
START

READY!

01
Employee and supervisor review if job posi�on qualifies and policy eligibility 
is met. If yes, they can use the Hybrid Telework Self-Assessment to reflect on 
the core competencies needed to be successful.

02
Employee a�ends the op�onal Virtual Info Session and if they wish to apply,
obtains ini�al support from their supervisor.

03
Employee submits:

• Employee
• Immediate supervisor
• Office of Talent & Organiza�onal Development 

to confirm training comple�on
• Manager in employee’s chain of command
• Department Director
• Copy to HR Records Management

Ergonomics & Safety Checklist
Signatures required:

• Employee
• Immediate supervisor

04
Employee and supervisor register and complete the required policy and process-based
eLearning module.

05
Employee and supervisor register and complete the required in-person training.

For complete program informa�on about the Hybrid Telework program, visit:
www.houstontx.gov/hr/telework.html

06
Employee requests HR authoriza�on.
Signatures required:

Employee begins teleworking

PROCESS ROADMAP

Signatures required:
• Employee
• Immediate supervisor
• Manager in employee’s 

chain of command.

Department Applica�on:

Employee

Supervisor
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Supervisor
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