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START
Establishes annual 

goals/objectives 

Adjusts employee 
evaluation rating 

weights 
 with direct reports 

input

Discusses  
performance 
metrics and 

provides input to 
supervisor/manager

Meets with 
employee to 

discuss 
performance 

metrics

Develops 
departmental 

strategic plan or  
balanced score 

card

Employee’s evaluation plan must be aligned with the department’s 
goals/objectives, core values/competencies, and supervisor’s/
manager’s evaluation plan  

Works with 
employee to make 

adjustments as 
needed

Modifications
Required?

Reviews and signs 
the current year 
evaluation plan 

(SMART goals and 
behaviors/

competencies) 

Executes 
responsibilities as 

outlined in the 
evaluation plan to 
meet or exceed 

expectations

Monitors 
employee’s 

performance and 
provide on-going 

feedback

Meet with employee at least quarterly to discuss and document performance progress 
(new employee performance is reviewed at five (5) and eleven (11) months during his/
her probationary period)

Reviews 
employee’s 

evaluation plan for 
any modifications to 
goals/objectives or 

behaviors

Modifications
Required?

Modifies evaluation 
plan and discusses 
with employee as 
needed (collect 

feedback) 

YES NO

Short and Long Forms may be calibrated

REVIEWING AUTHORITY

Reviews and signs 
employee’s final evaluation 

and returns it to the 
supervisor/manager

Conducts annual 
evaluation review 
with no year-end 

surprises and 
obtains reviewing 
authority’s initial 

feedback

Provides input to 
supervisor/manager 

on his/her 
achievements

Modifications
Required?

Submits employee’s  
final evaluation to 
his/her reviewing 

authority and 
obtains his/her final 

feedback 

YES

END OF EMPLOYEE PERFORMANCE REVIEW PERIOD

NO
NO

YES

SUPERVISOR/MANAGER

Prepares copies of final 
evaluation and distributes 
to the employee and HRD 

for filing and data entry

SUPERVISOR/MANAGER
Begins to draft new 

evaluation plan as new 
annual goals/objectives are 

being established by 
director and direct reports 

Beginning of 
Performance 

Review

Workflow Legend

Throughout 
Performance 

Review

End of 
Performance 

Review

HRD

Receives final evaluation  
and populates scores in 
SAP for documentation 

purposes

* Employees may seek to address unresolved performance management issues using one of the City’s dispute resolution alternatives (i.e. ECRP, Grievance, etc.) 

NO

Agrees with final  
annual rating* & 

new plan  

YES



HEAR APPLICATION PROCESS FLOWCHART (NAVIGATIONAL PERSPECTIVE)

Send action 
email to  RA**

(15 days)  

More Information - houstontx.gov/hr/hear.html

Signed? Send action 
email to EE 
(15 days)

*Supervisor/Manager will have a strategic pre-discussion with employee and reviewing authority prior to the creating the work plan or completing the final assessment (on-going communications)
** Employee will receive an initial acknowledgement email alerting him/her that the PWP has been created (no action required by the EE at this step) (RA = Reviewing Authority)

Signed?
YES

Send 
confirmation 
email to Sup/

Mgr

SUP/MGR

Meets with EE at least twice 
during the HEAR  cycle and 

documents performance

NO NO

YES

 HEAR 
PERFORMANCE 
CONFERENCE

START

2/13/2013 10:12 AMUpdated:

EMPLOYEE

Receives email, logs into the 
HEAR application, and 

reviews the HEAR PWP

SUP/MGR

Creates the HEAR employee 
(EE) Performance Work Plan 

(PWP)*

REVIEWING AUTHORITY

Reads and processes email, 
logs into the HEAR 

application, and reviews 
indirect report HEAR PWP

PART I: THE PLAN 

Issues?

SUP/MGR

Rates EE’s performance and 
schedules HEAR conference*

Send action 
email to  RA**

(15 days)  

REVIEWING AUTHORITY

Processes email, logs into the 
HEAR application, and 

reviews indirect report HEAR 
ratings

Signed? Send action 
email to EE 
(15 days)

SUP/MGR

Meets with EE to discuss 
ratings and annual 

performance

1

SUP/MGR

Reads and processes emails, 
logs into the HEAR 

application and LOCKS EE’s 
final ratings

Meeting 
Confirmed?

Meeting 
Confirmed?

EMPLOYEE

Signs final HEAR assessment 
and prepares to receive new 

HEAR PWP in 30 days

Send 
confirmation 
email to Sup/

Mgr

EE is encouraged to offer input and solicits objective feedback regarding work conditions and profession/personal goals or issues

Need Help - hear@houstontx.gov (email)
PART II: THE ASSESSMENT 

Issues?

YES

YESNO

NO

YES

NO NO

YES

YES

NO

Send EE’s 
final HEAR 

Rating to SAP

1
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HEAR PROCESS & APPLICATION HELP DE-ESCALATION 
Strategic Workgroup Assistance Teams (SWAT)

Internal  Help Desk Analysts
Escalates Process Issues 
Email: servicenow@houstontx.gov

Across Departments
Trained Facilitators & Administrators
Quick Point of Contact (POC)

?

?

? ?

?
?

? ?
?

City of Houston Departments &
User Community Concerns Cloud
City of Houston Departments &

User Community Concerns Cloud

IT HELP DESK

Login Difficulties

This support model (De-escalation) will ensure issues are resolved at the level closest to the employee.

HEAR System Administrators
Functional & Technical Expertise
E.B. Cape Center (Training Questions)
Email: hear@houstontx.gov
Website: www.houstontx.gov/hr/hear.html

Performance Work Plan Architect
Develop Performance Measures
Documents Performance (Ongoing)
Provides Feedback (Twice Yearly)
Closest to the Employee

Application Issues

 Performance Issues

De-escalation

HEAR ADJUNCTS & 
DEPT. HEAR ADMIN

SUPERVISOR | 
MANAGER | REVIEWING 

AUTHORITY (RA)

HUMAN RESOURCES 

Process Concerns

Non-supervisor Training Contact

SMART Goal Support Point of 
Contact

Process Concerns

Mandatory Supervisor Training 

Optional SMART Goal Training

Performance Work Plan Support

Meeting Logistics (Date/Time) 

Rating Concerns
Coaching & Counseling 

Reviews All Actions (RA) 

Security Roles for Supervisors/
Managers

Deployment Strategy Support
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