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To the Intern  

While ñexperience is the best teacher,ò we know that not all 

experiences are the same.  Learners thus learn through many 

different types of experiences.   

 

¶ Classroom Experience  ï Necessary to orient le arners to 

the general practices, theoretical concepts, and 

definitions of ministry in their particular discipline.  

¶ Field Experience  ï Allows application of what has been 

learned in the classroom to real life.   

¶ Evaluated Experience  ï Based on the Kolb mode l of 

learning, which will be detailed later in this Manual.  

 

Experiential Learning is the very essence and design of the 

Great Lakes Christian College Internship Program.  

 

To accomplish the core components that GLCC faculty have 

identified and which GLCC i tself desires to instill in its 

learners, the internship allows for the educational process to 

take its full effect in a non - classroom evaluated format.  

Internships are thus neither an after - thought nor something to 

be taken lightly.  On the contrary, the  internship is an 

essential part of the GLCC curriculum and the ministry 

training experience.  This Manual will serve as the learnerôs 

most basic guide to his or her internship.  It is in the 

learnerôs best interest to read it completely and reference it 

often.  

 

The Internship ties together classroom experience, field 

experience, and evaluated experience (under a competent Field 

Supervisor).  Learners will also have opportunity to 

personally reflect on and evaluate their own performance on 

the field.  They  will meet with the Internship Coordinator and 

with their Field Supervisor.  These overseers will conduct 

evaluations and complete questionnaires, which will be used to 

assess learnersô progress.  This manual contains all 

applicable forms and questionnaire s, which you should feel 

free to use.  

 

Great Lakes Christian Collegeôs Faculty and Administration 

believe firmly that the Internship experience is the axis for 

the ministry training program at Great Lakes Christian 

College.   Thus we welcome you to your in ternship.  Our hope 

and our prayer is that this will be a formative and practical 
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experience for you, which you will remember and use for the 

rest of your ministry.  

 

Grace and Peace,  

 

 

 

 

 

Mr. Mark Christian  

Vice - President of Academic Affairs and Christian Ministries 

Internship Coordinator  

 

INTERNSHIP COURSE INFORMATION 

 
This manual serves as the syllabus for the course CCM495, 

Cross - Cultural Ministry Internship.  As such, school policy 

dictates that the following information be included in this 

manual.   

 

College Mission Statement  
 

ñGreat Lakes Christian College, an institution of higher 

education affiliated with Christian Churches/Churches of 

Christ, seeks to glorify God by preparing students  

 to be servant - leaders in the church and world.ò 

 

 

Course Descrip tion  
From the College Catalog  

 

CM 495               Ministry Internship    

Prerequisite:  CM 201       

 3 Hours  

A practicum occurring near the end of Ministry 

studies in which the student works with a full - time 

minister in a congregational setting as an 

obs erver/participant using skills and knowledge 

gained in the classroom.  The study will culminate 

with a definitive folio of his or her experience.  

 

 

This Courseôs Connection with the Core Competencies 
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The faculty has identified eight core competencies (at titudes 

and skills) that students should develop by the time they 

graduate from a four - year program. These qualities are 

necessary for success and excellence in any field of service. 

The General Education Requirements lay the foundation for the 

Core Compet encies, and the majors strengthen and extend them. 

The faculty has also identified criteria for three levels of 

development for each competency. The description of the three 

levels can be found on the Academics section of the GLCC 

website. The table below indicates the level of each core 

competency that this course intends to reinforce.  

 

 Beginning  Intermediate  Advanced  

Information Literacy   X  

Critical Thinking   X  

Communication Skills    X 

Interpersonal Skills    X 

Respect for Cultural 

Diversity  

  X 

Resource Management   X  

Self - Understanding    X 

Christian Maturity    X 

Special Needs Learners  
 

Learners with special educational needs should arrange to 

discuss them with their Faculty Advisor, their Field 

Supervisor, and the Registrar as soon as possible  so that the 

proper adjustments can be made if necessary.  

 

 

Plagiarism Policy  
 

The copying of any material (direct or paraphrased) from 

another is plagiarism and will not be tolerated. Plagiarism is 

considered unethical, and any student involved in such ac tion 

will be given the grade of ñFò for the course and will be 

referred to the Dean of Students for further disciplinary 

action.  
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LEARNING FROM EXPERIENCE: THE KOLB METHOD 

 

As discussed earlier, we learn from evaluated experience.  

Interns will be evaluati ng themselves through deliberate 

reflection and ñthinking through,ò ñfeeling through,ò and 

ñdoing throughò the experiences gained from the internship.  

Education and work serve as the points of the triangle, the 

foundation in which experiential learning do es its work.  The 

ultimate effect of such learning includes positive personal 

development.  This process is depicted in Figure 1.  

 

Figure 1 ï The Experiential Learning Triangle  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Such experiential learning is really life - long learning, 

stemming from a process designed to maximize insights and 

learning experiences of people, personally, professionally, 

and academically.  

 

David Kolb developed such a theory, of experiential learning.  

The Kolb method has become an accepted standard for many 

expe riential learning models.   

 

According to Kolb, learning begins with a ñconcrete 

experience.ò  This concrete experience might include any 

individual ministry activity, such as teaching a lesson, 

preaching a sermon, working through a conflict, conducting a 

meeting, recruiting volunteers, etc.  Concrete experiences 

shape how one thinks and feels and acts in the situation or 

more generally, towards that subject.  Learning is thus a 

life - long process.  Anything a intern may experience in an 

internship (or in li fe) could be considered a concrete 

experience.  

Personal Development 

Work    Education 

Experiential 

Learning 
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Learning continues through ñobservation and reflection.ò  

After the tangible experience has concluded, learners spend 

time reflecting on it.  They may write down insights, 

observations, feelings, and perhap s initial conclusions about 

the experience.  This stage is where the data from the 

experience itself is gathered.  

 

After the data has been collected, it must be assessed.  

Conclusions may then be drawn from the raw data.  Thus the 

third step of Kolbôs model includes the generation of 

principles or conclusion.  Kolb calls this ñAbstract 

Conceptualization,ò wherein having reflected upon collected 

data, the intern can then create from the experience an axiom.  

Axioms are concise, stated principles.  An example : ñA cat 

always lands on its feet.ò or ñNever resign on a Monday.ò  

These axioms may actually be true or untrue.  Nevertheless, 

for the intern, they will simply be sentence summaries of what 

the intern has learned from the experience.   

 

Finally, after ass essment and the drawing of axioms, the 

learner will ñActively Experiment,ò as Kolb defined it.  

Active experimentation requires testing of the axioms, to 

ascertain their validity, or determine needed refining.  This 

stage includes the application of the ax iom to potential 

future situations or retroactive application (which helps 

evaluate past mistakes or solve past issues).  In short, this 

process is the practical use of the learned material and 

documentation of that learning.   

 

The entire process is depic ted in Figure II.  

 

 

 

FIGURE II ï KOLB EXPERIENTIAL LEARNING MODEL 
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The summary above has been made primarily from Experiential 

Learning, David A. Kolb.  Englewood Cliffs, New Jersey: 

Prentice - Hall, Inc., 1984.  

 

 

KOLB IN THE INTERNSHIP  

 

While many models of experiential learning are sound, this 

internship manual utilizes the Kolb Model.  Thus the intern 

will also use Kolbôs basic structure to organize and document 

the internship experience.  

 

The intern will use Kolb on two levels:  

 

¶ Ind ividual Experiences ï One simple retroactive 

reflection is often neither detailed nor documented 

enough to really aid the intern in his or her learning. 

Thus most interns will find that weekly (if not daily) 

reflection journals will help them organize and document 

their internship experience.  A sample reflection journal 

format is provided in this Manualôs Appendix.  All 

students are required, as part of their portfolio, to 

conduct weekly reflection journals, utilizing the Kolb 

method.  

 

¶ Overall Experience   ï Learners should write their weekly 

reflection journals with this in mind: they will be 

required to analyze their overall experience, again using 

the Kolb method, at their internshipsô conclusion.  This 

will serve as a summarizing overview of the axioms a nd 

applications gleaned from the internship.   

 

 

CHOOSING THE RIGHT INTERNSHIP 
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Two Potential Settings  

Learners make the choice concerning where they will actually 

do their internship.  Whatever they choose, it must reflect 

the setting of their car eer objective and major.  There are 

two major settings in which learners may do their internship:  

 

¶ Congregational  ï In this option, the learner will serve 

under the guidance of a staff minister to a local 

congregation.  Christian Ministry Majors should ser ve 

under a Senior Minister; Worship Ministry Majors under 

Worship Leaders, etc.  

 

¶ Para - Congregational  ï In this option, the intern will 

serve under the guidance at an institution other than a 

church.  These might include:  preschool, hospice, 

counseling cen ter, mission, etc.   
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BASIC INTERNSHIP STIPULATIONS  

 

¶ Learners may only apply for internships if they have 

successfully completed a minimum of sixty - four (64) 

semester hours  of course work, including the 

Introduction to Ministries (CM 200/201)  courses.  

 

¶ The Christian Ministries Internship is 3 credits.  

Learners may apply for additional credit on a case - by -

case basis to the Internship Coordinator.  The formula 

detailed below will serve in calculating hours 

requirements for such special cases.  

 

¶ Internships must  be completed in the same field of 

service as the learnerôs Major .  Exceptions to this are 

rare and can only be made by the Internship Coordinator. 

Thus during the selection process, learners should 

carefully assess the application of the internship to  

their Majors.  By extension, credit earned for an 

internship completed under one Major cannot  be 

transferred to another Major.   

o Mission trips are typically only counted for 

internship credit for Cross - Cultural Ministries 

Major learners.  All other learne rs must be 

prepared to present a very strong case in order to 

receive internship credit for a mission trip.  

 

¶ The learnerôs Internship Field Supervisor must  be someone 

in the same field as the learnerôs Major.  The Christian 

Ministries Major thus requires t he internship to be 

overseen by someone in that field.  

 

¶ Learners may only have one  Internship Field Supervisor.   

Only the Internship Coordinator may make an exception to 

this rule.  

 

¶ Learners may, per special permission from the Internship 

Coordinator, hav e an Adjunct Field Supervisor .  Adjunct 

Field Supervisors are supervisors who are not on the 

staff of the organization at which the learner will 

intern.  Such supervisors must minister in the learnerôs 

field of interest, live within a reasonable distance f rom 

the internship agency, and, of course, be willing to 

provide supervision.  Learners should receive written 

permission from the Internship Coordinator before 

contacting an Adjunct Field Supervisor.  
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¶ Learners currently working in a weekend ministry canno t  

usually count the ministry as their Internship.  They may 

inquire with the Internship Coordinator on a case - by - case 

basis for special permission.  Such special permission is 

at the sole discretion of the Internship Coordinator.  
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GLCC Internship Hours Req uirements  

o The Total Hours Requirement is 135 hours.  

o 125 hours minimum must be logged on - site.  

o The Christian Ministries Internship requires a 

minimum  of three semester credit hours. Each credit 

requires one hour of fieldwork per week, for 15 

weeks.  Thus, t he formula for computing total hour 

requirements is:  

 

3 X (Credit Hours of Internship) X 15 weeks in 

semester =  

TOTAL hours to be logged  

for successful completion of the internship  

 

o Preparation time, travel time, and other 

miscellaneous non - located activi ties shall count for 

hours logged.  Learners should consult with their 

Field Supervisor and the Internship Coordinator for 

specific help.  
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BASIC INTERNSHIP SCHEDULE 
 

 

PREPARATION STAGE 

 

1)  Christian Ministries Majors applying for inte rnships 

should speak with their faculty advisor about the 

process.  If the learner intends on interning his or her 

Junior Year, he/she should begin the preliminary process 

during the Fall semester of their Sophomore year.  If a 

learner intends to take his or her internship during the 

Fall of the Senior year, he/she should being the 

preliminary process during the Fall Semester of the 

Junior year.  In other words, it is highly suggested that 

preparations begin two semesters prior to the semester in 

which they  intend to register for their Internship. The 

learnerôs faculty advisor will help the student in 

seeking out an internship Host Organization.  

 

2)  Learners should schedule a preliminary planning meeting 

with the Internship Coordinator, after registering for 

th e internship with their faculty advisors.  At the 

meeting, the Internship Coordinator and each learner will 

discuss potential internship sites and internship 

requirements.  Each learner will also receive several 

documents pertaining to the Internship.  

 

¶ Lea rner Internship Philosophy and Guidelines Manual 

(Christian Ministries) including:  

o Internship Host Application  

o If Applicable  ï Adjunct Field Supervisor form  

¶ Field Supervisorôs Internship Philosophy and 
Guidelines Manual (Christian Ministries)  

 

After this preliminary meeting, if they have not already 

done so, learners must  immediately  begin their search for 

an internship agency.  Learners should be prepared for 

the searchôs often long process.  Because of this, during 

the process of completing the Host Orga nization search, 

the learners should communicate concerns and needs to the 

Internship Coordinator.  Faculty Advisors and other 

school personnel may provide additional help in the 

search.  
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3)  After Pre - Registration for the semester in which the 

learner plans t o intern, he or she must complete the 

Internship Application package.  The Field Supervisor and 

the intern should work together to create the Job 

Description, including in it plans for activities to be 

evaluated.   Then the intern should present the packag e 

formally at a meeting the Christian Ministries Internship 

Coordinator, for review and approval.  

 

The Internship Application package includes the 

following:  

 

¶ Internship Host Application ( including full  Job 

Description)  

¶ If applicable  -  Adjunct Field Supe rvisor Form  

 

Learners should retain a copy of the entire Internship 

Application package for their records and Portfolio.  The 

Internship Coordinator will make suggestions or give 

additional requirements to the Job Description and 

overall Internship plan as  needed on a case - by - case 

basis.   

 

4)  Learners must receive their Final Approval Letter  from 

the Internship Coordinator before they begin their 

Internship.  Learners should retain a copy of the Letter  

for their Portfolio .  

 

 

INTERNSHIP STAGE 

 

1)  Interns should ñcheck inò with the Internship Coordinator 

at least once over the course of the internship.  The 

Internship Coordinator will most likely contact the Field 

Supervisor during the internship.  

 

2)  Interns should keep track of all hours logged for the 

Internship, using the Work Log .  

 

3)  Interns should fulfill all requirements of the Job 

Description , and all requirements beyond the Job 

Description as necessary to complete the Internship.   

 

4)  During the Internship itself, interns will complete the 

Daily Journals  and Weekly Reflections .   
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5)  At the appropriate times, interns will distribute the 

required Evaluation Forms  to their Field Supervisor(s) 

for their completion.  Interns are responsible to assure 

these forms are returned and/or collected appropriately.  

The following  forms will be distributed and completed 

during the internship:  

 

¶ Three (3) Field Supervisor Evaluation of Intern forms  

¶ At least three (3) Field Supervisor Evaluation of 

Intern Activity  forms ïThe field supervisor and the 

intern may choose how they will dis tribute the forms.  

In other words, there are no requirements concerning 

which type of form must be used.  Any combination 

will suffice as long as the total number of activity 

evaluations is not less than three.  

¶ Field Supervisorôs Final Evaluation of Intern  -  the 

Field Supervisor should complete this evaluation no 

earlier than one week before the last on - site work 

date of the intern.   

 

6)  If the Field Supervisor, or another organization member, 

wishes to write any Letters of Recommendation  for the 

intern, th ey may do so near the end of the internship.  

 

7)  On the last on - site work date of the internship, the 

intern should present his or her Work Log  and the Work 

Log Verification  form for the Field Supervisor to sign.   

 

8)  Toward the end of the Internship, interns s hould schedule 

an Exit Interview  with the Internship Coordinator.  

 

9)  Interns will assemble all  Portfolio components completed 

during the internship .  They should begin organizing and 

formatting the Portfolio, and also begin writing their 

Personal Assessment /Evaluation Paper , as described in the 

Learner Manual .     

 

POST- INTERNSHIP STAGE 

 

1)  Interns should complete two final evaluation forms, for 

inclusion in the portfolio:  

 

¶ Intern Evaluation of the Host Organization  

¶ Intern Evaluation of the Internship Program  
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2)  The Internship Coordinator will conduct the Exit 

Interview , as scheduled, with the Intern.  

 

3)  Once the Exit Interview has been conducted, and all final 

evaluations and forms have been conducted, the intern 

should complete his or her Personal Assessment/Evalu ation 

Paper (if not already completed) and compile the 

Portfolio .  

 

4)  The intern should submit his or her neatly bound, 

completed Portfolio to the Internship Coordinator for 

evaluation and grading.   

 

5)  If any Follow - up Assignments  are given, the intern must 

co mplete them.  

 

6)  The intern will receive an Internship Grade  once all 

Materials have been reviewed and evaluated.  
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INTERNSHIP CHECKLIST 

 

The intern should use this checklist to assure that he or she 

is on ñscheduleò and completing each component of the 

Intern ship in due time.  The intern does not have to utilize 

this nor include it in the Portfolio.  It is simply included 

as a tool.   

 

Preparation Stage  

o Register for an internship with the Faculty Advisor.   

o Meet with the Internship Coordinator for a preliminar y 

meeting and receive initial materials.  

o Search for an internship agency  

o Complete the * Internship Application Package  

o Complete the Job Description  with the help of the Field 

Supervisor  

o Meet with the Internship Coordinator to submit all 

necessary paperwork and wait for final approval.  Make 

any changes as required by the Internship Coordinator.  

o Receive the * Final Approval Letter (Only upon receipt of 

this letter may the intern officially begin his or her 

internship activities.)  

 

Internship Stage  

o Record all h ours logged on the * Work Log  

o Record specific work in * Daily Journals  and * Weekly 

Reflections  

o ñCheck inò with the Internship Coordinator at least once 

o Make sure you fulfill all of the * Job Description  

o Give Supervisor * Evaluation Forms  and retain completed 

evaluations for portfolio  

o 3 Field Supervisor Evaluation of Intern   

o 3 Field Supervisor Evaluation of Intern Activity  



 20 

o 1 Field Supervisor Final Evaluation of Intern  

o Receive a * Letter of Recommendation  (optional) from the 

Field Supervisor  

o Present * Work Log  and the * Work Log Verification  to Field 

Supervisor for signature.  

o Schedule an * Exit Interview  

o Begin assembling all Portfolio  components  

o Begin writing the * Personal Assessment/Evaluation Paper  

 

Post - Internship Stage  

 

o Complete  the * Intern Evaluation of the Host  Organization   

o Complete the * Intern Evaluation of the Internship Program  

o Complete the * Exit Interview  with Field Supervisor  

o Complete the * Personal Assessment/Evaluation Paper  

o Complete the Portfolio  

o Submit completed Portfolio  to the Internship Coordinator  

o Finish any Follow - Up Assignments  if given  

o Receive Internship Grade  

*These documents, among others, will be included in the 

Portfolio.  
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THE PORTFOLIO ï EXPANDED OUTLINE 

 

Because internships are conducted in a non - classroom 

environment, typical classroom asse ssment and documentation 

procedures cannot be used.  Internship assessment and 

documentation thus finds its form in the Portfolio .  All 

interns must complete their own Portfolio.  Interns may 

receive specifications concerning organization and format of 

the  Portfolio from the Internship Coordinator and/or their 

Field Supervisor.    

 

While the specific format of each Portfolio may take different 

shape, every Portfolio should maintain a high degree of 

professionalism.  The format should be clean, easily readab le, 

and consistent throughout.  Interns may consider using a 

three - ring binder (the most common practice).  The GLCC Mail 

Room also has a binding machine, and for a small fee, can 

professionally bind the completed Portfolio.  The Portfolioôs 

organization v isually demonstrates the internôs care and 

attention to detail.  

 

Generally speaking, the following is a list and explanation of 

the various required components of the Portfolio.  

 

PREPARATION STAGE 

 

Essentially interns should retain all documents pertaini ng to 

their Internship.  Each intern should receive his or her 

individualized copy of the following components, for inclusion 

in the final Portfolio.  

 

¶ Internship Application Package ï It cannot be emphasized 

enough that the search for a host organization t akes a 

great deal of time.  The learner must plan and act 

accordingly.   

 

o Host Organization Application for Internship ï The 

student and the host organization, with assistance 

as needed from the Internship Coordinator, should 

fill this out together.  

o As App licable Adjunct Field Supervisor Form  

o Job Description  ï Each Field Supervisor will provide 

each their intern with a copy of the Job 

Description. The Intern should retain this as part 

of the Internship Application package.  The Job 

Description is a document  written primarily by the 
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Field Supervisor, with input from the learner.  It 

should contain planned activities for evaluation in 

particular.  Overall, the Job Description will 

provide the intern with a guiding reference.  The 

Field Supervisor is encouraged  to frequently make 

use of the Job Description for the internôs 

evaluations.  

 

¶ Copy of Approval for Internship Letter from the 

Internship Coordinator ï Per the schedule, upon approval 

each intern will receive an official Approval Letter  from 

the Coordinator .  It is the internôs responsibility to 

retain this and all other original documents for 

inclusion in the Portfolio.  

¶ Waiver ï After the Approval Letter has been received, the 

new intern should complete this form, which is include in 

the Appendix of the Man ual and insure all signatures are 

present.   

 

INTERNSHIP STAGE 

 

Interns should be creating and collecting these documents 

throughout the Internship, as they cannot be formulated from 

memory or at a momentôs notice.  Their purpose is to 

accurately chronicle  the daily experiences of the intern.   

 

¶ Daily Journals  ï (Refer to Kolbôs ñConcrete Experienceò) 

It is absolutely critical that interns keep a log or 

journal of their day - by - day activities during the 

internship.  Possible inclusions might be dayôs events, 

observations, schedule, preparations, insights, quotes, 

and responsibilities.  This daily journal is the 

foundation for future assignments in the portfolio.  It 

should thus be organized neatly and dated for easy 

reference.  These journals will be included  in their 

entirety at the end of the portfolio as an appendix.  

 

¶ Work Log  ï Interns should record hours on this page.  A 

sample page has been provided in this Manualôs appendix.  

It is suggested that interns keep a hard copy during the 

internship, then digi talize it for the Portfolio.   

 

¶ Weekly Reflection  ï (Refer to Kolbôs latter three steps) 

Provided as the end of this manual are several forms.  

One demonstrates a suggested format for the weekly 

reflections each intern must complete.  These serve as 
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summaries of each weekôs experience.  These also should 

be kept organized, as they too will be included in their 

entirety at the end of the portfolio.  Interns should 

consider arranging their journals and reflections by 

date, rather than by category of artifact.  

 

¶ Documentation of Internship  ï Interns may conduct any 

number of activities during their internship, per the 

Field Supervisorôs requirements.  Any evidential 

materials from those activities can serve in this 

capacity.  Examples might include:  sermon outl ines, 

lesson plans, calendars, meeting agendas, worship 

bulletins, written correspondences, memos, audio/visual 

tapes/CDôs, activity plans, newsletters, camp schedules, 

casenotes, programs, programs presented, etc.  The 

intern should be collecting and rese rving these 

artifacts as they come.  The following three areas might 

be evaluated formally through the Intern Activity 

Evaluations, and so have been described below.   

 

o Internôs Class/Program ï If interns so choose, they 

may prepare and present a class or program.  All 

materials created and used for this class or 

program should be included in this section.  A 

complete written plan for presentation signed by 

the Field Supervisor could be included. Physical 

class materials should include the following 

details :  

¶ Topic and Objective  

¶ Information on Intended Audience (and analysis 

of actual audience)  

¶ Resources Needed (Including technology, 

prepared handouts, etc.)  

¶ Estimated Cost (and actual cost)  

¶ Estimated location, date, and time (and actual 

location, date, and t ime)  

¶ Plans for the provision of refreshment and 

childcare (if provided).   

¶ The student could create and submit a physical 

copy of an advertisement flier  for the 

presentation.   

o Internôs Preaching ï If interns so choose, they may 

prepare and present a serm on.  Any materials used 

in the creation and presentation of the sermon 

should be included in the portfolio, including 

notes, research, copies of Powerpoint 
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presentations, a bulletin of the service (if 

applicable), etc.  It is highly suggested that a 

copy o f all presentation notes or of the sermon 

manuscript be signed by the Field Supervisor and 

included in the portfolio.  

o Internôs Activity ï If the intern complete any 

other activities and the Field Supervisor has 

decided to evaluate the activity, the Field 

Supervisor may use this form to do so.  The intern 

should also retain all materials related to the 

activity, as described above, for future reference 

and for the Portfolio.  

 

¶ Three (3) Field Supervisorôs Evaluation of Intern ï The 

Field Supervisor should com plete at least three of these 

forms.  A sample copy has been provided in this Manual 

and in the Field Supervisorôs Manual.  It is suggested 

that these evaluations take place near the beginning, 

near the middle, and near the end of the internship.  

 

¶ Three (3 ) Field Supervisor Evaluation of Intern Activity 

forms ï After completing each evaluation, the Field 

Supervisor should review the evaluation with the intern, 

then send a copy of the evaluation to the Internship 

coordinator, by mail, email, or fax.   

 

¶ Work Log Verification Form ï The intern should review his 

or her Work Log and present it, with the Verification 

Form, to the Field Supervisor no earlier than one week 

before the final on - site work date of the internship.  

If the hours requirement has not been me t, the intern 

may apply to the Christian Ministries Internship 

Coordinator for an extension.  No more than one semester 

of extension will be given.   

 

¶ Field Supervisor Final Evaluation of Intern ï The intern 

should assure that this evaluation will be made.   The 

Field Supervisor should complete this evaluation not 

more than one week before the final on - site work date of 

the internship.  If possible, the Field Supervisor 

should review this evaluation with the intern and then 

send it to the Internship Coordina tor, by mail, email, 

or fax.   

 

POST- INTERNSHIP OR AT THE INTERNSHIPôS CONCLUSION 
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Near or at the conclusion of the internship, the intern should 

begin to create and fill out the following documents and 

forms.  The intern and Field Supervisor will use thei r own 

judgment as to the precise timing of each documentôs 

completion.   

 

¶ Personal Assessment/Reflection Paper  ï  In this paper, 

interns will begin to formulate their own understanding 

and principles of ministry and service based on their 

own experiences.  They should include capstone moments 

(referencing journals and reflections as needed).  The 

paper should also contain a future outlook section where 

interns will discuss how the experience will relate to 

professional and/or vocational activities in the fu ture.  

This paper serves as the culmination of the Kolbôs 

learning process and the Internship program as a whole.  

 

¶ Internôs Evaluation of the Host Organization ï Interns 

should complete this form, which is included in the 

Appendix.  The contents of this ev aluation will have no 

bearing on the internôs final grade and will not be 

shared with Host Organization unless the intern and the 

Internship Coordinator agree to do so.  

 

¶ Internôs Evaluation of the Internship Program ï An 

evaluation form for Great Lakes Chr istian Collegeôs 

Family Life Education Internship Program has been 

provided in the Appendix.  The intern should complete 

this form and include it in his or her portfolio.  The 

content of the evaluation will have no bearing on the 

internôs final grade.  This evaluation helps to refine 

GLCCôs Internship Program. 

   

¶ Letters of Recommendation  ï (Not Required).  If the 

Field Supervisor so desires, he or she may write letters 

of recommendation for the intern  

 

¶ Exit  Interview  ï The Internship Coordinator will cond uct 

this with each intern at the internshipôs conclusion.   
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THE PORTFOLIO ï SIMPLIFIED OUTLINE  

 

Interns may use this outline as a final checklist to assure 

they have included all required elements in their portfolio.  

 

Interns may also consider organizing their portfolio into the 

three stages ï Preparation Stage, Internship Stage, and Post -

Internship Stage.  

 

¶ Cover Page  

¶ Table of Contents  

¶ Preparation Stage  

o Learner Application for Internship  

o Internship Application Packet  

¶ Host Organization Application for Inter nship  

¶ As Applicable Adjunct Field Supervisor Form  

¶ Job Description  

¶ Copy of Approval for Internship Letter (or 

Original)  

o Waiver  

¶ Internship Stage  

o Personal Assessment/Reflection Paper  

o Appendix  

¶ All Weekly Reflections (typed)  

¶ All Daily Journals (typed)  

¶ Work Log   

o Documentations of Internship  

¶ See examples in Expanded Outline  

o Three (3) Field Supervisorôs Evaluation of Intern 

o At least Three (3) Field Supervisor Evaluations of 

Intern Activity  

o Field Supervisorôs Final Evaluation of the Intern 

¶ Post - Internship  Materia ls  

o Internôs Evaluation of the Internship Program 

o Internôs Evaluation of Host Agency 

o Work Log Verification Page  

o Exit Interview Confirmation  

o Letters of Recommendation ï Not Required  
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GRADING 

 

The following table outlines the weights appropriated to each 

component of the internship.  

 

Job Description  10% 

Weekly Reflective Papers  30% 

Intern Activity Evaluations  10% 

Portfolio  30% 

Organization/Field Supervisorôs Final Evaluation of 

Intern  

20% 

 

If the intern is unable to complete any piece of the 

internship  course, he or she may apply on a case - by - case basis 

for an extension limited to one semester with the Christian 

Ministries Internship Coordinator.  Failure to complete 

internship requirements within the extension period will 

result in the learnerôs receiving a grade of ñFò (0.0) for the 

course.   
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APPENDIX  
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HOST ORGANIZATION INTERNSHIP APPLICATION 
 

 

 

Learner Name  

 

Organization Name  

 

Field Supervisor Name  

 

Field Supervisorôs Position in Organization 

 

Address of Organization (including city and state)  

 

_____________________________   

 _____________________________  

Phone Number      Fax  

 

_____________________________   

 _____________________________  

Email        Website (if applicable)  

 

 

______________ -  _____________  

Duration of Internship  

 

ORGANIZATION HISTORY 

 

1)  Beginning Year     ___________  

2)  Average yearly number of clients   ___________  

3)  If the organization has  undergone major changes 

(within the past 5 years), please describe them.  

______________________________________________________

______________________________________________________

______________________________________________________

____________________ __________________________________

______________________________________________________

______________________________________________________

______________________________________________________

__________________  

 

4)  Are there any current issues within the organization 

about which the intern and Internship Coordinator 

should be made aware?  If so, please describe.  
___________________________________________________________

___________________________________________________________

________________________ ___________________________________

___________________________________________________________
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___________________________________________________________

___________________________________________________________

______  

 

(Continued)  

 

5)  Please discuss compensa tion with the intern.  If any 

compensation is intended, please detail it below.   

 

Yes No Weekly Stipend     $__________

  

Yes  No Expenses      $__________  

Yes No Housing and Meals    

 $__________  

Yes  No  Offering/Gift at Conclusion   $__________  

 

 

CONFIRMATION 

 

Additional Comments  

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

__________________________ __________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

__________  

 

 

________________________________________________

 _____________________  

Field Supervisor Signature       Date  

 

________________________________________________

 _____________________  

Intern Signature        Date  

 

 

 

 

 

 

 

 

 
Christian Ministries Internship Coor dinator  

Mr. Mark Christian  

Vice - President of Academic Affairs  

Great Lakes Christian College  
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6211 W. Willow Hwy  

Lansing, MI  48917  

Office  (517) 321 - 0242   ext. 226  

Fax  (517) 321 - 5902  

mchristian@glcc.edu  

 

 

 

 

 

 

ADJUNCT FIELD SUPERVISOR FORM 

(As applicable)  
 

 

______________________________________________________________

_____________  

Learner Name  

 

______________________________________________________________

_____________  

Organization Name  

 

___________________________ ___________________________________

_____________  

Suggested Adjunct Field Supervisor Name  

 

______________________________________________________________

_____________  

Suggested Adjunct Field Supervisorôs Position in Agency 

 

_________________________________ _____________________________

_____________  

Address of Organization (including city and state)  

 

_____________________________   

 _____________________________  

Phone Number      Fax  

 

_____________________________   

 _____________________________  

Email        Website (if applicable)  

 

______________ -  _____________  

Duration of Internship  

 

Please explain why an Adjunct Field Supervisor is required (continue 

on back if needed)  

mailto:kdouglas@glcc.edu
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____________________________________________________________________

______________________ ______________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________  

 

____________________ ____________________________

 _____________________  

Intern Signature        Date  

 

________________________________________________

 _____________________  

Internship Coordinator Signature of approval    Date  

 

________________________________________________

 _____________________  

Adjunct Field Supervisor Signature  (when approved)   Date  

 

Christian Ministries Internship Coordinator ï Mr. Mark Christian  

Great Lakes Christian College, 6211 W. Willow Hwy, Lansing, MI

 48917  

Office  (517) 321 - 0242   ext. 226  Fax  (517)  321- 5902

 mchristian@glcc.edu  

CHRISTIAN MINISTRIES INTERNSHIP WAIVER  
 

 

All parties should read the following carefully before 

signing.  

Any questions should be referred to the Faculty Advisor.  

 

____________________ ______________________________  

Learner Name  

 

In consideration of participation as a student in the 

course CM495 Ministry Internship, I hereby, for myself, 

my heirs, successor and assigns, release, waive and hold 

harmless Great Lakes Christian College, its 

administration, faculty, and staff, from and against any 

and all claims, demands, or causes of action of  any type 

whatsoever, including negligence, whether involving 

property damage, personal injury, or death, arising out 

of or in any way related to my pa rticipation in 

internship activities for this course.  

 

I am aware that there are risks and dangers associated 

with my participation in internship activities, including 

the risk of property damage, personal injury, or death.   

 

mailto:kdouglas@glcc.edu
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I acknowledge that my involve ment in internship 

activities is voluntary and that I assume full 

responsibility for any injuries or damages I may sustain 

as a result of my participation, including while 

traveling to or from the internship site.  

 

I further acknowledge that Great Lakes Ch ristian College 

has recommended that I obtain health insurance to cover 

the costs of medical care and treatment in the event that 

I am injured.  I understand that I am solely responsible 

for any medical costs I may incur as a result of my 

participation in internship activities.  

By my signature, I acknowledge that I have read this 

document.  I fully understand it and agree to its terms 

and conditions.  

 

______________________________________________  

 __________________  

Learner Signature        Date  

 

__________ ____________________________________  

 __________________  

Internship Coordinatory Signature      Date  

 

 

Christian Ministries Internship Coordinator  

Mr. Mark Christian  

Vice - President of Academic Affairs  

Great Lakes Christian College  

6211 W. Willow Hwy  

Lansing , MI  48917  

Office  (517) 321 - 0242   ext. 226  

Fax  (517) 321 - 5902  

mchristian@glcc.edu  

CHRISTIAN MINISTRIES INTERNSHIP WORK LOG  

 

 
 

 

 

 

 

 

 
Date  Time In  Time Out  Hours Supervisor 

 
____________________________________________ __________________ 
Intern Name        Month 
 
____________________________________________ _________________________ 
Organization       Field Supervisor 

 

mailto:kdouglas@glcc.edu
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Logged  Signature  

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

CHRISTIAN MINISTRIES DAILY JOURNAL FORMAT  
 

 

____________________________________________  

 _____________________  

Intern Name         Date  

 

Because all journals must be typed for submission, it is suggested 

that the intern scan or copy this form into a computer.  

 

Daily Log (Concrete Experiences)  
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Impressions/Initial Conclusions about Todayôs Experience ï or ï  

Relation of Tod ayôs Experiences to the Learning Objectives 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

CHRISTIAN MINISTRIES WEEKLY REFLECTION  
 

 

After reviewing the daily journal entries for the week, the intern 

should then use the following guidelines to write their weekly 

reflection sheet.   

 

REFLECT ï What are some cumulative reflections about Christian 

Ministries in general?  What is a specific aspect of Christian 

Ministry experienced this week?  
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GENERATE PRINCIPLES OR EXPERIMENTAL APPLICATION ï Encapsulate 

reflective thoughts into a statement or statements.  What general 

principles about Christian Ministry have been learned or 

experienced?  What specific principles about Christian Ministry have 

been learned or experienced?  How might this principle be applied in 

other situation s encountered in professional opportunity?  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

FIELD SUPERVISOR EVALUATION OF INTERN  
 

 

This evaluation should be completed by the Field Supervisor three 

(3) times during the internship, near the beginning, near the 

middle, and near the end.  It should then be shared with the intern, 

then mailed, emailed, or faxed to the Internship Coordinator.   

 

 

 

 

 

 

_______________________________ ___________________

 _________________  

Intern Name        Date of Evaluation  

 

__________________________________________________  

Field Supervisor Name         

 

__________________________________________________  

Organization Name  
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1)  How does the Intern function within the agency structure, 

policies, and procedures?  

o Understands the letter and the spirit of ideas and use s them 

for the best of persons involved in the situation.  

o Understands the letter of ideas and follows them well  

o Does not understand but tries to implement them  

o Does not understand and rarely implements them  

o Does not understand nor implement/use them  

 

2)  Does the intern gather sufficient information about client needs 

and problems before making assessments and/or choosing a course 

of action?  

o Listens, understands, and acts in appropriate response to 

special needs  

o Listens, understands, but does not always know ho w to act  

o Listens, but does not understand, nor act  

o Does not listen well, nor understand listening as the first 

step to understand  

 

3)  Intern demonstrates a growing understanding of the difference 

between judging and evaluation (for purposes of help).  

o Is able to articulate the difference and acts accordingly in 

all situations.  

o Is able to articulate the difference and acts accordingly in 

most situations.  

o Is able to articulate the difference and acts accordingly 

occasionally  

o Is not able to articulate the differen ce and acts accordingly 

rarely  

o Is not able to articulate the difference and does not act 

accordingly  

 

4)  How able is the Intern to respond to various cultural, ethnic, 

and gender needs?  

o Always demonstrates a non - judgmental attitude and acts beyond 

expectatio ns  

o Demonstrates a non - judgmental attitude but does not always act 

appropriately  

o Does not always demonstrate a non - judgmental attitude, but 

attempts to do so  

o Demonstrates an ambivalence towards cultural, ethnic, and 

gender needs  

o Demonstrates a readily judg mental attitude towards differences  
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5)  What quality of relationships with the agency staff is the Intern 

able to maintain?  

o Exceptionally well received and receptive of staff  

o Well received by staff and visa versa  

o Received by and receives staff satisfactori ly well  

o Has some difficulty with others  

o Has poor relations with others in the staff  

 

6)  Intern is able self - start and functions confidently in 

appropriate areas.  

o Initiates new responsibilities, enjoys new learning, asks 

questions when needed, and completes ta sks without unnecessary 

aid  

o Initiates new responsibility, enjoys new learning, but is not 

always as self - sufficient as necessary  

o Completes new responsibilities and new learning when asks, 

without unnecessary aid  

o Completes new responsibilities and new learn ing, but is not 

always appropriately self - sufficient  

o Does not complete responsibilities and learning and is rarely 

appropriately self - sufficient  

 

7)  Intern demonstrates an in - depth knowledge of professional format 

(written communication is neat, typed when po ssible, organized, 

and grammatically correct)  

o Written communication is always professional.  

o Written communication is most always professional.  

o Written communication is professional on occasion.  

o Written communication is rarely professional.  

o Written communic ation is never professional, or not present.  

 

8)  Intern utilizes professional verbal and nonverbal communication 

(interpersonal skills, proxemics, kinesics, etc.).  

o Verbal and nonverbal communication is always appropriate and 

professional.  

o Verbal and nonverbal  communication is nearly always 

appropriate and professional.  

o Verbal communication is nearly always appropriate and 

professional, but nonverbal is rarely professional (or visa -

versa.  Please denote)  

o Verbal and nonverbal communication is rarely professional .  

o Verbal and nonverbal communication is not professional in most 

if not all situations.  

 

9)  What degree of motivation did the intern exhibit?  

o Very enthusiastic and positive about the work  

o Interested and industrious  

o Above average motivation  

o Somewhat indifferen t toward work  

o Barely interested in work  



 40 

 

10)   How has the intern demonstrated sensitivity and 

professionalism through his or her dress and appearance?  

o Always dresses appropriately, sensitively, and professionally 

(appropriate)  

o Mostly neat and appropriate  

o Accep tably dressed  

o Has received some complaints for dress or has not always 

dressed appropriately  

o Grooming and/or dress is a frequent problem  

 

 

 

11)  How prompt is the intern?  

o Always on time or early  

o Usually on time or early  

o Usually on time, but at the last minute  

o Often avoidably late  

o Usually late  

 

12)  How adaptable is the intern?  

o Showed exceptional ability to adjust to unexpected 

circumstance  

o Was generally cheerful about unexpected changes  

o Showed some irritation about unexpected changes  

o Was unsure of self in changed cir cumstances  

o Had difficulty of adjusting to unforeseen circumstances  

o Showed little or no ability to adjust amicably to change  

 

13)   What degree of professional consideration does the intern 

show? 

o Keeps confidentiality carefully and appropriately, knows also 

how to deal with emotional burdens  

o Follows the letter of the law, but not always the spirit  

o Does not keep confidentiality, but keeps appropriate records  

o Does not keep confidentiality, nor keep good records  

 

14)   How well is the student preparation and/or studying for 

activities?  

o Highly motivated and self - managing regarding study habits  

o Studies and prepares on own when assigned  

o Tends to study and prepare only when deadlines are close on 

hand  

o Usually needs prodding to study or prepare beforehand  

o Shows little or no in clination to study and prepare  

 

15)  How well is the internôs performance as related to his or her 

Job Description?  
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16)  How would you rate this internôs overall performance at your 

organization?  

 

 

 

 

 

 

 

 

 

 

 

ADDITIONAL COMMENTS OR CONCERNS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

___________________________________________  

 ___________________  

Field Supervisor Signature        Date  

 

Christian Ministries Internship Coordinator  

Mr. Mark Christian  

Vice - President of Academic Affairs  

Great Lakes Christian College  

6211 W. Willow Hwy  

Lansing,  MI 48917  

Office  (517) 321 - 0242   ext. 226  

Fax  (517) 321 - 5902  

mchristian@glcc.edu  
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