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Introduction to Internships 
Internship Course 
Welcome to Columbia Internships! 

Columbia’s mission is: "Preparing people for 

a life of discipleship, service and ministry."  

An important part of that preparation is 

providing students opportunities for 

practical training under the supervision of 

experienced leaders who are willing to 

instruct them with knowledge and to teach 

them the skills they will need for their 

future vocations. 

Columbia is committed to working closely 

with churches and organizations who share 

our goal of equipping young people to serve 

and lead in our communities. Thank you for 

your interest to partner with Columbia bible 

College in this way.  

Internship is a requirement for all students 

enrolled in one of Columbia’s four degree 

programs.  

Philosophy of Internships 
 

The Internship experience provides 

students with hands-on training, which is an 

integral part of the learning process at 

Columbia Bible College.  Under an approved 

Supervisor, interns receive in-the-field 

exposure, training and experience in a 

practical work environment. 

Columbia encourages internships to be a 

mentoring experience. This means that the 

placement supervisor should take an 

interest in developing the intern beyond 

simply supervising their work. The success 

of internship often depends largely on the 

nature of the relationship between the 

intern and the placement supervisor. 

While actual work experience is a crucial 

component to each internship, regular 

feedback and time for reflection are key to 

the internship program. The student should 

not simply get work experience, but 

supervised work experience that makes 

space for the student to learn and grow 

through this experience. 

Integrated Learning 
 

Internships are a component of the 

Integrated Learning program at Columbia 

Bible College, which equips our degree 

program students to integrate their learning 

in practical ways. The following are key 

areas of integration:  

Learning to implement knowledge and skills 

into everyday practices which were gained 

from the classroom and from study. 

Learning to reflect on work experiences and 

connect them to theory, including 

theological reflection. 

Learning to explore and express ideas with 

others in a work or volunteer environment. 

Learning to assess their value system and 

assumptions about life, people, and work. 
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Learning to experience personal growth or 

professional development, and finding a 

healthy balance between the personal and 

professional. 

Learning to assess giftedness and skills and 

to discern suitable paths to pursue for the 

future. 

Placement and Credits 
Internship Placements 

Churches and organizations that have never 

had a Columbia intern previously should 

first seek to be approved as a placement by 

the Director of Integrated Learning (see 

placement criteria below). Students should 

only proceed with a potential placement 

supervisor after the placement has been 

approved and when the student has 

completed all prerequisites. The 

preprequisites for internships are the 

completion of EXPL 101,102,201,202 

Service Practicum, LDRS 101 Intro to 

Leadership, 75 hours of college credit, and 

Internship Orientation.   

Internship Credit Hours 

Columbia Internships require a minimum of 

300 work hours over a minimum of 15 

weeks (maximum 30 weeks unless there is 

an increase of total work hours). These 

requirements are the same whether a 

student is fulfilling the previous curriculum 

which requires 4 credit hours, or the new 

curriculum which requires 3 credit hours. 

The Church Ministry degree requires 6 

credit hours of internship (see Director of 

Integrated Learning for more information).  

Normal tuition rates apply to internship 

credit hours. Final grades for interns will be 

based on the placement supervisor’s final 

evaluation, the intern’s reports, and the 

final comprehensive paper (see syllabus for 

more details). 

Finances 
While the church or agency is not obligated 

to remunerate the Intern for work 

performed, the student's monetary needs 

should be considered.  Churches and 

agencies are encouraged to subsidize the 

student's internship fees. When the 

Internship is a full-time summer 

assignment, the student's earning power is 

limited, and since in most cases, the student 

is planning to return to college for the 

following semester, financial assistance for 

the summer months is essential. 

The church or agency is expected to provide 

full room and board when the intern is full 

time during the summer months (when 

applicable) and to pay for expenses that are 

incurred as a result of assignments given 

the intern. 

The Supervisor and Intern should clarify the 

financial arrangements pertaining to the 

internship assignment before completing 

the Learning Contract. 
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Internship process 
1. Orientation  

 

Students attend the Internship Orientation 

prior to the semester they plan to do their 

internship. The student may not begin an 

internship prior to attending the 

orientation. Students who were unable to 

attend orientation before their desired 

internship start date should immediately 

schedule a meeting with the Director of 

Integrated Learning. 

2. Meetings 
 

Students are required to schedule a 

meeting with their Program Director 

following the Orientation, as well as the 

Director of Integrated Learning. The 

meeting with the Program Director helps to 

direct the student toward an internship 

that meets the requirements of their 

program and to the vocational goals of the 

student. The meeting with the Director of 

Integrated Learning helps to confirm the 

direction the student is taking and to 

approve various placement ideas that meet 

Columbia’s Internship requirements. 

3. Registration 
 

Students register and pay for internship 

credit based on the semester that the 

internship officially begins. The credits 

remain “Incomplete” until all the internship 

requirements have been completed. 

4. Learning Contract

Once a placement has been confirmed, the 

student will meet with their assigned 

placement supervisor to complete the 

Learning Contract. The internship 

placement is not final until the Learning 

Contract is submitted and approved by the 

Program Director and the Director of 

Integrated Learning. Students may not 

begin working at their desired internship 

placement prior to the approval of the 

Learning Contract. 

5. Reports 
 

Interns and Supervisors will submit three 

reports throughout the duration of the 

internship. The three report due dates will 

be determined by the Intern and Supervisor 

in the Learning Contract. The Orientation 

Report should be submitted within the first 

three weeks of the internship start. The 

Midway Report should be submitted 

approximately halfway through the 

internship. The Closing Report should be 

submitted in the last week of the 

internship, prior to the Closing Interview.  

 

           Report Link for Interns 

           Report Link for Supervisors 

 

 

 

 

https://forms.office.com/r/A71FfGqpa1
https://forms.office.com/r/TQfeY6RGSc
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6. Closing Interview 
 

A Closing Interview is scheduled at the 

conclusion of the internship. The Intern is 

required to schedule this together with the 

Supervisor and the Director of Integrated 

Learning. This meeting helps to bring the 

internship experience to an end by 

spending some time reflecting on the 

internship experience and the learning 

outcomes. The Closing Interview will be 30-

60 minutes in duration and should be 

scheduled for the last week of the 

internship, or no later than two weeks after 

the internship end date. 

7. Reflection Paper 
 

Interns and Supervisors will agree on a 

reading assignment that totals 500 pages 

(proposed and approved in Learning 

Contract). Learnings and insights from this 

reading, together with a comprehensive 

reflection of the internship experience, will 

be the basis for the Reflection Paper. This 

paper will be due no later than two weeks 

after the internship end date and can be 

emailed to the Director of Integrated 

Learning. 

 

 

 

 

8. Completion 
 

The final grade is submitted to the 

Registrar’s office following the Closing 

Interview and once all assignments have 

been submitted. If an internship placement 

runs for more than one semester, the 

student’s transcript will show an 

“Incomplete” until all of the course 

requirements have been completed.  
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Placement Criteria & Approval 

Placement Criteria 

The church, organization or business can 
qualify as a Columbia Internship Placement 
if it meets the following criteria: 
 
1. Suitability: The internship placement 
must meet the needs of the student’s 
learning and vocational goals based on the 
student’s program major. The work 
assigned in the internship should have a 
direct link to the student’s area of study and 
provide an opportunity for the student to 
engage in reflective practice in key areas of 
learning from their program major. 
 
2. Supervision: The internship placement 
must have a supervisor who is qualified and 
approved by Columbia. The supervisor must 
have the necessary education or experience 
to mentor the intern in their specific work 
and provide feedback for the student to 
learn and grow through the internship 
experience. 
 
3. Capacity: The internship placement must 
have the capacity to provide a minimum of 
300 hours of work for the intern 
(placements may ask the intern to agree to 
more), over a minimum of 15 weeks 
(maximum 30 weeks unless increasing total 
hours). The work assigned should be 
meaningful work, preferably a role that 
already exists and will keep the intern busy, 
as opposed to a new role where the intern 
may not have much to do much of the time. 
 
 

 
 
 
4. Compatibility: The internship placement 
should be an organization approved by 
Columbia. While we realize not all 
internships will be in organizations that fully 
align with CBC convictions, the setting 
should be in an organization that does not 
actively advocate for beliefs and practices 
that are contrary to those of CBC. 

Placement approval 

When a Columbia student begins thinking 
about internship possibilities, they should 
request to attend the Internship Orientation 
and to meet with their Program Director 
and the Director of Integrated Learning. 
These meetings will be helpful to guide the 
student’s thought process and selection of 
available opportunities. 
 
It is up to the student to find their own 
internship placement (students are not 
“placed” into internship assignments by 
Columbia). The Director of Integrated 
Learning and the student’s Program 
Director will provide ideas, encouragement, 
and contact information (where possible), 
and will also clarify guidelines so that 
students know what they should be looking 
for. 
 
When a student requests an internship with 
an organization and/or supervisor that has 
no prior experience with Columbia’s 
internship program, the student will pass 
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along contact information in order for the 
potential supervisor to meet in person or 
online with the Director of Integrated 
Learning. In this introductory meeting, the 
Director of Integrated Learning will have an 
opportunity to clarify expectations and 
answer any questions they may have 
regarding Internship requirements. Not all 
organizations meet the criteria to qualify as 
internship placements, and it is better to 
find this out early. 
 
Placements are approved by the Director of 
Integrated learning. After these initial steps 
have been taken the placement and 
supervisor will be approved if they meet all 
of the criteria.  

Risk management for Integrated 
learning 
Introduction 
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Liability 

• 

• 

• 

• 

• 

Definitions 
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Sexual Ethics 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 
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INTEGRATED Learning 
Placements 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

Managing Risk 

• 

• 

• 

• 

• 

• 

• 
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• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

Specific Guidelines 
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Guidelines for Specific 
Situations 

• 

• 

• 

• 

• 

• 

• 

• 
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Other Policies & Procedures  

Supervisors 

Students 
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Insurance 

EMERGENCY PROCEDURES 
Emergency Preparedness 
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Fire 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• Pull:

• Aim:

• Squeeze:

• Sweep:

Injury 
In the event of serious injury

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 
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• 

• 

• 

• 

• 

• 

In the event of a non-serious injury

• 

• 

• 

• 

Motor Vehicle Accident 

• 

• 

• 

• 

• 

• 

• 

Hospitalization 

• 

• 

• 

• 

Follow-Up 
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RESOURCES 

https://www.columbiabc.edu/cs/safe-community
https://www.columbiabc.edu/cs/safe-community
http://www.sportlaw.ca/
http://www.nonprofitrisk.org/
http://www.publiclegaled.bc.cavolunteers/
http://www.riskinstitute.org/
http://www.eriskcenter.org/erisk.htm?pid=108
https://mcec.ca/sacredtrust
http://www.fin.gov.bc.ca/PT/rmb/atrosl/vol1liss1art3.shtml
http://www.volunteervancouver.ca/
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Who we are 

Contact us 

Jeff Peters     Kelly Ens 

mailto:jeff.peters@columbiabc.edu
mailto:kelly.ens@columbiabc.edu
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