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Welcome to Hillside Internship Ministries, whether you are a prospective or 
current intern, our prayer is that God will richly bless your ministry as you serve 
others in His name.  

 
Introduction: 
 

The Hillside Internship Ministries ‘Program packet’ is meant to communicate the 
philosophy, policies and procedures of our Program. This packet is intended to 
provide general information not the specifics and detailed day to day operations 
of the ministry.  

 
Program Philosophy: 
 

1.0 Purpose 
Hillside Internship exists to see men and women discover their life calling and 
gain full assurance of their calling.  To provide practical church ministry 
experience and leadership training under the supervision of a mentorship of the 
pastors, staff and the fellowship, to equip them for the works of the ministry with 
the goal of launching them into an existing church or helping them plant a new 
work. 
 
2.0 Ministry Plan 
Since the dawn of the church era and the Apostle Paul’s diligent efforts to spread 
the Gospel by establishing churches throughout the known world, the Christian 
church has found its driving energy in Paul’s admonition,    “... and what you have 
heard from me in the presence of many witnesses entrust to faithful men who will 
be able to teach others also.” (2 Timothy 2:2)  The Hillside Internship Ministries 
desires to continue in these instructions 
 
With the knowledge that God has chosen to spread the Gospel around the world 
through the vehicle of the local church, it is our goal to help those preparing for 
church ministry by challenging them to engage in valuable ministry training 
through Hillside Internship Ministries. 
 
Interns function in a unique ministry role at Hillside.  As you serve, this church 
fellowship will train, teach, and transfer the ministry philosophy of Hillside 
Christian Fellowship to you so that you may skillfully and more readily fulfill your 
calling.  We desire to both establish and continue a legacy of quality ministry 
through the interns trained and equipped for ministry here at Hillside. 
 
 
 
3.0 Values 
The holistic development of interns will take priority over their utilization. We are 
more concerned with how interns will grow through their experiences than what 
they can do for Hillside and the community.  Interns will have the opportunity to 
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discover their gifts and passions. Intern development will happen within 
community, on teams and in proximity to leaders.  While interns will serve 
primarily in one ministry area, they will be exposed to a broad range of ministries 
and experiences. 
 
4.0 Benefits of the Program 
Interns will be provided with valuable ministry experience and leadership training.  
Participation will give interns greater presence and responsibility in Hillside 
ministries.  Participation will strengthen an intern’s resume as they pursue 
vocational ministry.  The internship may fulfill some educational requirements.  
 

Eligibility and General Expectations: 
 

 
1.0 Qualifications 
Qualifications for becoming an intern with Hillside Internship Ministries 

o Committed Follower of Jesus Christ 
o Seeking call of God in ministry 
o With in 10 years of High School graduation 
o Prepared to enroll in Global University / Northwest University courses 
o Agreement to Internship Covenant 
o Regular Attender at Hillside Christian Fellowship 
o Interns must be aligned with the mission, values and doctrinal position of 

Hillside Christian Fellowship. 
 

2.0 General Expectations 
Interns should be interested in vocational ministry, and will be expected to lead 
teams and develop leaders.  Interns are strongly encouraged to be in a 
mentoring relationship or involved in an HCF LifeGroup.  Interns will be required 
to raise financial and prayer support.  Interns will provide their own laptop 
computer and means of transportation. 

 
Employment: 
 

1.0 Employment Status: 
Interns are classified under temporary employment status. As such, interns are 
not eligible for benefits. 
 
 
 
1.1 Compensation Policy: 
All internships are paid internships that require funds to be raised. 
 
2.0 Process for Hiring Prospective Intern Candidates 

2.1 The Applicant will submit a Hillside Internship Ministries Application 
to the Staff Intern Liaison for review 
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2.2 After completed application is received, a background check and 
reference check will be completed immediately 

2.3 An interview will be scheduled with the Staff Intern Liaison, 
appropriate staff pastor. 

2.4 An introduction to the HCF Church Council team will be scheduled. 
2.5 A personnel profile must be completed by the Staff Intern Liaison and 

pastorate team. 
2.6 At the point of acceptance and hiring, all appropriate paper work will 

be completed for employment. 
 

Objectives of the Hillside Internship Ministries Program: 
 

 All interns will be given a DISC test and Spiritual Gifts test to help discover your 

strengths and to help us establish a baseline for development of a personalized 

ministry track developing your strengths and releasing you in your giftings. 

 Interns will be exposed to practical ministry training enhancing theological 

education 

 Learn that ministry is about people 

 Learn the importance of discipleship through being discipled and mentored by a 

supervising minister 

 Foster a desire and vision to build and serve growing, evangelistic churches and 

awaken the personal capabilities for that task. 

 Learn practical insight to the different ministries within the church 

 Cultivate a servant’s heart and use spiritual gifts to help build the local church 

 Learn the value of team work and hard work 

 Be encouraged in your personal walk with the Lord and be stretched to live by faith 

 Add value assistance to the ministry of Hillside Christian Fellowship 

 Be able to explore opportunities for advancement within Hillside, launched to serve 

in an existing church or help to plant a new church influencing the community 

 Journal daily ministry activities and experiences highlighting learned experience, 

giving valuable feedback in weekly intern briefings. 

Internship Opportunities: 

 
Internship Descriptions: 
Internships are available in most ministries. The following internship descriptions 
include the types of tasks that one could expect to do in a specific ministry. Note 
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that these descriptions are not meant to be comprehensive, but rather are a 
general explanation of what an intern could expect to do. Once an intern is in the 
Program, we strive to create an individualized job description for each person 
based on individual gifts and passions.  

 
ToddlerTown Ministry:  
An intern can generally expect to assist with Sunday preparation tasks; be the 
point person during Sunday programming; choose a project of interest to 
oversee and run; participate in the curriculum editing process; have the 
opportunity to be a coach or a team leader in an area of ministry. 
 
KidzTown Ministry:  
An intern can generally expect to assist with Sunday preparation tasks; be the 
point person during Sunday programming; choose a project of interest to 
oversee and run; participate in the curriculum editing process; have the 
opportunity to be a coach or a team leader in an area of ministry. 

 
The CREW Jr. High & High School Ministries:  
An intern can generally expect to coordinate and oversee weekly programming 
(e.g., The Crew, The Word, The Word Groups); assist in the coordination of 
special events and trips; attend weekly programming, trips, special events, 
conferences and planning summits; have the opportunity to be a coach or 
team leader in an area of ministry; participate in the planning and coordination 
of talks and lessons; and communicate with leaders, volunteers and parents. 
 
Ekklesia Ministry:  
An intern can generally expect to assist in the coordination of weekly 
programming (e.g. Tuesday Nights); assist in the coordination of special 
events (e.g., CAM Dance, Study Day, retreats, spring break mission trip); 
schedule and coordinate CAM speakers and guests; possibly speak at weekly 
programming or retreats; have the opportunity to be a coach or a team leader 
in an area of ministry. 
 
Adult Ministry:  
An intern can generally expect to focus on the target age group of people in 
their mid-20s through people who have not yet entered Senior Adult Ministry; 
coordinate ministry events; communicate with leaders, volunteers and 
participants; participate in ministry strategy brainstorming and implementation; 
support the Adult Ministries staff team. 
Care Ministry:  
An intern can generally expect to work on projects and tasks that will be 
determined based on the specific skills and interests of the intern and the Care 
needs at the time of internship; have the opportunity to be a coach or a team 
leader in an area of ministry; gain and develop working experience by 
responding to and following-up with people who have significant care needs 
(e.g., phone contact, face-to-face contact, assisting with identifying resources, 
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and collaborating with the Care Team and community resources); be a part of 
ministry development in an area of interest. Also, a Care intern should expect 
to be available 1 to 2 weekday evenings and on Sundays. 
 
Outreach & Missions: 
DTOR / BTown Kids / Wichita Dinners / HCF Sports Camps / Uncommon 
Courage / STM / Lunch Buddies / Bus Buddies / SMART / Night Strike 
An intern can generally expect to assist in the coordination, oversight, and 
participation in annual / monthly programming for children, youth and adults.  
An intern will have contact with Hillside’s local and global partnerships... 
Additionally assist Hillside in serving our families and individuals within our 
community.  Our service projects are designed with love, service and dignity in 
mind.  
 
Worship Arts Community:  
An intern can generally expect to participate in the creative planning process 
for Sunday services; participate in the creative planning process for special 
services; plan and lead worship for Sunday services based on musical gifting 
and leading experience; assist in the coordination of projects related to service 
elements; meet and communicate with volunteers on a regular basis. 
 
Communications:  
An intern can generally expect to edit ministry-related brochures and 
publications; oversee and direct video announcements; HCF E-News weekly 
publications and maintaining distribution lists; champion social networking 
engagement; Website Maintenance and promotion including sermon uploads 
and publications; develop his or her own writing skills as well as those of 
volunteers; participate in ministry strategy, brainstorming and implementation; 
develop skills and engage in branding and promotions for HCF ministries. 

 
Other Ministries:  
An intern can generally expect to have engagement in a variety of community 
related activities, social needs opportunities, partnership related involvement 
with community non-profits, government / para-church agencies and or local 
schools and business organizations. 

 
 
Fundraising: 

Support Raising Letters: 
Questions specifically related to fundraising policies should be directed to the 
Internship Program Assistant.  
 

 
During the Internship: 

o Orientation 
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The first week of an individual’s internship is dedicated to orientation. The intern 
meets with the following departments to complete necessary paperwork and to be 
introduced to operations at Hillside Christian Fellowship: Bookkeeping, Pastoral 
Associate Liaison, Specific Ministry Team Leaders, Facilities Manager and pastoral 
team / key volunteers. Additional forms: HCF Children/Youth Volunteer Application; 
North Clackamas School District (NC12) Lunch Buddy Form / Background Check; 
NC12 Bus Buddy Form; NC12 SMART Program Form. 
 

o Intern Ministry Job Description 
The supervising pastor and intern will decide on a specific job description for the 
intern based on the intern’s skills and passions. Also, each intern will work with 
their supervisor to complete an agreed-upon ministry model/track.  

 
o Workspace 

At Hillside we have mobile spaces and shared work environments, a workspace 
will be provided to interns that will maximize your efficiency as well as promote 
team work. Interns are encouraged to use this workspace as much as deemed 
appropriate by the intern and their supervisor. 

 
o Personal Development Plans 

A supervisor will set aside time at the beginning of the internship to form and 
discuss goals with the intern. This process is helpful in establishing priorities and 
focus for the internship. Also, personal development plan goals provide 
measurable standards by which to evaluate the intern at the end of the 
internship.  

 DISC Behavioral Assessment / Personality Test 
 Spiritual Gifts Assessment / Inventory 
 Develop Personal Purpose/Vision/Mission Statements 
 Develop Personal Growth Plan 

 
o Coaching 

An intern will meet with their supervisor or other ministry leader on a regular 
basis for coaching.  A coaching relationship is one that is intended to provide the 
intern with pastoral care, ministry support and leadership development. 

 Life Coaching meetings to inspire holistic achievement and 
progress towards your Personal Growth Plan 

o Training 
Interns are required to read and reflect on a specific curriculum of resources. 
Further, interns gather together weekly for intern briefings, devotions, teachings 
and trainings led by Hillside staff.  

 Intern Briefings – Tuesday’s 9am-11am 
 Intern Midweek Devotionals – Wednesday’s 9am 
 Intern Weekly Teaching / Training / Coaching Moments – 

Thursday’s 9am 
o  
o Staff Interaction 



 8 

Interns are encouraged to interact with full-and part-time Hillside staff members 
whenever appropriate. Interns participate in regular staff meetings, Team 
activities and have the opportunity to experience various staff settings. 

 
o Mid-Year Check-In Meeting 

Interns who participate in the ministry year internship will meet with someone 
from Program staff for a check-in meeting in January. The purpose of this 
meeting is to discuss the highlights and challenges of the internship to date, as 
well as the general well being of the intern. 

 
o Evaluation 

Interns will be evaluated at the end of their internship by their supervisor. The 
evaluation will include reflecting on the internship experience and the 
performance plan goals.  

 
o Exit Interview 

At the end of an internship, each intern will have an exit interview with an 
individual from the Intern Team. This time will be an opportunity to discuss the 
intern’s experience and the Program as a whole.  

 
o Recording Hours (Weekly) 

Interns should work, on average, the appropriate number of hours per week as 
designated by their internship track (i.e., 20, 30 or 40 hours). An increase or 
decrease of hours one week should result in an altering of hours the following 
week so as to keep the appropriate average of hours worked. Additionally, it is 
expected that timesheets will be completed by the intern, approved by the 
intern’s supervisor and turned in to Bookkeeping on a timely basis.  

 
o Overtime 

The intern should make every attempt not to work more than 40 hours per week 
in order to avoid overtime. If working overtime is necessary, it must be pre-
approved by the intern’s supervisor.  To compensate for overtime the intern 
should work time and a half less the following week {s). 

 
o Recording Hours (Special Events and Trips) 

Interns and supervisors should plan ahead in regard to hours worked for special 
events and trips. During these events there are sometimes a need for an intern to 
work more hours than their usual weekly average. Interns and supervisors should 
anticipate this situation and, ideally, an intern should adjust their hours in the 
weeks prior to the event (i.e. work fewer hours) in order to accommodate the 
increased hours that the intern will work during the special event or trip 
 

 
o Allowances 

As a part of money raised during fundraising, funds have been budgeted to cover 
incidental expenses incurred during an internship. These funds are based on the 
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intern’s responsibilities and hours worked per week. Some common expenses 
are meeting-related expenses (e.g., coffee with students), mileage driven to a 
retreat or conference registration.  These expenses can be reimbursed and 
require a receipt.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Hillside Intern Ministries Journal Sheets:    Date: _________________ 
 
_________________________________________________________________________________________________________ 
 
_________________________________________________________________________________________________________ 
 
_________________________________________________________________________________________________________ 
 
_________________________________________________________________________________________________________ 
 
_________________________________________________________________________________________________________ 
 
_________________________________________________________________________________________________________ 
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_________________________________________________________________________________________________________ 
 
_________________________________________________________________________________________________________ 
 
_________________________________________________________________________________________________________ 
 
_________________________________________________________________________________________________________ 
 
_________________________________________________________________________________________________________ 
 
_________________________________________________________________________________________________________ 
 
_________________________________________________________________________________________________________ 
 
_________________________________________________________________________________________________________ 
 
_________________________________________________________________________________________________________ 
 
_________________________________________________________________________________________________________ 
 
_________________________________________________________________________________________________________ 
 
_________________________________________________________________________________________________________ 
 
_________________________________________________________________________________________________________ 
 
_________________________________________________________________________________________________________ 
 
_________________________________________________________________________________________________________ 
 
_________________________________________________________________________________________________________ 
 
Hillside Intern Weekly Classes/Study & Ministry Schedule:    
 
Week Beginning: __________________________________________________ 
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Scripture Memorization for this week: ____________________________________________________________ 
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Sunday:         Monday:        Tuesday:       Wednesday: Thursday:    Friday:       Saturday: 

Forms / Tests: 
 
o DISC Behavioral Assessment / Personality 

o Spiritual Gifts Assessment / Inventory 

o HCF Hillside Intern Weekly Report Form 

o HCF Hillside Intern Daily Journal Page 

o HCF Hillside Intern Weekly Schedule Page 

o HCF Team Ministry Report Form 

o Check Request Form (Reimbursements) 

o HCF Children’s/Youth Volunteer App. 

o NC12 Lunch Buddy Form 

o NC12 Bus Buddy Form 

o NC12 SMART Volunteer Form 

o NC12 Facilities Rental Form 

o   

o   

o   
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Hillside Christian Fellowship – Hillside Intern Ministries 

Our desire is that you would memorize a minimum of (2) verses per week. 

Scripture Memorization List: 

 

Doctrinal Verses: 

o Scriptures Inspired: The Scriptures, both the Old and New Testaments, are 

verbally inspired of God and are the revelation of God to man, the infallible, 

authoritative rule of faith and conduct. 

o One True God 

o Deity of Christ 

o Our Hope 

o Heaven and Hell 

 

Roman’s Road Verses (Salvation Verses): 

Spiritual Warfare Verses: 

 

Other Verses: 

o Matthew 

o Mark 

o Luke  

o John 

o Acts 1:8; 2:38, 39; 4:12; 5:3, 4 

o Romans 1:16, 20; 3:23; 5:8, 12; 6:23; 10:9, 10; 10:13; 11:25; 12:1, 2; 


