APPENDIX I
OPERATIONS:
All interns are required to have a baseline orientation and understanding of the operations of Press On Ministries. Understanding operations is not only important to our individual programs but it is also valuable to understand the business of ministry. Our operations orientation includes Press On Ministries history and philosophy in regards to marketing, fundraising, relationship building with the families we serve as well as relationships with churches, businesses, government and government supported funding. Also included in this orientation is building and property maintenance, program development and management, reporting to a Board of Directors, volunteer recruitment and training, etc. Individual opportunities, not comprehensive, are listed below: 
	OPPORTUNITIES
	DAY OF WEEK
	START 
	END 
	DESCRIPTION

	Organizing and Spearheading the Annual Alley Rose Fundraiser
	Varies
	Varies
	Varies
	Each year Alley Rose opens its doors to Press On Ministries to organize a brunch fundraiser. Food and venue are provided; however, Press On is responsible for marketing, staffing and all other logistical duties required to make this event a success. 

	New Ministry Development and Vision Casting
	Varies
	-
	-
	Interns are encourage to participate in the Board of Directors meetings including active involvement in ministry and individual program development, vision casting, assistance with financial reporting, etc. 

	Historical Database Development
	Pending
	Varies
	Varies
	Create database (MS Access, MS Excel, Etc.) to capture historical data points for future marketing material development. For example, demographics of youth attending Press On, demographics of families served, demographics of youth attending Bible Study, at what age youth cease attending and why, etc. 

	Database Maintenance
	Pending
	Varies
	Varies
	Utilizing the historical database, continue to maintain data and offer suggestions for further metric development. Perform data analysis on specific data points, as requested by Press On Directors, to present at Board Meetings. 

	Graphic Design Assistant
	Pending
	Varies
	Varies
	Update images on current marketing materials; provide web-designer with graphics as needed. Collect quality images/photos while at Press On for future marketing use. 

	Content Writer
	Pending 
	Varies
	Varies
	Provide Press On Ministries with assistance in writing and editing marketing and program development materials and flyers – for example fundraising events.

	Press On Building Cleaning
	Friday – Saturday 
	Varies
	Varies
	Start time may vary as this will be pre-arranged with Press On Directors. Projects will vary– examples include general building maintenance through cleaning bathrooms, classrooms, walls, games, kitchen, etc. 

	Ground Maintenance
	Monday – Saturday
	Varies
	Varies
	Start time may vary as this will be pre-arranged with Press On Directors. General ground maintenance such as mowing the lawn, watering, tending to the flower beds, cleaning the parking lot, etc. 

	Building Projects
	Monday – Saturday 
	Varies
	Varies
	Start time may vary as this will be pre-arranged with Press On Directors. Projects will vary as needs arise – example of a project follows: interior finishing of the temporary accommodation area.


COMMUNITY MINISTRIES:
Interns are encourage to participate in each area of ministry to better understand the overall vision with the objective of an incremental increase in responsibilities. We understand our interns may be drawn to one area over another and at that point we encourage collaboration with the Directors to develop a plan to engage more fully in that area of ministry. Individual opportunities, not comprehensive, are listed below: Please keep in mind we have many opportunities for ministry in existing areas but we are open to mentoring you in creating something new or building onto what we already have. 
	OPPORTUNITIES
	DAY OF WEEK
	START 
	END 
	DESCRIPTION

	Hotel Maid Devotions
	Wednesday
	10:00am
	11:00am
	Prepare verse cards and a 5 minute devotion to do with the housekeeping staff at three local hotels

	Construction Site Devotions
	Varies
	Varies
	Varies
	Prepare a 5-10 minute devotion to share at two local construction companies during their morning briefing.

	

	Men’s Group Coffee
	Tuesday
	7:00am
	8:30am
	Opportunity to lead/facilitate during this time of prayer, devotions and general fellowship

	College Student (SSLP) Follow-up
	Varies
	Varies
	Varies
	Local university students complete their student service learning hours in our Student Service Learning Program. We want to build into this program a follow-up ministry as this is a wonderful opportunity to share the Gospel, in a very practical way and connect students with churches who are seeking a church “home away from home.”

	Home Visits
	Varies 
	Varies
	Varies
	In partnership with a Press On staff member or Director, go on home visits to reach out to the community and families we serve in their environment. This may be with practical needs (teaching someone how to check their car oil) and/or sharing the Gospel.

	Volunteer Training
	Varies
	Varies
	Varies
	Along with the Director, serve as a primary trainer to our new volunteers as well as a spiritual accountability partner/resource.

	Plan a back yard club and/or VBS
	Varies
	Varies
	Varies
	Organize, obtain Board approval and implement a week long back yard club / VBS. 

	Summer Camping Trips
	Varies
	Varies 
	Varies
	Organize one or more summer Christian camping trips on our camp ground. These should include recreational activities, food, “what to bring” take home sheets prior to the event as well as meal time (or other) devotions/Bible lessons.

	Afterschool Snack Preparation 
	Monday - Thursday
	3:00pm
	Varies
	Arrive at Press On by 3:00pm. Ensure tables and chairs are set up and clean in the concession room. Get snack out and assembled. Monitor snack time according to afterschool schedule. Monitor behavior. Clean up snack and wipe down table and chairs.

	Afterschool Homework  
	Monday – Thursday
	3:00pm


	4:00pm


	Arrive at Press On by 3:00pm. Be prepared to assist youth with homework. If the child you are working with has no homework find an alternative, educational activity such as reading, mailbox club – (Monday & Wednesday only), math worksheets, etc.

	Afterschool Homework Development
	Monday - Thursday
	Varies
	Varies
	Create afterschool worksheets: math, spelling, grammar, word finds, etc. Please indicate the intended age range and grade levels on the worksheet(s)

	General Recreation Time 
	Monday – Thursday
	4:15pm
	5:30pm
	Jump in and interact with youth during recreation time. This may be indoors or outdoors weather permitting. Play games, engage in activities, etc. Serve as a monitor for safety at all times.

	General Recreation Time Activity Development
	Monday – Thursday
	Varies
	Varies
	Create and/or coordinate a game to play during recreation time. Activity must be for various age ranges and group sizes. Please provide a written guideline (does not have to be formal) for future reference.

	Bus Monitor – Bible Study Start 

(school year only) 
	Monday Evening
	6:00pm
	7:00pm
	Arrive at Press On by 6:00pm. Ensure bus seats are empty and ready for youth pick-up. As youth are picked up help them find a seat and provide continued monitoring that youth remain seated. Monitor for conflicts and/or inappropriate conversations. 

	Bus Monitor – Bible Study End

(school year only) 
	Monday Evening
	8:15pm
	9:00pm
	Arrive at Press On by 8:15pm. Ensure bus seats are empty and ready for youth pick-up. As youth are picked up help them find a seat and provide continued monitoring that youth remain seated. Monitor for conflicts and/or inappropriate conversations. 

	Bible Study Snack Preparation

(school year only) 
	Monday Evening
	6:30pm
	7:00pm
	Arrive at Press On by 6:30pm. Ensure tables and chairs are set up and clean in the kitchen. Get snack out and assembled. Monitor snack time. Clean up and wipe down table and chairs. 

	Bible Study Classroom Assistant

(school year only) 
	Monday Evening
	7:00pm
	8:00pm
	Arrive at Press On by 6:45pm. Ensure classroom is set-up: tables are cleaned and materials are printed, copied and ready for use. Ensure projector is and computers are set-up as needed and writing instruments are available, etc. Check-in with the primary teacher for additional duties. During class monitor youth behavior, assist with activities as needed and provide assistance in the event there is disruptive behavior. After class, ensure kids did not leave any clothing or crafts behind, pick-up classroom and wipe down/vacuum if needed.

Interns are encouraged to substitute for the primary teacher, as pre-arranged, we also encourage interns to provide constructive feedback to our primary teachers and model those suggestions during their substitute study night(s).


