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[bookmark: _GoBack]New Supervisor Name: ______________________ Date of Employment/Promotion: __________
The following timeline reflects a Crystal Lake supervisor’s Core Training within the first twelve months of employment. In addition to the core training, departments may require more training specific to the supervisor’s position. After each core training is completed, the supervisor’s manager will initial under New Supervisor and date under Date Completed. Once all the required training is completed, the supervisor’s manager will return this form to Human Resources. For elective training options, supervisors should reference the Employee Training Catalog. 
	TIMELINE
	TRAINING
	TRAINER
	NEW SUPERVISOR
	DATE COMPLETED

	Pre-Requisite/
Introductory
Within 30 days
	KnowBe4 – IT and/or Sexual Harassment Training for Managers
	IT/KnowBe4
	
	

	Pre-Requisite/
Introductory
Within 30 days
	Training with Finance: Part I
· Budgeting, Chameleon, and Springbrook, Payroll/Timesheets
	Jodie Hartman
	
	

	Pre-Requisite/
Introductory
Within 30 days

	Training with Human Resources: Part I
· Accident Investigation and Reporting
· Collective Bargaining
· Employee Discipline
· Performance Evaluations
	Julie Meyer
	
	






	Within 60 days
	Freedom of Information Act (If Applicable)
	IL Attorney General
	
	

	Within 60 days
	Open Meetings Act (If Applicable)
	IL Attorney General
	
	

	Within 60 days
	Training with Finance: Part II
· Procurement and Bid Sync 
	Jodie Hartman
	
	

	Within 90 days
	Training with Human Resources: Part II
· Employee Assistance Program
· NeoGov Applicant Tracking
· Employee Feedback
	Julie Meyer
	
	

	Within 90 days
	Reasonable Suspicion Training
	Mark Szumanski
	
	

	As Offered
	Essential Leadership Skills for Frontline Managers and Supervisors 
	Carroll-Keller
	
	

	As Offered
	Create Effective Teams and Teamwork
	Carroll-Keller
	
	

	As Offered
	Coach and Counseling Skills: Having Difficult and Crucial Conversations
	Carroll-Keller
	
	

	As Offered
	Conflict Management and Resolution
	Carroll-Keller
	
	

	As Offered
	Collective Bargaining and Interpretation (If Applicable)
	Attorney
	
	

	As Offered
	Essential Skills for Supervisory Success
	IPELRA
	
	

	As Offered
	Public Sector Employment Law Seminar
	IPELRA
	
	

	As Offered
	IRMA Webinars
	IRMA
	
	

	As Offered
	Job Specific
	Various Associations
	
	

	Within 12 months
	Behavioral and Personality Assessment
	DiSC or Clifton Strengths Assessment
	
	

	Within 12 months
	Check in with Human Resources – One-on-One Meeting
	Julie Meyer
	
	



1-2 Year Training Plan:










2-5 Year Training Plan:







                                                                                                                     ________________________________
								 Supervisor Signature (When Complete) 
								____________________________________
								Date (When Complete)
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