,
Holy Cross Student Interns and Families participating in the CIP
and explains policies and procedures for the CIP. The CIP 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 Corporate Partners. Requests for clarification of any part of
this handbook should be addressed to Shelly Pence, Corporate
Internship Director spence@holycrosshs.com

year (August-May). Each student will intern one regular day,
juniors on Tuesday and seniors on Thursday, without missing
instructional class time.
Holy Cross High School Corporate Internship Program
(CIP) will provide supervision and coordination for the
internship and educational aspects of the program
along with regularly scheduled visits to the internship
placement of all participating HCHS Corporate
Partners. The CIP staff will work closely with the
on-site assigned supervisors at all participating
HCHS Corporate Partners to ensure compliance
and safety.

TECHNICAL
SKILLS

BUSINESS
ETIQUETTE &
ETHICS

COMPLEX
REASONING
STRATEGIES

PERSISTENCE

The CIP requests and expects that all supervisors
treat its student-interns with respect. For the safety
PRODUCTIVITY
of its student-interns, the Program is sensitive to
matters involving sexual harassment, discrimination
or other inequitable treatment of student-interns
based on gender, race, culture or religious beliefs and
INITIATIVE
reserves the right to remove student-interns if necessary.
& SELF- DIRECTION
If a student-intern reports any incident, the CIP will contact
the Corporate Partner to evaluate and discuss the situation.
Whenever possible, the CIP will cooperate with the Corporate
Partner to resolve the situation according to the organization’s
guidelines.
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PRECISION
& ACCURACY

TEAMWORK
&
COLLABORATION

WHAT ARE THE BENEFITS?

he internship experience should be viewed by business
leaders as a rational investment. Employers, industry
leaders and schools recognize that when young people
understand the nature of work and the opportunities available
to them, they are more likely to become productive, responsible
members of the community. In turn, these same youth begin to
value their educational experience.

• School is informed about the progress of youth in their
		 internship and are able to use this information to tailor
		 individual instruction to support the objectives of youth’s
		 written training plans.
• Partnerships between school and workplaces are fostered
		 and school/work collaboratively with companies. High
		 school internships provide opportunities for teachers to
		 classroom learning into real-world context- ultimately
		 benefiting youth as well.
• The school understands how their academic discipline is
		 applied in different work settings
• School establishes a viable employment link between
		 students & the future workplace.
• School creates enhanced non-traditional learning
		 opportunities for students.
• Skills are practiced & evaluated under supervision
		 on the job in a real-world environment.
• School improves student outcomes, placement, completion
		rates.
• School increases graduation rates
• New opportunities to develop programs and partnerships
		 outside of the school environment.
• Advocacy for school & program
• School ncreases industry contacts “people” resources for
		 school committees, organizations & initiatives & financial
		 investment in school program.
• School validates program success & accountability
• School increases student motivation.
• School curriculum resource enhancement
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Youth learn about essential aspects of the world of work, the
correlation between school and work skills, and the components of
success in the workplace.
BENEFITS FOR THE SCHOOL:
Meaningful internship experiences require schools to understand
how business and industry work and to work with “outsiders” in
the development of opportunities for young people. Participation
in the development of the program and in the planning and
management of its many activities provide unique, interesting and
meaningful professional development opportunities. Internships
helps students connect curriculum and do better in class. Specific
benefits include:
The school works collaboratively with internship providers
and receive training to help youth maximize their internship
opportunities. The school and their community partners are the
link between the academic experience and the company hosted
leadership helps youth prepare for participate in and reflect on
the internship experience. It is essential that the school and the
school partners can effectively prepare youth and companies for
the internship experience. High quality internships result in the
following for the school:
•
		
		
		
•
		

BENEFITS FOR THE
COMPANIES/ORGANIZATIONS:
While the primary goal of the internship is student education,
benefits to the participating companies are significant—
particularly from a strategic perspective. Companies nationwide
who have initiated new projects with student interns have
found renewed interest in and opportunities for professional
development of all staff, and benefited from the creative, high

School has access to effective professional development
experiences to ensure internships are included in the course
curriculum in a way that complements and supports core
competencies and academic requirements.
School has time to build their understanding about how to
maximize high school internship experiences for the student.
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energy spirit that teens bring to the workplace.
Companies/ organizations should see a return on their
investment that includes increased visibility in their local, national
and international markets; improved employee productively; and
greater ability to create and retain talented workforce.
Companies/Organizations are key partners in high school
internships. They open the world of work to youth to teach
them the content, skills and attitudes needed to succeed in
a work environment. To maximize their participation and the
benefits received by youth, need support before, during and after
internships are implemented. High quality high school internships
result in the following for companies/organizations:
• Receive productive work that furthers the mission and goals
		 of their organizations.
• Companies/Organizations are involved in defining the
		 skills that are needed to succeed in a high school internship
		experience.
• Companies/Organizations benefit from positive public
		 relations and workforce impact generated by their
		 connection with support of youth in communities. As a
		 result, they are able to better attract and retain employees.
• Companies/Organization staff members are energized
		 by new ideas and connections with youth that anchor their
		 organizations to their communities. Resulting in high morale
		 and productivity among existing workers.
• Companies/Organizations receive a return on investment
		 through the following:
• Companies/Organizations lower recruiting costs
• Companies/Organizations lower new employee training
		costs
• Companies/Organizations increase retention (lower
		 employee turnover)
• Companies/Organizations increase opportunities for
		 networking and developing new customers, clients and
		markets.
• Companies/Organizations increase their ability to implement
		 their social responsibility pledges community investment
		 goals or strategic philanthropic endeavors- particularly in the
		 area of district community involvement of employees.
• Companies/Organizations assist in development of a skilled
		workers.
• Companies/Organizations enhance skills of incumbent
		workers
• Companies/Organizations identify, utilize & reward untapped
		 resources for instruction & skill development in the job itself
		 and current workers (more productive workforce)

• Companies/Organizations influence curriculum
		 enhancements to increase instructional effectiveness.
• Companies/Organizations support career advancement for
		 students and current employees
• Companies/Organizations improved recruitment
• Community & Positive PR
• Long-term workforce development
• Companies/Organizations assessment of student potential
		 for long-term employment
• Companies/Organizations reduce training costs
• Companies/Organizations increased professional
		 development of regular staff
• Companies/Organizations reduce hiring costs
• Understanding of generational impact on company.
• Companies/Organizations provide freedom for professional
		 staff to pursue creative or more advanced projects.
• Companies/Organizations assist an organization in
		 application of the latest strategies and techniques in the
		field.
• Companies/Organizations promote community involvement		 excellent public relations tool.
• Companies/Organizations create awareness of the field for
		 future hires.
• Companies/Organizations give to the community by
		 teaching the prospective work force.

6

STUDENT BENEFITS:

• Students include their families in the learning experience.
		 Youth in learning and new opportunities leading to
		 higher expectations for lifelong achievement. Youth and
		 families receive support to make internships a collective
		 learning experience.
• Students are ensured the assignment of challenging
		 projects and tasks.
• Students are provided projects that complement
		 academic programs and/or career interests.
• Students are given broad exposure to the company/
		organization.
• Students are provided adequate, reliable, and regular
		 supervision and mentoring.
• Students ensure the assignment of challenging projects and
		tasks.
• Provide projects that complement academic programs
		 and/ or career interests.
• Give broad exposure to the organization/company.
• Provide adequate, reliable and regular supervision and
		mentoring.

Planned, documented and evaluated internships with a
mentoring relationship result in better understanding of career
opportunities and workplace requirements and expectations.
Students participating in the internship may:
• Students have increased focus and purpose
• Students better understand real life issues as they learn
		 academics in context.
• Students are more goal-oriented; they have a reason for
		 and interest in continuing education.
• Students develop better problem-solving skills
• Students understand the concept of work and work ethic.
• Students have improved attendance and better grades
• Students develop a portfolio of skills relevant to their future
		 career paths.
• Students have increased confidence to assume
		 responsibility and make decisions.
• Students better understand issues of budget, personnel and
		 organizational structure.
• Students are motivated to be successful in school.
• Students have an increase their career preparedness
		 and knowledge of the habits (skills and competencies)
		 of compensated work. Ultimately, youth understand their
		 own interests and abilities as they relate to the world of
		work.
• Students increase their skills to respond to the demands
		 of the 21st century workforce and economy. This includes
		 navigating learning, life, and information technology;
		 understanding content knowledge and current topics;
		 organizing and allocating resources; and working
		 effectively with others.
• Students build an understanding of themselves as
		 lifelong learners and apply this to their future schooling
		 and careers.
• Students strengthen and improve their academic success,
		 with behaviors such as enhanced motivation, attendance
		 and engagement in learning.
• Students understand the importance of, and strive to
		 build and maintain, relationships with people different
		 from themselves
• Students increase their sense of civic engagement
		 and responsibility. They understand how work addresses
		 a community of public purpose in addition to the
		 commercial and profit-seeking aspects.
• Students build self-confidence and maturity by working
		 with adults in a business environment.
• Students improve oral and written communications skills

PARENT BENEFITS:
Data suggests that mom and/or dad remain the most significant
influence on most teenagers’ lives- exceeding even the
influence of peers who are generally ranked second (and far
behind parents or guardians) And while the ultimate benefit
of the Corporate Internship is focused in the student, quality
well-managed programs offer advantages for the parents as
well. Such experiences may open the door to communications,
providing a common ground for dialogue, as well as a better
understanding of what adult life is all about. Benefits may
include:
•
		
		
•
		
		
•
		
		
		
		
•
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Parents improve student academic performances as they
gain a better understanding of the relevance of their
education and overall perspective on life.
Parent opportunities for students to “sample” the real world
of work while they remain within the overall protective
environment of the school system.
Parents improved communications with teens, in particular
as students’ internship experiences provide common ground
for discussion of specific experiences, of work and career
philosophies, and of goals and frustrations in attaining
desired outcomes.
Maturation of students as they increasingly learn to position
themselves within an adult environment and to recognize
those behaviors that bring rewards and successes in the
real world.

ROLES & RESPONSIBILITIES:

STUDENT INTERN ROLES & RESPONSIBILITIES:

here are a number of key individuals required for a
successful Corporate Internship Program. These include
the CIP coordinator, student, parent and CIP mentor.
Following are characteristics of the roles and responsibilities of
each of these individuals.

T

• Develop a current resume and portfolio
• Work with the CIP Director and Intern Mentor to define the
		 objectives and outcomes in a CIP.
• Perform all the duties, jobs and assigned tasks related to
		the CIP.
• Observe all workplace rules and regulations particularly
		 those applicable to safety and security concerns
• Maintain a daily time and activity log of CIP hours.
• Secure appropriate signatures of the parent/ guardian on
		 all completed forms as needed.
• Complete a self-evaluation of performance & participate in
		 required activities with the CIP Director.

DIRECTOR OF CORPORATE
INTERNSHIP ROLES & RESPONSIBILITIES:
• Review the CIP guide and all appropriate forms with
		 students, parents & employers
• Ensure submission of all required documentation, prior to
		 the start of CIP.
• Make transportation arrangements to & from the internship
		location.
• Assist all parties in defining, understanding and meeting
		CIP objectives.
• Assist student to integrate CIP experiences with educational
		 objectives at school
• Advise student on the appropriate internship behavior and
		dress.
• Conduct regular visits to the internship providing support to
		 student & CIP Supervisor.
• Confirm the CIP schedule with the student.
• Develop a CIP agreement with the student which
		 documents expected work activities and learning
		 experiences at the company.
• Advise the student of the organization’s policies procedures
		 and safety practices.
• Instruct, guide and supervise the student, addressing his or
		 her questions and concerns.
• Verify the student work hours each week by signing a time
		log.
• Communicate constructive criticism to assist the student
		 with skill development.
• Evaluate the student progress and performance via job
		supervisor evaluations.
• Evaluate the overall CIP experience.

PARENTS ROLES & RESPONSIBILITIES IN
SUPPORTING THE CORPORATE INTERNSHIP
PROGRAM:
All students and parents/guardians are expected to read and
follow the rules set forth in this Handbook as part of their
agreement with the Holy Cross High School Corporate Internship
Program. In addition, all students and parents/guardians will be
asked to sign the Student Parent Agreement that stipulates the
terms of the CIP experience for all. Since Holy Cross High School is
the coordinator of the students, parents/guardians should direct
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dependent upon the company or organizational environment,
site selection becomes a critical aspect of the CIP Directors/Holy
Cross president’s overall planning. As with all aspects of internship
programs, criteria for selection will vary according to local needs
and opportunities. Consideration should include:
• Company practices relative to benchmarks for similar
		organizations.
• Relative Equipment
• Position of civil rights, EEO, ADA, Etc.
• Safety record, OSHA compliance
• Cleanliness and adequacy of the facility relative to the
		industry.
• Management support of and interest in education
• Variety of experiences available.
• Management support of employment-based learning
		practices, including:
• Assignment of mentor
• Availability of training
• Opportunities for job rotation, variety of assignment
• Reputation in the community
• Growth opportunities for student- interns
• Existing team-orientation, quality management practices
• Company perspective on human resource development

all questions or comments to the HCHS CIP office.
Parents should not contact the Corporate Partner directly for any
reason. Holy Cross High School Corporate Internship Program
coordinates the students and acts as the liaison between the
student and the Corporate Partner. Contact from families may
jeopardize the relationship and create confusion about the
arrangement with the Corporate Partner. Any concerns a family/
parent may have are best addressed by contacting the CIP
Director.
• Sharing of specific work-related incidents from a positive
		perspective.
• Candid discussion of work challenges & benefits.
• Candid discussion of both management and co-worker
		perspectives.
• Encouragement of reflection by their child relatives to his or
		 her internship experiences.
• Encouraging students to set and work toward obtainable
		goals
• Ensuring student attendance.
• Allowing participation in off-premises activities

BUSINESS/ ORGANIZATION
ROLES & RESPONSIBILITIES:
The commitment and active participation of the company/
organization is necessary for a successful CIP experience.
Company/Organization must:
• Follow all the guidelines, rules and laws regarding students
		 in the workplace.
• Provide the same orientation and training to the student as
		 that provided to any other new employee.
• Commit to providing a meaningful internship experience
		 related to classroom curriculum.
• Attend & participate in a meeting prior to the start of the
		CIP.
• Commit to completing all CIP requirements and
		documentation.
• Select an appropriate mentor who will have all the time
		 and inclination to guide, mentor, and coordinate the
		 student’s activities. Consider rotating student’s experiences
		 in various areas.
• Agree to support job shadowing and tours as appropriate
		 and participate in mock interviews.
• Participate in evaluation meeting and documentation of
		experience.

PRESIDENT & DIRECTOR OF
CORPORATE INTERNSHIP PROGRAM
ROLES & RESPONSIBILITIES:
Corporate Internship Program experiences offer very specific
opportunities to help students better understand the nature of
work and career. Examples of these include:
• Observation of the working environment
• Contact with incumbent workers and managers.
• Dialogue with HR personnel and Senior Executives
• Participation in work tasks
• Productive, work experience.
Because the quality of the learning experience is wholly
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INTERNSHIP MENTOR
ROLES & RESPONSIBILITIES:
The internship mentor is extremely critical to the success of
a Corporate Internship Program. Although the nature for the
relationship varies depending on the experience. It is this
individual who is the best qualified to help students understand
the opportunities of the industry. Mentoring, particularly of young
people can be highly rewarding, but requires a firm commitment
and significant effort outside of the routine job responsibilities.
Specifically, the company/organization should identify mentors
who are willing and able to:
• Actively assist students in their efforts to establish goals
		 relative to skill development.
• Provide training to develop skills for the immediate task
		 and for future opportunities.
• Reinforce the value and relevance of academic skills.
• Serve as a role model, both specific to the job and for the
		greater good.
• Advise the student in terms of the job performance, growth
		 opportunities, and networking.
• Coach the student on specific job skills.
• Orient student to all aspects of the industry.
• Advocate on behalf of the student, both to management
		 and other co-workers.
• Evaluate student performance in a constructive manner
• Create and support, trusting relationship.
• Look out for the best interests of the student at all times.
• Ensure the health and safety of students in the workplace.
• Participate in regular assessment and reporting and end of
		experience activities.

MENTORS SHOULD BE INDIVIDUALS
WHO HAVE CHARACTERISTICS SUCH AS:
•
•
•
•
•
•
•
•
		
•
•
•
•
•
•
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Positive personal performance reviews
Excellent work ethic, work habits.
Personal characteristics relative to role modeling
Communications skills
Patience
Supportive, encouraging, sincere personality.
Demonstrated enthusiasm for learning.
Respect for mentees (i.e. values the potential, knowledge,
education of mentee).
Stable work history
Problem-solving orientation
Available time
No relevant legal or moral issues
Appropriate motivation
Willing to attend orientation and other relevant meetings.

IMPLEMENTING THE CORPORATE
INTERNSHIP EXPERIENCE
PLACEMENT
he Holy Cross President and Corporate Internship
Director determine all Corporate Partners placements
for student-workers. If necessary, the Corporate
Internship Director will make changes in student-intern
placements. Changes will only be made after consultation with
the Corporate Partner.
Students are placed using the following criteria:
• Student Interest Survey
• Student Profile submission
• ASVAB Career Assessment
• GAB Advisor feedback
• Teacher Feedback
• Company Skill Requests & Needs
• Partnerships that are available
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never leave the building for lunch unless it is a company outing
previously approved. Supervisors are encouraged to instruct the
student-interns about the schedule. If a student-intern abuses
the schedule to the dissatisfaction of the Corporate Partner, the
supervisor is requested to notify the CIP Director as soon as
possible.

DAILY INTERNSHIP
SCHEDULE AND TRANSPORTATION:

TIMECARDS

All students will be transported to and from the internship from
Holy Cross High School. Students are required to report to the
school before reporting to the internship. On the day a student is
assigned to intern, she/he is expected to intern a full school day.
Depending on the transportation schedule, a typical internship
day for a student will be from 8:00am-3:00pm. The goal is for all
students to be returned to Holy Cross High School between 3:003:30. Missing the morning bus will result in a late shuttle fee of $5
minimum and will increase as needed for multiple offenses. A
student and family conference will take place if needed.

As a way to ensure that all student-interns are accountable, we
ask Corporate Partners to complete a simple timecard for each
student-intern. The student-interns are responsible for checking in
with their supervisors when they arrive each morning. They will
submit an electronic timecard using the MobileServe program,
which will then send an email to their primary supervisor with
an approval link. All students must submit a timecard for each
workday no later than 24 hours after the end of their workday.
Students are encouraged to submit a timecard before they leave
work.

LUNCH TIME AND BREAKS:

The supervisor can make comments, give a rating for their work
performance that day and approve the timecard if everything is
accurate.

Students are required to take a 30-minute lunch break. Students
are to remain within the internship location for lunch and breaks.
The Corporate Partner is not responsible for providing lunch. A
student may bring her/his own lunch from home or purchase
items from the school cafeteria during the morning meeting.
Students may use a company cafeteria however, interns may

ABSENCE FROM INTERNSHIP
Each student is expected to attend his/her internship every day it
is scheduled. Since each student interns 4 days every four weeks,
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Requests for early pick-ups will not be approved. If an
emergency occurs and a pick up is unavoidable this will be
handled on an individual case-by-case basis. Early pick up or
dismissal for athletic purposes must come directly from the
Athletic Director.
ILLNESS AT INTERNSHIP
If a student becomes ill at the internship, the student should
communicate with her/his supervisor and the supervisor will
contact the Holy Cross Office. CIP Director will call the student’s
parent/guardian or emergency contact to relay the situation and
will arrange transportation of the student back to school. If a
parent/guardian or emergency contact cannot be reached, the
student may return to school and remain in the Main Office until
either the end of the school day or until dismissal.

missing a day of internship is taken very seriously. Each student
is permitted one sick day per semester without the expectation
to make-up the absence. If a student misses more than one
internship day in a semester, each additional absence beyond
the one-day allotment will result in mandatory meeting with the
Corporate Director to discuss makeup hours, assignments, and
other requirements. A student who is feeling exceedingly ill in
the morning should not go to his/her internship. If a student is
to be absent from his/her internship, a parent/guardian should
telephone the school at (502) 447-4363 before 7:00 a.m. and state
the nature of the absence.

EARLY DISMISSALS AND CIP
Schools calendars and Corporate Partner calendars do not always
align. Early school dismissals and half-days do not always apply
to students who intern on these days. Students should assume
they have to intern every assigned day from the beginning of
the school year (mid-August) to the end (Early May) unless they
are notified otherwise. If a student placement is not at his/her
internship on a particular day the student will remain back at
school and will complete an alternative CIP day supervised by the
CIP Director.

The CIP Director will notify a mentor if one of its student-interns
is not on the morning van to go to the internship on a particular
day. If a student-intern is absent and a mentor does not hear
from the CIP Director, please notify the CIP Director immediately at
502-387-4624 or the Holy Cross Main office number at 447-4363.

SNOW DAYS
Please be aware how inclement weather impacts the Corporate
Internship Program, as transportation decisions are dependent on
the decisions made by the JCPS transportation department.

LATE TRANSPORTS TO INTERNSHIP
Students are required to report to school on their internship day
by 7:30AM. If a student misses his/her morning transportation
to the internship from the school, the CIP staff will coordinate
transportation for the student to the internship. Students/
families are not permitted to transport the student directly to the
internship site nor will the student be allowed to drive to the
location. Missing the morning bus will result in a late shuttle fee
of $5 minimum and will increase as needed for multiple offenses.
A student and family conference will take place if needed.
EARLY PICK-UPS FROM INTERNSHIP
Students/families should not schedule appointments on their
student internship days.
• Tuesdays – Juniors
• Thursdays – Seniors
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• The Corporate Partner will provide the names of the adults
		 and their titles who will be accompanying the student off		 site. This will be communicated to parents and the school.
		 Two students will travel to an off-site location, students will
		 not travel alone without another HCHS student.
• Holy Cross High School prefers that students be transported
		 in a company vehicle. Any vehicle, in which a student
		 travels, must be fully insured and the driver must be at
		 least 24 years of age with a valid driver’s license.
• Students may only travel off-site during normal business
		 hours unless specific permission is granted by the CIP
		 Director and parent/guardian.
• Any incidents must be reported to the CIP Director
		immediately.
DRUG SCREENING:
Holy Cross Student Handbook policy and procedures as it
pertains to drug, alcohol and tobacco use will be overseen
at the internship as well. Policy, procedures and expectations
laid out in the HCHS handbook will govern a student at their
CIP placement. Students at these internship locations may be
subject to drug testing either as a pre-employment requirement
or random test throughout the year. The student, parent/guardian,
and Holy Cross High School have access to the results of drug
testing. Positive test results may be grounds for dismissal from
the Corporate Internship Program and further procedures in
accordance with the Holy Cross High School Handbook will be
followed.

CORPORATE INTERNSHIP
INCLEMENT WEATHER SCENARIOS:
• If JCPS is closed, but HCHS is open: Internship students
		 will report to school and go to their regular classes.
		 Students will not report to their internship.
• If JCPS is delayed, but HCHS is on a regular start time
		schedule: Internship students will report to school and
		 attend their regular classes. Student will not report to their
		internship.
• If JCPS is delayed, and HCHS is delayed: Internship
		 students will report to school and attend their regular
		 classes. Students will not report to their internship.
• If JCPS is closed, and HCHS is closed: All students will
		 remain at home, and the Online Snow Day procedure
		 will go into effect. This procedure is outlined on page 16
		 of the student handbook. Students will complete
		 assignments in their regular classes online on this day

PRE-EMPLOYMENT
TB TESTING OR FLU SHOTS:
Students assigned to medical placements or those working with
children and/or the elderly, may be asked to complete a TB test
and/or receive a flu-shot as part of their pre-internship screening.
A parent permission slip must be completed for these tests to
be administered. Students/families that do not consent to these
screenings, will not be eligible for related internship placements.
Prior certifications, orientations and training may be required
at the student’s placement and can be obtained either at the
internship site during placement hours OR after school hours,
in the summer or on a weekend. Students will be required to
complete any and all additional training, etc. before placement.

OFF SITE TRAVEL:
If a Corporate Partner wishes to take a student off-site for a
meeting, tour or corporate sponsored event, the CIP Director asks
that the following procedures are followed:
•
		
		
		
		
		

Students and parent/guardian will sign a general travel
waiver at the beginning of the school year allowing off
site travel to take place when it is deemed beneficial to
the internship. The Corporate Partner will provide the date,
time, location, and contact information for where the
student will be while off-site.

ELECTRONIC DEVICES:
Policies in the HCHS handbook pertaining to cell phone use and
other devices extend to the internship. Students may not use
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their cell phone during the school day this includes intern days
as they are an extension of the classroom. Students will not use
cell phones. Students who receive a cell phone violation at their
internship will receive HCHS disciplinary action outlined in the
School Handbook. Student interns will also be required to turn in
their cell phone to the main office for the rest of the year on their
intern days. They will receive the cell phone when they return to
school after their internship. Students will not take school tablets
to their internship (unless requested by the Corporate Partner).
Students may be issued a company computer and email address
to use during the internship. All technology policies in the HCHS
handbook will be enforced.
BEHAVIOR
Incidents of but are not limited to: stealing, profanity, disrespect,
defiance, improper use of facility equipment (computers, phones,
elevators, breakroom), dress code violations, cell phone use etc.
at the internship are immediate grounds for disciplinary review
and are subject to demerits, suspension and/or expulsion from
Holy Cross High School. If continuous improvement has not been
displayed by fourth quarter of the academic year, additional
retraining will take place in the summer. Failure to pass the
course will result in administrative assigned summer school.

can be unbuttoned. Any shirt or undergarment worn beneath a
girl’s shirt must be solid white and cannot be long sleeve when
wearing a short sleeve uniform shirt. Students who come to
school without a proper dress shirt will be sent to the office and
will be provided with a “loaner” dress shirt for the day but will still
receive a dress code violation.
2. Slacks: Slacks must be navy or true khaki and true uniform
style slacks. They must be true dress straight-leg pants with
no exterior pockets. They must not have any alterations from
the original state (i.e. split cuffs). No corduroys, jeans, cargo,
carpenter, hip huggers or flair bottoms are allowed. No faded
khaki, campus khaki, mustard or stone colored pants are allowed.
The waistband and belt must be visible at all times. Sagging is
not allowed.

DRESS CODE
Students are to be in the full HCHS uniform. Only uniform
pants may be worn to the internship, shorts and skirts are
not permitted to be worn. Students must always adhere to
professional dress and standards in the HCHS student handbook.
If a location has indicated specific changes to the student interns’
attire for their location these requirements will be communicated
to and approved by the CIP Director. Changes to a dress code
depending on location will be communicated to the intern prior
to their first day. Students may be asked to provide standard
business attire when asked to do so, that may include: ties,
sweaters, dress shoes, etc. however safety equipment, badges
and other uniform requirements will be provided by the company.
Mentors are not required to enforce the dress code, however; are
asked to notify the CIP Director if a student-intern arrives for work
in clothes, jewelry or with a physical appearance that the mentor
deems unprofessional or inappropriate for the workplace.

3. Belt: A plain or braided belt must be worn. No metal eyelets
or studs are allowed on the belt. The only buckle allowed is
the original buckle – no large metal buckles are allowed. Belts
must be visible at all times. Belts must be solid in color.
4. Uniform V-neck Sweaters (Maroon or Gray) or Sweatshirts
(Gray): Uniform sweaters and sweatshirts may be worn. They
must be purchased from the Cougar Den. A white or maroon
oxford shirt must be worn under the sweater or sweatshirt
and the collar must be visible at all times. Seniors may wear
“special” half zip pullovers but must wear Holy Cross uniform shirt
underneath.

YOUNG WOMEN

5. Socks: Socks must be worn at all times, cover the ankle and
must be visible. Socks must be solid maroon, white, navy, black,
or gray in color. No commercial logos can appear on the socks.
No nylon stockings or no-show socks of any kind are allowed.
Cotton or wool tights must be white, navy, gray or maroon.

1. Blouse: An oxford dress shirt with Holy Cross logo, short or
long sleeve, white or maroon, are the only acceptable shirts.
The buttons on the collar must be buttoned. Only top button
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6. Shoes: Dress or athletic shoes must be worn. All foot apparel
must be in neat and clean condition. They must be tied, buckled
or fastened. Sandals, Crocs and backless shoes may not be
worn. Boots may only be worn with pants and may not have
pants tucked inside of the boots. House shoes, slippers or
cloth bottom shoes are not allowed.

must be visible at all times. . Belts must be solid in color.
6. Socks: Socks must be worn at all times, cover the ankle and
must be visible. Socks must be solid maroon, white, navy, black,
or gray in color. No commercial logos can appear on the socks.
No nylon stockings or no-show socks of any kind are allowed.
7. Shoes: Dress or athletic shoes must be worn. All foot apparel
must be in neat and clean condition. They must be tied, buckled
or fastened. Sandals, Crocs and backless shoes may not be
worn. Boots may only be worn with pants and may not have
pants tucked inside of the boots. House shoes, slippers or
cloth bottom shoes are not allowed.

7. Jewelry and Make-up: All jewelry and make-up must be
in moderation and good taste. Body piercing is not allowed
including nose, eyebrows, etc. Spacers are not allowed. Gauging
of the earlobes is not allowed. Visible tattoos are not allowed.
Lanyards or keys are not to be visible.
8. Hair: Hair must be neat, clean and not covering the eyes/face.
No extreme hairstyles or unnatural colors (pink, green, blue, etc.)
are permitted (including mohawks). No head coverings or head
bands wider than 1 1/2 inches are allowed.

8. Jewelry: All jewelry must be in moderation and good taste.
Body piercing is not allowed including ears, nose, eyebrows, etc.
Spacers are not allowed. Gauging of the earlobes is not allowed.
Visible tattoos are not allowed. Lanyards or keys are not to be
visible.

YOUNG MEN

9. Hair: Hair must be neat and clean. No extreme hairstyles or
unnatural colors (pink, blue, green, etc.) are permitted (including
mohawks). No ponytails or hair accessories are allowed. Hair
should be such that it does not cover the eyes nor completely
cover the ears and should not exceed the bottom of the shirt
collar. Boys are expected to be neatly shaven. Beards and
mustaches must be short & trimmed.

1. Shirts: An oxford dress shirt with Holy Cross logo, short or
long sleeve, white or maroon, are the only acceptable shirts.
The buttons on the collar must be buttoned. Only top button
can be unbuttoned. Any shirt or undergarment worn beneath a
boy’s shirt must be solid white and cannot be long sleeve when
wearing a short sleeve uniform shirt. Students who come to
school without a proper dress shirt will be sent to the office and
will be provided with a “loaner” dress shirt for the day but will still
receive a dress code violation.
2. Ties: Dress ties may be worn and must be in good taste (bow
ties are acceptable); shirt collars must be buttoned.
3. Slacks: Slacks must be navy or khaki and true uniform style
slacks. They must not have any alterations from the original state
(i.e. split cuffs). They must be true dress straight-leg pants
with no exterior pockets. No corduroys, jeans, cargo, carpenter,
hip huggers or flair bottoms are allowed. No faded khaki,
campus khaki, mustard or stone colored pants are allowed..
Waistband and belts must be visible at all times. Sagging is not
allowed.
4. Uniform V-neck Sweaters (Maroon or Gray) or Sweatshirts
(Gray): Uniform sweaters and sweatshirts may be worn. They
must be purchased from the Cougar Den. A white or maroon
oxford shirt must be worn under the sweater or sweatshirt
and the collar must be visible at all times. Seniors may wear
their half-zip pullovers but must wear Holy Cross uniform shirt
underneath.
5. Belt: A plain or braided belt must be worn. No metal eyelets
or studs are allowed on the belt. The only buckle allowed is
the original buckle – no large metal buckles are allowed. Belts
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ASSESSING THE CORPORATE
INTERNSHIP EXPERIENCE
STUDENT INTERN
PERFORMANCE EVALUATION

performance at the internship site (as reported on a Student
Intern Performance Evaluation), their performance in a CIP
academic class, as well as for meeting certain professional
expectations set forth by the CIP.

oly Cross High School Corporate Internship Program
has a vested interest in both the continued success
of students in the internship and the continued
satisfaction of our Corporate Partners. Ultimately, our shared goal
is to develop an experience where all students can grow in
maturity and academic ability. In order to chart this maturational
process for Holy Cross students we ask our Corporate Partners
to complete a Student Intern Performance Review four times
a year. An internship can only be a true learning experience if
constructive feedback is provided. An effective evaluation will
focus on the interns’ initial learning objectives identified at the
start of the internship. Supervisors should take time to evaluate
both the student’s strengths and areas for improvement.

H

CONTINUOUS IMPROVEMENT
The Student Intern Performance Review is used not only to
set a baseline for progress, but to also establish behavioral
and performance goals. The mutually shared goal of student,
Corporate Partner and CIP Director is that all students will
achieve a 3 or higher rating in all categories. When performance
reviews fall below meeting expectations, a Student Performance
Improvement Plan is developed with the student, Corporate
Partner (CIP) Supervisor, and CIP Director.
STUDENT PERFORMANCE
IMPROVEMENT PLAN:

They Holy Cross High School Corporate Internship Program
assessment focuses on competency growth and demonstrated
proficiency in the nine success skill areas:
•
•
•
•
•
•
•
•
•

• Step 1: Conference with student, CIP Supervisor and CIP
Director to gather information about specific performance
concerns. Specific examples of poor performance are discussed
to build a shared plan with goals for performance improvement.
Parent(s)/guardian(s) will be contacted as part of this step.
• Step 2: With the specific goals outlined in the conference, the
student will work to extinguish problematic behaviors and work
to improve in competencies until the next grading period.
• Step 3: If the CIP Supervisor continues to assess that the
student is not meeting expectations at the internship site, the
student will be dismissed from that placement and will enter the
CIP Retraining Program.
• Step 4: An exit conference will be held with CIP Supervisor
and CIP Director to gather insights for useful retraining goals.

Complex Reasoning Strategies
Business Etiquette & Ethics
Adaptability & Persistence
Initiative & Self-Direction
Productivity
Precision & Accuracy
Teamwork & Collaboration
Communication
Technical Skills

ACADEMIC CREDIT
Participation in the Corporate Internship Program is a foundational
component to each student’s academic experience at Holy
Cross High School. As such, each student will earn 1.0 academic
credit for each year of successful participation and completion
of the Corporate Internship Program. Students will earn a letter/
numeric grade each academic quarter based on their cumulative

16

