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Estimated Meeting Length: 50-55 minutes 

1. Welcome & Opening (8 minutes)
· Brief welcome and introductions (2 min)
· Purpose of the meeting (1 min)
· Introduce the Feelings Wheel (5 min)
2. Program Overview / Updates (5 minutes)
· Overview of supervisors’ goals and expectations (see Supervisor Duties, Expect. Respon. docx.)
· Updates on organizational projects, schedules, news and announcements (2 min)
3. Roles & Responsibilities (6 minutes)
· Overview of intern/volunteer roles (3 min)
· Clarify tasks and expectations relevant to organizational goals (3 min)
4. Training / Learning Segment (6 minutes)
· Explain reporting structure and communication channels [how will supervisors & interns/ volunteers engage in communication, exchange ideas, troubleshoot, problem solve, address deadlines]
· Q&A related to onboarding and trainings (2 min)
5. Review Progress Check-In (10 minutes)
· Format [what each meeting should look like/entail]
· Discuss challenges or successes [Feelings Wheel, SWAT analysis and plans of action]
· Provide guidance, support, and feedback
6. Discussion & Engagement (10 minutes)
· Open floor for questions (2 min)
· Encourage supervisors to share ideas or suggestions (4 min)
· Group discussion or problem-solving (4 min)
7. Next Steps & Action Items (2 minutes)
· Re-review upcoming tasks and deadlines
· Confirm next meeting date and time
8. Closing (3 minutes)
· Motivational note or recognition of good work
· Final questions
· Thank supervisors for their participation

Tips for Effective Meetings
· Keep meetings interactive, not lecture-heavy
· Use visuals or handouts when possible
· Stick to time to respect interns’ schedules
· Encourage participation from everyone




