
 
 

 Year-End Performance Conversations for Excluded Employees 

  
Overview  
  
Effective performance development is foundational to enhancing employee engagement, retention and 
support as well as to advance team, departmental and ultimately organizational goals.   
  
Performance Development establishes expectations, creates accountability, and involves continual 
coaching, building on employee strengths and enhancing employee success, engagement and career 
advancement.    
  
Year-end performance conversations are an important step in performance development.  These 
provide the opportunity to learn more about an employee’s strengths, understand their successes and 
learning moments through the year, show appreciation, and understand how to better support them 
moving forward.  As part of the year-end process for Excluded employees, you will need to assign a 
rating using the rating scale provided.     
  
 
Key Considerations in relation to year-end performance conversations 
  

Year-End Conversations  
 
Use the year-end conversations as a chance to hear from employees about their successes and learning 

https://www.sfu.ca/content/dam/sfu/human-resources/forms-documents/PDP/Preparing%20for%20the%20Final%20Year%20End%20Review.pdf
https://www.sfu.ca/content/dam/sfu/human-resources/forms-documents/forms/SFU%20Core%20Competencies.pdf


¶ Take into account goals that are no longer applicable or where the goalposts have 
shifted or the context has changed.  It would be unfair to evaluate employees based on 
these.  Ideally, goals should be updated as needed throughout the year.  

¶ Be aware of your own biases (positive or negative) when considering performance, 
having performance conversations and assigning ratings. Generalization Errors can 
occur when a manager lets a judgement on one facet of performance influence all other 
facets, for instance:  
¶ Halo: an employee excels at one aspect of the job, so a manager rates all other 

aspects high as well  
¶ Horns: an employee struggles with one job task, so a manager rates all of the 

job tasks low also  
¶ Recency Effect: an employee’s recent performance and behaviour heavily 

influences the manager’s view instead of factoring the whole year’s 
performance into the rating  

To overcome these, look for a variety of data sources to determine progress towards 
goals.  It’s also a good practice to take notes throughout the year to help jog your 
memory about successes or challenges throughout the year.    

 

Rating Scale for Excluded Employees 

1 Emerging / Developing   ¶ Achieved some objectives and expectations.  

¶ Job performance in one or more areas needed to be supported to be 
successful.  

¶ Performance of objectives may have occasionally required improvement. 

¶ Demonstrated some behaviors that are consistent with expectations. 

¶ OR absent on leave. 

 


