	Capital Educators Federal Credit Union

Training Schedule Week 2


	Day 1

Trainer Comments
	Subject
	Employee Initials
	Trainer Initials

	
	Branch tour,  all clear, phone #’s and phone cards
	
	

	.


	Touch-base meeting with Senior Teller and Branch Manager to get to know each other.  Discuss chain of command, what departments handle what questions and who they should go to within management team for specific issues. Talk about confidentiality and privacy guidelines.
	
	

	
	Learn how to meet and greet members.

Learn about numerical codes for share and draft accounts, loans, certificates, L.O.C., ect.
	
	

	
	Start navigating “GALAXY” review each screen and its purpose.  Review Protocol for looking up joints by suffix.  Explain how to identify screen and different types of transactions.
	
	

	
	Learn how/when to leave or remove comments/warnings/code-words on accounts and procedure with senior teller on removing comments/warnings/code words. 
	
	

	
	Review the importance of reading and following remarks and overrides.


	
	

	
	Learn clock system on draft verification.  

Learn how to scan drafts and correct errors.

Shadow teller and observe transactions


	
	


	Day 2 

 Trainer Comments
	Subject
	Employee Initials
	Trainer Initials

	
	Review “Laminated Teller Transaction Guidelines” sheet.


	
	

	
	Review Check Holds Policy

Review checks that do not need approval.  Review policy for senior approval on checks


	
	

	
	Learn how to use CDP Central and Teller: scanning licenses& documents, looking up licenses already saved, and recalling transactions.

	
	

	
	Learn CPD Teller, Cash Box Counter, Thermal Printers, researching same day vs. next day for electronic receipts.  CPD front counter vs. drive up.

What is allowed for transactions in drive-up.


	
	

	
	OFAC checks

Learn how to complete DR’s focus on importance of 1 & 6, scanning license, checking signature card and calling member if needed


	
	

	
	Learn about courtesy pay, line of credit and hierarchy of clearing withdrawals.

Shadow trainer


	
	


	Day 3 

Trainer Comments
	Subject
	Employee Initials
	Trainer Initials

	
	Begin completing transactions with trainer.  Basic deposits and withdrawals. ( Still on trainer’s cash box )


	
	


	Day 4 

Trainer Comments
	Subject
	Employee Initials
	Trainer Initials

	
	Complete transactions with trainer.  Use teller # and own cash-box.  


	
	

	
	 Learn about IRA deposits.

Learn about Entertainment tickets, what type we sell (seasonally and every day ) and correct General Ledger (GL) #’s. 


	
	

	
	Learn how to perform stop payments, ACH’s, check encoding for temporary checks, wire transfers.

Learn how to complete Visa cash advances, load/unload gift cards, and how to complete Money Orders and Credit Union Checks.

	
	


	Day 5 

Trainer Comments
	Subject
	Employee Initials
	Trainer Initials

	
	Continue to work out of own drawer and shadow with trainer.

Refresher day….cover training subjects that you feel you need or trainer needs to touch on.

	
	

	
	Re-review products, services, features and benefits, and cross-selling expectations.

	
	

	
	Review external and internal websites.  Show links for APY and loan rates.  Practice on Capital Online with your account.  Practice on how you would teach member to navigate.  

	
	

	
	Counter Set-up

Misc. Info-CTR’s, SAR’s

Closing accounts/post DV

Closing certificates

Payroll distribution

Check clearing/posting

Hr receives Payroll distribution

Accounting receives Member distribution

Review training for the week and assign any additional training on subjects.
	
	


Week 3 Checklist
Answering phone

Verifying ID

Withdrawals

LP transfers

CP transfers

Verifying Funds for merchants

Any other training assigned for follow up or delegated by trainer 
