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EMPLOYEE PDR 
FREQUENTLY ASKED QUESTIONS 
 
FAQS 
 What is the employee PDR (performance and development review) 

 Who should have an Employee PDR? 

 When should I use the Employee PDR form? 

 Who completes the PDR form? 

 What do I discuss in the PDR? 

 How do I complete the PDR form? 

 Where do I keep a copy of completed PDR forms? 
 

 What is the employee PDR (Performance and Development Review)? 
 

 An opportunity for employees to have a quality, one to one discussion with their manager, 
to talk about what has gone well and what could be done better 

 

 It is based around Sodexo’s values of Team Spirit, Service Spirit and Spirit of Progress – by 
discussing the employee’s achievements in line with these areas to see how they contrib-
ute to the overall success of the business 

 

 Who should have an Employee PDR? 
 
 All employees should have a PDR annually, and is one of the Focus on Five objectives 

 The Employee PDR is used for anyone who does not use Ingenium 
 

 When should I use the Employee PDR form? 
 
 The annual and mid-year PDR discussions are recorded on the same form. 

 Annual PDR window: As detailed by your Operations Manager.   

 Mid-year PDR window: 6months after first review completed, this is NOT a second ap-
praisal, merely a review of the initial discussion to track progress. During this review you 
will NOT create another PDR you will review the progress of the objectives that were set in 
the initial discussion. 

 

 Who completes the PDR form? 
 
 The line manager completes most sections of the form after the conversation has taken 

place 

 The employee will be asked to check and sign the form, but can add comments if appropri-
ate 
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 What do I discuss in the PDR? 
 
 PDR conversations are an opportunity for managers and employees to have quality time to 

discuss what is going well and what could be done better. It is a time to recognise perform-
ance achievements and provide feedback and support on areas to improve 

 
 
 

 How do I complete the PDR form? 
 
 We would ask you not to complete the form during the PDR conversation, this is to help 

keep the discussion open, two-way, and to flow naturally 

 Use either the examples in the form or use your own examples to promote a great discus-
sion about performance 

 Refer to pages 7, 8 and 9 of the Employee PDR Guidance for Line Managers 

 The summary notes should be recorded onto the form after the PDR conversation has 
taken place. The summary can be handwritten or typed directly onto the form 

 
 
 Where do I keep a copy of completed PDR forms? 
 

 A copy of the form should be given to the employee after the annual and mid-year review 
 Keep the original form in the employee’s personnel file  
 Submit a scanned copy to your Operations Manager 

 


