

Introductory Intern & Volunteer Meeting Format & Agenda
Estimated Meeting Length: 55-60 minutes

1. Welcome & Opening (10 minutes)
· Brief welcome and introductions (6 min)
· Purpose of the meeting (1 min)
· Quick icebreaker (find someone to lead) (3 min)
2. Program Overview / Updates (5 minutes)
· Overview of the internship goals and expectations (3 min)
· Updates on projects, schedules, or organizational news (1 min)
· Important announcements or deadlines (1 min)
3. Roles & Responsibilities (7 minutes)
· Review intern/volunteer roles (3 min)
· Clarify tasks and expectations (2 min)
· Explain reporting (workload) structure and communication channels (exchanges with others within the organization, supervisors, members of the public) (2 min)
4. Training / Learning Segment (8 minutes)
· Skill-building topics (e.g., workplace ethics, communication, time management) (5 min)
· Identify training modules (2 min)
· Q&A related to the training topic (2 min)
5. Progress Check-In (5 minutes)
· Introduce supervisor check-ins 
· Review experiences (discuss updates on tasks or projects, challenges or successes)
· Reinforce or Reset (opportunity for supervisor guidance and feedback and/or skill building)
6. Discussion & Engagement (10 minutes)
· Open floor for questions
· Group discussion or problem-solving
· Encourage interns to share ideas or suggestions
7. Next Steps & Action Items (5 minutes)
· Review upcoming tasks and deadlines
· Assign responsibilities
· Confirm next meeting date and time
8. Closing (5 minutes)
· Motivational note or recognition of good work
· Final questions
· Thank interns and volunteers 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
If you’d like, I can customize this format for:
· Orientation meetings
· Weekly check-ins
· Virtual/online meetings
· Academic or nonprofit internship programs





