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Please note  

If it is appropriate, you may wish to separate the review and forward looking conversations.  

PDR meeting arranged

Reviewee prepares the relevant PDR form in preparation for the 
conversation

Form sent to the reviewer at least one week before the PDR conversation

Reviewer completes the comments sections of the PDR form and reviews the 
development, proposed goals, and career aspirations.  Reviewer passes form back to 

reviewee before meeting, retaining a copy

PDR conversation takes place

Development, achievements and contributions are reviewed

Future development and goals are agreed 

Reviewee and reviewer sign to agree the completed form

Reviewee and reviewer have a copy of the completed form

Departmental Administrator/Head of Department collates a summary of learning and 
development needs and submits to LDC

Reviewer and Reviewee plan to have regular PDR conversations 
throughout the year


