
CSM Internship Manual  

 
Goal:  To give you an opportunity to observe, assist, and do ministry in a real setting. 
“Education and Experience Collide.” 
 
CSM Internship is where:   

- You can learn from some of the best pastors in the country  
- You can serve Canvas Church  
- You can develop and use your gifts and talents  
- You can be stretched outside your comfort zone  
- You can learn the discipline of working for an employer  

 
CSM Internship is not where:  

- You get overworked  
- You can show up whenever you want  

 
The five steps of 
leadership development:  
 
Everyone is at a different 
level of ability. It will be up to 
the intern leads to know how 
much responsibility to give 
you. Our goal is to get you to 
the “You do” stage, but some 
people will get there quicker 
than others.  
 
Internship Hours: CSM priorities are as follows: God and family first, academics 
second, internship third. We understand some of you are working many hours as well 
as taking a 12 credit course load, so we want to make sure you are not doing too much. 
Each internship is different and hours and times for meetings will vary. You are required 
to complete 4-12 hours a week for the NU requirement, but that includes class, chapel, 
staff meetings, and Canvas gatherings. You will have between 1-8 hours a week that 
your intern lead will be investing into you. Your group might read a book, do a project, 
interview someone, or really anything that your intern lead wants to have you do to help 
you be a better servant leader.  



 
Semester Grading: The internship is worth 3 credits per semester, and is graded. 
Ultimately, the grade is pass/no pass, but we do turn in letter grades to NU. The grade 
is based on attendance and participation for chapel, staff meetings, classes, and the 
internship. At the end of each quarter we are going to have your intern lead fill out a 
basic rubric that will help start healthy conversation to give you some feedback.  
 
Student Calendar and Breaks:  
 

FALL 19 A Sept 2 Oct 21 

FALL BREAK Oct 22 Oct 27 

FALL 19 B Oct 28 Dec 16 

SPRING 20 A Jan 13 March 2 

SPRING BREAK March 3 March 8 

SPRING 20 B March 9 April 27 

 

December 16 - January 13 is Winter Break. You are welcome to volunteer during your 
breaks but you should feel no pressure to serve as an intern during those times.  

Preview Days: All Interns will be required to help with CSM Preview Days so there will 
be no internship requirements those days. Fall Preview Day is scheduled for November 
6.  
 
Special Events: If your department is having a special event like a retreat, camp, or 
conference, it is expected that you go to those type events. Ask for work off early and 
over communicate with your employers.  
 
Student Absences: If you are going to be absent from a meeting, or an event you need 
to let your intern lead know well in advance. Reasonable excuses for absences would 
include things like: I’m sick, a family member is in the hospital, etc. Poor excuses 
include: I have to work, it’s my friend's birthday party, etc. If you do not communicate or 
if you are absent more than a normal amount you will be having a meeting with the 
CSM Director.  
 
 
 
 
 



CSM Internship Rubric 2019    Student Name: ______________________ 

 

 4 3 2 1 

Working with 
Others 

Almost always 
listens to, shares 
with, and supports 
the efforts of others. 
Tries to keep 
people working well 
together. 

Usually listens to, 
shares, with, and 
supports the efforts of 
others. Does not 
cause \"waves\" in the 
group. 

Often listens to, 
shares with, and 
supports the efforts of 
others, but 
sometimes is not a 
good team member. 

Rarely listens to, 
shares with, and 
supports the efforts 
of others. Often is 
not a good team 
player. 

Preparednes
s 

Brings needed 
materials and is 
always ready to 
work. 

Almost always brings 
needed materials and 
is ready to work. 

Almost always brings 
needed materials but 
sometimes needs to 
settle down and get 
to work 

Often forgets 
needed materials or 
is rarely ready to get 
to work. 

Quality of 
Work 

Provides work of 
the highest quality. 

Provides high quality 
work. 

Provides work that 
occasionally needs to 
be checked/redone 
by other group 
members to ensure 
quality. 

Provides work that 
usually needs to be 
checked/redone by 
others to ensure 
quality. 

Time- 
management 

Routinely uses time 
well throughout the 
project to ensure 
things get done on 
time. Group does 
not have to adjust 
deadlines or work 
responsibilities 
because of this 
person’s 
procrastination. 

Usually uses time well 
throughout the project, 
but may have 
procrastinated on one 
thing. Group does not 
have to adjust 
deadlines or work 
responsibilities 
because of this 
person’s 
procrastination. 

Tends to 
procrastinate, but 
always gets things 
done by the 
deadlines. Group 
does not have to 
adjust deadlines or 
work responsibilities 
because of this 
person’s 
procrastination. 

Rarely gets things 
done by the 
deadlines AND 
group has to adjust 
deadlines or work 
responsibilities 
because of this 
person’s inadequate 
time management. 

Attitude Never is publicly 
critical of the project 
or the work of 
others. Always has 
a positive attitude 
about the task(s). 

Rarely is publicly 
critical of the project or 
the work of others. 
Often has a positive 
attitude about the 
task(s). 

Occasionally is 
publicly critical of the 
project or the work of 
other members of the 
group. Usually has a 
positive attitude about 
the task(s). 

Often is publicly 
critical of the project 
or the work of other 
members of the 
group. Often has a 
negative attitude 
about the task(s). 



 


