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The following packet contains all the information you will need to complete an internship in Christian 

Studies. Please look it over and feel free to contact me with any questions you may have. 

 

1. Steps for Arranging an Internship 

a. This outlines what steps need to be taken prior to your internship beginning. 

2. Internship Agreement Form 

a. This needs to be completed and signed by all parties before beginning your internship. Once 

this document is completed, signed and submitted your official registration can be forwarded 

to the Registrar’s Office. 

3. You will be required to report your hours after approximately each 40 hours completed. You’re your 
internship is officially registered, you will be able to access the course in your LiveText account. To 

report your hours, please use the Time Log feature in LiveText. Your site supervisor will also be 

required to log in and verify your hours. You may also want to keep a separate time log for your own 

use, tracking both the hours completed that period as well as the total number of hours completed to 

date. 

4. Journal Guidelines 

a. In addition to reporting your hours in LiveText, you are also required to submit journals after 

approximately every 40 hours completed. This provides the outline for what those journals 

should look like. These need to be submitted via email to the Internship Director and your 

Divisional Liaison. 

5. Presentation Guidelines 

a. At the conclusion of your internship you will be required to complete a formal presentation 

discussing various concepts from both your coursework and your internship. This outlines 

what the presentation should look like.  

6. Steps During Internship 

a. This outlines what steps need to be taken while you are completing your internship. 

b. Note: You and your site supervisor will both be required to complete midpoint and final 

evaluations, as well as participate in a site visit at some point during your internship. Be 

watching your email for additional information on both of these requirements. 
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INTERNSHIP JOURNAL GUIDELINES 

 
As an aid to your learning, you will be required to keep a journal during your internship. The journal entries should each reflect 

approximately 40 hours of work in your experience. You should submit these entries to the Office of Career Development and 

Internships and your Divisional Liaison on a weekly basis, or after approximately every 40 hours of work. They can be submitted 

via email, dropped off or mailed to the office. 

 

The Audience 
The primary audience for your journal is you. They serve as a collection point for the observations, ideas and feelings that result 

from your experience. These journals will help you reflect upon tasks and occurrences and draw conclusions about what you are 

learning. As mentioned, it is likely easiest to save your journals as a Microsoft Word document and email them as an attachment. 

All journals are to be typed and as free of spelling and punctuation errors as possible. It is advised that you electronically 

save a copy or print a hard copy for your records. No journals will be accepted if they are handwritten. Also, please make sure to 

include your name, date, number of hours completed for this entry and a running total of hours completed on each journal entry.  

 

In addition to the primary audience (you!) your journals also provide other readers (Director of Career Development & Internships 

and faculty in your division) a glimpse into your day-to-day experiences. Imagine that your journals help you prepare for a 

conversation about your internship with your advisor or a mentor whose opinion you value. Your advisor/mentor would ask you 

questions like: 

1. Are you enjoying this work? 

2. What new skills have you learned? 

3. What are the dynamics in your workplace? 

4. What are you strengths/areas of improvement as an intern? 

 

If you’re having trouble generating ideas for an entry, address one or more of the questions above. 
 

Each entry should include three types of statements: 

1. Description of the tasks you worked on or accomplished during that particular journaling period. Make the descriptions 

objective and factual. This section can be brief, especially if your tasks do not change much from day to day. Be sure to 

describe new tasks completely and to describe any changes in familiar tasks. 

2. Description of your reactions to these tasks, or other events and conversations. Here is where you can vent some 

thoughts you would not share with coworkers or site supervisors. You can describe anxieties, confusion or an energy 

change you got from a compliment paid to your work. Comments in this section should reflect your state of mind, the 

climate at work and the pressures or gratitude you feel as an intern.  

3. Analyze and draw conclusions about your learning. By setting forth what you actually did and then working through 

your first level reactions, you prepare yourself to ask deeper, more central questions about the profession in which you are 

practicing. In this section, consider relationships between course knowledge and actual practice, or how the 

Institutional Learning Outcomes relate to specific technical skills you are developing. You can also assess your own 

progress in the experience. In effect, you will be preparing your final paper or presentation on an installment plan; your 

daily entries will yield the evidence or analysis you will use in the final paper/presentation. 
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Sample Journal Entry  
Please note:  Journal entries are expected to be at least one full page (up to two full pages) in length.  Effective journals 

require thought and reflection.  The examples here are merely sized to fit on this page. 

 

Journal Entry of (your name) 

Date:  Month/Day/Year 

Hours This Entry: 40 

Total Hours to Date: 40 

 

TASKS:  During this reporting period I completed data entry for the marketing research project.  I reviewed the database with my 

site supervisor, who asked me to modify the categories by adding a column for fax numbers.  I now need to go back to the contact 

information and enter fax numbers.  She has also given me about 40 more records to enter.  I also accompanied my site supervisor 

when she visited with her boss and a candidate for the Chief Financial Officer position.  I typed up the notes I took during the 

interview and submitted them to my site supervisor.  I ended this reporting period working on the database.  I have about 20 more 

records to enter. 

 

REACTIONS:  I wish my site supervisor had thought of including the fax numbers when I designed the database; now I have to 

go back to records I was finished with and get the numbers.  I was glad she found no mistakes when spot-checking a few entries 

against the database.  I hadn’t thought about checking things over to make sure I hadn’t made any errors in entering numbers.   It 
was interesting to watch the candidate be nervous during the interview.  I was surprised when my site supervisor asked me to type 

up my notes and submit them to her.  Why would my opinion make any difference to her?   

 

ANALYSIS/CONCLUSIONS:   

Watching the interview reminded me of …  

In this situation I was surprised the counselor asked me to… 

I wonder why this occurred as it did? Maybe… 

I was prepared for this type of response because… 

 

A sample journal heading for the second journaling period might be as follows: 

Journal Entry of (your name) 

Date:  Month/Day/Year 

Hours This Entry: 40 

Total Hours to Date: 80 

 

(The “Total Hours to Date” information is important to the Internship office in knowing when to forward such documents as 

evaluation forms to your supervisor) 

 

The content of your journal would be written just as it was in the first example.   

What to Expect in Response to Your Journals: 

When you submit the journals, the Director of Career Development & Internships or your Divisional Liaison may review them and 

require changes or additional information prior to the next submission.  When creating your journals, remember, they are to be a 

record of your internship that the Divisional Liaison will rely on to determine your grade.  Make them look attractive, readable and 

say what you experienced. 

 

If you feel uncomfortable with your entries or are having problems writing them please contact your Divisional Liaison. 
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PRESENTATION GUIDELINES INTERNSHIPS 

 

This presentation should be done with professional presentation software (PowerPoint, Prezi, etc.) and is to 

be approximately 10 minutes in length but no longer than 15. Please be aware of time – other students will 

need to complete their presentation on the same day. We will allow 3 minutes at the conclusion of each 

presentation for questions from the audience before moving on to the next student. Effective presenting 

involves an awareness of time; practice your presentation in advance. Points will be deducted for going 

over the allotted time. You will be reminded at the halfway point of your presentation and again near the 

end.  

 

Content 
1. Introduction: Overview so we know what you are talking about. This should include: 

a. Introduction of yourself – state your academic year and major 

b. Provide the name of your site supervisor 

c. State where you completed your internship – provide both the name of the organization & 

where the organization is located 

2. General information: 

a. Provide an overview of the organization – e.g. services provided, goals of the company, etc. 

Please be concise and brief in your overview 

b. Discuss your duties and responsibilities during the experience 

3. Comments on your Internship: 

a. What academic and professional challenges did you face and how did you overcome the 

challenge(s)? Please refrain from discussing personal challenges. 

b. What was professionally rewarding about the experience? 

c. Comment on the coursework (choose 1 or 2 courses) in your major and discuss the 

theoretical knowledge you learned and how it related to the experience. Provide specific 

examples; please do not simply list courses. Apply a theory or major content of coursework to 

your experience.  

d. How do you feel this experience will help after graduation? For example, assisting you in 

obtaining future employment, being admitted to graduate school, etc. 

e. Closing summation including a brief acknowledgement or thank you to those associated with 

the experience (e.g. your site supervisor) 

 

Please remember: do what you can to make this attention grabbing and engaging for your audience. 

Refrain from reading your slides. Be creative and practice ahead of time. Although you should address 

the above points it should not appear as though you are treating this guide as a checklist.  
 


