My PDPR - What are you worried about?
Whether it is the formal nature of the meeting or the fact that someone has put a label on it,
people seem to get really hung up on their PDPR. However apart from a job interview how
many other times in your day to day life do you get the chance to talk about yourself, so take
it.
We have brought together some videos and articles that hopefully show this is your time to
discuss with your manager:
✓ How you have done?
✓ What is coming up?
✓ And finally, how you would like to grow as a professional?

I have my PDPR Coming up
What can I expect from my PDPR?

Is there an example of how a
meeting could go?

How to prepare for a great performance /appraisal
review?
The performance appraisal interview - getting it
right
Good performance appraisal role play

How can I prepare for my PDPR?

https://www.linkedin.com/pulse/how-prepare-yourperformance-appraisal-may-chan/

What is Performance
Management?

https://www.theguardian.com/careers/careersblog/performance-appraisal-career

Do I need to prepare?
The short answer is Yes; there aren’t many of us who can just pull stuff out of the air and
anyway why wouldn’t you want to give yourself the chance to take an opportunity to discuss:
✓ What has gone well?
✓ What you would have done differently?
This may be all you feel you can do, however:
✓ Look at your job description- In preparation you might want to adapt the SWOT
(Strengths, Weaknesses, Opportunities, Threats) to identify:
o

What are you good at?

o

What would you like to be better at?

o

What are the obstacles that have got in your way?

o

How could you get around the obstacle?

o

What support do you need?

This really isn’t the time to take pot shots at your colleagues or the organisation, this is an
opportunity to be constructive. Remember people react better to a positive message, people
tend to mirror you, so if you are positive and constructive the chances are so will your
manager.

This is not to say you should hide things in your preparation this all about how you can
present your concerns in a constructive way.
Do they have to ask me where I want to be in 3-5 years? I don’t know
You’d be upset if people ignored you in their plans for the future, but not everyone knows;
however, consider the mini personal SWOT you did in your preparation and answer this
question:
What is going to make the next 12 months the best they can be?
Isn’t this an excuse just to give me more work?
No, it shouldn’t be, this is an opportunity for you to discuss:
✓ The key priorities for the next 12 months
✓ How you are going to achieve those
✓ What is going to set you up for success
✓ What might get in the way and what support you need
Your PDPR should be a 2-way conversation and realistically you should be targeting at least
50% of the air time.
Here are some more hints and tips to get you going
1. Set some really great performance objectives
Your performance objectives should, in addition to the three or four of the core outputs you
deliver in your role, cover outputs that you will find interesting or challenging, and will enrich
your job. Your objectives should be discussed and agreed with your line manager, and
should be SMART (Specific Measurable, Attainable, Relevant and Time-bound).
Ideally you should set these at the beginning of the year, but if you have not updated these
recently, it should be easy to discuss with your manager in the context of thinking about your
performance and development.
2. Think about the quality of your key relationships
How well you do in any role is often dependent on the quality of the relationships you have
with the key stakeholders you work with. Inevitably, when you are being reviewed their
perception of you will be key to both your performance rating, and their willingness to
support you in your development.
Think about how well you know the key stakeholders, what you understand about their
needs, and what you think they understand about yours. If the quality of your relationship is
not as good as you would like it to be, think about ways of trying to develop a stronger
personal relationship with that person, starting by understanding what the pressures are on
them, and how your role can best help them. When you feel more comfortable, try to open
up a little more on who you are, and how you work best. Just spending a little time to get
below the skin of the ‘did you have a good weekend’ conversation, can make a huge
difference to the depth of your relationship.
Making your manager aware of what motivates you, and makes you feel appreciated can
also help enormously with how you enjoy your job, because if they know what you want, it’s
much easier for them to manage you in a way that suits you.
3. Think about how you meet with your boss
Think about how you typically meet with your manager. Is this something you could
formalise on a regular basis, maybe over coffee? If you have regular agenda sharing
meetings, you will have more opportunity to see how you can proactively get engaged with
things that may be interesting for you and change your level of operation.
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4. Get some feedback
Are you in the habit of asking for feedback? When you know you have done something well,
asking for feedback not only affirms your manager’s positive impression of you, it also gives
you an important opportunity to be appreciated.
If it is appropriate in your organization, think about sending an e-mail three weeks prior to
your performance review meeting to a few people you have worked with significantly over
the last six months. You could ask them for examples of things you have done well, what
they would like to see you doing more of, and possibly what they would like you to do less of.
You can then share this with your line manager for the review meeting, which will be a great
way of giving them perspective on what you are doing in other areas, and how well you are
valued by others.
5. Make it really easy for your manager to manage you
If you prepare your objectives, schedule some update meetings, and make sure the PDPR
meeting is in the diary well in advance, it’s much more difficult for your line manager not to
spend time with you. This is your opportunity to emphasize that this is important to you, and
you’re pleased that your manager is investing time to do this.
If they postpone the meeting, be positive about it, but just confirm with them when a suitable
time would be to do the meeting, so it doesn’t have to be re-scheduled again. A subtle
reminder about the most senior leaders in the business ‘walking the talk’ with their direct
team’s development may also work.
6. Be clear what you want to get out of the PDPR meeting
As part of the planning, think about what you would like to change as a result of the PDPR,
and how you are going to measure this happening. Make sure you are clear in highlighting
your achievements, and what you would like to do more of in the future. Write down any
feedback you are given and be curious about any comments that could be negative, rather
than deny them or get emotional about them. Comments like: ‘that’s interesting, can you tell
me a little more about why you perceive me that way’, can actually be really helpful, and
maybe clear up a misunderstanding.
If there is negative feedback, remember that your manager’s perception must be based on
something, so find out what this is and what you can do to change it, and if necessary,
develop your skills. You should ask for their support with this. If you still do not agree, try
not to take it personally and just get on with your job. If things are really bad, and unlikely to
change, think about looking for a role that better meets your needs and skills.
7. How will your manager leave the room feeling?
You should also think about what the three things are that you want your manager to leave
the room thinking about you. It should have been more along the lines of ‘I really must make
more effort to ensure I retain X and develop them as they are critical to my team’. You
certainly don’t want it to be ‘I don’t know what’s got into X, demanding all these changes and
being high maintenance’.
9. What do I do if I have a lousy meeting?
If things didn’t quite go as you had planned, think about what the outcome was. If you are
unhappy with the outcome, think about who you can discuss this with to generate options to
change the situation. Once you have a range of options, you can then make some decisions
in a calm and informed way about what to do next.
If was only a small thing you were unhappy with, think about whether the juice is worth the
squeeze of bringing it up again. You don’t want to amplify a small negative if you don’t need
to. On the other hand, it’s okay to go back at a quiet moment and just mention it to your
boss, saying that you would like to understand a little bit more about why they said that.
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10. Identify people to help you
Having a really great PDPR (which is the summary of a great working year) requires
planning, thought, and effort throughout the whole year. There will be many people who can
help you with this, ranging from friends in and outside of work, peers or even other members
of the Executive Team, such as Executive Assistants. You could book a quick coffee with
any of these to talk about some of the changes you would like to make in your role to make it
more fulfilling for you. You could get their feedback on your ideas, their input on things they
think you could get involved in, and some ideas on how to help development.
So, to summarise – the PDPR meeting might only be just once or twice a year, but enjoying
your job is about what you do every day. If there is a process in place, why not use it to get
as much benefit as you can?
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11. Personal review
Your own preparation is key, why not give yourself 30 minutes every month just to reflect on
What has gone well? And what you would do differently next time?
Consider this template
January
Things I have done well?

Things I would have
done differently?

Behaviours that
have worked for
me?

Behaviours I need to
modify?

Things I would have
done differently?

Behaviours that
have worked for
me?

Behaviours I need to
modify?

Things I would have
done differently?

Behaviours that
have worked for
me?

Behaviours I need to
modify?

Things I would have
done differently?

Behaviours that
have worked for
me?

Behaviours I need to
modify?

Things I would have
done differently?

Behaviours that
have worked for
me?

Behaviours I need to
modify?

Things I would have
done differently?

Behaviours that
have worked for
me?

Behaviours I need to
modify?

February
Things I have done well?

March
Things I have done well?

How would I sum up my quarter?

April
Things I have done well?

May
Things I have done well?

June
Things I have done well?
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How would I sum up my quarter?

July
Things I have done well?

Things I would have
done differently?

Behaviours that
have worked for
me?

Behaviours I need to
modify?

Things I would have
done differently?

Behaviours that
have worked for
me?

Behaviours I need to
modify?

Things I would have
done differently?

Behaviours that
have worked for
me?

Behaviours I need to
modify?

Things I would have
done differently?

Behaviours that
have worked for
me?

Behaviours I need to
modify?

Things I would have
done differently?

Behaviours that
have worked for
me?

Behaviours I need to
modify?

Things I would have
done differently?

Behaviours that
have worked for
me?

Behaviours I need to
modify?

August
Things I have done well?

September
Things I have done well?

How would I sum up my quarter?

October
Things I have done well?

November
Things I have done well?

December
Things I have done well?

How would I sum up my quarter?
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How would I sum up my year?
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