DRAFT: Manager Training Program 2-Year Schedule

	
	Training Type
	Hours Required

	(
	Mandatory Courses 

Elective Courses

Other Training (any combination)
· Job Specific Training



· Job Related Academic Degree Programs

· Leader Development Institute Courses
	26       per 2 years

10       per 2 years

30       per 2 years
(1 credit = 1 training hour)

	
	Total Required Training (2 Years)     =
	66 hours


	TRAINING TOPICS
	Training in Hours
	Mandatory Courses
	Elective Courses

	What Managers Do: An Overview
	1.5
	(
	 

	A Manager’s Guide to Managing Risk
	1.5
	(
	 

	Washington State Employee Ethics
	1.5
	(
	 

	Basics of Contract Administration
	1
	(
	 

	What is an Audit? 
	1
	(
	 

	Fundamentals of Budgeting
	2
	(
	 

	Hiring Processes and Techniques for Supervisors
	1
	(
	 

	Classified Staff Collective Bargaining Agreements
	2
	(
	 

	Employee Performance Evaluation and Development
	2
	(
	 

	Diversity and Cultural Competency
	2
	(
	 

	Employee Discipline: Elements of a Just Cause
	1.5
	(
	 

	EEO/Anti-Harassment Awareness for Managers
	2
	(
	 

	Sexual Harassment
	2
	(
	 

	ADA & WLAD Awareness for Supervisors
	2
	(
	 

	Safety Management for Supervisors
	1
	(
	 

	Public Records
	1
	(
	 

	FERPA
	1
	(
	 

	Goal-setting and Assessment*
	2
	
	(

	Time-Management for Supervisors*
	1.5
	
	(

	Managing Meetings*
	1.5
	
	(

	Customer Service Thru the Eyes of the Customer*
	2
	
	(

	Streamlining Office Processes*
	1.5
	
	(

	Communication Skills for Supervisors*
	1.5
	
	(

	Other Training (required)
	30
	
	(


*Elective course offerings change every two years based on input from OPCOM members.
