Supervisors Bi-Weekly Meeting Format
1. Welcome & Objectives (5 minutes)
· Call to order
· Spin the Feelings Wheel
2. Program Overview & Updates (6-8 minutes)
· Describe a win. (Follow-up, were you able to meet your previous achievement goals?) (1-2 min)
· What is the current status of your team? (sentiment, workload, internship program) (1 min)
Note: Maintain confidentiality and professionalism when discussing interns.
· Describe a challenge. (1 min)
· What can be done to help you or your team improve? (1 min)
· Any key dates, milestones, projects or upcoming deadlines? (1 min)
· Are current resources sufficient for the completion of all tasks/assignments? (1 min)
· What do you hope to achieve between now and our next meeting? (1 min)
3. Closing & Next Meeting (2 minutes)
· Closing remarks
· Confirm next meeting date/time

