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Supervisory Meeting Checklist
Use this checklist before, during and after each supervisory meeting.
Meeting date: ____________							Next meeting: ____________

BEFORE THE MEETING
☐  Review the actions agreed at your previous meeting.
☐  Note what you have completed or worked on since the last meeting.
☐  Write down 2–3 topics or questions you want to discuss.
☐  Identify anything you are stuck on, unsure about or need a decision on.
☐  Gather the notes, feedback, research plan or documents you may need.
☐  Send drafts in advance if your supervisor has asked you to do so.

My 3 priorities for this meeting:
	1. 

	2. 

	3. 



DURING THE MEETING
☐  Use your questions or agenda to keep the discussion focused.
☐  Ask for clarification or an example if feedback is unclear.
☐  Record key feedback, decisions, changes and deadlines.
☐  Write down what you need to do next and anything your supervisor has agreed to do.
☐  Before finishing, check that you understand the priorities and next steps.

AFTER THE MEETING
☐  Review your notes while the discussion is still fresh.
☐  Turn agreed actions into clear tasks and break larger tasks into smaller steps.
☐  Add important dates or deadlines to your calendar.
☐  Save your meeting notes in one consistent place.
☐  Identify the first small action you can start.

Agreed actions
	Action / next step
	Target date
	Done

	
	
	☐

	
	
	☐

	
	
	☐
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