
Supervisor / Manager HEAR Implementation Crosswalk Best Practices (2012)
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Prepared by: Michael Perry, HEAR Project Coordinator

START
SUPERVISORS & MANAGERS SHOULD:

Meet with employees within 3 -5 days upon 

completing the HEAR Process training  

Encourage employees to complete the HEAR 

AP 3-20 WBT

Document meeting

Employees signs an acknowledgement form (dept. supplies).  Acknowledgement form to be filed in employees’ departmental record.

Can SUP / MGR 

answer questions?

Y / N

YES

NO

YES

NO

EMPLOYEE

Contacts HEAR 

Project Manager 

noel.pinnock@houstontx.gov

NO

Resolved?

SUP / MGR

(PROCEDURE)

Logs into the LMS and    

locate HEAR AP 3-20 Web-

based Training (WBT)

SUP / MGR

(PROCEDURE)

Launches and completes 

the HEAR AP 3-20 WBT

SUP / MGR

(PROCEDURE)

Attends and completes a 

Face-to-Face HEAR 

Process training session 
(LMS registration is required) 

SUP / MGR

(PROCEDURE)

Meets with employee(s) 

and discusses new HEAR 

Process

EMPLOYEE

Participates and asks 

questions

EMPLOYEE

Accesses HEAR website 

FAQs section

www.houstontx.gov/hr/

hear.html 

Resolved?

Y / N
NO

EMPLOYEE

Sends email to 

hear@houstontx.gov

SUP / MGR

(PROCEDURE)

Schedules 1
st
 Quarterly 

Work Progress Meeting

SUP / MGR

Validates and prints current 

work plans and saves in a 

secure place*

SUP / MGR

Conducts HEAR Quarterly 

Review

EMPLOYEE

Receives feedback and 

provide input

SUP / MGR

Documents HEAR 

Quarterly Review notes, 

files when completed

SUP / MGR

Prepares and conducts 

final HEAR Assessment

 (April or May)

SUP / MGR

Creates new HEAR Work 

Plans for employee

Houston Employee Assessment & Review (HEAR)

YES

* Instructions on populating current work plans in the new HEAR application are forthcoming

To access LMS:

1. Go to http://lms.coh.gov

2. Enter your username – e123456 (six-digit employee number with the “e” – use leading zeros if needed)

3. Enter your password – if this is your first time logging in, your password is “password” (all lowercase)

TRAINING REMINDERS:

Arrive on time, with materials and (1) employee SMART Goal

Sign-in and Sign out

Participate 

Submit course evaluation upon completion of course


