PROBATIONARY SUPERVISOR/MANAGER POSITIONS
Standard Guide
Provisions of this guide are applicable to all civilians occupying supervisory/managerial positions within the DON.

DEFINITION:  Supervisory positions are those which meet the criteria for supervisor or manager under the OPM Supervisory Grade Evaluation (SGEG) or if under the wage system, the Job Grading Standard for supervisors.  Commands or activities are encouraged to provide appropriate supervisory training to meet the initial and continuing developmental needs to these supervisors/managers.

Military personnel who supervise civilians must have the same knowledge of the activity's civilian personnel policies and practices as civilian supervisors.  Therefore, it is encouraged that those military personnel officer or enlisted personnel who supervise civilians attend appropriate in-house supervisory courses or briefings on these subjects, particularly if the current assignment is the military member's first experience supervising civilians.

First line supervisors play an important key role in the organization for productivity, therefore, the training and development they receive must provide basic management skills and knowledge to form a base upon.  As a general "rule of thumb," the priorities for developing supervisors within the DON are:

    a.  Essential - Newly selected probationary supervisors (and new military supervisors of civilian employees) needing initial training, and incumbent experienced supervisors with identified performance deficiencies.

    b.  Needed - Experienced supervisors to update and maintain skills and individuals who supervise less than three individuals or who occupy positions with some supervisory duties but less than required to meet the criteria for a supervisor.  Because individuals in this latter category normally need the same skills and knowledge as supervisors identified under SGEG, they should be given the same training.

    c.  Helpful -  Other full performance level personnel with no current supervisory responsibilities for who supervisory training would be considered appropriate "career development" training.  Priority within this category should be given to those employees competitively selected for participation in an activity's formal pre-supervisory training program.

Probationary Period
CPI 315.9 permits DON commands or activities to establish probationary periods for different categories of employees.   Employees appointed to a "new" supervisory position are subject to a "one-year probationary period".  It also requires an employee temporarily appointed, promoted, or assigned to a supervisory or managerial position expected to exceed 120 calendar days to serve a probationary period, if otherwise subject to that requirement (i.e. if the employee has not previously completed a period of probation or been exempted based upon previous Federal service).

Initial Training of Newly Selected Supervisors/Managers
Developmental needs shall be identified by the new supervisor and his/her immediate supervisor based upon the functions and competencies necessary for successful performance in a supervisory position.  Competencies to be developed shall be documented by the supervisor on an Individual Development Plan (IDP) with assistance, as required, from an Employee Development Specialist who can provide advice on training resources and strategies to meet needs. 

 NOTE:  IDP's for newly selected supervisors shall be established within 45 calendar days following assignment to the supervisory/managerial position.


As a minimum, all newly selected supervisors shall be provided formal training in Federal, DON, and local personnel management policies and practices.  Such training is to be given to new supervisors as soon as possible during their probationary periods but at least within the first six months of assuming supervisory duties.  This requirement may be modified as appropriate for supervisors who have substantive experience in personnel matters.  Such modifications will be noted on the supervisor's IDP.

The personnel management training required in the above paragraph shall encompass the following major subject areas as they relate to the supervisor's role and responsibilities:

      ƒ Recruitment & Staffing processes, including merit promotion principles and special                        employment programs;

      ƒ Classification and position management concepts and principles;

      ƒ Employee training and development, including needs identification, sources of training,

          and evaluation of training impact on performance;

      ƒ Equal Employment Opportunity, including DON policy on the "prevention of sexual                      harrassment";

      ƒ Labor-management relations (including pertinent Labor-Management Agreement);

      ƒ Legal responsibilities of supervisors;

      ƒ Personnel Management Information systems;

      ƒ Performance Appraisal and Merit Pay Systems (including the establishment of objectives               and performance standards);

      ƒ Privacy Act/Freedom of Information Act.

Activity unique needs should be included as appropriate.  The size and diversity of the DON civilian work force makes it impractical to prescribe a standard number of hours for training supervisors in personnel management policies and practices.  A well-structured, comprehensive program will normally require a minimum of 20 hours of instruction; however, the primary criterion is to ensure the program effectively meets the needs of the supervisor.  Therefore, commands or activities should establish those time frames and emphasize those topics which will meet the criterion.
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HRWP

From:  Training Director

To:                                                                                               
SUBJ:  TRAINING COMPETENCY LEVELS FOR NEW SUPERVISORS/MANAGERS

Ref:    (a) Public Law 95-454

          (b) CPI 412

Encl:   (1) Supervisory - Individual Development Plan

          (2) Training Competency Levels for New Supervisors/Managers

1.  We have been notified that you have been selected for a supervisory (managerial) position.  As you have been made aware, your selection is subject to a "one-year probationary period" as required by reference (a) and (b).  You will need to complete enclosure (1) and submit it to this office to track your progress during your probationary period.

2.  You are required to complete the below listed courses within your probationary period:

     Basic Supervision 





16 hours

     Human Resources Management for Supervisors (Overview)
 8 hours

     Federal Employees' Compensation Act (FECA)


 2 hours

     Safety Training for Supervisors




 4 hours

     Prevention of Sexual Harassment (EEO Training)


 2 hours

     Performance Management




 2 hours

     Leave Administration





 3 hours

3.  Enclosure (2) is forwarded for your information as to those competencies required for all supervisory personnel.  All of the training courses are listed on the V:drive, Training Directory.  The file name is Courses.Sam (AMIPRO).  All "MCCHRO-SW" training requirements are held on-site in our Training Room at bldg. 2265.  Substitution of similar courses off-site are acceptable.  Please ensure that a DDForm 1556 is prepared in advance, requested through the proper chain of command and submitted to the Training Branch in bldg. 2265 for any off-site training.  Courses held on-site in our training room will be submitted through your proper chain of command via E-mail nominations.  Safety training are held at the Joint Safety Center, Bldg. 2622.

4.  Please sign the below acknowledgement and return it to the Training Branch at Bldg. 2265 with your IDP, no later than 10 days after receipt of this letter.  Questions may be addressed by calling our office at (760) 725-3798.


                                                                                            




LLOYD LOPEZ

Receipt Acknowledged:  (Signature of New Supervisor)


Date:


Employee's Name:
               SAMPLE COPY
Current Position/Grade:
   

Organization:
   SEE FILE:  IDP-SUPV.SAM
Developmental Exercises Needed for (check one)
· More effective performance in present or future position

· No further career development desired/needed at the present time.

Point of Contact/Phone #:







DEVELOPMENTAL OBJECTIVES AND GOALS

Short Term (Forthcoming Year)
 w Meet supervisory probationary requirements.

 w Probationary period from __________ to  __________.


Long Term (Following Three Years)


Method of Accomplishment
No. Hours
Sch. Date
Tuition
Per Diem
Travel
Other
Comp. Date

 w Basic Supervision

 w Human Resources Management for Supv.

 w Federal Employees Compensation Act (FECA)

 w Safety Training for Supervisors

 w EEO/Prevention of Sexual Harassment

 w Performance Standards Training

 w Leave Administration for Supervisors

 w Drug Free Workplace for Supervisors

 w Employee Development for Supervisors

 w Grievance Handling/Working with the Unions

 w Violence in the Workplace Training   
16

8

2

8

4

3

2

4

6

3

3

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00


$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00


$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00
$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00


SUPERVISORY COMPETENCIES FOR NEW SUPERVISORS/MANAGERS
Supervisory Competencies:
1.  Diversity Awareness:  Is sensitive to cultural diversity, race gender and other individual differences in the workforce; respects and values the differences and perceptions of different groups/individuals.

2.  Conflict Management:  Anticipates and seeks to resolve confrontations, disagreements, and complaints in a constructive manner.

3.  Human Resources Management:  Ensures effective recruitment, selection, training, performance appraisal, recognition, and corrective/disciplinary action; promotes affirmative employment, good labor management practices and employee well-being.

4.  Influencing/Negotiating:  Networks with, and provides information to, key groups and individuals; appropriately uses negotiation, persuasion, and authority in dealing with others to achieve goals.

5.  Data Collection and Analysis: Uses data collection techniques and measurement tools to analyze work processes.

6.  Situational Leadership:  Demonstrates and encourages high standards of behavior; adapts leadership style to situations and people; empowers, motivates, and guides others.

7.  Demonstrates Core Values:  See Navy Core Values.

8.  Coaching and Counseling:  Develops skills in observation, listening, and one-on-one teaching; applies them to assist others to learn and continually imiprove their performance; and provides effective feedback.

9.  Teambuilding:  Fosters cooperation, communication, and consensus among groups.

10. Change Management:  Serves as a positive agent for changes in the organization's structural alignment, climate, or operational processes.  Learns about and proactively advocates and influences the adoption of promising new ideas, methods, services, and products from knowledge of best practices in government and industry.

Managerial Competencies:
1.  Innovative Thinking:  Develops insights and solutions; fosters innovation among others.

2.  Program Development/Planning & Evaluating:  Establishes policies, guidelines, plans, and priorities; identifies required resources; plans and coordinates with others; monitors progress and evaluates outcomes; improves organizational efficiency and effectiveness.

3.  Model/Reinforce Core Values:  Exhibits through personal performance the principles of honor (ethical behavior), commitment (technical excellence and quality of work), and courage (mental strength to do what is right).

4.  Resource Management:  Prepares and justifies budget; monitors expenses; manages procurement and contracting.
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5.  Technology Management:  Encourages staff to stay informed about new technology; applies new technologies to organizational needs; ensures staff are trained and capable.

6.  Process Oversight Management:  Develops/demonstrates the ability to examine systems and workflows within the organization to facilitate process improvement.

7.  Mentoring:  Develops the ability to counsel others to help them to achieve personal and professional growth.

8.  Presentation/Marketing Skills:    Demonstrates the ability to clearly articulate, present, and promote ideas and issues before a wide range of audiences, including senior officials, in such a manner as to ensure program credibility.

9.  Risk Management:  Identifies potential risks to product/program/processes early and implements effective abatement or control measures; defines evaluation criteria early and continuously collects, assesses, shares, and responds to data appropriately.


                                                                                                                                         








Enclosure (2)

