Supervisory Training Checklist

Name:  ____________________________________________________________________________________

Supervisory Title / Organization:  _____________________________________________________________

(i.e. Chief, Design Branch, Engineering Division)

Date Appointed to Supervisory/Manager Position: ________________________________________________

(training should be completed within 6 months of appointment but not later than 12 months)

Date SDC Training Completed: ________________________________________________________________

Date LEAD Training Completed: ______________________________________________________________

Date MDC Training Completed: _______________________________________________________________

Date Notification of Training Completion Sent to CPAC/CPOC:  ___________________________________

Submitted By:  _____________________________________________________________________________

SUPERVISORY DEVELOPMENT: New supervisors of civilian employees must complete the following:

a. Supervisory Development Course (SDC), Correspondence Course Number 131 F21 is the first phase of the program that must be completed by all newly appointed civilian supervisors within six months after assignment to their first supervisory position. Military personnel who supervise civilian employees are also required to complete this course within six months, but no later than 12 months after their assignment to a position where they are required to supervise civilians. The SDC modules cover the following topics: management, delegation, performance management, recruiting and selecting, training and development, position management, setting the tone for the work environment, and civilian supervision of soldiers.  Enrollment applications may be processed electronically at the following web site:  https://www.aimsrdl.atsc.army.mil/cgi-win/AccpLogon.exe. There is no tuition for this course.

b. Leadership Education and Development (LEAD) Course, the second phase of required training for new supervisors, is taught at or near the individual’s installation by certified graduates of a Train-The-Trainer course conducted by the Center for Army Leadership (CAL), Command and General Staff College. The course consists of instruction in practical application of leadership doctrine and competencies including professional ethics, counseling skills, communications, group development theory, team building, motivation, problem solving and decision making. New supervisors (including first time military supervisors who supervise civilian employees) must complete the LEAD Course within six months after appointment to the supervisory position. Timeliness is an extremely important aspect of supervisory training. Failure to complete this mandatory training may be considered when making determinations regarding satisfactory completion of the 1-year supervisory probationary period. Contact your servicing Civilian Personnel Advisory Center (CPAC) point of contact for scheduling this course during your first year as a new supervisor. 

WAIVERS: Local commanders may waive attendance/completion of the LEAD training on an individual basis for first time military supervisors of civilians if the commander determines that the member has equivalent experiences/training and the individual has requested a waiver. The first phase of the mandatory supervisory training (Supervisory Development Course) can not be waived. There is no tuition for this course. 

LEAD is offered at various times throughout the year by the CPOC.  Check with the CPAC to see if an onsite has been scheduled or call the CPOC LEAD Coordinator, Bruce Spruell, at 410-306-0180.  The CPOC Training Calendar webpage is located at http://cpolrhp.army.mil/ner/training.htm. 

NEW MANAGER TRAINING

Manager Development Course (MDC), Correspondence course 131 F31, is mandatory for all newly appointed mangers (at any grade). The course must be completed within six months of their appointment to a managerial position. For purposes of this training requirement, the term "manager" means supervisors of supervisors and managers of programs, resources and/or policy. The Manager Development Course builds on the Supervisory Development Course in all aspects of the manager’s responsibilities in the organization. Enrollment Applications must be processed electronically at the following web site: https://www.aimsrdl.atsc.army.mil/cgi-win/AccpLogon.exe. There is no tuition for this course.
