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PREFACE 
Getting Started
“Ryan, what do you think about getting some slave labor this summer? I think we should call Heartland and get a couple summer interns.” 
Pastor had just concluded staff meeting and I was walking out the door when he said those fateful words. I stopped, turned around and said, “You had me at ‘slave labor,’ Dad. Let’s do it!” 
It was an exciting thought, but neither of us really knew what to do next. Although we were unclear on the details of how we would get interns and what we would have them do, we went ahead with the plans anyway.
There was only one problem... it was already late in April. Not exactly the best time to start looking for summer interns. Hey, we did not know any better. We had never done this before.
I called up my best friend John Lande, Heartland Singles Director at Southwest Baptist Church, and Ben Logue, Dean of Men at Heartland and the one in charge of the internship program for the students. Neither of them had any immediate suggestions, but after some careful consideration, got back to me with several good young men who were interested in gaining some ministry experience over the summer. Although most of the students who were interested in internships were already committed to other ministries, Bro. Lande gave me the names and numbers for two men in particular. 
This was late April, just before graduation. I called the men, they eventually agreed to come, we flew them out for the summer, and the rest is history. 
Our church loved it. The interns loved it. (That is, I think they loved it. They said they did, at least.)
Our hiring process was far from perfect, and the intern job description amounted to “do whatever we tell you to do.” At first, we were making it up as we went along, but over time, we learned how to improve the process as well as help the men. We were constantly learning. Right up to the very end, the interns were teaching us how to better help the next years’ guys, and we were making improvement notes like crazy. 
If It Can Help…
That was 2013. We are not the “pros” here, and we do not claim to be. Churches all across America have had summer interns every year for decades, and we are newcomers to this arena. 
However, since each church is unique in its approach, we wanted to lay out OUR story. This is not a guide for all churches nor is it the best option for every church. This is simply an outline of some of the things that we have done with our interns, and it is a collection of stories, experiences and expectations we have from our previous internships. 
Whoever reads this—pastor or intern—we hope it is helpful in some small way. You might improve your hiring process, your daily training time or your compensation plan. You might get ideas on what to have the interns do, or you might try to rethink what role your intern might play.
Each Church Is Unique
Each church is unique in its ministry opportunities and internship training. Some churches will be very hands-on, while others will provide a lot of freedom. Some churches will be very structured. Others will not. Some churches will have a lot of construction projects while others will require several hours of door-knocking each day. 
Since each church is unique, no book will be able to encapsulate everything an internship should be, but we want to show some ways that we try to encourage our interns to think like servant leaders. 
Mutually Beneficial
The goal of our internship is to mutually benefit the church and the intern. 
The church benefits by receiving the energy and time of two young, strong, energetic men who are willing to serve and be a blessing in any way that they can. 
The intern benefits by receiving hands-on experience and training in a church setting. He will oversee projects and ministries that will be similar to what he will oversee upon graduating Bible college and entering into ministry. He is given a sense of ownership, responsibility, respectability, and leadership as he leads through serving.
In addition, daily staff meetings help the intern see not only the “what” of church work (all the day-to-day tasks he is involved in), but also the “why” behind things church-related. Understanding the reasoning behind projects and finding out the “why” behind the details of ministry has been the most fruitful and helpful part of our internship program. 
 
 
 
 
 
 
 
 
 
 
 

PART ONE: To the Intern
 
 
 

INTRODUCTION
The word intern came from French or Latin—who knows which—and originally meant “from the inside” or “internal.” It is a simple word. We churches have turned it into something much more. 
Personally, I like the alternate meaning of intern: 
Confine (someone) as a prisoner, especially for political or military reasons. Synonyms: confine, detain, hold (captive), lock up, imprison, incarcerate, impound, jail.
Maybe it is the sadistic reality of this definition that resonates with me; I cannot tell. However, I do know this: interning sometimes feels more like jail than ministry. I usually just shake my head slowly and think, You really had no idea, did you? 
The online dictionary’s example explains it well: 
Informal: Put away, as in “the refugees were interned in camps.” 
Yep. That is more like it. “They were interned at that Baptist church!” 
I hope that is okay with you. It is probably too late to do anything about it now, so you might at well embrace it. Resign yourself to the punishment, the humiliation, the steep learning curve. Know that just about the time you kinda sorta barely start to sorta learn a couple of the lessons… summer’s over. 
Just expect it. Own it. Love it. Relish the learning, the training. Accept the discomfort of a correction as a chance to grow, stretch, and become better. 
Ultimately, it is not for YOUR good, but others. Do not just think to yourself, Come on, crybaby! You are okay—it is for your own good!” That is true, but it goes far deeper than that. 
Rather, think like this: Thank you, God, for allowing me to learn these lessons in a place that cares about me, with people who love me, and in a position where the consequences are not catastrophic. Thank you, God, for saving me the BIG discomfort of a future critic by allowing me to change my course with a LITTLE discomfort now. It feels BIG now, but give me wisdom to see it in light of my future training. 
Seek wisdom. Intern well. 
What Is This Book?
This book is a compilation of notes taken over several years by several different people. At first, as issues came up, we would discuss them in staff meeting and then follow up by email. Later, we copied the emails into a shared document, and any new issues were dated and added to the top.  
Now, we have reorganized all the past notes and added several new ones. They are grouped loosely by topic and offer a glimpse into our desires for our interns. 
Please read deliberately. As you hold this book, you are now responsible. No more “I did not know”s. No more “You never told me”s. If it is in the book, you are accountable. You have been told. 
Ouch! No fair! The first guys had it easy!  
Yeah, yeah. They will say YOU had it easy since THEY were the ones learning these lessons the hard way and getting called on it. They would have been GLAD for a book to outline some of these questions they had. 
Either way, enjoy. 
 
 
 
 
Section 1 
The Character of Interning Well
 
The SPIRIT of the intern:
BE the right thing
 
What Is a Good intern? 
 
1. Be Christian
Spirituality
Your walk with God is between you and God. 
You should have a close relationship with God, or else none of your work will be worth much. Sure, you will get stuff done and maybe even learn something, but your relationship with God is what will drive you to work. It does not happen the other way around.
I would be very interested not only to hear your testimony and your future plans for God but also your struggles and spiritual needs. Sometimes all it takes is someone who will listen. I do not expect that you are a perfect Christian nor that you have your life all figured out. I do not have a huge expectation of you that, should you mess up, you will shatter all my dreams for you. I want to help you in any way possible, including spiritually. If you want personal time to openly and freely talk one on one, we can definitely schedule that, no problem.
You will know where the other intern is, spiritually. And he will know you, as well. Just like you got to know your roommates very well over the past year, you will get to know each other. Live a clean life all summer. And if you mess up, do not hide it. Admit it and we will move on. You might be surprised how lenient we might be, as long as it is clear that your spirit is to grow spiritually.
2. Be Humble
You Will Not Always Be Congratulated
In the Heartland world, in high school, in your loving family, at work... wherever you have been, there is the ability to kind of “rise to the top.” If you work hard at your job, you are recognized by your boss. If you get good grades and you are good at sports in high school, you are lifted above some of the others and feel that sense of accomplishment. Often, you receive rewards and accolades for your achievements. At Heartland, people are often encouraging you and you have peers that you “stand out” against. It is fairly easy to “rise to the top” if you are passionate about God and desire to please Him. People recognize it and praise you for it here and there. 
A wakeup call for me when I moved to Stillwater was when much of that went away. Sure, of course, the people are encouraging and a HUGE blessing, but it is not quite the same. Sure, people on staff recognize the things you do, but you do not get an award for it. 
Why? In college, you are being trained and encouraged to learn how to do these things. In ministry, you are expected to do them, and do them well. 
When you do not, you are not in a class setting any more and you are not just getting a bad grade... you are letting people down somehow. 
Learn to not expect recognition for the things you do. That is what being a servant is all about (Luke 17:1-10). You are doing your duty. Learn to not be recognized for your accomplishments. 
That is where self-confrontation comes in. You be the one to recognize your own faults so no one else has to. You be the one to see what you need to improve so it does not always have to be pointed out to you. You will not always be congratulated for your work, because it will just kind of be... expected. You SHOULD do a good job. That is why you are here. 
Anything LESS than your best is just an improvement area to work on. It is not the other way around. 
Example: You do a good job, but are not rewarded or recognized. 
Lesson: Your job is what is expected. Actually, you are expected to improve on the shortcomings, however small they may be. Noting improvements helps you know how to do your best the next time you come across this activity or this project. 
 
No one is mad at you if you mess up, but also, no one is mad at you if they do not recognize your achievements, either. 
I do not necessarily like this aspect about myself, but I see it in myself and I am working on it: If you do not hear feedback on your task it probably means you did a good job on it. God has worked on me about being encouraging and I know it is a spiritual improvement I need to make, but at the same time I cannot let you build up an expectation to always be recognized and appreciated for every little thing you do.
So, here is my way of saying, “Good job” on the things you get done around here—by not bringing up improvements. 
3. Be Teachable 
Most Improvements Are Just “Business”
Do not take improvements personally. Develop “thick skin,” so to speak. Most of the time, the improvements required of you will simply be a reflection on “business” ideals and best practices—NOT your personal character or your spiritual walk. Although every area will (at some level) perhaps have spiritual implications, most of the time, spiritual is not going to be the root of your mistakes. 
Listen More Than You Talk
In talking with anyone, learn to ask questions and listen to answers. Do not rush into your story. Do not be the lone voice carrying the conversation. Carry it by asking questions. People love the sound of their own name, and they know their own story better than anyone else. Most people can be pried out of their shell by a few simple, probing questions. 
Example: When you are at meal with a host, ask them questions. Ask their testimonies, how long they have been at our church, what they like most (or least), what they have learned, etc. If anything interesting comes up in conversation, as an extension of our church staff, you can pass on conversations without feeling as if you are gossiping, particularly if it is a problem that needs to be addressed. 
Investing to the End 
Late in the summer, my hopes of getting from you are smaller and smaller. Let me explain...
As you learn lessons the hard way and gain understanding through constant course corrections (i.e. intern staff meetings and tough emails on things you need to improve on), you are shaping your thinking, too. I am not trying to affect just your actions, but your thinking. I am trying to influence and mold your minds to be able to think, dream, consider, shift, notice and then act as a leader. 
The later we go in the summer, the more you are getting it. Unfortunately, though, now that you are getting it, you are about to leave! That is why I said my hopes of getting from you are slim, because there is not much time left. The investment that our church is making is long-term, and the rewards will most likely go to someone else. 
I hope you see that as a form of love. Perhaps when you are being corrected, you might call it tough love. But the fact that we are training and investing into you all the way up to the end is a testimony to our church's desire to help you more than you help the church. Even though we are not the ones who will ultimately benefit from the lessons you are learning this summer, we are glad to have had a small part in your lives. 
 
4. Be Understanding
Don’t Expect Too Much
If your expectations are too high or you are comparing our ministry to someone else’s, you will always be disappointed. We have our ups and downs, our pros and cons, just like anyone else. Please understand that the problems you might see are probably issues that we have seen for years. Learn from both the bad and good aspects of our church and staff.
Think Before You Disagree
We are not going to do everything exactly how you grew up doing it. You are not going to like everything we do. But before you get critical of a certain area of ministry, think. Consider. You are young, you are in training, and Pastor Rench has faithfully been the Pastor of this same church longer than you have been alive. (That puts things into perspective!) 
A few years ago, we had a testimony in the guys’ class about a man who is at our church right now because of Pastor’s faithfulness and courage in this culture. His family attended sporadically for a few years, but eventually became completely faithful to church, eventually serving in and overseeing various ministries. The turning point, he said, was when he recognized his own pride, stopped being critical and started being a blessing instead. God has given him and his family the heart of a servant rather than a critical spirit.
Most of what we do is intentional, although some of it will be “off the cuff.” Learn to roll with it, either way. More often than not, it has been thoroughly thought out, prayed about, and intentionally chosen. There is always a reason behind the rule, the procedure or the thought process.
5. Be Thoughtful 
Relieve Pastor 
You are an extension of the church staff. As such, your main job will be to look for any way possible to relieve the burden from Pastor. Do not add to his plate if you can help it. While our ministry is not as busy as some, it is still a relatively small staff running a lot of various ministries. Most ministries report directly to Pastor and he handles a LOT of random small things around here. Do whatever you can to “insulate but do not isolate” him, as the saying goes. Keep him informed, but not over-informed.
I had a longer internship (2 years) at BBC Stillwater, so I was viewed more as a staff member, but I wanted to relieve pressure on others (particularly Pastor Hardy) wherever I could. Further, I wanted to fulfill Pastor’s vision for things whenever I could. He would make passing comments of dreams and goals and if I was not doing anything else, I would want to see those dreams met. Because of that, he and I have a great relationship lasting even today.
Example: Perhaps you could even do some extra things for Pastor, too. He would never sanction this, but it might be a point of initiative if you wanted to do something special for Pastor. Go up and mow his lawn. Wash his car. Weed his hillside. Be thoughtful. Just a thought.
Consider Your Summer Goals
I used to write down some goals at the beginning of my summers with the traveling groups. Then, at the end of summer, I would revisit those goals and see what took place over the summer. Whether you want to learn some construction tips, learn to prioritize projects better, learn how to counsel a teen, how to do a baptism visit, how to unlock efficiently, how to help a pastor, how to budget a youth activity, how to improve your preaching… whatever it is—you may or may not accomplish it. One thing is for sure though, at least by writing it down, you know it will be on your mind and you will be looking for it. If you are real about it, you will find a way to accomplish your goal. You will make it happen.
I have my own goals for you in mind, including giving you some experience in how a smaller church’s staff operates, how to take initiative, how to write good notes, how to improve your preaching and more.
Think. Notice.
Think like a leader. Notice details as if you are the leader. Be considerate of what others might think of a situation—notice things from their perspective. 
Example: Some details that were overlooked: 
•Carpet cleaning machine sitting around for 2 weeks. 
•Unpulled weed growing a couple weeks right by church entrance door. 
•Lights out at the entrance. 
•Lights burned out in SS rooms. (When I was in Stillwater, Bro. Jason Jett used to enter each room, stop, listening for AC units, make sure every light was off and then go home. When he would open for services, he would turn on the sanctuary lights and scan for dead bulbs.)
Lesson: Scan everywhere, always. Look for improvements. Manage by walking around (MBWA). 
Others’ Perspectives
Learn to view your life from others’ perspectives. It will change how you operate. It is the old golden rule: do unto others as you would have them do unto you. When you are trying to see things from others’ perspectives, you are FAR more understanding. You are less testy. You get angry less. You are more patient. You care more about what others have to say. You listen better. You start to notice issues in the smaller details—the things you never cared about before start to seem more important. 
Try to view every task and job from others’ perspectives. Are you involved in outreach, setting up chairs, painting, choir organization or website posting? How will others view and respond to what you are doing? 
Phone Etiquette
Do not be on your phone throughout the workday. Personal calls can wait, mostly. Urgent or very important calls can definitely be handled as needed, but most other personal calls can wait till the evenings. 
Also, please do NOT text or be on your phone at all when you are at a meal with a church member. 
7. Be a Servant 
As Church Staff…
Minister. Serve people. Minister to them. Do whatever you can to meet their needs. Help others. Do not drive people, but lead by example.
Love people. Show them that you love them. Do things for them. Serve them.
Learn names. Learn as many names as you can. Greet people and catch their name. Use a “hook” like noting their eye color and in your mind say, “John Smith, brownish-green eyes.” Use their name back in conversing with them.
Greet everyone always. Never wait to be greeted. Go around welcoming people in church. Shake every teen’s hand and greet them by name every class. Smile and shake their hand. Do not huddle by each other. Always be mingling and talking. Everyone has a story and you have a story. There is plenty to talk about, even if you are shy.
Always be above. Do not be haughty or arrogant. Do not look down at people or even think poorly of them. But do not stoop to crude or edgy talk just to fit in. Counter bad attitudes with intentionally encouraging comments. Dress sharp. Do not meet the lowest common denominator. Even if it is a movie you have seen, do not participate in or drive those conversations. Steer them toward other topics, if possible.
Get Involved
Whether a ministry is in your area of expertise or not, try to have a small part in it. Get involved wherever you can. When you are at meals with a ministry leader, ask questions and probe for their heart in the ministry.
Music. Whether you sing or not, join choir. See how the music schedule works, when practices are done and how a choir rehearsal is run.
Finances. Bro. Dan Kult is our financial secretary and Mrs. Chris Rangel is our secretary who handles the contribution reports. Ask them questions and see how things are budgeted.
Graphics. If you have experience, let me know. Try learning things about graphics and putting a page layout together. Learn about printing handouts and flyers. Learn about paper weights and stocks. Browse our server and read graphics articles and the watch graphics instruction videos (in “Before and After Magazine” folder.)
Teens. You will be working closely with the teens. Do everything you can with them. Be proactive. Be aggressive. Put your personal inhibitions and nerves aside and reach out. Be friendly. Be a listening ear. Give counsel when needed. Laugh with them. Play with them. Work with them. Take a few of them out for an ice cream cone.
Missions. Catch our church’s heart for missions. Read the missionary letters. Get to know the missionaries when they visit our church. Give to missions while you are here. Your “salary” is not as high as what you would be making at another job, but consider making a commitment for the summer just like you would a full year to Faith Promise Missions. One way to figure it may be the same way you figure your tithe – as a percentage. Instead of launching into a big weekly dollar amount that you used to give when you were making tons of money at your job, consider a simple 10% (or whatever percentage) of take-home to help you figure for missions.
Bus. The bus ministry is a work in progress and is just now getting off the ground. If you have worked a bus ministry in the past, perhaps you could help us in this area.
Outreach. From door-knocking to visitation, the outreach process of our church is fairly bare-bones. Most of the guest information cards run through Pastor and he divides up the visits, doing most of them himself. I visit the teens regularly. I do all the door-knocking coordination and lay out the maps. You will be a part of that process as we go along.
Children’s Ministry. Schedule a time with my mom to sit in (or perhaps give a short story) in the kids’ ministry. Consider a time to be a part of Master Clubs on Wednesday nights.
Maintenance. Learn to see needs and find solutions. There are plenty of things to do around the church and you will be the primary ones to DO all these things. Much of what you will learn through the process is to 1) create your own maintenance lists, 2) schedule your times to do them, and perhaps 3) enlist and oversee others to help, if the job is big enough. Although I have a large list of maintenance projects, I would like to see you take initiative and find some of them for yourself.
Tech. There are always things to do at a computer. I have a few ideas that, if you are prone to computers and tech, we can work on as time allows. Whether you are prone to it or not, some of it will be good to learn how our network works, how to back up computers, how to boost Wi-Fi signals, etc.
Cleaning. Be available to help my mom and Mrs. Emma clean the church if needed. They are serving a paid position and they do an excellent job, so consider watching their process and observing their work.
8. Be a Leader
Servant LEADership
The following is a personal note to a previous intern: 
You have the heart of a good leader, but you have been hesitant about taking charge and really owning and overseeing your areas well. Part of growing up is learning to lead despite feeling or under-qualified. If God calls you to pastor, especially in church planting, you will need to lead everything. That takes incredible insight into how things work, oversight into making them happen and discipline to make sure every important thing is happening all at the same time. All it requires is a lot of work and a lot of thinking. That is all. :) Nothing big. Just everything you have got. All the time. :) 
Sure, you are "just the intern." Who cares? You are training for ministry so you should treat every second of everything you are involved in as leadership/ministry training. Yes, leaders are servants. There is no question about that. Serving is easy, though. But servant leadership is the hard part. Anyone can do what they are told, it is a WHOLE different world to serve AND oversee things well. 
Almost all good pastors I know are great servants. They all love people and want to serve. But the greatest mentors in my life are not ONLY servants but also incredible LEADERS through their servant's spirit. They oversee things. They help people. They train. They notice details. They think. They are dependable, not just loving. They build trust in the spiritual realm (helping my walk with God, preaching truth...) by building trust in the physical realm (responding to emails, correcting improvements, noticing details, being as excellent as the world in____, etc.).
Keep improving in this area while always maintaining your heart for God and you will continue to be used in ways WAY bigger than you can even imagine. Amen! 
Gaining Credibility/Leadership/Trust
Leadership is earned over time. Even though you do not have the luxury of time to develop deep trust, you should still act in a trustworthy way. Instead of viewing mistakes as "no big deal, I am just the intern," you should take them seriously. No, you are not directly responsible, but you should act like you are. Sure, the buck might stop with someone else, but you should act like the buck stops with you. 
Example: If Pastor were not here and it was only you running this event, activity, ministry, or task, how would you run it? How would you improve it? How would you set it up if no one was around to hold your hand through the setup? If Bro. Ryan were not here to take the heat, how would you respond? What would you say? If this person or that were not involved in this ministry, how would you fill the gaps?
Lesson: Think. Learn to think. View each of your ministries as if the buck stops with you. 
 
With every task you are given, you are analyzed based on how well you owned the task. One of three things can happen:
 
1) You do the task well. 
Great job. Next task. You probably will not get much praise or glory, and you should not really expect it either. The ministry is filled with encouraging people—gracious, loving and generous people who pour God's blessings on all the time. The times that are unexpected (which are MANY) should make up for the times when you expect the praise and it does not come. Plus, you should rely on truth (am I obeying God and following Him?) instead of feelings (I hope Pastor noticed me) anyway. When you do a task well, you gain credibility. If you are excellent and owned it, you have built up trust. Others can be more confident in you in the future, and your responsibilities will grow. 
 
2) You make mistakes and learn from them. 
In my opinion, this is the best opportunity to develop your leadership and credibility. You will almost never accomplish #1 above, because no matter how big or small the task, job, project, ministry, activity or event, you will always be able to find room for improvement. There will always be something you could do better next time. 
If there is room for improvement, here is the test of your growth as a leader: A) Did you notice the flaws, and B) Will you fix them? Anyone can say, "I try to learn from my mistakes," but do you? How do you learn? Do you write them down? Do you create an improvements list for the next time you do the event or activity? Do you create systems to avoid the same mistakes?
I do not mind making mistakes. I embrace them. I want to learn from them. Your biggest opportunity to build trust and credibility is to notice your own flaws and make personal improvements. That way, others do not have to confront you. You have already confronted you. 
 
3) You make mistakes and repeat them. 
The third response to a completed project is that you never learn the lessons you should have learned the first time around, so you make all the same mistakes the next time. 
“Level 1” (L1) Mistakes. The first problem is not even noticing the mistakes. If you complete a project, event, or activity and do not have any improvements, you are probably not thinking like a leader yet. You will build no trust or credibility when everything is always "A-OK!" in your mind. What about the people who noticed the slow line, the cold food, the late bus, the dead phone, the ripped hymnal, the skewed graphics, the shoddy schedule, the simple decorations... what about them? In their minds, if you did not notice it, you are brain-dead. Look over each event and note the improvements. 
“Level 2” (L2) Mistakes. The next problem is when you note the improvements but do nothing about them. I embrace mistakes, but I hate making the same mistakes twice (or three times, four times...) You will gain credibility when you own your mistakes, apologize for them, and promise to make it better the next time. You will lose credibility if you repeat the mistake. In fact, you will lose trust and credibility, because people will start to wonder if you are lying when you say, "I will do this better next time." If you are always making promises to improve and never actually put the work in to improve, you are lying. 
Note the improvements, then do the improvements next time you do the event, project, activity, etc. If there was a slow line and you said you wanted to make it move faster, figure out how to make the line move faster! Add another server, wrap the line a different way, or shorten the serving process. If you said you would open the church on Sundays, make a list and check off every item on the list every time. 
“Level 3” (L3) Mistakes. L1 mistakes are the mistakes you make because you did not know better. It does not upset me when you make a mistake, especially if it was something you did not know. If you were taking initiative and trying your best, I applaud you, even if you broke something. I like the effort. 
L2 mistakes are annoying, but understandable, at times. These are the mistakes you make after receiving instruction. The instruction might have come during a walk-through of the church, during a staff meeting or in an email. The instruction might have been a reprimand or a simple teaching time. The instruction might have been written or verbal. At any rate, you were already instructed and you messed up. Maybe you forgot, or maybe you did not understand. Maybe you were careless, or maybe the instructions were unclear. Any number of reasons can cause an L2 mistake, and most of the time the response will not be severe. Most of the time, L2 mistakes will receive clarification or a slight “realigning,” or perhaps a reminder on how it should be done. 
L3 mistakes are bad. These are the mistakes that you make after already making the mistake AND after being corrected, reprimanded or re-instructed on it. Not only are these mistakes annoying, but they verge on just plain stupid. You do not want your boss to think of you as stupid, inept, not trustworthy, or such like. You want to be trusted, respected, seen as responsible and competent in the eyes of your boss. 
L3 mistakes chip away at all the good you do. For every L3 mistake you make, you undermine about 10 good actions. Let us say you flawlessly set up the platform, you arranged the chairs in the gym perfectly, you knocked 300 doors, you taught Jr. Church really well, you preached to the teens, you changed 6 light bulbs and swept the parking lot. In one week, you can amass a lot of “good” actions. Yet you go into staff meeting having messed up the platform setup again, repeating the same mistakes, all the good you did is gone. The staff meeting will be all about the L3 mistake. 
Why is that? Why not focus on all the good you are doing? 
Because L3 represents a mindset. I will call it the L3 mindset. 
An L3 mindset cannot see the big picture. An L3 mindset repeats mistakes because mistakes are no big deal. The mindset is, “So what? I got corrected… big deal.” 
The opposite of the L3 mindset is the “hyperactive intern” mindset. The overboard, overkill, I will-do-everything-perfect mindset. I am okay with that. Usually the problem with the “hyperactive intern” is that too much time gets wasted on perfection rather than getting the job done. 
If you are going to lean toward either extreme, go hyperactive. 
Example: When I was working for Pastor Hardy at Bible Baptist Church in Stillwater, OK, I wanted so badly to make his dreams a reality. I wanted to do anything and everything I could to excel, and I was very driven to accomplish any task I could find to do. Even if he never saw the project, I still had a burning drive to do it excellently, because he had inspired me through his preaching on excellence in the church. 
When I would mess up, it drove me crazy. I hated messing up. I would write him big, long emails apologizing and telling him how I would make it better. I would detail my plans to improve and let him know what I was thinking at the time of my mistake so he would have a little context. One of my intermittent responsibilities was to turn on the baptistery heater ahead of service, and turn it off just before the service. Because the pump was noisy, it was a distraction to the preaching and it needed to be switched off. 
The first time I forgot, I panicked. I left it on through the whole service because I was not sure what to do. Immediately following the service, I went up to Bro. Hardy and apologized, letting him know I would work harder on it the next time. 
I remembered to switch the pump off for the next few baptisms, but several months later it happened again. It was a particularly busy day and I had forgotten to shut the pump switch off. After the loud congregational singing, we bowed during the service time to pray. The auditorium was silent as we were all praying in our pews, and I could hear the grinding hum of the baptistery pump. Needless to say, God did not hear much from me during that prayer time. I quickly got to my “Amen,” raced to the closet door and switched off the pump. Again, immediately following the service I raced to get an email off to Pastor Hardy, and I apologized for messing up again! 
Gain Credibility by Accomplishing and Noticing
If you are tasked with a project, follow it all the way through. You are always either gaining or losing credibility by what you say and do. You will eventually work for a Pastor who will trust you with everything, or who will always wonder if you will do your job satisfactorily. 
You will gain credibility by accomplishing your tasks well. You will also gain credibility by noticing when something is not done well, particularly if it was your task in the first place. If you think there is a possibility that your task might not be complete, say so. The worst you could do is say that it is taken care of and then have the same problem show up again. The second worst you could do is say that the job is complete and then not be the one to notice when it shows up as a problem later. 
Example: When one intern was tasked with fixing the parking lot lights timer, the lights still came on when they were not supposed to. Further, for two Sunday afternoons, I was the one to point it out to the intern. 
Lesson: You will lose credibility with your future boss when you tell him a project is complete and then the exact issue shows up not once but twice. The first time it was, “Get it fixed.” The second time it was, “Okay, if he cannot fix the lights, can he be trusted to do the bigger jobs I have in mind for him?” 
Titles
When working with the teens and kids, introduce yourself as Bro. Joe or Bro. Christian. Even if it is a guest in the teen class, still use the term Brother when referring to yourself. It is better than Mr. ______ and not crossing any lines like Pastor _____. The title establishes you as an authority right away and separates you from the teens despite being only a couple years older than them. 
Treat yourself as an authority figure and they will too. Treat yourself as their peer and you will have no leadership clout. In this short time period of three months, you do not have the time to build up the authority by being a good example or by investing years into them. You need all the help you can get, so use your title as the initial step. 
I am 100% behind you in basically everything you do. Sometimes I may disagree with you, but I will support you. If it is something that we need to work out later, that will be fine, but in the moment, I am behind my youth staff completely.
When addressing church members, introduce yourself by your full name and let them call you whatever they choose. Most people will probably call you by your first name. That is fine, but do not just leave it at that. As an extension of the church staff, act in such a way as to receive a measure of respect, but do not demand or even expect it.
Since Christian grew up here, I will be slightly more lenient on the teens who slip up and simply say, “Christian.” However, if a teen just says, “Joe,” please correct him or her and say, “I think Bro. Ryan wants you to call me Bro. Joe.” 
Further, please call each other “Bro. _________” in front of church members. 
Respect Is Given, Not Earned
Mr. Sam’s eyes gleamed as he worked through the “Leadership Live” manual he was showing me. It was his baby. Years ago, he took over the leadership of Ironwood, a Christian camp out in the California desert. As part of the process, he oversaw the volunteer laborers, using the camp ministry to train young people up in character and biblical values. 
Mr. Sam was flying through each page, condensing years of training into our 30-minute break between services. He stopped on a page with the core values of Ironwood—quotes about leadership that summarize and condense a complex topic into pithy sayings. 
As he pulled out his pen to fill in the blanks for me, I thought he made a mistake.
He wrote: “Gaining respect: Given, not Earned.” 
He started to move on, but I stopped him. 
“Wait,” I said, “isn’t that backwards?” 
“A lot of times we hear it the other way around.” He replied. “But it’s not a mistake.” He went on to explain why. 
Millions of people DO things to try to EARN your respect every day. Do you respect them? Not most of them. 
You do not respect most people in the world. 
That does not mean you disrespect them. It means that you have not chosen to give them your respect. 
Your respect is yours to give. You can choose to respect anyone you wish. 
You choose to respect people for different reasons than anyone else. Maybe it is your upbringing, your schooling or your life experiences that tint your respect-o-meter, but you do not give the same level of respect to everyone in your life equally. Nor do others respect the same people as you.
Each person chooses to give respect away. 
You will never earn others’ respect for you, as if their respect is your choice. It is not up to you to get people to respect you. 
Respect is given. Not earned. 
The only thing you have control of is you. Yield yourself to God. Completely surrender to Him. Be a servant. Obey the Bible. Do ALL you can to invest and give yourself to others. 
That is your job. 
How others respond is up to them. Most often, the will choose to respect you. If they do not, that is not your problem to deal with.
9. Be Proactive
Own Your Ministry—Stay on Top of It
If you are given a task, you have a lot of liberty in your time and resources to be able to accomplish the task well. With that liberty comes a lot of responsibility. When you do not accomplish your tasks on time or to the correct standards, it limits your future liberty as your future boss will be forced to either 1) be more hands on, or 2) not get/expect as good a quality as he first had hoped. 
Example: The outreach intern did not have enough extra carnival inserts printed up. It almost bit him with the last minute prints. Thankfully (luckily?), he got them done on a Saturday morning before door-knocking. Last Wednesday it bit me with not having any more for Bro. Mike to pass out. I gave him the last 150 that we had in the cabinets. 
Lesson: With a big outreach event like the Carnival, we should always have hundreds of those flyers on hand. We are trying to make it very easy for any church member to be able to grab a stack and go. Leftovers are okay. Waste is even okay here because they are so cheap to print ourselves. 
Had the Outreach Director and the one responsible been overseeing his stock correctly, he would have delegated the printing (to whoever was in charge of printing) a little more clearly and had him print up several hundred extras for the week he would be gone. The printer, too, could have noticed that we were low and taken steps to print more. 
Either way, the lesson learned is to just OWN your area and be the one who is the master. 
Another Example: The Craigslist items (leftovers sold after the annual garage sale) were not refreshed often enough. 
Lesson: Stay on top of what is there, what is for sale, and get those things moving. Get them out of here. Be the one who knows more about those items than anyone else. 
 
Ownership says a lot about you. Own your ministry. Be the one in charge, not just the fill-in. While you are in the role as a fill-in, I expect you to be the actual Director. Be the one who is thinking through the details and thinking about what needs to be done or corrected. 
 
More Examples:
Cutting Pictures. An intern was asked to update the frames with the pictures from camp. The frames are 8x10 with full-bleed pictures inside. The printed pictures are on 8.5x11 paper with white edges. Notice details. Cut them down to 8x10 without having to be told. 
Alaska Trip Weekly Forms. I heard from a teen that she had not turned in her forms lately. I should have heard that from the coordinator who is inputting the forms. I had asked for more communication on this topic before but had not received much. As the “owner” of the AK Trip forms, that intern should be the one innovating and coming up with great ideas on how to report your weekly sheets to me. Especially because I have already had to kick a kid off the trip for NOT following the requirements, it is that much more important for me to know who is falling behind. 
“While I am Gone” Email. Email best practices include short, to-the-point emails with lots of bolding and bullet points. Clarity at a glance. A “While I’m Gone” email should have spelled out more clearly what was expected of each of the remaining staff while the intern was out on his trip. The GOOD point was that we got the email, and that he took care of his responsibilities before he headed out and left us with his duties. 
Giving Verses. For 3 weeks in the announcements I read a verse on giving before the offering. In “owning” the announcements that the intern was preparing for me make, he could have picked up on the fact that I am veering from his sheets that he is giving me, and could have simply asked, “Would you like me to add a verse each week for you?” That is a simple yes/no answer. Notice if something you have done is changed and find out why. 
Return My House Key. An example of thinking through some details might be that I did not receive my house key back on Saturday when we returned from camp. It probably would have been good to either leave it in my inbox or have a “When they return” pile of stuff and questions for us when we got back from camp. On Sunday morning, my body was used to big breakfasts and I had not eaten anything, so by 9:30 I was getting shaky. I wanted to just run home and grab a quick snack but got back there and realized I did not have my key so I had to search around the intern office and eventually call an intern to get it. All of this is on a day I wanted to be up in the youth room to see the reaction on the kids’ faces as they looked at camp pictures. I was later than usual simply because of a house key. Simple little detail missed, but an example of a little chain reaction or domino effect of consequences. 
Writing Announcements. One announcement said that there is a deacons’ meeting after the evening service when the calendar said 5pm. Notice these things. 
Schedule of Service. As the schedule “owner” and not just the fill-in, think through what songs will be sung on a particular day. Patriotic Sunday did not have any patriotic songs, and because it was already printed in the bulletin I decided to leave it as is. Do not just go off the spreadsheet from last year. Be the owner and the one who is thinking of the worship service and what will be taking place on a Sunday. Role-play everything on that day and think about what you would like to see happen. 
Squeaky Door. Tall Weed. In noticing details for yourself, I left the squeaky door in the youth room for about 4 weeks before finally asking you to fix it. The ladies complained about it for several weeks and I just let it go. It drove me a little crazy too, and it was such a simple fix that I could have done it immediately, but I left it to see if you would notice. Also, while I do not pull every weed I see, I DID leave one for several weeks to see if you would pull it. It grew right in front of the church by the olive trees for several weeks and got taller and taller until one day I just walked by and could not stand it any more. I bent over, yanked it out, and threw it behind the bushes to decompose. Simple as that. But noticing (or not noticing) it is key. 
Be Driven
I am by nature a driven person. Therefore, my view is jaded: I think everyone should be that way. When they are not, I tend to get cranky. Shame on me! 
However, a certain level of drive should accompany God’s call on a man’s life. To be called into His ministry is a calling that must be taken seriously. Not every task is a serious task (i.e. going to Knott’s Berry Farm), ?????????????????????
Be Self-Driven
Since no one will be looking over your shoulder when you are in ministry, be self-driven. You need to not only be able to accomplish tasks but also see what tasks need to be accomplished. Recognizing and noticing things for yourself is a learned and practiced trait, so start practicing it now. If you have two full days free from distraction and you are only doing what has already been listed out for you, you are either hitting a lot of unexpected roadblocks or you are wasting time. Obviously, roadblocks will come, but do not let them get in your way for long. Always have a task list longer than what you have time for. It will always drive you to want to hurry up and complete your current task so you can get to the next one. Your to-do list should be never-ending because you are always adding to it. Each day you will try to get as much done on it as possible, but at the same time, each day you will be adding more to it. Pastor preached on that concept last Sunday from Ecclesiastes, but the beauty of church work is that it is never vain, like Solomon’s work under the sun was. Everything you accomplish in service to God is beneficial in some way, so spend and be spent for God while you have youth and energy. 
Server
We have a lot of information and past notes on the server. Please familiarize yourself with it. Most of our past activities are noted on the server, and you will have a place to store and share documents of your own, if you would like. If there are notes that might help you some day in the future, feel free to copy any that you would like to store for future reference. Consider buying an external hard drive at the end of summer and downloading our whole server. It is a gold mine of info that will take you years to explore, seriously. A $40 1 TB portable hard drive is plenty of space for our 700 GB server. 
Free Info, Resources, Materials
Anything is free game to ask questions about. Anything on the server is free to copy and take with you for the future. Finances, my books, anything... if it can help you in the future (or now!), please feel free to use it. We are not perfect, but we want to pass on any ideas we can.
Self-Confrontation
Help me know your thoughts and where you are at by being the first one to recognize areas of personal improvement. Areas like being late should be addressed to the detail that you understand how it affects others and how you can fix it for the future. Self confrontation means that you recognize (and verbalize) that. 
Example: Being late on a Sunday morning affects several areas including a less-focused walkthrough on opening, people interrupting us, my frazzled state because of having a change in schedule, not putting orders of service out so I could show you how, not having as much focus on a busy day with Promotion and new people, etc. 
Lesson: If you recognize all the areas yourself, the confrontation does not have to come from me (or your future Pastor in a church you are working in some day). You need to be harder on yourself than anyone else could be. If your self-confrontation is merely a quick little “I should have been here earlier,” that is not detailed enough for me to see that you recognize WHY you should have been there earlier. Even though I have said I will not harp on it if you have already addressed it with yourself, I will clarify as needed just to make sure that the lesson is learned. Everything (well, almost everything) has a reason behind it, and almost everything affects something else. Recognizing your weaknesses not only helps you in the short term (so you do not repeat the same problem), but it also helps you develop a way to think about how to do things. 
Come With Solutions, Not Just Problems
I usually try to present my dad with at least a couple options of how to fix whatever problem I am bringing him, or a couple questions to see what I would need to do next. Yesterday as I was preparing for the Alaska meeting, a couple networking questions came up. As a fixer, I wanted to jump on that project but had to finish what I was doing for that day. If it is your project, try to run it out and think about what solution your boss might come up with were you to bring him some problem. Better yet, try every solution (or fix) you come up with. (network: "I cannot snake it. I will try tying a string to a rock and throwing it. Or I will see about a makeshift bow/arrow with PVC. Or I will see about other options for crawling or sliding.) If it is a more serious problem, come with info and a solution: "Mrs. _____ got really upset with me last night because I preached against prom. I heard ____ and _____ and she said _____ to _____. Should I contact her personally, visit her, write a note, or would you like to be the one to do anything about it?"
10. Be Deliberate
Learn To Prioritize
We are to the point in our summer where you have got more work to do than you have time to do it. Now you are learning not only initiative (finding jobs to do) but also organization (how to do all those jobs in due time). So what is that “due time?” How do you know what to do first? Prioritize. Do not do everything at once. Do the best things first. Covey splits it up into 4 quadrants:
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Do important things all the time, and make sure you do not let the urgent but less important things get in the way. You will not “get in trouble” (i.e. have it brought up in our intern staff meetings) for doing more important things at the expense of the urgent. 
Example: The Alaska Sheets were brought up in a Tuesday meeting and not done till the next Tuesday. Other urgent things got in the way and drowned out a very important thing of knowing who was falling behind on their requirement sheets or devos before our Alaska Trip planning meeting. I went into the meeting not knowing who was short on forms. 
 
Good Work
The following email was sent to an intern who was doing an exceptional job of prioritizing:
 
“With all that you've been tasked with over the past couple weeks, you've shown an impressive level of project management. You've been able to see the big picture of each event and kind of put a timeline together of each thing, all the while handling the "curve balls" thrown at you along the way. 
Great job working ahead on all the water activity details [a youth activity the interns were running]. It saved you a lot of time this week. Also, good job delegating tasks on the house [a big church-wide cardboard “car” contest between Sunday school classes]. That's a talent in itself that needs to be developed and practiced. 
You've also got a taste of what happens when you’re responsible... you get more added to your plate. :) When you're doing well on one project, that means you can do really well on five! You were able to juggle courtyard cafe, soaker Saturday, and Cardboard sprint cup all the while still working on the youth room and getting your other stuff done. 
Great work. Very impressive.”
Read Everything You Can
In order to get into Pastor’s mindset and get the most out of the church while you are here, it will help you to read everything you can on the philosophy of the church. Read our little booklets, browse our website, read up on the ministry leaders and find out everything you can ahead of time about who you will be working with.
Preaching Forms
You have been asked to fill those out. Do not wait to be asked each week. Just take the initiative to turn those in on your own. Fill them out immediately so that content is fresh on your mind. I will continue to do it for you and I have a fairly busy schedule, so if I can do it, you can too! :) 
11. Be Detailed 
Write Everything Down
David Allen, author of the book and recent productivity ideology Getting Things Done, writes and speaks often about writing everything down. While I do not practice what I preach (at least to the degree he encourages), I love the philosophy of getting everything possible out of my head and onto paper. A couple areas emerge to write things down.
Personally for work. As you go throughout your day, write everything you can down. A pet peeve of mine is when I have explained something and the person did not take notes (relying on his memory), then he returns later and asks me how to do something. That is a waste of my time and his when it could have been resolved by his taking the initiative to write down the steps. Lockup routines, how to set up your email, outreach processes… whatever… jot some notes down on your paper or phone and refer to them. Obviously, if you have further questions, feel free to ask. Just do not let the questions stem from your previous oversight. 
It may even mean going through this document and highlighting important parts (as I have done). Get a checklist of “to-do’s” going. Get those little flags and mark important paragraphs.  It is pretty long document, and it is a LOT to digest all at once!
Examples: Writing down the Presentations Mac password the first time you were shown so you would not have to text and ask about it later.
Also, writing down the steps to print the booklets the first time you were shown would have saved the 2 hours of time wasted on one simple setting and the follow-up conversation needed to show you the same steps again.
Lesson: I definitely do not mind mistakes and messing up--that is how we learn--but if it is already been shown to you once and you did not do what you needed to do the first time (in writing down each step), then it is time wasted on both ends. Even the time spent writing (and your reading) this paragraph could have been spent on other things. But hey, if the lesson is learned, praise God! :) 
Personally for memories. I love all the memories I have made over the years, and I love that I have 1) pictures and 2) journals. I would encourage you to take pictures and write down your lessons and thoughts from this summer. I still have journals of things we did and the lessons I learned from traveling with the music groups.
Future Notes. As I said in the opening paragraphs, this whole internship is a work in progress. When I took over for Andrew Winter in Stillwater I would have killed for a “manual” of some sort. I found some notes here and there and ate them up. What would be really cool is if you left something like a journal of your thoughts along the process. I would love to read about what you learned at the beginning, the middle, and the end of your internship. You are not going to remember all your thoughts and ideas of your first couple weeks unless you write them down as they happen. You might think you have a good memory, but “journal” it along the process and keep it updated. Consider writing on: Lessons learned, CBC Philosophies, ministries I helped in, people I met, etc.
One of my goals would be to have you write a big list of things that you do and have someone (or several people) in place to take up the slack when you leave. I would love to be able to delegate everything you do to others in the church after you leave. I want to write a list called, "Stuff the interns did that now needs to be done.” 
For past interns’ notes, please see CBC>Interns. Please do this and more. Do not wait till the end to work on this. 
Know the Calendar
Live off the calendars and know what is coming up. Make sure they work on your phone (I can help if needed) and be sure you meet all deadlines. Check the event details on any certain calendar entry and you might find more details. Add things to your personal calendar and stick to every commitment you make. 
Example: If you told someone you will call them on a certain date, put it on your calendar. If you are scheduled to do a garage sale pickup at someone’s house, clear it with me and add it to your calendar.
Open/Lockup
Sometimes you will need to double-check the opening of the buildings. Volunteers sometimes do it, but miss a few steps. A few things I have noticed that you guys could do a follow-up opening are: 
Not all doors latched open (gym, front wooden doors, upstairs doors)
Not all lights on (especially lower hall and upper hall) 
In the afternoon opening, be sure to turn on sanctuary lights so choir members can get their books, make sure AC is on, and make sure doors are unlocked (nursery, choir, and entrance doors) -- all before 4pm. 
Lockup – do not forget to turn off AC in the hall when you leave. Stop and listen for anything running as you go out the door. 
Office hall lights – pet peeve... Turn BOTH sets of lights on. :) both switches at the end of the hall will be up. The switches by my office will alternate (one up, one down). 
Daily Opening Church
Pastor Hardy used to always tell us the story of when he first went to work fro Bro. Sam in Stillwater. Dr. Hardy (Pastor Hardy’s dad) would always tell him, “Son, if you see Bro. Sam walking across the room to turn on a light switch, you beat him to it.” He may or may not have meant it literally, but it conveyed far more than that one example. It was a lesson in taking initiative and in being considerate.
When I was working in Stillwater, Pastor Hardy would come into the office around 5am on Sundays. I wanted to beat him there so he would not have to fumble with the alarm or turn on lights or unlock doors. He could just walk in and be ready for his final preparations before church that day.
Take that same mindset even in the smallest things like opening up in the mornings. Turn on the lights. Turn on the AC if it is hot. Unlock the entrance door and the side door for the next people coming. Perhaps unlock the church office door for prints. Take initiative and be considerate. (By considerate I do not mean that you are inconsiderate for not doing these things. I simply mean that you should consider what might help others. i.e. unlocking the side door and turning on the AC, etc.)
Zero-based GTD
Part of David Allen’s Getting Things Done model is to 1) write everything down (which we talked about earlier), and 2) staying zero-based. I try to always clean out my inbox on my desk by handling every piece of information that comes through my desk. If I am scratching down notes on Sunday, I will throw the scratch paper in my inbox and get to it Tuesday morning. If I get my paycheck or a gift, sometimes I will throw it in my inbox. If someone returns music to me... you get the idea. Everything, big and small, goes in the inbox. Then, no matter what, I process that inbox. I do not DO everything that is in the inbox (unless it will take <2 minutes, then I just do it), but I put it in a “to do” pile or list, or I put it in a “take home” pile or box, or I add it to my “at computer” list, or I add it to my “file this junk” pile. Processing does not mean doing or accomplishing every to-do that comes through my inbox. It just means that I get it out of my inbox and into other systems. The inbox is my collection tool only, and it is relieving to your brain to know that everything is in one place and you can trust yourself to know where to find it later. Always work at being zero-based in your inbox so that the inbox does not become another junk pile. It is not a file system, a to do list, or an organized pile. It is just... in. And that is it. 
Email is another area I try to be zero-based in. I try to do, delegate, schedule or reschedule everything in my email inbox. I work to either answer, delete, pass on or save every single email that comes through. Right now I have an offer code for a rebate that I can use in August. I am going to archive it for later and put a reminder on my calendar to revisit that offer. I have a question about Sunday that I need to clear with Pastor. I will write it on my Sunday announcements. 
Role-Play Through the Entire Order of Service for Special Days
Jumble Sunday probably should have mentioned on the orders something about half standing, half sitting and singing the order of the verses backwards. But that is on me. I totally spaced it. 
Also, on a special day, do not just copy/paste. Role play the entire schedule through your mind and see if you have it perfect on paper. The "ch/orch" was on the first song, which was not when they were to go down. I made some adjustments ahead of the service and had to catch pastor and choir and orchestra up to date on that. I should have personally thought better on that ahead of time, for sure. Other than that, it was a great service and a good schedule. 
12. Be Clear
Communication
You should communicate as much as possible. It will not be too much. Over-communication probably cannot happen at this stage. Communicate everything. Respond to basically every email. If I ask a question by email, please help me know what you are doing by responding as soon as possible. Communication usually will just mean a quick email listing out what you are doing and maybe a simple schedule. 
Communication Addendum – Email
While face-to-face is faster, email is preferred. It is traceable and puts the updates and response onto the recipient. Please email before texting or even before popping into someone’s office, particularly mine (Bro. Ryan’s.) Usually I will have my door closed while I am thinking/studying/planning and open when I am open for talks. If you did not think to take care of it in our morning intern staff meetings, email it and I will get to it in due time. 
The book Shallows is based on the premise that our thinking power in general is being diminished by never having long stretches of time to think deeply on a topic. The reason is because we are constantly being bombarded by technology updates and interruptions. We never have the time to just stop and dwell on a subject long enough to get deeply into it. It is on this premise that I personally try to get and stay alone when I am thinking, and if it is something that can wait, then wait. 
Obviously, if it is urgent, feel free to knock on my door and ask about it. No problem. Otherwise, try to wait it out. 
Communication
I think in the notes you read about over-communicating. I would always prefer too much to too little. And, on a trip like I just went on the Spiritual Leadership Conference, I received just a couple texts about the wall and that was it. 
Especially early in the summer, it helps me to know what you are up to all day. Not to micromanage but to know how best to move ahead. I need to know where you are accomplishments are and how well you are able to find jobs to do. 
In addition, I am working to help you develop a staff mentality-- free the minds of your leaders. Some day, you will work for your pastor. This summer, you are working for me and Pastor. 
In freeing the minds of your leaders, you are trying to think from their perspective. Is there anything you can so to make sure things are ready for them? Can you help in any way? Is there anything out of place that should be taken care of? Were there last minute instructions I should be following up on? 
The last couple things I have you were the Verizon support call and the solar guy. With all the time I have been putting into the Verizon stuff, it would have been nice to hear an update that you at least told Mrs. Kathy about expecting a call from them. Our internet connection is a big deal, and I want it resolved as quickly as possible, so it could have been addressed, at least. Seems like you forgot about it. 
Also, there was lack of communication on those boxes in the hallway. It was as simple as a text or email to know what to do with it. In your mind, it should have been obvious that the boxes would not stay there through the whole service, so they should be moved. 
Not every little thing will be a test, but I left the boxes out to see if you would notice. I never heard from either of you, so I have to take that to mean that you did not even think about it. If you DID think about it and actually notice, then it falls under the initiative/communication discussions we have been having. The initiative I am looking for is that you 1) notice the problem, 2) make a decision on what to do and 3) do it. The decision might be that you 1) email or text me, or, if it is a small enough project, 2) decide what to do on your own (e.g. move the TOF t-shirts to storage up in the youth room).
Run Everything Through Me
Pastor vetoes all. Period. No matter what. He has the final say. Your schedule, your job duties, your preaching times, everything can be changed at a moment’s notice. I have a schedule and a plan in mind for you, but he might have other plans. No problem.
However, keep me in the loop with everything you are doing. Even if it comes from Pastor, let me know so I can make adjustments too. I will most likely be on board with him, but there may be times I am expecting something from you when he might have had you on other projects that were taking up your time. If I know about it, I will try to oversee it as best as possible.
Communicate Often
Email is my and my wife’s preferred method, but others may prefer other means. Pastor will work on batches of emails at a time and may sometimes overlook something. You are probably best to catch him with questions while you are working outside together or if he is in his office. For me, email is best because it is instant and traceable/searchable. Also, it is far better than texting because it never gets lost in the shuffle. (I am not perfect at it, but I try to be zero-based in my emails. I handle them, differ them to another date, or add them to another to-do list. That is a lot harder to do with texts.)
While email is not as immediate as, say, a personal conversation or a phone call, it will be one of my preferred communications so I will basically always expect that every email gets handled. If you get it in an email, plan on either 1) doing it, or 2) responding and giving a time frame.
OVER-Communicate Everything
Remember that from the first couple weeks? More communication needed on AK sheets, Craigslist posting, weekly orders, etc.  
13. Be Diligent
Work Hard. Never Stand Around
Never—ever—catch yourself standing there watching someone else work. Always find something to do. 
And when you are working, work hard. Get some pep in your step. Walk faster. Work more intensely. Do not talk to each other so much. If you are talking, be working. Work hard for your own personal growth, but also be mindful of how you look to others, particularly when you are around teens (or any church members, for that matter). The actions of one of you will reflect on both of you, so encourage each other to work hard all the time. Push each other. Challenge each other. Raise the bar for each other. Try to out-work each other. Compete, in a sense, with each other (in a good way). 
Carefully Take Initiative
Lots needs to be done around here, but the pendulum swings in both directions. On one hand, some people are overzealous and want to launch out into ministries or jobs that 1) are not necessary (are not fixing a need or problem,) 2) would require too much work or money, or 3) would not be a good fit to our church. On the other hand, others just sit back and wait to be shown or asked. Our staff (namely, me and my dad) does not have the capacity to micromanage or spell out every detailed step of everything that needs to be done, nor do we want to discourage people from having new ideas and being willing to help wherever needed.
Taking initiative has a couple different aspects. You need to learn to “see the need, take the lead,” as the saying goes. At the same time, however, you also need to learn the direction of Pastor and try to make sure it is something that he would like done. Would he rather you spend your time on outreach or maintenance? Would your idea cost too much? Would it be worth it in terms of fulfilling a need or helping people?
Carefully taking initiative means that while you are seeking for ways to be a help, you are doing so by clearing each step and idea ahead of time. Do not be a bull in a china cabinet, but do not be a timid, scared little girl either. 
When you come up with wild ideas, before you present them, come with a solution in mind and a plan in place. 
Example: Do not just say, “I think we could use a better wireless signal that can reach up to the choir closet for music purchases.” It is a legitimate need, yes, and one that I have recently been working on. Rather, do some research on costs, options, implementation and say, “I have found a wireless repeater that works by _____ and it costs ______ and it will reach all the way to ______ and I have compared it to ______ and it can be installed by ______ and it will fulfill ______ need.”
Be a blessing. Simply put, just work to be a blessing. You are not here to impress anyone or save our church from utter doom. Just work to please the Lord and let others see a servant’s spirit in you. Bend over backwards to be a hard worker and a servant. Just serve. Help people. Be willing to work hard.
Anticipate needs. When it is not clearly laid out for you, try to anticipate needs. Do anything you can to find things that you can do and offer to do them. Do not try to steal ministry opportunities from church members, but try to relieve the staff of mundane tasks, if possible.
14. Be Resourceful
Do More and More with Less and Less
One aspect of being self-driven is being more productive with less--accomplishing more in a shorter amount of time, with fewer resources, and all the while making it better. Some of that will come with experience. 
Example: The first time you do something requires a lot of time to set it up, figure out the logistics and get it done. Once you have a template or a form to follow, the next time you do it, it gets a lot easier and faster. 
Lesson: Learn to accomplish tasks as quickly and efficiently as possible. If you are asked to be the Outreach Coordinator, come up with a system that is easily reproducible. You will spend a lot of time upfront as you set up master maps and get everything laid out the first time, but once you have done it, you will have a template to copy from next time. If you are scheduling the services, go through last year’s schedule and see if you can copy some of the same information over rather than looking it up fresh each year (past Christmas service orders, songs sung on Easter, Camp Testimonies night, etc.) 
 
15. Be Wise
Budget - It Is Getting Personal Now!
I do not see a budget as merely a "personal matter," as if everyone else should just butt out. I see it like I see anything else in this internship (and life.) It is a big area of life. It should be handled responsibly, which, ultimately, is a spiritual decision. Because even your personal budget can have spiritual implications both now and, more importantly, in your future, I want to check up on you in this area too.
We try to make deliberate decisions in everything we do with our interns. Some of the reasons are for convenience on both ends, but other decisions have deliberate training built into them. 
For example, your evening meals are provided as part of your payment, but they also double as visitation. The rest of your meals are up to you... That is also on purpose.
Can you be extremely frugal when you are given such a tight budget? Knowing you should be saving for the future, can you control yourself when you know your money could be best spent elsewhere?
When you are only receiving $50/week, you are very limited on anything extra. If you are paying insurance, car payments, phone bills, or other payments, you may just be getting by.
But what about if you are not paying any other payments? What if someone else is covering your school bill and you have no bills in the world? Can you be frivolous then?
I would say... no. I would say... frivolous purchases come across as irresponsible at best... perhaps even disrespectful or hurtful at worst.
Suppose the person paying your phone bill sees you buy breakfast and lunch most days. On average, that is about $5 maybe. Let us say you do that 5 days a week. If you are eating SUPER cheap ($5 for 2 meals?!), he might look at that and figure up about $25 is going to fast food. That is HALF your budget! That is unheard of in ANY budget!
Why? If you have got the money, why not spend it, right?
Wrong. That mindset reveals a self-focused, me-centered, now-living person. If you cannot see past this week, I would not recommend the ministry for you. Ministry is all about the future, and budgets are no exception.
If you are tithing and giving to missions, perhaps that is $10/week, if you are giving about 10% each. That leaves $40 ($50 - $10). Of that $40, spending $25 on food looks even worse!
And if you ever indulge on a Jamba Juice, a $5 ice cream or a Starbucks drink, that is like a tithe going to the company. If a person with a $500/week salary did that, he would be paying $50 for a Starbucks drink!
So, on a tight budget, consider a few things:
Your money is God's. He owns it. Would he be pleased with a tithe to Starbucks or a burger with a teen instead? If He were leading, would you make the same choices with your money?
Scale it up. Consider scaling up the cost of the item. If that new shirt is $15, what is the percentage? Would you spend that percentage if you were making more? Would that money be better used on something else? Does it hurt to make that purchase when you are really thinking about it?
Consider the opportunity cost. Consider the lost opportunities of not having the money for future purchases. You might get something now (a burger, a shirt, etc.), but would it have been better to save it? Are you spending money on yourself now that you could be saving for an engagement ring in the future? Are you eating your future school payment? What opportunities will you miss out on later by indulging on Juice It Up today?
Live frugally. Even if you have all your other bills paid, it will help you to live frugally. It will help your future marriage to learn these principles now, rather than being a man who is training himself to indulge. Plan for the future and discipline yourself. Frugal living is a good character trait to have.
Buy groceries. Last year’s guys loaded the fridge with groceries and had sandwiches every day for lunch. Bread is cheap. Peanut butter and jelly are gourmet lunch items! Ramen is $.10 per bag. Frugal living will show in what you are willing to eat. Going out to eat is easy, but it is expensive… very expensive if you consider a $50/week budget.
 
I am not here to tell you what to do with your money, but just like everything else in this internship, if I can help you in some way, I want to. If you can make your personal life better by learning more about budgeting, it will affect your future ministry. That is what it is all about. 
 
16. Be Introspective
Be Self-Critical
After each activity or event, we write an AAR (After Action Report). The goal is to have ALL your info in one place so someone can take that AAR and duplicate the event the next year. All volunteers, signup sheets, dates, schedules, timelines, announcements, personnel, and EVERYTHING else is typed out and added to the AAR so that we have tons of notes to go on next year.
AAR Improvements. The biggest and perhaps most important section to each AAR should be the improvements section. Think through every aspect of the event (or at least the part you were involved in) and consider how it could have been improved. Did the line move along smoothly? Did we forget utensils? Could you have used a better tool? Should you have recruited more volunteers? Or fewer? 
I do not mind making a mistake, but I hate making the same mistake twice.
Personal Improvements. The “improvements” section of the AAR represents a philosophy of ministry that my wife and I learned while interning in Stillwater. Because we want to approach ministry with excellence and be deliberate in everything that we do, we should want to approach ministry with the mindset that every thing we do is important to someone’s life. For example, a single youth activity may not be crucial to a teen’s spiritual development, but a series of excellent youth activities (or bad ones!) will impact them whether they realize it or not.
Always analyze yourself and look for areas to improve. YOU be the one to notice where you could have been better so others do not have to be the ones to awkwardly confront you about it. YOU be the one to initiate your own improvements and they will not have to be brought up in a staff meeting. Know your own strengths and weaknesses, and perhaps be ready to articulate some of them to me when asked.
Verbalize It. Knowing you need improvement is not enough. Verbalize it. Say how and why it is an improvement and how it will be fixed. It can be as simple as an email, a passing comment, or writing it in the improvements notes, but as long as we (Pastor and/or I) know it is been addressed, it will not need to be “harped on.”
17. Be Reflective
Checkpoints
Throughout the Summer we will try to have a couple checkpoints to see what you have learned, how you are doing and what to work on. 
The way you describe your experience to others will help you articulate what you have learned so far. I always used to get asked “What was the main thing you took away from working with Bro. Hardy?” and it forced me to evaluate and come up with a 1-minute answer. That 1-minute summary will, in essence, be what you learned the most about as you worked here all Summer. 
Know What You Have Done
It is not bragging to list out what tasks you accomplished last week or yesterday. In our daily intern staff meetings you should be able to list out what things you have worked on and where your time has gone. In an intense 12-week summer, you do not have the luxury of years of credibility to build up, so you will have some fairly tight oversight in order for us to know where you are and where you need to be. 
Know and Do Your Main Duties First
Thanks for all the extra songs and things. And thank Sarah for me. Tell her she is awesome. :) But your main duty was games. I am sorry if I was not clear about it. That is why I resent that email. Good job on getting a bunch of games together though. Those will be fun. It just would have been nice to have them earlier. So now I will be waiting to hear back on all those lists and props you mentioned getting together. 
18. Be Careful
19. Be Thankful
Over the top thankfulness
Thankfulness
Be over-the-top thankful for everything. Be zealously thankful to your hosts. :) Express gratitude before, during and after the meal, and follow every meal with a thank you card. 
Thank You Notes
Be sure to remember to write and give Thank You notes to each of your hosts. 
 
20. Be Faithful (Constant, Dependable)
Be Moldable (change, grow, improve)
Be Helpful
 
 
 
 
Section 2 
The Practices of Interning well
 
The DUTIES of the intern:
DO the right thing
 
How does a good intern WORK?
 
Church-specific duties and expectations
Miscellaneous Church Stuff
This section details some of the specifics of our church. This chapter will not necessarily apply outside the context of our church.
Running Document
We created a Google Doc to track projects and tasks for each intern. This document will track individual tasks as well as general maintenance needs around the church, as well as any other categories that are added later. The interns have access and will add as needed. BOLD means it needs to be done and UNBOLD means that it has been done. Each intern will put his initial by each task to indicate who has done (or is going to do) what. This document will track both “TO-DOs” and “DONEs.” It is titled “2014 Intern Staff Mtg. Notes.” 
Offices
We have one spare office that you both will share only when you need a quiet place to study. Otherwise, we have computer logins set up in two different places. Or, if you have a laptop, we can hook you into our network.
Adult Bible Classes
Teens of Faith. Grades 7-12. Ryan & Jamie Rench. Bro. Ken and Mrs. Gina Baker and Bro. Aaron and Mrs. Lori Myers are on youth staff. Located on the upper level.
Lively Stones. 20’s and 30’s. My brother Nathan and his wife Carrie Rench teach the class in the end classroom past the nursery. Also teaching is a Deacon Bro. Greg Wuchner (wife Kara).
Fellowship Class. 40’s and 50’s. Taught by Pastor in the Fellowship Hall.
Ambassador’s Class. 60’s+, general Bible class. Taught by Si Rangel and Jim Wilson in the sanctuary.
Schedule
A typical schedule might look something like this:
· 8:00 Intern staff meeting. Construction/church work
· 12:00 lunch/church work
· 2:00 door-knocking
· 5:30 cleanup
· 6:00 dinner with church members
Mondays will be your day off. Fridays will be church work all day. Saturdays will be visits in the morning and some follow-up in the afternoon, as well as final preparations for Sunday, but not a scheduled day.
Laundry. Mondays will be your laundry day. We will show you the details later.
Meetings. Pastor does not usually get in till about 9 am, so we may have meetings at 8am together as the schedule allows. The schedule will be a work in progress as we will refine it each year.
Phones
Although there might be a time difference between you and people you would like to talk to, please be careful about not being on the phone (texting or calling) all throughout the day. Never text when at dinner with a host family. Schedule times after work or during drive times to talk.
Oldest makes the call
For any decisions that need to be made between the two interns, Joe will make the call if need be. Or, if both of you need to be contacted and you are together, we will probably just contact Joe.
Jeep
The Jeep is yours all summer. Only the driver side window works. The others fall off their tracks. Maybe tape all other window controls so no one accidentally messes them up. 
ERR Reimbursement Forms
Any repairs you do on the Jeep, or anything you spend for the church, just turn in an ERR (in Bro. Dan’s file) Reimbursement form and he’ll pay you back in a check. Fill out the form and staple the receipt to it.
Computers
Feel free to use the church computers for any needs you might have.
Lockup
The deacons lock the church up after services, but on a work day, the last man out locks the doors, turns off the lights and sets the alarm. Leave the back door (by the missions apt.) locked at all times. If you enter any door around church throughout the day (except the main ones we use all the time), unlock it just to enter but then relock it as you come in so it locks behind you. 
Keys
You should have a master key, an interior key and a missions apartment key. Please return all keys at the end of the summer. Other keys will be given as needed (sheds, info center, elevator, etc.)
Missions Apartment
Joe will be living in our church’s newly-completed missions apartment. This is not your dorm room. Please respect the property and the nice facilities. If anything is broken, please report it immediately. If it was unnecessarily broken, it will be removed from your semester down payment. 
Tools
Scour my office 3rd drawer or the shed for tools you might need. Return when done.
Church membership
Because you will be here all summer and acting on the church’s behalf in many areas, please make your membership official by talking with Pastor and getting voted in. 
Answering Phones
The secretaries in the office will answer the phone after a ring or two. If it goes longer, pick up the line and it will automatically answer (no buttons to push.) “Calvary Baptist Church, this is ____” 
If it is for someone else, just say, “Let me see if he is available...” Press HOLD on phone. Then press their extension number (11 - secretary’s office, 14 - Bro. Ryan, 17 - Pastor). 
You cannot leave individual voicemails for people, so just take a message if they are not available. Written message for Pastor. Email for Bro. Ryan, Mrs. Rangel, Mrs. Kathy, Mrs. Jamie. 
Intercom - just press INTERCOM and the extension number you want to reach. 
Requesting Time Off
If you do not know something, ask. Here is probably how it should have gone down for shooting with Bro. Ken today…
 
Always run everything through me.
I did not know it was today until a passing comment through my wife yesterday. How was I supposed to know? Do not assume anything. What you CAN assume is that I do not know anything unless you tell me.
Bro. Ken talked to me, but not about a specific date, so I had no idea it was today that you would be shooting with him.
It ended up being a blessing in disguise to help me clear my thoughts and get them ordered for our meeting.
 
Any time you would like a day off, always ask. Once it is approved as time off, you will be expected to make up your time on your day off or in the early mornings or late evenings. I usually avoid trying to call my makeup work as early mornings or late evenings because I usually do that all the time anyway when I have projects I am catching up on. I always phrase my time off to my dad with the solution of coming in on Monday for half a day (or however long I am out).
You might be making up your time on a Monday, but if you did not communicate it, it does not go to your credit. If I did not know you were working your make-up time on a Monday, it is like it did not happen. Communicate it clearly. 
After receiving approval, put it on the calendar. I had no emails, no calendar, no personal conversations with either of you about today, so I was getting geared up for the meeting this morning for nothing. Kind of changed my whole schedule around today. That is not a huge deal, but it does affect the chain reaction. No meeting this morning, so instead I am writing this. Which means I am NOT getting to my Alaska trip plans that I was going to do after our meeting. Which means that after writing this, when I get back into my Alaska Trip plans, you will return from shooting and then we will have our meeting and break up a longer section of time I would planned on for other things.
Not a huge deal to me or Pastor because we can be flexible, but at the same time you should probably view it as a big deal. Everything you do on a church staff affects others, and communication needs to be very clear.
 
 
Standard operating procedures (SOP)
When Bro. Aaron Myers was our staff intern, he oversaw many ministries. As he grew in experience, he created several Standard Operating Procedures, or SOPs. These are step by step instructions meant to streamline the process, detail the steps needed and show the simplest and fastest way to complete a recurring task. 
If a better way exists, alter the SOP. 
Since your time here is only temporary, everything you do should be documented and passed on to the next guy. Make any task you repeatedly do an SOP. Note each step. Think through the process. Streamline it. Make it better. 
 
Website Updates
There are two websites associated with the church, 
one is the actual church website: www.cbctemecula.org 
and the other is the missions website: www.cbcmissionaries.com. 
 
 
You will need to set up an administrator login profile, (Bro Ryan can lead you through the process), and then log into the websites by inputting the address followed by:  /wp-admin  
Once you have gotten to the Word Press homepage for the website, simply choose ‘Posts’ from the menu on the left. A dropdown menu appears, choose ‘Add New’.
 
Missions:
You will need to have an email address that shared emails will go to, and you will receive Family Prayer Letters from various missionaries during the year, some monthly, some a little bit spread out. 
On the ‘New Post’ page there is a “title box”, and a “main body box”, simply type in the families name of the missionary you received an email from (Smith for example) in the title box, “Smith Family Prayer Letter”
The main body box would be the letter they sent. You will simply copy and paste the message from the email to the main body box, however, depending on the format they used to send the message, you may need to double click the image in the email (if PDF for instance) to open it in ‘Preview’, then copy/paste.
 
Sometimes the formats that are used, use margins and styles that do not translate well, if this happens, simply click on the “text” tab (top right corner of the main body box) and the message will appear in plain text, and you can delete the “hidden commands” that are causing the message to be formatted in a way that does not work. Sometimes images are included, and a lot of times they transfer easily with copy/paste, sometimes not. Same thing if links are sent in the message to videos or pictures that the missionaries are sharing, sometimes they go thru, sometimes not.
This is a ‘trial and error process’ due to the vast number of social sharing services; it would be very difficult to explain every possible method, so instead I will leave that to you!
Once you have the title, and message figured out, you need to choose the “Letters” option in the categories box. Then after double-checking the post, click “Publish.” You can preview the post before publishing by selecting the preview button, it will show you exactly what will be posted, and if you need to make changes or not, click the “Edit Post” tab and it will bring you back.
You will not need to add “Tags” or change any settings in the remaining boxes.
Keep the site updated often, members keep up with the missionaries, and have the prayer requests on their prayer lists, as well as hearing the praises!
There will also be comments to monitor, try to keep up with approving or trashing comments often. Only approve comments that are appropriate (not going to go to deep here, it is a church website, use common sense). You will find the comments are 99.9% spam, however do not just delete without scrolling thru them. The spam comments usually have blue hyperlinks for various products throughout the message, and are easily spotted. The spam comments are poorly written and can be amusing to read, but trash them.
 
 
Church Website:
After you set up a profile with the church server, (you will need a Dropbox account) you will need to access the Teens of Faith (TOF) announcements, Choir announcements, and the weekly church bulletin folders.
The process is the same as adding a Family Prayer Letter on the missionaries website.
*For the TOF announcements, open the most recent announcement from the folder, copy/paste the message from Bro Ryan (not the upcoming events, or songs), and remember the title (“Time for Summer Camp Again!” for example). Type the title in the title box as follows: TOF - Time for Summer Camp Again!  Then paste the message in the main body box. In the categories box choose the TOF option, and then before publishing, click the edit button for the “publish immediately” option. Change the date for the date that the message was written, instead of todays date and then click ‘ok’. Double check the post, preview if desired, then publish.
*For the Choir announcements, follow the same procedure, except for the title (Great Singing! for example). It will simply be: Great Singing!  in the title box. You will choose the Music, and Choir options in the categories box, change the date to the date it was written, double check, and publish.
*For the Pastor’s Note announcements (in the bulletin), go to the server, and click 
CBC > bulletin > year > date, of the bulletin. Scroll down to the Pastor’s Note section, copy it. Then on the website, in the title (“Feb 16, 2015” for example) type:
2-16-2015 Pastor’s Note   then paste the message in the main body box. Select the ‘bulletin’ and ‘pastor’s note’ category, change the date, double-check and publish.
 
The same thing goes for the comments for the church’s website, delete the spam.
 
Outreach SOP
The outreach program is one of the most important things done for the church, besides the preaching in the church. Without going into the surrounding area to invite people to church, share the Gospel, or lead people to salvation, what we do inside the church is hindered. Pastor has a vision of knocking every door in the immediate Temecula/Murrieta area (about 10-15 minutes away), yearly. The way we accomplish this is by taking the area and breaking it down into small map sets. The map sets are divided by map number, and kept in a folder for organization of what areas, and homes were reached. These maps have streets highlighted that are groups of approx. 50 homes. This will ensure that when we have members go into the community, they have an area that was not already reached (this year), or have doors that were already knocked.
The church tracts that are used are divided into stacks of ~55. That way there are enough for a map of ~50 with a few extra for people walking on the streets, or UPS drivers, or whoever we come in contact with besides the homes on the map. The maps are kept in the staff office, in boxes. Remove and bind them with a single wrapped rubber band (do not double wrap rubber band, this messes up the tracts before the people even receive them). All unused, bound tracts are kept with the maps under the info booth.
There are times of the year when special tracts are used, like Christmas, or for a revival. The same rules apply, just with different tracts. Ensure if special tracts are being used, they are prepared before you will use them, avoid scrambling! 
 
Saturday Door Knocking
On a normal Saturday, a group of members hit the streets, in small groups of around 2-4. Each group of 2 people get one map, and one stack of tracts. On a normal Saturday, the objective is to knock on the doors of your map, and personally invite the household to church, and of course find a way to introduce the Gospel to them. A Normal Saturday will take approx. 1 - 1 ½ hours, depending on if people are home, or if witnessing occurs, distance of drive away. If no one answers door, a tract is left in the door.
Maps are laid out on the counter of the information booth, neatly, with a stack of tracts on top. Each map has a count of houses written on it, and will be what the older people look for, some just cannot physically do 50 houses, and 35 is more reasonable, or it could be the hills in that neighborhood. So it is best to know where the area is, so you can assist them finding an area they can do. 
There is also a group of maps for the teens who go out with Bro Ryan, and the interns.
It is ALWAYS better to have more maps out, with extras for the teens and only use half, than have a small number of maps out and scramble last minute for more. For a normal Saturday, set up is done on Friday and takes less than 20 minutes (if enough tracts are bundled). Seasons, and time of year will dictate how many maps to put out (if its cold, or rainy, or the weekend before a holiday less people come out compared to a nice summer morning).
 
Saturday Staff Door Knocking
After the normal Saturday door knocking by members, the church staff (Pastor, Bro Ryan, Interns) and anyone who would like to join them, goes out for a second round of door knocking. The original plan was morning door knocking, 1 hour for lunch, then 2nd round, however it changed to basically going out back to back. If you need the noon break, just let Pastor know, he is not dictating an order of back to back, and he is happy as long as it gets done, just let him know.
 
Thursday Staff Door Knocking
Thursday Afternoons, at 3:00, the church staff will get a map and tracts and knock doors. Good time to reach people since a lot of people are busy Saturday mornings and are not home.
 
Thursday Staff Visitation 
After the Staff Door Knocking at 3:00, there is a short break to eat dinner between 4:00 - 5:00, then the Staff does Visitation. Visitation is a time where Pastor and Mrs. Rench, and Bro Ryan and Ms. Jamie, and the other staff (Interns, or whoever) make short visits to the homes of either visitors, or guests who have not returned for a while, or members who are shut-ins, elderly, or sick and have not been in a while. It is simply a quick visit letting them know they have been thought of, or a way to meet visitors and invite them back. 
Pastor receives a copy of the visitors info card, and he gives the staff a couple of these for each Thursday visit, and the staff records if the people were home, and if they were how the visit went. The staff also records info, so if another visit is done later, the staff member has an idea of what is expected in the visit (have a sick parent, young kids - invite to jr. church/Master Club)
 
Saturation Saturday
Saturation Saturday is a big push to get lots of tracts out, with the emphasis on flyering neighborhoods, instead of door knocking a street. Maps are arranged in groups of ~100, ~150, ~200, with the 150 group being the focus. These days are great for people interested in outreach, but are shy about door knocking, so a lot more people show up for Saturation Saturdays. Also, a couple times a year, we will announce a goal, like a Saturation Saturday with over 100 people flyering. Saturation Saturdays are set up in the fellowship hall, under the basketball hoop. They are preceded by a Men’s prayer breakfast, or a Family prayer breakfast, so 2 eight foot tables are set aside to make transition from the breakfast to saturation flow easier.
On the tables, neatly organize maps and tracts set up on one table for flyering, and on the other table a small set of maps and tracts for door knocking, with a set for the teens.  
 
Bus Ministry
The Bus Captain organizes the areas they reach, and get their own maps. However, a surplus of ready-made, bundled tracts are always needed on hand. The Bus Captain may need flyers printed and cut ahead of time, so keep in communication with him.
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note- 	There would actually be 6 stacks of 100’s (far left in pic)
	There would be 9 stacks of 150’s (center on table)
	There would be 4 stacks of 200’s (right of table)
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note - 	Not pictured, but left of the door knocker maps, is 10 maps/tracts in close proximity to each other for the teen group, who goes out on the bus in pairs
Be prepared to explain area of coverage, as well as driving directions to the area for   people not familiar, and always prepare for more rather than less.
 
 
 
Orders of Service
 
The order of service is just a list of what hymns we are singing, and an overview of what happens and when. These need to be completed at least 2 weeks out so the orchestra can rehearse, and the bulletin printed out. 
The orchestra, pianists, Pastor, and Bro Ryan get a copy of the list; they are printed double-sided, for the morning and evening services. The order of service is also needed for Ms. Jamie to put in the weekly bulletin. 
Bro Ryan already has songs chosen for the choir, listed on the Google calendar. And the opener song is on a rotating order, located on the ‘Music Tracking’ page (opener hymn tab). 
The congregation hymns are listed, with a column for years that the songs were sang. This is to keep track when the hymns were sang, so the same hymns are not overused. They also have a category column, which designates holiday songs, invitational songs, or other songs that are used for certain events. You simply go down the list and use songs in “random succession” (not song #1, 2, 3…) and alternate from the previous years if it was last sang in the AM/PM (Christmas songs for instance).  Songs should be varied, o not choose all three from the 100's, for example. Make the third song a "500" for example. 
Keep in mind when choosing songs, the orchestra and choir gets dismissed to their seats during the last song, so the hymn needs to be about 3 or more verses, and a longer song if possible. Also, if it is possible, a familiar song so as they are seating they can sing with congregation.
The special music will be a group, or instrumental piece, which is also found on Google calendar, chosen in advance by Ms. Jamie. 
After songs are chosen, simply open “Dropbox > ‘Orders’ > year (2015, 2016…)”, then find most recent save. Open it and update the date, input the opener, hymns, specials, and then save it for the next service’s date.
 
Often we will have guests or missionaries preaching, this will change the order a little bit. First you will need to confirm with Pastor about if there will be a missions presentation, love offering, or guest singing the special. Examples will be given below.
For special services, change the title of the document to include "revival Ingram" for example, and review past revival schedules to think of any special aspects of the service (Or missionaries, or guest singing groups, etc.) so the order of service will “flow” and Pastor will not be left behind the pulpit not knowing what is next, so to speak.
Given are examples of services, but remember Pastor may want special services different than what is shown. These are not the standard, just examples.
The ‘normal service’ is what is usual, in black. The services where the staff does something different is in green, the changes where we have guests is in red. The Easter Morning, and Christmas Eve examples show a drastic change.
 
 
Examples of AM Services
 
 
AM Service (normal)
Piano Prelude	 (Orchestra tune at 10:50) 10:55am
Choir Opener	 “God, Our Father” #268
Welcome	Pastor Rench
Hymn	 “Face to Face” #549
Prayer	__________
Hymn	 “Rejoice Ye Pure in Heart” #562
Offering	Ryan Rench
Offertory 	Nicole Burkholder 
Announcements/Choir 	 “Hosanna”
Scripture	Pastor Rench
Hymn	 (ch, orch) “It Is Good to Sing” #584 (3v)
Special 	Jamie Rench 
Preaching	Pastor Rench 
 
 
 
AM Service (special)
Piano Prelude	 (Orchestra tune at 10:50) 10:55am
Choir Opener	 “God, Our Father” #268
Welcome	Pastor Rench
Hymn	 “Wonderful Words of Life” #270
Prayer	___________
Hymn	 “Wonderful Grace of Jesus” #198
Witness!	2 songs and Intros
Announcements/Offering 	Bro. Ryan
Offertory	Witness!
Choir	 “My Faith Has Found”
Hymn	 (ch, orch) “Guide Me O Thou Great Jehovah” #51 (3v)
Witness! 	2 songs
Preaching	Bro. Ed Pearson
 
 
Easter Morning
Piano Prelude	 (Orchestra tune at 10:50) 10:55am
Choir Opener	 “Easter Song” #222
Welcome/Prayer	Pastor Rench
Hymn	 “Easter Medley” #215-217 Medley
Announcements/Choir 	Cantata
Easter Offering	Pastor Rench
Offertory 	Nicole Burkholder 
Hymn	 (ch, orch) “He Rose Triumphantly” #219 (3v)
Preaching	Pastor Rench 
 
 
 
 
Examples of PM Services
 
 
PM Service (normal)
Hymn	 “Near to The Heart of God” #497
Prayer	___________
Hymn	 “Satisfied” #531
Announcements/Offering	Bro Aaron
Offertory 	Pianist
Hymn	 “I Will Sing the Wondrous Story” #508 (4v)
Special	Sarah A. & Sharon J.
Preaching	Pastor Rench
 
PM Service (special)
Hymn	 “Lead On, O King Eternal” #483
Prayer	___________
Hymn	 “Love Lifted Me” #505
Intro WCBC	Pastor Rench
WCBC Quartet	 (1 song, intros, 3 songs)
Announcements	Bro Aaron
Offering	Pastor Rench
Offertory 	WCBC
WCBC Quartet	 (3 songs)
Preaching	Bro Toby Weaver
 
PM Service (missionary)
Hymn	 “The Solid Rock” #404
Prayer	___________
Hymn	 “Make Me A Blessing” #452
Announcements	Bro Aaron
Missionary Intro	Pastor Rench
Missionary Presentation	 Bro Derick Thomas
Love Offering 	Pastor Rench
Offertory/	Pianist
Hymn	 “Glory to His Name” #527 (4v)
Special	Bailey Duet
Preaching	Bro Derick Thomas
 
Christmas Eve
Hymn	 “What Child Is This” #137
Prayer	___________
Hymn	Request (x2)
Announcements/Offering	Bro Ryan
Offertory 	Pianist
Introduce Christmas Program	Pastor Rench
Christmas Program	Co-Op Kids Christmas Play
Closing	Pastor Rench  
 
 
 
Church Service Days – Opening Tasks
 
Basically, every interior light is turned on, and classroom opened for Sunday AM service. 
Every exterior light and only needed interior light, and classrooms opened for the Sunday PM service.
Additionally, Wednesday PM has different lights and classrooms. 
 
Deacons perform the closing tasks, and usually do a perfect job, however sometimes the exterior lights may be left on, or a thermostat may be left on. It is necessary to double-check some of the tasks, to ensure it was done.
 
The outside lights are ran off of a timer, or a light sensor and are automatic. However, the ‘porch’ lights are manual. And these are the lights I am referring to below.
 
Best if you come up with a routine so you get in the habit of getting every light or thermostat. The most important thing to remember is, to envision what is happening during the different services, and common sense tells you what lights are turned on, or doors opened. 
The last thing you want is for Pastor or Bro Ryan to have to double-check your work, when they are preparing to give a message.
The following is what I did, but could be changed if your way fits you.
 
Sunday AM
 
•Come in the front, side door (says ‘office’ above it) and turn the alarm off. All that is needed to do is enter the 4-digit code, and alarm will be deactivated. 
•Turn on the foyer light that is for that door, and turn down the hallway toward office. 
•Turn on the hall lights by the cry room. 
•Turn on lights in the restrooms. 
•Turn on the office lights but then leave door locked, so only ‘as needed’ people enter. 
•Unlock every classroom door, and fully open doors. 
•Turn on all classroom lights. 
•Turn on the thermostat for the hallway. 
(All of the classroom thermostats are set for 69 degrees, but the hallways and sanctuary are 71 degrees)
•Turn thermostat on in Lively Stones classroom
•Open the nursery, but leave the lower door halves closed.
•Ensure the door at end of hallway remains locked, for security reasons.
•Before entering sanctuary, open the door (right of info booth) and the double doors, prop them open.
•Grab the Allen key, and unlock both front (keep key), main double doors, and prop them open.
•Turn on the rest of foyer lights.
•Turn on the 3 thermostats for the sanctuary
•Turn on all sanctuary lights
•Turn on lights going up staircase
•Open TOF classroom, turn on all lights, and turn on thermostat (leave door by foosball/Ping-Pong table locked, ensure chairs are straightened, announcements are out, game room light is on)
•Unlock Merry Hearts doors, turn on lights
•Turn on library light, keep door locked
•Leave counseling room doors locked, lights off.
•Unlock upper double doors (different Allen key, kept by fire extinguisher mount)
•Turn on staircase lights going to lower classrooms
•Turn on lights for lower classroom hallway (second switch by kitchen turns on other half of hall lights)
•Turn on restroom lights
•Turn on thermostat by drinking fountain
•Turn on thermostat in Co-Op classroom, leave lights off, door locked
•Turn on last classroom lights, but leave door locked
•Turn on kitchen lights
•Turn on fellowship hall lights (only the half above class needs lights, not whole hall)
•Use original Allen key to open main double doors of fellowship hall.
•Ensure chairs are straight
•Return to sanctuary
•Place announcement /order of service sheets
-Orders of service 
(pianos, orchestra stands, choir stand, Pastor's chair, Bro Ryan’s hymnal, pulpit.)
-Pastor's mic - battery check (at least 2 bars) and set on his chair with his hymnal and order. Centered on chair with mic cord neatly wound (leave cord wound loosely, do not bend cord over tightly).
-Open black "choir openers" folder to correct opener song
-Lay out Bro Ryan’s hymnal
1. Order of service in song 1
2. Pulpit announcements in song 2
3. Red flag in song 3
•Turn on hallway light for Pastor’s office
•Turn on Pastor’s office light
•Turn on light for music room/baptistery prep room
•Return Allen key
 
 
 
 
Sunday PM
 
•Come in the front, side door and turn the alarm off (if necessary, alarm should not be on between AM and PM services). 
•Turn on the foyer light, and exterior light that is for that door, and turn down the hallway toward office. 
•Turn on the hall lights by the cry room. 
•Turn on lights in the restrooms. 
•Turn on the office lights but then leave door locked, so only ‘as needed’ people enter. 
•Turn on the thermostat to 71 degrees for the hallway. 
•Open the nursery, but leave the lower door halves closed.
•Ensure the door at end of hallway remains locked, for security reasons.
•Before entering sanctuary, open the door (right of info booth) and the double doors, prop them open.
•Grab the Allen key, and unlock both front, main double doors, and prop them open.
•Turn on the rest of foyer lights, and exterior lights.
•Turn on the 3 thermostats for the sanctuary (Summer: Leave A/C on after AM service all afternoon, do not turn it off)
•Turn on all sanctuary lights
•Turn on lights going up staircase
•Open TOF classroom, turn on all lights, and turn on thermostat (leave door by foosball/Ping-Pong table locked
•Turn on library light, keep door locked
•Leave counseling room doors locked, lights off.
•Unlock upper double doors (different Allen key, kept on fire extinguisher mount)
•Return to sanctuary
•Place announcement sheet
-Evening Announcements on pulpit 
-Pastor's mic - battery check (at least 2 bars) and set on his chair with his hymnal and order. Centered on chair with mic cord neatly wound.
•Turn on hallway light for Pastor’s office
•Turn on Pastor’s office light
•Turn on light for music room/baptistery prep room
 
Wednesday PM
 
•Come in the front, side door and turn the alarm off. 
•Turn on the foyer light, and exterior light that is for that door, and turn down the hallway toward office. 
•Turn on the hall lights by the cry room. 
•Turn on lights in the restrooms. 
•Turn on the office lights but then leave door locked, so only ‘as needed’ people enter. 
•Unlock every classroom door, and fully open doors. 
•Turn on all classroom lights. 
•Turn on the thermostat for the hallway. 
(All of the classroom thermostats are set for 69 degrees, but the hallways and sanctuary are 71 degrees)
•Turn thermostat on in Lively Stones classroom
•Open the nursery, but leave the lower door halves closed.
•Ensure the door at end of hallway remains locked, for security reasons.
•Before entering sanctuary, open the door (right of info booth) and the double doors, prop them open.
•Grab the Allen key, and unlock both front (keep key), main double doors, and prop them open.
•Turn on the rest of foyer lights and exterior lights.
•Turn on the 3 thermostats for the sanctuary
•Turn on all sanctuary lights
•Turn on lights going up staircase
•Open TOF classroom, turn on all lights, and turn on thermostat (leave door by foosball/Ping-Pong table locked
•Ensure chairs are straightened, announcements are out
•Unlock upper double doors (different Allen key, kept on fire extinguisher mount)
•Turn on lights for lower classroom hallway
•Turn on restroom lights
•Turn on thermostat by drinking fountain
•Turn on fellowship hall lights
•Use original Allen key to open main double doors of fellowship hall.
•Return to sanctuary
•Pastor's mic - battery check (at least 2 bars) and set on his chair with his hymnal and order. Centered on chair with mic cord neatly wound.
•Turn on hallway light for Pastor’s office
•Turn on Pastor’s office light
 
Special Tasks
Baptisms- If there is an upcoming baptism, turn on baptismal switch, located inside staff office, on wall in breaker box, the day before the scheduled baptism so water can be heated and filtered.
Baptistery- Check the water level periodically, the water will evaporate in warm weather or when heater is used. Water level should be about an inch below the overflow, located under the water spigot. 
Special Music- Ensure mics are charged, or mic stands are prepared, also have music stand available if necessary
Tithing/Offering envelopes- ensure before Sunday, envelopes are replaced in pews 
 
 
Daily - Opening / Closing Tasks
 
Depending on what schedule has been determined for you, the following is what daily opening/closing tasks are performed.
•Normal working hours are:
➢9:00 am to 5:00 pm Tues, Wed, Thurs, 
➢8:30 am to 4:30 pm Fri
➢10:00 am to 12:00 Sat
Usually, as a staff intern, you will be in early to unlock, and late to close. Lunch breaks are 30 minutes, taken around 12:00-1:00 (not a specified time, when you can fit it in).
 
Opening tasks are much simpler than on church service days
•Come in the front, side door and turn the alarm off. 
•Turn on the hall lights by the cry room. 
•Turn on lights in the restrooms by office. 
•Turn on the office lights, unlock door.
•Turn on the thermostat to 71 degrees for the hallway. 
•Unlock door at end of hallway.
•Prop open sanctuary door (right of info booth).
•Turn on one rail of sanctuary lights (usually center/left rail)
•Turn on hallway light for Pastor’s office
•Turn on Pastor’s office light
 
Closing tasks are easy too. Throughout the day, rooms are opened, as they are needed. The trick is to lock every door after using it, and then you will not have to go back and do it at the end of the day. Keep in mind, Pastor, Ms. Wendy, Bro Ryan, the secretaries, other church members, and possibly outside-of-church workers may be at the church doing their jobs, so double-checking is better than leaving something unsecured.
•Ensure doors are closed, and locked
•Ensure lights are off
•Set the alarm (press ‘CMD’ until ‘PERIM’ and ‘ALL’ screen, push ‘ALL’)
•Always double check that shed is closed, and locked.
 
 
Daily Routine
Always remember, Pastor is the boss, and can pull you from doing a task at anytime. That does not mean that what you were working on does not have to get done, it means you now have a task to get done with it! Both Pastor and Bro Ryan are very reasonable; if you are working on something urgent, let them know. They will not expect the impossible, but they NEED the possible done. 
 
The following is a brief summary of daily tasks.
•Monday - Day off!! Church is closed.
•Tuesday - Opening routine, complete order of service (if not already done), any maintenance items around church, update websites, any tasks in email, closing routine
•Wednesday - Opening routine, Staff Meeting, start new tasks from meeting, set up TOF classroom, maintenance around church, closing routine, evening service opening routine
•Thursday - Opening routine, any maintenance items around church, update websites, afternoon door knocking, closing routine, evening visitations.
•Friday - Opening routine, workday (major maintenance) around church, print order of service (leave on pulpit for Sunday AM), set out maps/tracts, closing routine.
•Saturday - Modified opening routine, pass out maps/tracts, closing routine, door knocking.
•Sunday - Morning opening routine, service, evening opening routine
 
Weekly Tasks
 
Some of the tasks performed are done in ‘chunks’ like the order of service. I tried to keep 3 weeks ahead, so if something came up last minute, or you were busy all week repairing sprinklers or whatever, I was not left with a dumb look on my face when Bro Ryan asked where his announcements were.
Some things like the website updates need to be done, but not at the expense of something else, so many times you might update a couple weeks of posts, or missionary prayer letters. 
Regardless, here are things I tried to get done on a weekly schedule:
•Wednesday Meeting, set up Pastors office (extra chairs)
•Ms. Jamie does bulletins on Wednesdays, that weeks Order of Service must be done before then so she has them.
•Co-Op class at 9:00am on Thursday, open classroom, any tasks from that
•Thursday door knocking, get maps/tracts for staff 
•Hymnals/Envelopes straightened before Sunday
•Friday Ensure Order of service is printed, and on pulpit (ladies that clean church will throw it out if on pulpit too early in week)
•Check function of elevator (checklist in elevator)
 
Monthly Tasks
Some of the things that need to get done around church, are not noticed, or not done daily or even weekly.
The following are tasks that I do monthly:
•Week 1 - check all doors for squeaky hinges, or other issues
•Week 2 - check all lights (replace bulbs or ballasts as discovered though)
•Week 3 - walk interior, look for ANY issues
•Week 4 - walk exterior, look for ANY issues
 
Announcements
Announcements are made during the AM and PM services. These are to either emphasize what is already in the bulletin, or if there is a “last minute” reminder of an event or prayer request. 
 
Basically to do the AM announcements, open Dropbox, then click ‘Announcements’, choose the year, and then the most recent entry (note the ‘Bible-Verses-Giving’ page before the entries, this is important for a future step).
After opening you will see a verse, followed by several announcements. In the usual order of service, after the 2nd congregational hymn, Bro Ryan will read the bible verse and then continue with the offertory portion. The Bible verses are specific to giving and are found in the Bible-Verses-Giving page before the pulpit announcements. They simply go in order, and the easiest way to keep track of what verse you are on, is to make all verses bold, then after you copy the verse you are on for that week, unbold it, save document, and then paste it on announcement page you are working on. That way the following week, you know the next bold verse is the verse you will use.
Keep in mind, Bro Ryan is reading this in front of the congregation, so ensure the font size is readable, and you can even delete parenthesis or verse numbers to make the reading easier (obviously do not change the text! haha!) I would have the ‘Book Chapter and Verse’ on it is own line, underlined, followed below with the text.
 
For the announcements, usually before the choir sings their special, Bro Ryan will give the weekly announcements. This gives any orchestra members who are also in the choir time to get to their places. The announcements in the AM service are typically for events that fall into the next 1-2 weeks, however events like summer camp for example may be given a little extra notice due to expense or making plans.
The announcements in the bulletin are compiled after Wednesday meetings and are current, and can typically be used to form announcements to reemphasize a topic. Also watch the calendar for events that may not be published in the Bulletin. Sunday School teachers, or other ministry leaders may also need an event announced, that was not known in time for the bulletin, and they can be announced for the morning service.
 Try to keep announcements to 2 - 3, Bro Ryan can always make pen changes to have different announcements than what is planned, so make a note if a specific one is not announced, so maybe it can be put into the PM announcements. Always consider if the announcements are ‘appropriate’ for the AM, a service typically with visitors, or if the announcement would be better suited for the ‘core’ members who attend in the PM service. We are not hiding stuff, but sometimes visitors do not need to hear what members should hear (for example, if the Jail Ministry guys have to meet at the jailhouse for a security brief on a certain date, that is not info a visitor NEEDS to hear).
 
PM service announcements are usually for families that are the ‘Sunday Night Crowd’, they are usually the ones participating in the Hospitality Nights, Outreach, and their kids go to camp, so usually broad announcements for certain events are given in the AM, and maybe more details are given in the PM. The PM announcements are given after the 2nd hymn, and before the offertory. The previous announcements are in Dropbox, under ‘Evening Announcements’
 
 
Opening Tasks
Basically, every interior light is turned on, and classroom opened for Sunday AM service. 
Every exterior light and only needed interior light, and classrooms opened for the Sunday PM service.
Additionally, Wednesday PM has different lights and classrooms. 
Best if you come up with a routine so you get in the habit of getting every light or thermostat. The following is what I did, but could be changed if your way fits you.
 
Sunday AM
 
•Come in the front, side door (says ‘office’ above it) and turn the alarm off. All that is needed to do is enter the 4-digit code, and alarm will be deactivated. 
•Turn on the foyer light that is for that door, and turn down the hallway toward office. 
•Turn on the hall lights by the cry room. 
•Turn on lights in the restrooms. 
•Turn on the office lights but then leave door locked, so only ‘as needed’ people enter. 
•Unlock every classroom door, and fully open doors. 
•Turn on all classroom lights. 
•Turn on the thermostat to 71 degrees for the hallway. 
(All of the classroom thermostats are set for 69 degrees, as well as the sanctuary, but the hallways are 71 degrees)
•Turn thermostat on in Lively Stones classroom
•Open the nursery, but leave the lower door halves closed.
•Ensure the door at end of hallway remains locked, for security reasons.
•Before entering sanctuary, open the door (right of info booth) and the double doors, prop them open.
•Grab the Allen key, and unlock both front (keep key), main double doors, and prop them open.
•Turn on the rest of foyer lights.
•Turn on the 3 thermostats for the sanctuary
•Turn on all sanctuary lights
•Turn on lights going up staircase
•Open TOF classroom, turn on all lights, and turn on thermostat (leave door by foosball/Ping-Pong table locked
•Ensure chairs are straightened, announcements are out
•Unlock Merry Hearts doors, turn on lights
•Turn on library light, keep door locked
•Leave counseling room doors locked, lights off.
•Unlock upper double doors (different Allen key, kept on fire extinguisher mount)
•Turn on staircase lights going to lower classrooms
•Turn on lights for lower classroom hallway
•Turn on restroom lights
•Turn on thermostat by drinking fountain
•Turn on thermostat in Co-Op classroom, leave lights off, door locked
•Turn on last classroom lights, but leave door locked
•Turn on kitchen lights
•Turn on fellowship hall lights
•Use original Allen key to open main double doors of fellowship hall.
•Ensure chairs are straight
•Return to sanctuary
•Place announcement /order of service sheets
-Orders of service 
(pianos, orchestra stands, choir stand, Pastor's chair, Bro Ryan’s hymnal, pulpit.)
-Pastor's mic - battery check (at least 2 bars) and set on his chair with his hymnal and order. Centered on chair with mic cord neatly wound.
-Open black "choir openers" folder to correct opener song
-Lay out Bro Ryan’s hymnal
1. Order of service in song 1
2. Pulpit announcements in song 2
3. Red flag in song 3
•Turn on hallway light for Pastor’s office
•Turn on Pastor’s office light
•Turn on light for music room/baptistery prep room
 
 
 
 
 
 
 

PART TWO: To the Pastor
Be consistent
Be proactive
Be real
Be available
Be informative
Be trustworthy
Be instructive
 
Choose wisely
Choosing your intern
Equipping your intern
Training your intern
INTERN WELCOME/PHILOSOPHY BOOKLET
Welcome!
You are round two. We worked the guys like dogs last year and sent them away gasping for breath. Hopefully, it was a help to them. It was certainly a blessing to us. 
We pray that this year’s internship has the same results. We have a little better idea of what to expect now that we have done it a year, but it will still be a work in progress. Each day we will meet and re-assess your strengths and weaknesses, and we will try to cater the internship to meet your needs while you try to meet the church’s needs. 
Pastor’s vision for the internship program was spawned out of a desire to train and help young men in the ministry. His heart is to be a blessing to you while expecting the best from you. Many of the young pastors around this area appreciate Pastor Rench’s advice and input in their lives and churches, and regularly seek his counsel and encouragement. Just so you know, our missions budget is paying your weekly stipend plus the scholarship down-payment for your next semester. We view the internship as a missions expense because we are investing in the training of young men who will ultimately benefit churches other than ours, either through domestic or foreign churches.
Thank you for dedicating your summer to Calvary Baptist Church. We are eager to learn and grow with you. One of the main reasons you were chosen above other candidates was your teachable spirit. You came highly recommended as one who is willing to learn, be stretched, take initiative and help in any way possible. That is the same spirit that Christ encouraged his disciples to have through His example (Mat. 20:20-28).
 
The following is a list of some initial thoughts on getting into the swing of things. They are warnings, cautions, philosophies and general best practices. Please look over these points carefully. They are in no particular order:
Correspondence
The following emails were sent to you earlier this year. They are included below for your reference.
 
WHAT TO BRING:
· KJV, not NIV :)
· Monday - day off. Shorts and t-shirts okay. Trunks for swimming, beach…
· Tuesday, Thursday, Saturday - business casual. Heartland casual okay - Dockers-type pants and collared shirt (polos okay). Casual, comfortable shoes for door-knocking and church work. Jeans, work clothes for construction days. T-shirts okay for church construction, but no shorts around church work days.
· Wednesday - Heartland class dress for church.
· Friday - usually construction work clothes all day.
· Sunday - suits morning and evening. (Chapel dress)
· Bring toiletries (personal grooming including shampoos, soaps…)
· maybe bring some earbuds to listen to audiobooks while you work?
· Linens, towels are provided.
· Laundry - we will work with my wife on scheduling time to use our machines
· We will set you up on our church computers but if you have a laptop, we can hook you into our network.
INITIAL INFORMATIONAL EMAIL
Good afternoon,
It was good speaking with you on the phone. Please pray about interning with us this summer. I will be following up with you this Thursday after chapel.
DATES
· May 30 (Fri.) - Aug. 22 (Fri) - 12 weeks
WHAT YOU WILL BE DOING
Whatever is asked of you. Be flexible. Some tasks might be:
· door-knocking
· Jr. Church
· Teen help (activities, preaching)
· Construction
· Family Fun Month (July) activity preparation
Our mindset is not that we are drowning in work and need someone to come bail us out. We want to help you. We want this to be a training time and a help to you while you are a help to us. We will expect hard work and dedication but will definitely balance it by trying to provide an environment that is beneficial to your training.
You will work mostly alongside Bro. Ryan, but Pastor Rench will be defining your summer goals and determining exactly what you will be doing. Nothing is "set in stone" yet.
A typical schedule might look something like this:
· 8:00 construction/church work
· 12:00 lunch/church work
· 2:00 door-knocking
· 5:30 cleanup
· 6:00 dinner with church members
Mondays will be your day off. Fridays will be church work all day. Saturdays will be visits in the morning and some follow-up in the afternoon, as well as final preparations for Sunday, but not a scheduled day.
"Church work" might include construction, building maintenance or cleaning as well as study time in the office, church office preparations and the like. Sometimes you might work 8 hours, some days may go longer.
You might be involved with the teens or the children. You will most likely preach to the teens at some point, perhaps frequently. Following your preaching (and mine!) we will evaluate/critique based on the Practice Preaching forms from Heartland. We will work through some concepts from Haddon Robinson's Biblical Preaching.
 
PHILOSOPHY
Not to be unkind, but we are not interested in how much you know nor in how many great ideas you might have. While any of your past experiences might be an added bonus, we are looking for you to come to our church and portray a servant's spirit above all else. Please come with an eagerness to learn, grow, and change as much as you want to be a help and a blessing. Pastor will be starting a new sermon series on work, and he is one of the hardest working men you will ever meet. I hope you can learn from his example and from any experience you receive while interning at our church. Along with that, he will also expect you to work very hard, as well.
FINANCES
Obviously, part of your consideration will need to be finances. While you are not a salaried employee as you are coming out to minister, we want to provide you with some spending money and a scholarship for you to be able to return to Heartland in the Fall.
Transportation. We will cover your transportation here and back. We are planning on OKC-SAN round trip flights with up to 2 bags. Once you make your decision we can work out the details.
Weekly. We will provide $50/week to cover your lunches as well as other personal spending money.
Down payment. We will cover your down payment.
Gas. We will provide a shared vehicle (between you and the other intern) as well as cover all ministry gas expenses. Any trips on your days off will need to be paid for personally.
Meals. One evening meal per day will be provided by church members. You will be able to spend time in their homes and get to know them this way. You are responsible for your own lunches (groceries, eating out, leftovers...)
Lodging. You will share our one-room missions apartment with the other intern.
 
As you can see, our church is willing to financially invest in you. We would love to have you come be a blessing and a good representation of what Heartland is all about: training servants.
Conclusion. In conclusion to this whole booklet, just be a servant and learn all you can. Thank you for being with us. We love you and want God’s best for you. In return, we ask your best, as well. 
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		10. Be Deliberate

		Learn To Prioritize

		Good Work

		Read Everything You Can

		Preaching Forms

		11. Be Detailed 

		Write Everything Down

		Know the Calendar

		Open/Lockup

		Daily Opening Church

		Zero-based GTD

		Role-Play Through the Entire Order of Service for Special Days

		12. Be Clear

		Communication

		Communication Addendum – Email

		Communication

		Run Everything Through Me

		Communicate Often

		OVER-Communicate Everything

		13. Be Diligent

		Work Hard. Never Stand Around

		Carefully Take Initiative

		14. Be Resourceful

		Do More and More with Less and Less

		15. Be Wise

		Budget - It Is Getting Personal Now!

		16. Be Introspective

		Be Self-Critical

		17. Be Reflective

		Checkpoints

		Know What You Have Done

		Know and Do Your Main Duties First

		18. Be Careful

		19. Be Thankful

		Over the top thankfulness

		Thankfulness

		Thank You Notes

		20. Be Faithful (Constant, Dependable)

		Be Moldable (change, grow, improve)

		Be Helpful

		Section 2 

		The Practices of Interning well

		Miscellaneous Church Stuff

		Running Document

		Offices

		Adult Bible Classes

		Schedule

		Phones

		Oldest makes the call

		Jeep

		ERR Reimbursement Forms

		Computers

		Lockup

		Keys

		Missions Apartment

		Tools

		Church membership

		Answering Phones

		Requesting Time Off

		Standard operating procedures (SOP)

		Website Updates

		Outreach SOP

		Orders of Service

		Church Service Days – Opening Tasks

		Daily Routine

		Announcements

		Opening Tasks





		PART TWO: To the Pastor		Be consistent

		Be proactive

		Be real

		Be available

		Be informative

		Be trustworthy

		Be instructive

		Choose wisely

		Choosing your intern

		Equipping your intern

		Training your intern

		INTERN WELCOME/PHILOSOPHY BOOKLET

		Correspondence

		WHAT TO BRING:

		INITIAL INFORMATIONAL EMAIL

		DATES

		WHAT YOU WILL BE DOING

		PHILOSOPHY

		FINANCES










