Monthly Intern ‘Check-in’ Guide For Submission
Date: ______________________
Time: ______________________
Supervisor: _________________
Format: ☐ In-person ☐ Virtual ☐ Hybrid

1. Welcome & Check-In
· How the internship is going
· Attendance and engagement

2. Intern Updates
· Tasks completed
· Challenges encountered
· Support needed

3. Learning & Development
· Skills practiced
· New knowledge gained
· Training or feedback

4. Feedback & Questions
· Intern questions
· Supervisor feedback

5. Next Tasks & Deadlines
	Task
	Due Date

	
	

	
	



6. Closing
· Key takeaways
· Next meeting date

