Weekly 1:1 Check-In Form

Use this form to guide the weekly 1:1 check-in between the intern and supervisor to reflect on progress, exchange feedback, identify support needs, and align on goals and action items for the coming week.

Week of: 
Meeting Date:


1. Quick Check-In

How is the week going overall? (Great, Good, Okay, Challenging)

Notes:

2. Wins & Learning

· What are you most proud of this week?


· What did you learn or do for the first time?


3. Work Review

· What did you work on this week?

· What went well? What was challenging?


4. Feedback & Coaching

· Employer feedback (strengths / growth areas):

· Intern feedback or questions:


5. Support Needed

· Any questions, blockers, or support needed?


6. Next Week’s Goals (2–3)
1.  
2.  
3. 

7. Action Items
	Include the following:  Task | Owner | Due 
	
	

	
	
	




Anything else?
