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WSP requires Mentors to conduct regular meetings with their Members. WSP recommends weekly meetings, and no less than monthly. The purpose of this template is to guide and document discussions during regular meetings. The Mentor and Member can both complete with form in preparation for the meeting, or during meetings to document happenings.

Notes from regular Member/Mentor meetings do not need to be submitted to WSP. However, if issues or concerns arise throughout the term, WSP staff may request to see copies of meeting notes as evidence of regular meetings.

	Attendees:
	
	Date: 
	

	Location: 
	
	Time:
	


Points to review from last meeting:
·   
Member Check In:
1. What activities have you been involved with recently - how are things progressing, what challenges, frustrations, breakthroughs or successes have you encountered?
	



2. What do you enjoy most and least about what you have been doing?

	


3. What would you like to focus on during the next month (activities, goals, support, projects)? What upcoming activities or trainings are you interested in doing?
	


4. Questions, issues and feedback 
(potential problems, changes to Mentor/Member Agreement, feedback for the Mentor or Placement Site, etc.):
	


Mentor Check In:

1. What upcoming projects are you involved with that could include the Member?

	


2. What upcoming activities or trainings do you have planned for the Member?

	


3. Are there any areas you would like the Member to focus on during the next month?

	


4. Questions, issues, and feedback 
(potential problems, changes to Mentor/Member Agreement, feedback for the Member, etc.):
	



Review project list (to do list)
· Check-in on completed projects, provide feedback and ask questions, add items to the to do list
· Does the Member have enough meaningful projects to fill 40 hours per week?

Review & Update Schedule
· Upcoming days off and schedule changes
· Upcoming projects and trainings
· Upcoming WSP commitments (conference calls, Mandatory Outreach Events, National Days of Service, trainings, WOW! Educational Series, Watershed Awareness Project)

· Does the Member have at least 4 hours in the office each week?

· Additional schedule considerations

Next Scheduled Meeting:
Date:
Time:

Location: 
	



