
Guide to the PDR Conversation Record  

The Conversation Record is simple to complete, but this guide provides some explanatory notes for sections of the form that may seem less straightforward.  

The guide contains hints and tips about the type of information recommended for inclusion in various sections of the form. Remember to be flexible in your approach to the 

form, and make it relevant to your work area. 

 

  

 

The PDR Conversation Record has 

been designed to support 

preparation for PDR 

conversations and create a record 

of agreed objectives. Staff 

members are required to submit 

the Objective Setting and Final 

Review stages of their PDR 

Conversation Record through 

Staff Service Online (SSO) based 

on the PDR Cycle timings.   

A quick reference guide for 

uploading PDR documentation to 

SSO is available on the PDR 

webpage.  
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The PDR Conversation Record provides guidance as to how you might structure a PDR Objective Setting Conversation.  

Well written objectives, recorded in the Conversation Record are an important foundation for effective review and evaluation.  Remember, you will be referring back to 

these objectives at the Mid Term and Final Review conversations so prepare them thoughtfully and ensure you have measures in place. 

Work out 4 or 5 key result areas that are appropriate to your work area, and set no more than 3 SMART objectives against each KRA. Specify how you will measure the 

achievement of each objective. Recording them in the Conversation Record is good preparation for the meeting but it is also recommended that staff share these 

suggested objectives with their leader prior to the conversation, this will enable both parties to be prepared and have a constructive conversation.  

 

  Mid Term and Final Review: 

In the Mid Term and Final Review 

conversations, use the form to record 

your achievements and the progress you 

have made against your work objectives. 

The Conversation Record is a useful tool 

to guide PDR conversations and to ensure 

important but less obvious considerations 

such as workload allocation, leave and 

conflicts of interest, are discussed.    

Your leader will also use the PDR 

Conversation Record to record comments 

shared with you in conversation.  

 

Form components at the Objective 
Setting stage.

Form components at the Mid Term 
and Final Review stages. 

Note: Remember Objectives could be updated at the 
Mid Term and Final Review stages.

 



 



  

Use the Conversation Record as a 

guide to consider your development 

objectives. Use the questions to 

reflect on your development needs, 

consider the areas you want to 

prioritise and identify objectives as 

well as activities that will help you 

meet those objectives. At this point 

it will be useful to consider your 

career direction and longer term 

development goals.   

Use the form to record your 

achievements and the progress you 

have made against your 

development objectives. 



 

Leave Balances and Plans 

Plan your leave, and record it on the 
Conversation Record. Leave planning will be 
treated differently, depending on your work 
area but it is an important conversation to 
have to ensure business continuity. 

Conflict of Interest Declaration 

Prepare for and complete the conflict of 

interest section, ensure you understand 

what is a conflict of interest, how to identify 

a conflict of interest and how to report any 

conflict of interest. Discussion and recording 

conflict of interest ensures you have the 

formal opportunity to disclose and manage 

any actual or potential conflict of interest. 

Academic Only – Workload Allocation 

PDR meetings are a good opportunity to 
discuss workloads so use the PDR 
Conversation Record to ensure you and your 
leader are on the same page. Once you have 
agreed on the workload allocations, it will be 
clearer for you as you allocate your time into 
different types work.  

have to ensure business continuity. 



 

 

Save the Conversation Record once you and your leader have seen and agreed upon the comments.  

Confirm completion in Staff Services Online. There is a quick reference guide for uploading PDR to SSO.  

 

https://sso.adelaide.edu.au/psp/cs90prd_sso/?cmd=login
https://www.webdev.adelaide.edu.au/hr/docs/pdp-pdr-sso-info-sheet.pdf

