Manager Development Track Addendum
The following is a step by step guide to use for each day of the training period.  All training is to be done using the 4 Step Process. 
Pre-Hire

The New Hire Packet, Handbook, Benefit Booklet and Cafeteria forms will be given to the trainee by the District Manager.  These forms are only distributed and not completed.  

The DM will arrange for to have the trainee setup and measured for uniforms.

The DM will arrange for a drug test and the emission class pre-test.

Day One (Office)

The Human Resource Manager will complete New Hire paperwork with trainee.

The HR manager will help trainee complete cafeteria forms.

The HR Manager will take trainee on a tour of the office to meet the office staff.

The trainee will watch the orientation video.

Day One (Store)

The trainee will be given the same schedule as the manager, the trainee will attend the manager meeting with the manager and the manager will supervise all aspects of the trainee’s training.

The manager will introduce the trainee to the store staff.

The manager will take the trainee on a tour of the store with detailed safety instructions.  (Location of FE, Location of Eyewash Station, PPE requirements, Lock out/Tag out procedures, Location of Spill Plan and clean up kit, Evacuation Plan, MSDS and the safe handling of Methanol procedures.)
The trainee will then be set up in POS by the manager.  Following POS setup the trainee will be setup in the CBT program.

The trainee will complete Orientation, Product and Knowledge and the Customer Service CBT modules.

The Manager will explain the end of day security procedures.

Day Two

The trainee will observe the Open Store Process while the manager explains.  (This includes store walk around, making Coffee, Opening water and air valves, turning on emission machine, turning on compressor and any other opening tasks.)
The trainee will complete any remaining CBT and begin the Courtesy Tech CBT module.  Upon completion of the CBT, the trainee and trainer will go through the Daily Training Guide and then begin training on the CT position using the four step process.

At the end of the training session the manager, trainer and trainee will review the Daily training Guide.

The trainee will observe the Close Store Process while the manager explains. (This includes store walk around, Closing water and air valves, turning off the compressor and any other closing tasks.)

The Trainee will read chapters 1-3 of the P & P Manual.

Day Three

The trainee will observe the Open Store Process and explain the process to the manager.

The trainee will observe the Activity Board setup while the manager explains.

The trainee will be given a Proficiency Exam for the Courtesy Tech Position.

The trainee will complete the CBT for the Upper Bay Tech Position.

Upon completion of the CBT, the trainee and trainer will go through the Daily Training Guide and then begin training on the UBT position using the four step process. 

At the end of the training session the manager, trainer and trainee will review the Daily training Guide.

The trainee will observe the Close Store Process and explain the process to the manager.

The Trainee will read chapters 4-6 of the P & P Manual.

Day Four

The trainee will open the store with the manager providing feedback.  Include all processes.  

The trainee will observe the mgr make the Activity Board Setup while the trainee explains to the manager.

The trainee and trainer will review the Daily Training Guide and then continue training on the UBT position using the four step process.
At the end of the training session the manager, trainer and trainee will review the Daily 
training Guide.

The Trainee will read chapters 7-9 of the P & P Manual.

The trainee will close the store with the manager providing feedback.

Day Five

The trainee will open the store while explaining the process to the manager.

The trainee will complete the Activity Board Setup with feedback from the manager.

The trainee and trainer will review the Daily Training Guide and then continue training on the UBT position using the four step process.

At the end of the training session the manager, trainer and trainee will review the Daily training Guide.

The manager will give the trainee a proficiency exam for the UBT position.

The trainee will close the store while explaining the process to the manager.

The Trainee will read chapters 10-12 of the P & P Manual.

The DM will review the first five days with the trainee and the manager.

Day Six

The trainee will observe the manager while the manager completes and explains the daily plan.

The Trainee will complete the CBT for the Lower Bay Tech position.

The trainee will complete the Activity Board Setup Guide and explain the process to the manager.

The trainee and trainer will review the Daily Training Guide and then begin training on the LBT position using the four step process.

At the end of the training session the manager, trainer and trainee will review the Daily training Guide.

The Trainee will read chapters 13-14 of the P & P Manual.

The trainee will observe the manager while the manager follows up on the daily cleaning tasks listed in the daily plan.  The manager will explain what he is looking for in each task.

Day Seven

The trainee will observe the manager while the manager completes the daily plan.  The trainee will explain the daily plan as the manager completes it.

The trainee will complete the Activity Board Setup.

The trainee and trainer will review the Daily Training Guide and will continue training on the LBT position using the four step process.

At the end of the training session the manager, trainer and trainee will review the Daily training Guide.

The Trainee will read chapters 15-19 of the P & P Manual.

The trainee will observe the manager while the manager follows up on the daily cleaning tasks listed in the daily plan.  The trainee will explain what the manager is looking for in each task.

Day Eight

The trainee will complete the daily plan while the manager provides feedback.
The trainee will complete the Activity Board Setup.

The trainee and trainer will review the Daily Training Guide and will continue training on the LBT position using the four step process.

At the end of the training session the manager, trainer and trainee will review the Daily training Guide.

The Trainee will read & review through the end of the P & P manual.

The trainee will follow up on the daily cleaning tasks while the manager provides feedback.

Day Nine

The trainee will complete the daily plan while explaining to the manager what he/she is doing.

The trainee will complete the Activity Board Setup.

The trainee and trainer will review the Daily Training Guide and will continue training on the LBT position using the four step process.

At the end of the training session the manager, trainer and trainee will review the Daily training Guide.

The trainee will read Protocol 1-20.

The trainee will follow up on all cleaning tasks and explain to the manager what he/she is looking for.

Day Ten

The trainee and trainer will review the Daily Training Guide and will continue training on the LBT position using the four step process.

The trainee will complete the Activity Board Setup.

At the end of the training session the manager, trainer and trainee will review the Daily training Guide.

The manager will give the trainee a Proficiency exam in the LBT position.

The manager will train the trainee in all bank and deposit procedures, including when to make the deposit, how to log the deposit, what to do and what not to do on a bank run, 
The trainee will read Protocol 21-40.

bank run security procedures, how and when to buy change,  and the operation of the safe.

The DM will review the last five days of training with the trainee and the manager.

Day Eleven

The trainee will observe the manager while he engages in the weekly inventory counts.  This is to include printing the count sheets, entering the counts, printing a variance sheet, recounting and how to make adjustments including the auto adjust function.

The trainee will complete the Activity Board Setup.

The trainee will complete the CBT for the CSA position.

The trainee will perform the cashier function for the day.  The manager will teach the trainee how to void invoices (cash or credit card), credit card review, Paid in/Paid out (Including the refund authorization form), the promotion screen and promotion codes, radio promotion giveaway rules, fleet screen and rules, gift certificates, traveler’s checks, comment cards, refill policy, reminder sticker, fare well and doorbell.

The trainee will read Protocol 41-60.

Day Twelve

The trainee will observe and explain to the manager the inventory process.

The trainee will complete the Activity Board Setup.

The trainee and trainer will review the Daily Training Guide and then begin training on the CSA position using the four step process.

The trainee will read Protocol 61-80.

At the end of the training session the manager, trainer and trainee will review the Daily training Guide.

Day Thirteen

The trainee will complete the inventory process with the manager providing feedback.

The trainee will complete the Activity Board Setup.

The trainee and trainer will review the Daily Training Guide and continue training on the CSA position using the four step process.

The trainee will read Protocol 81-100.

At the end of the training session the manager, trainer and trainee will review the Daily training Guide.

Day Fourteen

The trainee will complete and explain the inventory process to the manager.

The trainee will complete the Activity Board Setup.

The trainee and trainer will review the Daily Training Guide and continue training on the CSA position using the four step process.

The trainee will read Protocol 101 through the end.

At the end of the training session the manager, trainer and trainee will review the Daily training Guide.

Day Fifteen

The manger will review and explain the company’s media relations policy and give the trainee a copy of the media relations guide.

The trainee will complete the Activity Board Setup.

The manager will give the trainee a Proficiency exam for the CSA position.

The DM will review the last five days of training with the trainee and the manager.

Day Sixteen

The manager will teach the trainee how to use the Fleet Invoice Correction function and the vehicle History Maintenance function, including invoice reprints and notes.

The trainee will complete the Activity Board Setup.

The trainee will be taught the ancillary services using the 4 step process (if necessary use the trainee’s car).  The trainee will need to be taught ATS, BLT, FICS, RAD, WRS, TR, GB, WB, CAF, LGT, FF and GEF.

Day Seventeen

The manager will teach the trainee how to use the Employee Setup function and how to use the Edit Time sheet function.

The trainee will complete the Activity Board Setup.

The trainee will be taught the ancillary services using the 4 step process (if necessary use the trainee’s car).  The trainee will need to be taught ATS, BLT, FICS, RAD, WRS, TR, GB, WB, CAF, LGT, FF and GEF.

Day Eighteen

The manager will teach the trainee how print and use Operation Reports, Employee Reports and the Financial Reports.

The trainee will complete the Activity Board Setup.

The trainee will be the first to perform any ancillary and will do ancillaries all day while helping out in other positions.

Day Nineteen

The manager will teach the trainee how to setup the Store Calendar and how to use the Storenet functions.

The trainee will complete the Activity Board Setup.

The trainee will be the first to perform any ancillary and will do ancillaries all day while helping out in other positions.

Day Twenty

The manager will teach the trainee how to call support in case of computer problems and explain to he/she the POS lease.  The manager will also have the trainee memorize the support telephone number.

The trainee will complete the Activity Board Setup.

The trainee will be the first to perform any ancillary and will do ancillaries all day while helping out in other positions.

The DM will review the last five days of training with the trainee and the manager.

Day Twenty-One

The manager will train the trainee on how to maintain and service the various pieces of equipment in the service center (air compressor, guns, pumps, gauges, waste oil heater etc.).

The trainee will complete the Activity Board Setup.

The trainee will complete the CBT for the Team Leader Position.

The trainee and trainer will review the Daily Training Guide and then begin training on the TL position using the four step process.

At the end of the training session the manager, trainer and trainee will review the Daily training Guide.

Day Twenty-Two

The manager will teach the trainee how to order and receive inventory.  This is to be done using a Usage Based Reorder Report.

The trainee will complete the Activity Board Setup.

The trainee and trainer will review the Daily Training Guide and continue training on the TL position using the four step process.

At the end of the training session the manager, trainer and trainee will review the Daily training Guide.

Day Twenty-Three

The manager will teach the trainee how to use the PO Maintenance functions in the POS system.  The manager will also teach the trainee how to use manual POs and the PO Log.

The trainee will complete the Activity Board Setup.

The trainee and trainer will review the Daily Training Guide and continue training on the TL position using the four step process.

At the end of the training session the manager, trainer and trainee will review the Daily training Guide.

Day Twenty-Four

The trainee will be taught the uniform process by the manager.  This will include the use of the Uniform Inventory Count Sheet, the Uniform Delivery Sign Off Sheet and the use of the USO book.

The trainee will complete the Activity Board Setup.

The trainee and trainer will review the Daily Training Guide and continue training on the TL position using the four step process.

At the end of the training session the manager, trainer and trainee will review the Daily training Guide.

Day Twenty-Five

The manger will teach the trainee how to close the month including what to do with EOM paperwork, bill bags etc.

The trainee will complete the Activity Board Setup.

The trainee will need to read the Policy and Procedures Manual.

The manager will give the trainee a Proficiency exam for the TL position.

The DM will review the last five days of training with the trainee and the manager.

Days Twenty-Six through Forty

The rest of the trainee’s time will be spent doing classroom work.  This will include their time in the Emission Certification Class (Albuquerque market only) and the Following Lubricar Inc. training classes:

1. CSA 101, 102, 201 and 202

2. The CSS Class

3. The Basic Computer Skills Class

4. The HazCom/Mishap Class

5. The Human Resource Class

6. The Leadership Class

7. The P&L Class

8. The Scheduling Class



 These classes will be held at either the corporate office or Store 1736.  
In order for a trainee to be promoted to either Manager or Assistant Manger all of the above will need to be completed.
