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Supervision and Communication 

Communication with Internship Director  

The Internship Director is available by phone (808-235-8787 EXT. 205 or 808-398-3533) or e-mail 
(principal@windwardnazarene.com) to consult and advise on any issues throughout the program. All 
serious supervision issues that are unresolved through communication between interns and supervisors 
should be brought to the coordinator’s attention.  Interns must be in regular contact with the director 
via e-mail and/or telephone. Usually this communication is daily, initiated by the director. Interns may 
call or text the director anytime for guidance. 

Intern Supervisor 

The director will be in regular contact with the intern supervisor during the program for updates on the 
intern’s work. If disciplinary issues arise with an intern, the supervisor will contact the Internship 
Director to collaborate on plans to guide the intern’s growth and correct the issue.   
 
An early end to an internship must be based on clear evidence of intern wrongdoing. In the rare case 
that a decision to prematurely end internship placement should be made, such plans must be made 
collaboratively with the director. Interns should receive supervision and mentorship from leadership. In 
addition to regular supervisory contact, the intern should expect a weekly meeting for constructive 
feedback with the supervisor. Interns should be given clear expectations of the use of their time and 
their ministry goals and objectives.  They should be openly and constructively evaluated with regard to 
those goals.   

Intern Orientation 

The Internship Director, Intern Supervisor and interns will meet at the start of the program to go 
through this handbook together and discuss ministry expectations, weekly schedule, as well as review 
the Windward Nazarene’s plans for provision of housing, transportation, and food.  The intern will also 
be oriented to pertinent ministry history and future objectives. Interns will be given a general 
orientation to the community and how to find the local grocery store, pharmacy, post office, coffee 
shops, etc.  There will be time for the interns to ask questions about all of the above and to set the tone 
for effective intern/host supervisor communication throughout the summer. Interns should understand 
that they may approach their Supervisor and/or the Internship Director if they experience issues during 
the summer with the provision of food, housing, or work transportation. 

 

Intern Training 

mailto:principal@windwardnazarene.com
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Most training for the summer program itself will come during the Intern Orientation week. Also, given 
the nature of an internship, training will continue throughout the entirety of the program.  Spiritual 
guidance and discipleship will also be ongoing.  Regular observations in the classroom will provide real 
time feedback regarding classroom management, lesson plans, assessment and other areas of 
pedagogy.  Additionally, interns will be trained in guiding children in aspects of social learning, a 
particular strength of WNA. 

Provision of Lodging 

This applies only to Hui Malama Internship applicants. Please refer to the Windward Nazarene Hui 
Malama Intern Housing Guidelines at the end of this document. 

Provision of Food 

This applies only to Hui Malama Internship applicants. Please refer to the description of provisions made 
in the application itself and refer also to the Windward Nazarene Hui Malama Intern Housing Handbook 
for more information. 
 
Please also notify the Internship Director if there are any issues to discuss with the provision of food.  
Unresolved issues or urgent needs should be brought to the director’s attention by either the intern or 
the supervisor.   
 

Ministry Expenses 

Appropriate budget concerns and other program parameters with regard to ministry planning should be 
communicated by the internship supervisor to the intern. 
 
If the intern is asked to or expected to spend time with members of the congregation (children, teens, 
adults) such as meals, outings etc. where money is necessary, the ministry involved must cover the cost. 
This is pre-arranged understanding: Interns cannot use their personal money for this type of ministry, 
and any expenses should be approved by the intern supervisor prior to the outing. Intern supervisors 
must protect interns in this, and interns must be mindful to their appropriate ministry’s budgets.   

Intern Attitude 

Interns should strive for a positive attitude in their ministry with a desire to reach out to the people of 
the school, church and community. They should strive to be self-starters who rely on their supervisor for 
guidance and feedback, but who are also able to work independently and with good judgment. 

Pre-Internship Communication 

We have found that the most successful and positive intern/school/church relationships begin in the 
context of pre-arrival communication. If the Supervisor can be intentional in communicating with the 
intern about what s/he will be doing, weekly events, information about school/church families, etc., the 
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intern has a better chance of early success in their work.  The Intern Supervisor should be in regular 
contact with their intern as soon as possible to prepare the participant for their ministry involvement. 

Support for Supervisor’s Ministry 

There are often challenging human interpersonal dynamics within any ministry. Whatever the 
challenges may be, the intern serves in ministry under the guidance of their intern supervisor. It is 
important for the intern to remember that they are a short-term supporter of their supervisor’s long-
term ministry. The intern should never take actions to willfully undermine the ministry of their host 
supervisor or to engage in unhealthy gossip. Interns should respectfully discuss differences of opinion, 
should they arise, with their supervisor, but always acknowledge and respect the host supervisor’s 
authority. If there are problems or serious concerns in the intern/supervisor relationship, either the 
intern or the supervisor are encouraged to consult with the Internship Director. 

Post-Internship Debrief 

In addition to the retreat and other communication during the internship, the Intern Director will guide 
a debriefing session with the intern and intern supervisor individually after the end of the internship. 
Suggestions for improvement are always very welcome. Your honesty helps us to improve this ministry. 

Cross-Cultural Awareness 

Interns are to make efforts to learn about the cultural context where they are volunteering. Reading 
material will be provided to begin this process. It is important for interns to arrive to the program with 
an open, gracious, and adaptive attitude towards local culture. Internship supervisors, home-stay hosts, 
and church members should be encouraged to share local culture with the intern as much as possible. 

Grace 

It is crucial to remember that the Hui Malama Internship is a growing and developing program, and 
mistakes are bound to happen (as they do in any ministry).  An attitude of grace and understanding 
must be at work along with quick and intentional communication to resolve any issues.   

Supervisor Travel 

When an intern supervisor is planning to be away for more than a few days at a time during the 
summer, a secondary church leader should be included in intern supervision to provide consistency for 
the entire summer.  Throughout the summer, it is the supervisor’s responsibility to provide guidance 
and leadership to the intern as they volunteer in church ministry. 

Odd Jobs & House-Sitting 

Interns should not be asked to do odd jobs or house-sit as a part of the internship unless it is clearly part 
of the housing arrangement, or in cases where interns agree to do odd jobs or house-sit, are paid an 
agreed upon amount (of course, compassionate ministry projects of the church to those in need are 
excluded). Interns should not be asked do personal tasks/errands for the supervisor.   

Cell Phone & Skype Use 
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Interns must remain present to their work and avoid distraction from personal electronic 
communication. Calls, texts, and other messaging apps can easily distract interns while they are “on 
duty.”  The intern should remain committed to being present in the moment, avoid becoming 
distracted, and reply at a later appropriate time.  The use of cell phones and personal devices are 
prohibited in the classroom unless it is being utilized as part of a lesson. 

Health Insurance 

Interns are required to provide for health insurance during the duration of the internship. This may be a 
family or personal policy or in some cases student insurance, but it must cover emergency room visits 
for accidents and major illnesses. Interns should plan ahead for prescription medications that they will 
require during the internship. If a hospital visit does occur during the internship, the billing address 
should be the intern’s home address, and not their host family’s. 

Automobile Use 

Interns must have a valid US driver’s license to operate a motor vehicle during the internship. They 
should not operate vehicles that require any special license or endorsement that they do not possess.  
Always refer to and abide by state motor vehicle law. 
 
Cell phones or other electronic devices aside from GPS navigation must never be used (voice or text) 
while driving. 
 
Transportation shall be provided for interns to and from their work sites, but WNA/ WCN is not 
required to provide transportation outside of this. Interns may ask to borrow an insured church vehicle 
on their day off or for other limited personal use, but the program does not require that the host church 
provide for such needs. Interns may NOT ask their host family if they may borrow a vehicle (and the 
host family is asked to say “no” if they do). If the host family offers a personal insured vehicle, 
however, the intern is allowed to use it and is expected to be extremely mindful of gas usage and 
attentive to caring for the borrowed vehicle while it is in the possession of the intern. If no 
transportation is available, the intern may use public transportation. 

Insurance 

Interns must not travel in or operate uninsured personal or church vehicles.  If the intern is to drive a 
church or personal vehicle, it is the intern supervisor’s responsibility to verify that the motor vehicle 
insurance policy fully covers the intern as a driver.  If the intern is loaned a personal vehicle from a 
church member for travel to the church or on day off activities, the vehicle owner’s insurance policy 
must cover the intern. 
 
Interns who have a vehicle during the internship must have it insured in accordance with state laws. 

Condition and Gasoline 
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As mentioned above, the church should provide the necessary means for the intern to adequately 
perform his/her assigned ministry responsibilities. If the intern is given permission to use a family or 
church vehicle for personal use, the intern is expected to leave the vehicle in at least the same condition 
as it was given including re-filling the gas used. Any special considerations/expectations for automobile 
use should be explained to the intern prior to usage. 

 

Alcohol, Drugs, & Tobacco 

Interns must abstain from using alcohol, drugs and tobacco products (regardless of the legal age of the 
intern). This is important to the witness of the intern program and the local church. 

Appropriate Clothing 

Interns should dress with appropriate modesty for Windward Nazarene staff when they are on duty and 
even, as representatives of the local church in the community, on days off. Intern supervisors should 
help guide interns in this regard. If host supervisors and interns have conversations about clothing 
choice and appropriate modesty – everyone should remember that this is not a personal attack or a 
judgment of character. It is a simple request to conform to the standards of the ministry.  
 
Clothing should not reveal undergarments or show excessive skin (low-cut tops, midriffs, short skirts or 
shorts, etc.). Swimwear for women should be a modest one-piece swimwear when they are with any 
children or youth. Interns should also be mindful of the difference between appropriate work attire and 
“play” attire. Remember it’s better to always “play it safe” than risk being dressed inappropriately for 
work.  The school’s summer dress code is in keeping with this. 

Dating Relationships 

Interns are not to begin any romantic relationships during the term of the volunteer internship. 
Romantic relationships are defined as intent and all forms of verbal, nonverbal or physical 
communication. This strict ban is due to the short length of the internship, the strong potential for 
distraction from ministry, and the appearance of inappropriate behavior. Interns who disregard this 
request will be counseled by the supervisor and director and may be asked to leave the internship. If 
there is an existing relationship between interns, prior to the program, the couple may not show public 
displays of affection (including kissing, inappropriate touching, etc.) and further expectations will be 
briefed by the Internship Director as a part of orientation.  Interns in a pre-existing relationship will not 
be allowed to go out alone during the internship. 
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Visitors 

Interns may NOT receive personal visitors during the internship without prior approval of the internship 
supervisor and the director. Interns are encouraged to spend time with friends and family who would 
like to visit the internship site either before or after the internship period. With adequate notice, travel 
arrangements can be flexible to accommodate personal time. During such pre/post internship time, the 
intern is responsible for their own food, lodging and transportation. If friends happen to live in the area 
or visit, independently of the intern’s planning, the intern must see to it that their volunteer 
responsibilities are prioritized.  Likewise, interns may want to coordinate days off with other interns in 
the area but this must not be prioritized over the needs of the ministry. The primary focus of HMI 
interns should be the church ministry/community they are serving. 
 
Interns who have family near the site of the internship must not allow their family engagements to 
interfere with their appropriate commitment to the internship. The Intern Director, supervisors and 
home-stay hosts should be informed of plans no later than orientation for out-of-town travel to spend 
time with family and such travel should take place on days off.  

Child/Youth Safety & Appropriate Ministry Relationships 

Additionally, special care should be made to avoid even the appearance of inappropriate relationships 
with minors as well as between interns and supervisors. Supervisors and interns both must make direct 
and reasonable efforts to avoid even the appearance of such relationships. Avoid situations where 
interns are alone with a minor (remember that inappropriate contact can occur between members of 
the opposite sex OR the same sex).  The supervisor and the intern are expected to work together to 
remember these prudent guidelines and to discern reasonable measures together. Notify the director 
immediately when inappropriate relationships are suspected, if either the intern or the supervisor is 
unclear or uncomfortable in these matters. 

Child/Youth Abuse Zero Tolerance 

The Hui Malama Internship Program has zero tolerance for abuse in ministry programs and ministry 
activities.  It is the responsibility of every intern to act in the best interest of all children and youth. 
 
In the event that staff or volunteers observe any inappropriate behaviors (i.e. policy violations, 
neglectful supervision, poor role-modeling, etc.) or suspected abuse (of any kind: physical, emotional, or 
sexual) it is their responsibility to immediately (as soon as possible) verbally report their observations to 
their internship supervisor, the Lead Pastor and to the Internship Director. The best option is always to 
safeguard each other, each intern making sure the neither they nor their fellow interns are in situations 
that could invite abuse or the accusation of abuse. 

Reporting Suspicious or Inappropriate Behaviors 

Host churches are committed to providing a safe, secure environment for children and their families.  To 
this end, any report of inappropriate behaviors or suspicions of abuse will be taken seriously and will be 
reported, in accordance with this policy and state law, to the Police Department, Child Protective 
Services, or other appropriate agency. An element of the safe environment referenced above includes 
the fostering of a culture of reporting relevant information to a supervisor or a member of the church 
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leadership. Because sexual abusers ‘groom’ children for abuse, it is possible a staff member or volunteer 
may witness behavior intended to ‘groom’ a child for sexual abuse.  Staff members and volunteers are 
asked to report ‘grooming’ behavior, any policy violations, or any suspicious behaviors to a supervisor or 
a member of the church leadership. 

Building Safety 

The intern supervisor will be responsible for ensuring that the church facility is monitored during Sunday 
classes or programming. This will include unobserved monitoring of staff members, volunteers and 
children in children’s classrooms or youth rooms. 
 
No child/youth should ever be left unattended in the church building or on the children’s playground 
during ministry programming or classes. Interns are prohibited from being alone with an individual 
child in any room or building.  In the event an intern finds himself/herself alone with a single child, 
that intern will take the child to a room or building occupied by others, or to a location easily 
observed by others. (Example: if a child is the last in a class to be picked up by a parent, move to an 
adjoining room where other staff members or volunteers are present.) After every programming event, 
staff members and volunteers must ensure every room and restroom is checked prior to leaving. 
 
On the children’s playground, interns are to circulate, watching children during play periods, giving 
particular attention to the areas which are not easily seen from all viewpoints (Example: under slides, in 
corners, behind structures).  
 
Any two children together in an unseen or less easily viewed area should be redirected to another (more 
open) area of the playground. 

Nudity 

Interns should never be nude in the presence of children or youth in their care. In the event there is a 
situation that may risk the possibility of nudity (i.e. changing clothes during a pool party, weekend or 
overnight retreat, etc.), the intern will submit a plan to the ministry host supervisor concerning 
arrangements for showering or changing clothes. 

Sexually Oriented Conversations & Materials 

Interns are prohibited from engaging in any sexually oriented conversations with children or youth, and 
are not permitted to discuss any inappropriate or explicit information about their own personal 
relationships, dating or sexual activities with any child or youth. Interns are prohibited from possessing 
any sexually oriented materials (magazines, cards, images, videos, etc.) during the internship. 

Term and Conditions of Volunteer Service 

Interns volunteer of their own free will.  They receive no salary or employment benefits for their service.  
The intern program is not considered traditional employment. The primary benefit to the intern is 
ministry experience in a new context and under the guidance of a host supervisor. In order to facilitate 
their internship experience, some expenses and accommodations are arranged for by Windward 
Nazarene. Such arrangements do not constitute salary. 
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Length of Volunteer Service 

Windward Nazarene has determined that the fixed start and end dates for the Hui Malama Internship 
will be May 29, 2018 to July 28, 2018.  It is required that interns selected for the HMI program arrive to 
Hawaii arrive the week of May 20-26 and depart the week of August July 29th to August 4th.  After 
August 4, 2018, Windward Nazarene and correlative host families will no longer provide 
accommodations for interns.  Interns who choose come earlier or stay later must find their own housing, 
transportation and meals for any extended time on island. 
 
 

Hours 

Interns are expected to serve 40-60 hours a week (depending on specific needs of a given time).  A 40 
hour work week is the norm. They should be allowed at minimum one (24-hour) free day off work per 
week.  

Sexual Harassment 

Windward Nazarene is committed to maintaining an environment that is free from sexual harassment. 
In keeping with this commitment, we do not tolerate sexual harassment by anyone, including students, 
faculty, staff or vendors of the University. The Office of Civil Rights of the U.S. Department of Education 
defines sexual harassment under Title IX of the Education Amendments of 1972 as consisting of “verbal 
or physical conduct of a sexual nature, imposed on the basis of sex, by an employee or agent of a 
recipient that denies, limits, provides different, or conditions the provision of aid, benefits, services, or 
treatment protected under Title IX.”  
 
Sexual harassment consists of unwelcome sexual advances, requests for sexual favors, and other verbal, 
physical, or visual conduct based on sex when: (1) submission to such conduct is made either explicitly 
or implicitly as a term or condition of an individual’s employment or education; (2) submission to or 
rejection of such conduct by an individual is used as the basis for academic or employment decisions 
affecting the individual; or (3) such conduct has the purpose or effect of substantially interfering with an 
individual’s academic or professional performance or creating an intimidating, hostile, or offensive 
employment or educational environment. 
 
Sexual harassment encompasses any sexual attention that is unwanted and can take many forms, but 
most sexual harassment falls into three categories: verbal, visual, and physical. 
 
Sexual harassment is especially serious when it threatens relationships between teacher and student, or 
a supervisor and subordinate. In such situations, sexual harassment exploits unfairly the power inherent 
in a faculty member’s or supervisor’s position. Through grades, wage increases, recommendations for 
graduate study, promotion, and the like, a teacher or supervisor can have a decisive influence on a 
student’s, staff member’s, or faculty member’s career at Windward Nazarene and beyond. While sexual 
harassment most often takes place in situations involving a power differential between 
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persons, Windward Nazarene also recognizes that sexual harassment may occur between persons of the 
same status within the organization. Windward Nazarene will not tolerate behavior between or among 
members of the organization that creates an unacceptable work or educational environment. 
 
Any student who feels that he or she has experienced or witnessed harassment should, when possible, 
inform the harasser that the conduct is unwelcome and must stop. If the student does not wish to 
confront the harasser, or, if confrontation has not been effective, then the following courses of action 
should be taken. If a student has experienced or witnessed sexual harassment in any University context, 
such as the following examples, 
    -as an employee of the organization 
    -from a student peer 
    -from a faculty member  
    -from a staff member 
    -as a student volunteer or intern at an off-campus site 
the student should report the incident to the Internship Coordinator or to any other official staff 
member so long as that person is not personally involved in the incident.  
 
Windward Nazarene will investigate all such complaints thoroughly, impartially, and promptly. The 
organization will keep all complaints and the terms of their resolutions, as confidential as reasonably 
possible. If an investigation confirms that harassment has occurred, the Windward Nazarene will take 
corrective action, up to and including expulsion or termination.  
 

Please also see the informational statement on sexual assault attached  to this handbook. 

Retreat 

Interns will typically be provided a middle or late summer 2-3 day retreat with the coordinator and/or 
other affiliated internship program personnel.  The purpose of the retreat is spiritual refreshment and 
Bible study, debrief summer progress, recreation, cultural learning, and relaxation. Usually the retreat is 
scheduled not to conflict with Sunday morning or Wednesday evening activities as well as camp and VBS 
programs. Windward Nazarene’s Hui Malama Internship Retreat is still in the works and will be 
scheduled as soon as all the necessary details are finalized. 

Youth or Children’s Camp 

Some supervisors may ask their intern to participate in district camp activities. Interns must fully join the 
staff of the camp and not isolate themselves with other interns working at the camp as a clique, 
however tempting and easy that may be. At camp, interns should constantly be asking themselves if 
they are integrating with the rest of the camp staff and doing their share of the ministry work. 
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Gifts to Interns/Internship Program 

Given the high cost of tuition and fees, for many it is a challenging sacrifice to serve nearly an entire 
summer break without earning income. This is one of the reasons PLNU supports the internship through 
generous donor-endowed scholarship funds paying for travel, retreat, and the intern stipend for 
incidental expenses. Anyone wishing to donate to the program may contact the director or PLNU 
Institutional Advancement. 
 
Churches may decide of their own will and ability to make a gift to the intern at the end of the 
internship.  Financial gifts may be sent to a specific institution to be applied directly to students’ tuition 
accounts if the church so desires.  Interns must not expect such a gift nor make any requests for cash 
support, a paid job, etc., from the church. 
 
If church members wish to give a gift to an intern, it is requested that such gifts be directed through the 
Internship Director or at least approved by the Lead Pastor and/or Vision Team. 

Professionalism and Discretion 

Interns should handle themselves with the utmost professionalism and discretion. They should avoid 
unnecessary gossip. They should avoid creating, or being brought into, church conflict. Interns work to 
support the ministry of the church and the intern supervisor. If they find themselves in a conversation 
where others are gossiping or speaking poorly of a pastor or other church leader, they should graciously 
avoid joining the fray. They should look for opportunities to change the subject. 
 
Interns should, however, always appropriately report illegal behaviors and abusive situations to their 
supervisor, Internship Director, another church leader or to the police.  They should, however, not 
discuss sensitive church issues unnecessarily and casually with other interns or other church members, 
even in other cities.  
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Sexual Assault Information/ Prevention 

Rape: Fact vs Fiction  

Assaults Against Women*  

 87% of all sexual assault victims are female.  

 Nationally, every 2-3 minutes a woman is sexually assaulted.  

 Victims range in age from infants to elderly.  

 The single most effective strategy used to stop an assault is an immediate physical and 

verbal response. 

National Facts on Sexual Assault* 

683,000 forcible rapes occur every year, according to the National Women's study.  This means:  

 59,916 rapes per month  

 1,971 rapes per day  

 78 rapes per hour  

 1.3 rapes per minute 

*Source:  http://www.rape101.com/handouts/sexual_assault_facts.htm  

 

There are many misconceptions about sexual assault. People in every segment of society have 

developed their own "ideas" about rape and rape victims. The "blame it on the victim" attitude 

makes it difficult for the victim to seek help and to begin the recovery process. It is through the 

myths and misconceptions about rape that not only do many women increase their chances of 

becoming a victim, but many others are allowed to turn the victim into the villain.  

Here are some of the common and inappropriate beliefs about rape:  

 Fiction: Rape won’t happen to me or someone I know.  

 Fact: One in every six women you know will be a victim of a sexual assault. Men, 

women and children...old people, young people...people from every socioeconomic 

group, every religion have been victimized. Rape is the most unreported crime in the 

United States. It occurs every 1.3 minutes.  

 Fiction: Rape does not happen at schools like ours.  

 Fact: A rape can occur at any school. The potential is everywhere. The threat can come 

from people on or off campus.  

 Fiction: The rapist is almost always a stranger to the victim.  
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 Fact: Most women are raped by someone they know–a date, an acquaintance, a neighbor, 

a relative. These rapes generally go unreported. In fact, almost half of these rapes never 

get reported. Any woman forced into having sex against her wishes has been victimized 

by rape. If the rape occurs with a friend or relative, the victim often feels somewhat 

"responsible" for the act, is unwilling to "confess" it to others, and is discouraged from 

seeking professional help.  

 Fiction: Men rape because they want sex. They are usually frustrated because they have 

limited opportunities for sex. Many are maniacs or psychopaths.  

 Fact: The motivation for rape is the need to have power and to control. Forcing a woman 

to have sex against her will is an act of aggression and violence. The rapist is angry and 

feels the need to dominate and uses sex as his weapon.  

 Fiction: Women really want to be raped. They "ask for it" by the way they dress or act.  

 Fact: No person ever wants to be a victim of a violent, life-threatening act. Sexual assault 

victims are usually in a state of shock after a sexual assault.  They are unsure about what 

to do and whom to tell.  This reaction may last for several hours or several days. 

 Fear, shame, anger, loss of trust, detached calm, and depression are common reactions 

but vary with each sexual assault survivor.* 
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Handbook Acknowledgment 

 

I, ____________________________, have received and reviewed the Hui Malama Internship Handbook 
which outlines the policies and expectations for volunteer interns, intern supervisors, host families, and 
Windward Nazarene. 
 
I have familiarized myself with the contents of the handbook.  In any area that seems unclear to me, I 
have asked questions of the Internship Coordinator for clarification.   
 
By my signature below, I acknowledge, understand, accept and agree to comply with the information 
and guidelines contained in the Hui Malama Internship Handbook provided to me by Windward 
Nazarene. 
 
I understand this handbook is not intended to cover every situation which may arise, but is simply a 
general guide to the goals, policies, and practices of the internship program. 
 
 

Signed:  ____________________________________ Date: ____________________ 

Print Name: ____________________________________ 

Please return this signed form to Jamie Grubert 
 
Scan & e-mail to:  jgrubert@windwardnazarene.com  
Mail to:  WCN Internship Director 
   Attn: Jamie Grubert 

   45-232 Puaae Rd.  
   Kaneohe, HI 
   96744 
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Windward Nazarene Hui Malama 
Internship Program Housing Guidelines 

 

Windward Nazarene wants to ensure that both interns and host families have a 
positive experience. Please read the below information carefully. If you have any 
questions, please contact me. 
 
Mahalo!  
 
Jamie Grubert 
Executive Assistant 
Internship Director, 2016 
 
Email: jgrubert@windwardnazarene.com  
Mobile Phone Number: (808) 223-4741 
 
RESPONSIBILITIES OF THE HOST FAMILY 

 Provide you a safe family environment 

 Welcome you as a “hanai” member of their family 

 Tell you what the rules and expectations are in their home 

 Provide you with at least breakfast every day, with other plans as discussed/arranged 

 Provide you with a bedroom with sheets, and towels 

 Provide the occasional ride for you (e.g. pick up to and from special events, meetings etc.) 
 
RESPONSIBILITIES OF THE INTERN 

 Keep your room clean and tidy. You should vacuum and empty your trash at least once a week. 

 Clean up after yourself in the bathroom. 

 Help with meals; in some families, you may make your own breakfast.  

 Clean up after you are done in the kitchen. 

 Do your own laundry regularly (yes, including your sheets). 

 Observe the safety rules of the host family; if there are any small children, please be extra 
vigilant about leaving any dangerous items (e.g. medications) out of their reach. 

 Be mindful of conserving energy by turning off lights, fans, air conditioners and other electronic 
devices when not in use or leaving a room. 

 Follow your host family recycling procedures.        

 Communicate with your host family; if you don’t understand something, ask. 

 Tell your host family if you are going to be late or if you won’t be home at a normal time. 

 Pay for your own entertainment. 

 Avoid asking to use the host family’s vehicle; interns may only use if offered. 
 

 

mailto:jgrubert@windwardnazarene.com
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WHEN YOU ARRIVE 

 When you arrive at the host family’s home, you will be shown your room and common areas; 
ask your family to give you a paper with their name, address, and phone number.  

 Your host family will show you how to get to the church or school by bus.  

 Take the time to get to know your host family and your new environment! They will want to 
know about your home town and your family, so if you have some pictures, be sure to show 
them to your host family; spend time with your family rather than just staying in your room. 

 
ACCOMMODATIONS 
Your host family will provide you with a clean, comfortable place to stay. Some host families live in 
apartments, townhomes and others in houses. It is common in Hawaii to have multiple generations in 
the same house. 
  
MEALS AND FOOD 

 You will find local food different from mainland food. Discuss what foods you like / dislike with 
your host family (in a respectful, appropriate way). You may be preparing your own breakfasts, 
with lunches during the week prepared by the church or school, and dinners possibly prepared 
by your host family 

 If you really miss the food from your home, offer to cook a meal for your host family  

 Make sure you ask your host family if a friend can come for dinner, and don’t invite anyone over 
without permission, especially for an extended amount of time  

 If you will not be home for a meal, tell your host family well ahead of time (more than 2 hours) 

 Your host family is not responsible for paying for any meals outside of their home  

 Be sure you know what time meals are served so that you can be at home on time 

 Ask to go shopping with the host family so you can purchase food and snacks you like 

 Make food storage arrangements with your host family, possibly an area in the refrigerator 
and/or pantry to keep your personal food 

  
BATHROOM USE 
Ask your host family when you should take your shower. Keep your shower under 10 minutes, and clean 
up after yourself in the bathroom. Clean the sink after you have used it and hang up wet towels. 
Put used toilet paper in the toilet (not the trash can), and please avoid flushing any feminine products. 
 
LAUNDRY FACILITIES AND USE 
Ask your host family when they do laundry. Since you will be responsible for your own laundry, be sure 
that you understand how to use the washer and the dryer, detergent and that you wait until you have a 
full load of laundry. Ask if there is a specific time of day or day of the week to do your laundry. 
 
APPLIANCE USE 
Ask your host family of the location of household items and supplies (e.g. toilet paper, cleaning supplies, 
broom, dust pan, vacuum cleaner, mop, rags etc.). Learn how to properly operate, maintain and clean 
common household appliances (e.g. stove, oven, microwave, washer and drier, etc.). Ask for instruction 
or assistance if you do not know how to use them. 
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TELEPHONE USE 
In the rare case you must use the host family phone (land line), you must ask permission and you must 
use a telephone card for all long-distance calls. You should not be receiving calls to the family phone at 
night (after 8:00 pm). Using your own personal cell phone is best. 
 
 
COMPUTER USE 
Some families might not have a computer, so if you have your own laptop computer, bring it with you. If 
not, there are computers at the church and school for you to use. Ask your host family how to log on to 
the internet and if there is a maximum amount of data you can use.  Be very careful about using the 
Internet. Do not try to access inappropriate material. NOTE: Don’t get into the habit of spending hours 
alone in your room at your computer. This internship is meant to build relationships and excessive time 
on devices is distracts you from your purpose. 
  
HEALTH PROBLEMS 
Tell your host family if you have any particular health conditions they should be aware of or if you are 
not feeling well. If you have to miss work, you must contact your supervisor AND the Internship Director.  
If you are very sick, the host family will take you to the hospital. If you have special dietary 
requirements, such as serious food allergies or intolerances, inform your host family immediately. Tell 
your host family and the Internship Director if you are allergic to their pets. Have your health insurance 
card, health history and information in an easily accessible printed copy. 
  
KEYS 
You will be given keys to your host family’s house. Please return them to your host family when you 
leave. If you lose your key, you must inform your host family immediately, pay the cost of replacing it 
and potentially the cost of replacing the lock. If you are locked out, contact your host family or the 
Internship Director. DO NOT attempt to break-in to your host family’s home, any damages done to your 
host home, you will be responsible for covering them. 
  
SOCIAL PLANS  
While academic and spiritual study, growth, and development are the main goals of the internship 
program, group interaction and socializing are also important elements when you are an intern.  You 
must give information to your host family as to where you are going, when you will be back, and with 
whom you are going out. Host families have the right to set house curfew times.  Interns are highly 
encouraged to make social plans together, promoting bonding and easing transportation issues.  No 
male and female interns are to go out alone at any time. 
 
ALCOHOL, TOBACCO AND ILLICIT DRUGS  
The use of alcohol, tobacco products (to include “e-cigarettes”) and illicit drugs are strictly prohibited 
and use may result in being asked to leave the host family home. This requirement is in effect 
throughout the internship, even if the intern participant is of the legal age for these activities. 
 
CURFEWS  
Windward Nazarene suggests a 10:00pm curfew from Sunday to Thursday and 12:00 am-1:00 am curfew 
on Fridays and Saturdays, out of respect for host families as well as the intern’s well-being for their 
responsibilities. The curfew may always be changed and/or enforced, according to the discretion of the 
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Intern Director if the need arises. Always inform your host family where you are and when you will be 
back home. 
 
SLEEPOVERS 
Weekend sleepovers are allowed at the discretion of your host family and providing that the home 
where the sleepover will take place is also part of the Windward Nazarene internship programs. 
You must obtain permission from your host family, the other family involved, and Internship 
Coordinator prior to inviting anyone to stay at your host family’s home. Personal co-ed sleepovers are 
strictly prohibited at all times (there may be a ministry activity, such as a youth all-nighter, and in which 
case, interns must maintain a leadership mindset and remember that it is not their own social activity). 
 
 TRAVEL  
Interns are encouraged to explore and experience Hawaiian culture during their stay on Oahu.  This 
should not interfere with your intern duties and responsibilities and academic studies. Travel should be 
limited to your designated time off periods. You must inform your host family of the dates you will be 
away and should also give information as to where you are going and with whom.  Many host families 
will want to include the intern in their own local travel and holiday plans. Please note that travel on 
Oahu with the host family does not require parental permission (for interns under 18 years of age) but 
the Internship Coordinator and / or intern’s supervisor should be informed. 
 
SPENDING MONEY 
You are advised not to keep large sums of money in your room (or on you). Ask the Internship Director 
for guidance if needed. Do not borrow money from, or lend money to, members of your host family. 
 
PERSONAL BELONGINGS 
You are responsible for your own personal belongings whether at home or at work. Keep your valuable 
belongings secure. 
  
INSURANCE 
Your belongings may not be covered by your host family’s homeowners/renter’s insurance. You should 
check with your parents to see if their insurance covers your possessions while you are participating in 
the internship program. If you decide to drive, you must have proof of automobile insurance and a valid 
state driver’s license.   
 
DAMAGE OF PROPERTY 
Interns are responsible for any damage to their host families’ house and property that they caused. You 
must ask your host family about changing anything in your room (e.g. move furniture, placing things on 
the wall, etc.)  If you damage or break something while you are staying with your host family, you should 
offer to pay for the item to be fixed or replaced (and follow through if they accept).  
 
WHEN PROBLEMS ARISE 
If you are having problems in your host family home, talk to the Intern Director and your supervisor. 
Sometimes problems can be worked out; however, if there are serious problems, a change in host 
families can be made. You may NOT change host families without permission from the Intern Director. 
  

We hope you have a wonderful experience in the Hui Malama Internship Program!  
Please ask the Internship Director you have any questions! 


