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In this guide you will find answers to the following questions: 
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Everyone should have a PDR –  

they are not just an opportunity to talk to employees with high flying career aspirations 
 

 

 

WHAT IS MY ROLE? 

 
As a line manager your role is to help the employee succeed in their current role and to develop their 
full potential within the business. To do this you must discuss your employee’s performance with them 
in an open and honest way. You must ensure the employee leaves their PDR with a clear 
understanding of how they have performed, where there are areas to improve, and what they need to 
do to improve in these areas. 
 

 

What is the impact of effective performance management? 

 
(Mindgym, 2011) 

 
 

“Managers who have regular dialogue with direct reports 
and set clear job expectations are proven to lead more 

engaged and better-performing teams” (ets, 2012) 

+40% Employee 
engagement 

+15% 
Productivity 

+25% 
Performance 

-25% Employee 
turnover 

+ return on 
investment     

(L&D, recruitment, 
compensation, communication) 

WHY ARE PDRs IMPORTANT AND WHAT IS MY 

ROLE? 
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Although a PDR should not be the only time you have one to one time with your employee, it 
may be the only time they have a ‘formal’ meeting with you. As such it can seem rather daunting 
and intimidating. It is vital that employees know why they are having a PDR and what the 
meeting will be like to alleviate any fears or anxieties they may have. 

 
 

ENSURE YOUR EMPLOYEES KNOW: 

 

 Their PDR is an opportunity to have some quality time with you, to talk about what has gone well 
and what could be going better 

 It is a two-way open, honest and confidential conversation 

 It is not a disciplinary meeting 

 Everyone has areas to improve: this doesn’t necessarily mean someone is doing a bad job, but 
business needs are constantly changing and we need to change to meet those needs 

 A PDR is for everyone, not just people wanting to move up the career ladder – everyone has the 
right to know how they are achieving in their current role 

 If they do want to progress their career then this is their opportunity to talk to you in detail about 
their career aspirations and what they need to do to achieve them 

 The employee PDR is based around Sodexo’s values of Team Spirit, Service Spirit and Spirit of 
Progress: by discussing their achievements in line with these areas they can see how they 
contribute to the overall success of the business 

 

WHAT MAKES A GREAT PDR? 

 

 Both the employee and the manager have given some thought to the PDR prior to the meeting 

 The PDR meeting has a positive focus with time split between what has been achieved, and what 
future performance and development is required 

 The manager is prepared to listen, challenge and accept 

 The employee believes they can challenge without prejudice 

 Both the employee and manager feel comfortable sharing ideas 

 There are no hidden agendas and no surprises 

 The manager is able to get to the root of any problems, rather than just the symptoms 

 Both the employee and manager have a clear view of each other’s expectations at the end 

 The employee feels recognised for their achievements throughout the year 

 The employee understands where they have performed well, what areas require improvement, how 
they can improve in these areas and what support is available to them 

 
 

HOW DO I ENGAGE WITH MY EMPLOYEES IN       

THEIR PDR? 
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Whilst you may want to give your employee a copy of the PDR form in advance of the PDR 
itself so they can see the format of the conversation, DO NOT ask them to fill it in. The form 
is for you to record a summary of the PDR conversation after the meeting. 

Consider feedback 

Consider how your employee may react to your 
feedback 

Consider what feedback your employee may have 
for you and how you will react 

Consider your employee's skills, behaviours, strengths and areas for improvement 

Reflect on their potential to 
proress into other roles 

Review previous PDRs if 
applicable 

Consider what development 
activities they may benefit from 

Prepare your employee 

Tell them the time and 
location 

Discuss the purpose of 
PDRs and alleviate any 

fears or anxieties 

Give them a copy of the 
employee's guidance in 

advance of their PDR 

Talk them through 
anything if they require 

additonal assistance 

Book a room where you will not be disturbed and ensure you set aside enough time 

Between 30-60 minutes for each Employee PDR 

Thoroughly read this guidance document 

Give yourself plenty of time to understand your role in your employee's PDR, how to prepare yourself and 
them , how to conduct the meeting and fill in the PDR form 

HOW DO I … PREPARE FOR MY EMPLOYEE PDRs? 
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WHAT DEVELOPMENT ACTIVITIES ARE AVAILABLE TO MY 
EMPLOYEES? 

 

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

 

 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 
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DURING YOUR EMPLOYEE’S PDR YOU SHOULD: 

 Help your employee feel comfortable, explaining that the PDR is a two-way, open and honest 

conversation 

 Encourage your employee to assess their own performance and suggest ways in which they 

could improve, but assist them with examples when required 

 Discuss how your employee’s performance directly relates to the performance of their team and 

the wider business 

 Ask for feedback on yourself as their manager 

 Help your employee see how they fit into the wider business 

 Discuss different ways to support their development 

 Summarise your discussions on the PDR form – DO NOT write a word for word account of 

what was discussed, otherwise the PDR will appear too formal and rigid – use the PDR 

form as a conversational tool 

AT THE END OF YOUR EMPLOYEE’S PDR: 

 Both you and your employee must agree on the commitments you will each take away and act 

upon. These are to be recorded on the last page of the PDR form. Ensure these are realistic 

and do not commit to anything you cannot deliver 

 Ask your employee to read your comments (or read it to them), then ask them to sign the front 

page, before signing and dating it yourself 

 Give your employee a copy of the PDR form and file the original in their personnel file 

HOW TO GIVE EFFECTIVE FEEDBACK 

 

Giving 
Effective 
Feedback 

Specific  

Clearly tell the employee what 
they are doing well, and why 

you value their actions or 
what they need to 

change/improve and why. 
Give specific examples of 

when the action in question 
occurred. 

Honest 

 Tell the employee as 
honestly and accurately as 
you can what they're doing 
well, and where they can 

improve. 

Timely  

Give feedback soon after the 
action occurs. Except when 
emotions are running high 
and need time to settle to 

enable effective 
communication. Helpful 

Help the employee improve 
their performance. Include 

helpful coaching, suggestions 
for how to behave differently 
next time as well as support 

for learning and development. 

Ongoing 

Be generous with your praise 
and recognition as it will 

encourage more. Provide 
consistent and regular 

feedback on poor 
performance as it takes time 
to learn new, more effective 

ways of working. 

HOW DO I CARRY OUT MY EMPLOYEE PDRs? 
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HOW DO I … USE THE PDR FORM? (including setting 

objectives if appropriate) 

Fill in your employee’s 
name and your name on 
the form at the annual PDR 
meeting 

At the end of the annual 
PDR and mid-year PDR 
meetings, ask your 
employee to read your 
comments (or read it to 
them), then ask them to 
sign here, before signing 
and dating it yourself 

Begin the annual PDR 
conversation by 
discussing with your 
employee how they have 
demonstrated “Team 
Spirit” – use the examples 
here as discussion topics 
rather than specific 
questions – remember the 
PDR is a two-way 
conversation, not a 
question and answer 
session 

Following a discussion 
with your employee about 
how they have 
demonstrated team spirit, 
use this area to 
summarise what your 
employee has done well 
and where they could still 
improve. This should be a 
summary, not a word for 
word account of what was 
discussed 
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Continue the annual PDR 
conversation by 
discussing with your 
employee how they have 
demonstrated “Spirit of 
Progress”, summarising 
what they have done well 
and where they could still 
improve 

Continue the annual PDR 
conversation by 
discussing with your 
employee how they have 
demonstrated “Service 
Spirit”, summarising what 
they have done well and 
where they could still 
improve 

Remember: 

- use the examples as 

discussion topics 

rather than specific 

questions. The PDR is 

a two-way 

conversation, not a 

question and answer 

session 

- you should 

summarise the 

content of your 

conversation, not 

write a word for word 

account 



  

Page 9 of 11 

 

 

 

 

 

End the annual PDR 
meeting by discussing 
what you and your 
employee are committing 
to in order for your 
employee to develop in 
their current role (and 
future role if applicable). 
Note the commitments in 
this section 

If you would like your 
employee to have 
business objectives for 
the year ahead you can 
also utilise this space to 
do so. Just remember 
they must be SMART 
(Specific, Measureable, 
Achievable, Relevant and 
Time bound) 

During the mid-year PDR 
meeting, re-visit all your 
comments from the 
annual PDR, with specific 
focus on the areas for 
improvement, the 
commitments and any 
business objectives (if 
applicable). Have an open 
discussion with your 
employee about what has 
and has not changed and 
why. Capture a summary 
of your discussion here 
including any new 
achievements, any 
ongoing or further areas 
for improvement and any 
additional commitments 
made 

Remember to give a copy of the PDR form to your employee after their 
annual and mid-year review, and file the original in their personnel file 
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