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EMPLOYEE PDR 
GUIDANCE FOR EMPLOYEES 

INTRODUCTION 

This guide will answer the following questions: 

 What is a PDR and what is my role? 

 How do I prepare for my PDR? 

 What happens during my PDR? 

 What development activities are available to me? 

Everyone should have a PDR –  
they are not just for employees looking for their next career move 

WHAT IS A PDR AND WHAT IS MY ROLE? 

YOUR PDR (PERFORMANCE AND DEVELOPMENT REVIEW) IS: 

 An opportunity for quality time with your manager, to talk about what has gone well and 
what could be going better 

 A two-way, open, honest and confidential conversation 

 Not a disciplinary meeting 

 Based around Sodexo’s values of Team Spirit, Service Spirit and Spirit of Progress – by 
discussing your achievements in line with these areas you can see how you contribute to 
the overall success of the business 

…but remember:

 Everyone has areas they can improve. This doesn’t necessarily mean you are doing a bad 
job, but business needs are constantly changing and we need to change to meet those 
needs 

 Even if you don’t want to move up the career ladder, everyone has the right to know how 
they are achieving in their current role 

 If you do want to progress your career then this is your opportunity to talk to your manager 
in detail about your career aspirations, and what you need to do to achieve them 
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WHAT IS MY ROLE? 

As an employee, your role is to discuss your performance in an open and honest way and to 
work with your manager to realise your full potential. 

You need to leave your PDR with a clear understanding of where you have performed well and 
where there are areas to improve. You also need to be clear on what you need to do to improve 
in these areas. 

HOW DO I PREPARE FOR MY PDR? 

Your manager may give you a copy of the PDR form before your PDR meeting so you can see 
what will be discussed. However, you DO NOT need to fill it in.  The form is for your manager to 
record a summary of your conversation after your PDR meeting. 

Consider feedback 

What feedback do you think your manager will have for 
you - how will you react to this feedback? 

What feedback do you have for your manager - 
remember this is a two-way,  open and honest discussion 

Consider what you have done well over the last year and where you could 
still improve 

How well do you 
work with your 

colleagues? (Team 
Spirit) 

How do you provide 
a quality service to 

your clients and 
customers? (Service 

Spirit) 

How have you 
improved your daily 
tasks, the business 

and yourself ? (Spirit 
of Progress) 

Consider what 
development 

activities you may 
require 

Are there any other 
roles you may be 

interested in? 

Thoroughly read this guidance document 

Give yourself plenty of time to understand it 
If you require additional assistance your manager will 
talk you through it and answer any questions you may 

have 
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WHAT HAPPENS DURING MY PDR? 

DURING YOUR PDR YOUR MANAGER SHOULD: 

 Help you feel comfortable and at ease 

 Encourage you to assess your own performance and suggest ways in which you could 
improve, but assist you with examples when required 

 Discuss how your performance directly relates to that of the team and wider business 

 Ask for feedback on themselves as your manager 

 Discuss different ways to support your development 

 Summarise your discussions on the PDR form 

 

AT THE END OF YOUR PDR: 

 You should leave your PDR with a clear understanding of where you have performed well, 
where there are areas to improve and how you can improve in these areas 

 Both you and your manager must agree on the commitments you will each take away and 
act upon - ensure these are realistic and do not commit to anything you cannot deliver 

 You should read your manager’s comments (or they will read it to you), you will then be 
asked to sign the front page, before your manager also signs and dates the form 

 Your manager will give you a copy of the PDR form and place the original in your personnel 
file 

WHAT DEVELOPMENT ACTIVITES ARE AVAILABLE TO ME? 

 
Development is not just about going on a course. Why not consider some of these 
with your line manager? 
 

 

 Use the Great! training cards 

 Take a more active part in team meetings 

 Organise a team building, social or fund raising activity 

 Shadow a strong employee / supervisor / manager 

 Coach a fellow team member in a task you’re particularly good at 

 Take responsibility for a team meeting or training session 

 Think of a situation you want to influence and discuss it with your manager 

 Produce a training plan for your department 

 Create a list identifying the five main issues which affect productivity in your department 

 Spend time with a subject matter expert 

 Understand and analyse your site/local budget 

 Review customer/client complaints and produce an action plan to rectify these 

 Agree with your manager exposure to different tasks and activities 

 Identify an area of the business that requires improvement 

 Devise an anonymous questionnaire for employees to establish areas for improvement 

 Visit another site to establish best practice and create an implementation plan for your area 

 Ask your manager to tell you about a current business issue, investigate this issue and 
present back ways to tackle it 


