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age 1 of 3 

C
a
te

g
o
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C
o

u
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e
 

H
o

u
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IL
T

 s
e
s
s
io

n
s
 

a
v

a
ila

b
le

 e
a
c
h

 
F

a
ll a

n
d

 S
p

rin
g

 
th

ro
u

g
h

 L
M

S
 

N
e
w

ly
 H

ire
d

/ 
P

ro
m

o
te

d
 

S
u

p
e
rv

is
o

rs
 a

n
d

 
M

a
n

a
g

e
rs

 
S

u
p

e
rv

is
o

rs
 a

n
d

 
M

a
n

a
g

e
rs

  
 

E
S

S
E

N
T

IA
L

S
 

(W
ith

in
 6

 m
o

n
th

s
 

o
f h

ire
 o

r 
p

ro
m

o
tio

n
) 

AB 1825: Preventing S
exual H

arassm
ent in the W

orkplace* 
2 H

ours 
n/a 

R
 

R
 

C
ode of C

onduct (E
thics) O

nline* 
1 H

our 
n/a 

R
 

R
 

Supervision 101: W
hat All N

ew
 S

upervisors N
eed to Know

 
7 H

ours 
Yes 

R
 

H
 

 

F
O

U
N

D
A

T
IO

N
 

C
O

U
R

S
E

S
 

(W
ith

in
 1

2
 

m
o

n
th

s
 o

f h
ire

 o
r 

p
ro

m
o

tio
n

) 

ES
S Series: 

 
 

 
 

C
oaching 

4 H
ours 

Yes 
R

 
R

 
G

oal Setting  
4 H

ours 
Yes 

R
 

R
 

Value-A
dded Feedback 

4 H
ours 

Yes 
R

 
R

 
Perform

ance Evaluation 
4 H

ours 
Yes 

R
 

R
 

 

C
O

R
E

 H
R

 
T

R
A

IN
IN

G
 

(W
ith

in
 2

4
 

m
o

n
th

s
 o

f 
b

e
c
o

m
in

g
 a

 
m

a
n

a
g

e
r) 

Effective 1:1 M
eetings 

2 H
ours 

Yes 
R

 
H

 
C

om
m

unicating Expectations 
2 H

ours 
Yes 

R
 

H
 

Em
ployee D

ocum
entation 

2 H
ours 

Yes 
R

 
H

 
M

anaging Absenteeism
 

2 H
ours 

Yes 
R

 
H

 
S

u
p

e
rv

is
o
r’s

 G
u
id

e
 to

 P
ro

g
re

s
s
iv

e
 D

is
c
ip

lin
e 

5.5 H
ours 

Yes 
R

 
H

 
H

ow
 to Thrive in a C

hanging D
iverse W

orkplace: Essential 
Strategies E

very S
upervisor /M

anager Should K
now

  
3 H

ours 
Yes 

R
 

H
 

Labor R
elations 

7 H
ours 

Fall only 
R

 
H

 
M

anaging Em
ployees w

ith M
edical C

onditions 
4 H

ours 
Yes 

R
 

H
 

R
isk M

anagem
ent for the S

upervisor/M
anager 

3 H
ours 

Yes 
R

 
H

 
W

o
rk

e
rs

’ C
o
m

p
e
n
s
a
tio

n 
3 H

ours 
Yes 

R
 

H
 

H
iring, Building, and R

etaining a Skilled W
orkforce 

7 H
ours 

Yes 
R

 
H

 
Effective O

nboarding Practices  
2 H

ours 
Yes 

R
 

H
 

 * M
andatory, required and assigned every tw

o years. These online training are also assigned to new
ly hired and prom

oted em
ployees via e-m

ail through the LM
S

 every six m
onths. 

 R
 – R

equired 
H

 – H
ighly R

ecom
m

ended 
 Instructor-led training (ILT) is available in the fall and spring. To register, log into LM

S
 at w

w
w

.sm
cgov.org/LM

S
. 

 To receive a certificate of com
pletion follow

ing your first tw
o years, please contact H

um
an R

esources, Training &
 D

evelopm
ent D

ivision. 
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C
a
te

g
o

ry
 

C
o

u
rs

e
 

H
o
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O
N

G
O
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G

 
L

E
A

D
E

R
S

H
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T

R
A

IN
IN

G

(Electives:
Follow

ing the first
2 years. Tw

o
sessions per year,
once Essentials,
Foundation and
C

ore classes are
com

pleted)

Advanced P
eople Skills

7 H
ours

Building Productive Team
s through

Im
proved C

om
m

unication
7 H

ours

The Art of D
elegating Effectively

4 H
ours

M
otivating Long-Term

 Em
ployees

4 H
ours

R
elationship M

anagem
ent (M

anaging
Your Boss)

4 H
ours

Leading M
ulti-G

enerations Team
s

4 H
ours

ABC
s of Supervising O

thers
7 H

ours
Building Effective W

orkplace
R

elationships
4 H

ours

C
hange Leadership

7 H
ours

C
oaching O

thers to M
anage C

onflicts
4 H

ours
C

reative Problem
 Solving

7 H
ours

D
eveloping Effective Project

Proposals and W
ork plans

7 H
ours

Advanced Facilitation
4 H

ours
Leadership Basics

4 H
ours

M
astering the C

om
m

unication
Process

4 H
ours

Political Astuteness/S
avvy

4 H
ours

Project M
anagem

ent for the R
eal

W
orld

7 H
ours

R
ecognizing and Valuing O

ur
D

ifferences
4 H

ours

R
esolving C

onflict w
ith D

ifficult
Personalities

4 H
ours

Skills for C
ollaborative Leadership

7 H
ours

Strategies for C
hanging Tim

es
7 H

ours
Supporting O

utstanding C
ustom

er
Service in the Public Sector

4 H
ours

Tim
e M

anagem
ent

3 H
ours

N
o

te
: B

ased on need/availability, sessions are subject to change.

Instructor-led training (ILT) is available in the fall and spring. To register, log into LM
S

at w
w

w
.sm

cgov.org/LM
S

.
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P
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 c
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s
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M
D

P: Leading w
ith Em

otional
Intelligence

3.5 H
ours

M
D

P: Leading w
ith S

hared Vision
2025

3.5 H
ours

M
D

P: Leading from
 Vision to R

esults
3.5 H

ours
M

D
P: Leading Strategically

3.5 H
ours

M
D

P: Leading Your Team
3.5 H

ours
M

D
P: Leading a C

ulture of
Engagem

ent
3.5 H

ours

M
D

P: Leading through Forecasting
and Planning

3.5 H
ours

M
D

P: Leading through D
ata Analysis

3.5 H
ours

M
D

P: Leading through Process
Im

provem
ent

3.5 H
ours

M
D

P: Leading Partnerships
3.5 H

ours
M

D
P: Leading by Exam

ple
3.5 H

ours
M

D
P: Leading Involves R

esiliency and
N

etw
orking

3.5 H
ours

N
o

te: P
rerequisite – To be eligible, a m

anager m
ust be a graduate of the E

ssential
S

upervisory Skills (E
S

S
) Academ

y.

http://www.smcgov.org/LMS


Manager/Supervisor Leadership Training Matrix 

The Manager/Supervisor Leadership Training Matrix was developed by the Succession Planning 

Committee as a tool/guide to help ensure all new managers/supervisors receive timely and 

essential information, training and resources to support their success during their first two years 

as new managers/supervisors with the County.  

The Matrix identifies the essential, foundation and core online and instructor led training during 

the first six, twelve and twenty four months as a manager/supervisor. The sessions during the 

first two years are sessions which reflect our specific personnel practices/operations, 

organizational culture and core values. Additionally, the sessions reflect best practices, 

knowledge and skills that every manager and supervisor should acquire to ensure San Mateo 

County has a highly skilled, productive and engaged workforce. 

Following the first two years (68.5 hours of training), the Matrix also identifies leadership 

training electives which can assist the new Manager/Supervisor in customizing a plan that can 

meet their specific developmental goals as well as further their supervisory knowledge and skills. 

The County offers a diverse array of supervisory/management sessions (electives) that will 

compliment and meet the specific skill and development needs of the user. Additionally the 

County’s Management Development Program (MDP) is also included for those wishing to 

further their leadership development. 

It is recommended, that this Matrix be used by the superiors of newly hired/promoted 

managers/supervisors in identifying the (non-departmental specific) training plan and resources 

for their future success. The tool can be used to promote coaching discussions between the 

supervisor and the new employees about their development/progression, transfer of learning and 

advancement paths. 

For existing County managers and supervisors, the Matrix identifies sessions that are highly 

recommended but allow for the discretion of the Department Head to determine if these sessions 

will be required (Note: Discretion does not extend to mandatory trainings such as AB1825 and 

Code of Conduct/Ethics).  

Adherence to this training Matrix shall be the responsibility of the County’s Department Heads. 
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