Internship Information Packet

Please read through this carefully and note the things required for the weekend!!

Internship Kickoff Weekend Conference

When?  
April 23-25, 2010
Plan to arrive at the Radisson Hotel & Suites downtown Austin, TX between 3 and 5pm for registration.  Our first meeting will begin at 6:00pm on Friday night with dinner.  We will end no later than 2 pm on Sunday.  

Who?
YOU!  Anyone interning with us in the coming year is required attend this conference.

Why?
There are several purposes to this weekend.  

· It will give us a time to meet you and vice versa, as well as a time for you to meet some of your teammates.

· You will be trained in developing your ministry partner team.

· We will help you to fill out all of the paperwork that is needed in order for us to hire you as an employee of Campus Crusade for Christ.

These are crucial things that must happen in order for you to begin your internship and therefore this is a mandatory conference.  Once you begin working with CCC, you will be hired as an employee.  Because of this, we ask that you view this weekend with an appropriate level of seriousness.  Your internship with Crusade will be your full-time job, and you should view this conference as your first 3 days of on-the-job training.

Due to there being so many things that we must cover, the schedule will also be quite full. (Just to prepare you!)

Where?
Radisson Hotel & Suites Downtown Austin
(512) 478-9611
111 Cesar Chavez at Congress

Austin, TX 78701 
www.radisson.com/austintx/ 
Driving?
http://maps.google.com  

Flying?
You will fly into Austin-Bergstrom International Airport (AUS).    We will make arrangements for rides to/from the airport.  It is about a 20-minute (not rush hour) drive between the airport and the hotel, so please book your flights so you can be at all of the meetings.  This means that your flight should arrive no later than 4:30pm.  Your flight on Sunday should depart no earlier than 3:00pm.  As soon as you have made your flight plans, email Cassandra.Ellington@uscm.org and let her know your airline, flight #s, and arrival/departure information.  Cassandra’s phone # is 501-773-9745.

Parents?
We will not have the parent’s luncheon and seminars like we have had in the past.  There will, however, be information given for you to share with your parents after the weekend.  In addition to this, there are resources for your parents to connect with other parents whose child is serving in ministry with Campus Crusade for Christ.  

How Much?
The cost for the conference will be $300, which covers lodging, materials, and all meals Friday night through Sunday breakfast.  Each person attending this conference will need to pay with a check written to Campus Crusade for Christ for the full amount at registration.  We will hold these checks until you have the support in your Campus Crusade for Christ staff account to cover it, at which time we will charge your staff account.   If for some reason you decide not to do an internship, we will at that time deposit your check to cover the cost of your conference expenses.  Otherwise, after we have charged your staff account we will tear up your written check.

For your travel expenses (gas and/or flying), we recommend that you pay for these on your own and then reimburse them via your Campus Crusade account.  You will learn how to do a reimbursement at the conference.  For now, here is what you need to do:
To reimburse your travel by car: keep your gas receipts to and from the conference, in order to keep track of your expenses.

To reimburse your travel by air: receipts are required. You must save your receipt, which is the last page of your ticket.  If you purchase an e-ticket, then print off the receipt portion that contains the cost of the flight.  

To reimburse your food: keep up with your costs to, from, and during the conference.

What Should I Bring?

· Bible

· Pen and paper

· Checkbook, to pay and give a voided check for direct deposit set up
· Laptop, if you have one

· Beneficiary and Banking Information forms included with this packet.
· Username and email setup for GCX and USCM (see instruction link)
· Pre-IKW MPD assignments (explained below)

· Identification for Hiring Purposes*
1. PASSPORT

OR
       
2. DRIVER’S LICENSE AND SOCIAL SECURITY CARD
*This is VERY Important.  Please do not forget to bring these with you.  We have to see these documents (the real thing, not a photo copy) in order to fill out the government papers for hiring purposes.  If you bring your U.S. passport, you don’t need to bring your driver’s license and social security card.  If you do not bring your U.S. passport, you must bring BOTH your driver’s license AND social security card.  If you forget to bring these documents, then you will have to mail them to us later and you probably don’t want to have to hassle with that.  If there’s a problem in getting these documents, call Regina at 512-615-2501 or email her (Regina.Clark@uscm.org) to discuss other document options.

You should also make sure that you leave some extra room in your luggage when you come to the conference.  You will be receiving a lot of materials while you are in Austin, and you will need to have extra room in order to transport it home with you. 

E-mail Address

You will need to have an email address that will be current for the duration of your STINT.  So, if you have a school email address that you will no longer be able to use after graduation, please get a new address (Yahoo, Hotmail, Gmail, AOL, etc) as soon as possible and send it to Regina.Clark@uscm.org. You will be required to setup and use a Campus Crusade email account (also known as USCM) while an employee with Campus Crusade for Christ.  You will need to set up your email before you arrive at the Intern Kickoff Weekend. Use the instructions from the website to do this.  This email account should be checked often, as this is where all Campus Crusade related email will be sent. 
STINT ONLY:

Passport

If you are going on STINT overseas and do not yet have a U.S. passport, you need to apply for one right away.  Please do this BEFORE coming to Intern Kickoff Weekend.  Refer to the information online to learn how to apply for a passport.

Medical Clearance
All STINTers are required to get medical clearance from a doctor prior to leaving the country. This is to ensure that you are aware of any pre-existing medical problems before you go.  It also allows us to consult with you about the medical care you may need while on assignment.  We recommend that you take care of this while you are in school if you are able, as it is often less expensive.  Keep the receipt so you can reimburse the cost at a later time.  
Here’s how the form works: You take the letter and form to your doctor.  This may or may not involve a complete physical, depending on your current health, the country where you are going, what your doctor deems appropriate, etc.  This is a good time to determine which immunizations you will need.  Then ask your physician to complete and sign the Medical Clearance form.  Once completed by your physician, send the form to your STINT/ Intern Coordinator:

Campus Crusade for Christ

Attn: Regina Clark

12012 Technology Blvd.

Suite 100

Austin, TX  78727

Immunization Checklisttc \l2 “IMMUNIZATION CHECKLIST
We highly recommend that everyone have the following:
If you have previously had any of these immunizations (childhood, previous travels), check to see if they will be effective throughout your STINT term.

1.  
TETANUS/DIPHTHERIA

This is effective for 5-10 years; check your records

2.  
TUBERCULOSIS SKIN TEST
Get a skin test if it’s been over a year and get another once you return.

3.  
MEASLES
Single adult booster required if born in 1957 or later

4. 
POLIO
You need a single adult booster once since childhood series.  Check to see if you’ve had one. Injectable preferred over oral for adults.           









Childhood Diseases

You will need to be vaccinated for any normal childhood illnesses that you did not receive as a child (check your records).

Married Womentc \l3 “Married Women
Be certain you are not pregnant before receiving any vaccinations.  If you become pregnant before you leave for your STINT assignment, please contact your STINT/ Intern Coordinator immediately.  

Location-Specific Immunizations

For more detailed information and the latest updates on immunizations for various geographic locations, the Center for Disease Control has an excellent web site: http://www.cdc.gov/travel/index.htm
Itemized Receipt for Immunizationstc \l2 “Itemized Receipt
Be sure to obtain an itemized receipt for any immunizations you receive, including the date and the specific service performed, for your reimbursement.  Because these expenses are incurred prior to your hire date, they are not covered by the healthcare plan but may be reimbursed.  Again, only itemized receipts can be reimbursed. 
International Certification of Vaccination Card
The International Certification of Vaccination Card (which is yellow) is used for international travel.  Acquire one of these cards from your doctor, or the Public Health Department in your area.  Record each immunization on your card in black ink.  Bring it with you overseas.

AIDS Test
Due to the continuing increase in the number of AIDS cases, some countries are requiring foreigners to provide proof of a negative HIV test.  The specifics vary with each country.  See your country-specific information on the CDC website to find out if you need to have one.
