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	Employee's name:
	 



	Department:
	

	Position Title:
	 



	Discussion of future work plans and work requirements

	Discussion of future aims and aspirations will help the institution identify any training and development needs, and provide an opportunity to discuss future work requirements.

Note key points of discussion:


	 

	Have any specific development needs been agreed?

	 

	Have any amendments to working arrangements been agreed?
	

	Has there been a discussion regarding career plans (e.g promotion opportunities, leaving for career/retirement/other reasons)?  If so what are the key points to note?

	

	Signed:

	………………………………………………………

Head of Institution/Line Manager

…………………………………………………………

Employee
	

	Date:

	
	

	Date of next meeting:

	
	


 Record of workplace discussions – RP3
http://www.admin.cam.ac.uk/offices/hr/policy/retirement/
 Record of workplace discussions – RP3

	Any further comments

	

	Employee's name:

	


