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CURRI CULUM FRANMEWDORK

Program Titl e: Tell er Qperations
Qccupati onal Area: Mar ket i ng
Secondary PSAV
Pr ogr am Nunber s 8815200 MB04990
Cl P Nunber 0207. 020500 0207. 020500
G ade Level 9-12, 30, 31 30, 31
Lengt h 1 credit 150 hours
Certification BUSED1 @ @ BUSED1 @ @
MTG 1 @ MTG 1 @
DI ST ED @ DI ST ED @
TEACH CDE @ TEACH CDE @
BANK FINC @ G BANK FINC @ G
CTSO DECA DEX
Coop Met hod Yes Yes
Basic Skills
Vat h 9
Language 9
Readi ng 9

MAJOR CONCEPTS/ CONTENT:  The purpose of this programis to prepare
students for enploynent as tellers (53102374) in a financial
institution or to provide supplenmental training for persons
previously or currently enployed in this occupation or a rel ated
occupation in the financial industry.

LABORATORY ACTI VITIES: Laboratory activities are an integral part
of this program Equi pnment currently used by industry and
recomended by advisory conmittees should be utilized for
traini ng.

SPECI AL NOTE: DECA, “An Associ ation of Marketing Students”
(secondary), and Delta Epsilon Chi, “An Association of Marketing
Students” (post secondary), are the appropriate career and
techni cal student organizations for providing | eadership training
and for reinforcing specific career and technical skills. Career
and Techni cal Student Organi zations, when provided, shall be an
integral part of the career and technical instructional program
and the activities of such organizations are defined as part of
the curriculumin accordance with Rule 6A-6.065 (8), FAC

Cooperative training (QJT), 8800410/ MB99990/0208. 9999CP, or ui ded
Wor kpl ace- Lear ni ng, 8300430/ D886300/ 1098. 8630CP, are highly
recomended to use with this programas a work-based | earning
experience. Wien QJT is offered, each student is required to have
a training agreenent and a training plan, signed by the student,
par ent / guar di an, teacher/coordi nator, and enpl oyer. The training
pl an shall include a diverse list of instructional objectives and
on-the-job and in-school |earning experiences. The workstation
shal |l reflect equipnent, skills, and tasks relevant to the
occupation the student has chosen as a career goal. The student
nmust receive conpensation for work perforned



VWhen Cui ded Workpl ace-Learning is offered, the student is all owed
to work a maxi num of 450 hours and nust participate, with the
wor k- based | earning site supervisor, in a preplacenent conference.
A wor k- based | earning pl an nmust be devel oped to include the

| earni ng obj ectives, nethods of |earning, activities/
responsibilities, tine required, provisions for supervision, and
met hod(s) of student evaluation. Students nust al so neet a

m ni mum of once per week for the purpose of related instruction
and devel oprmental activities. Enploynment nmay be either paid or
unpai d. (For additional information consult the CGui ded Wrkpl ace-
Lear ni ng franmework.)

It is highly recoomended that for every 20 students (or portion
thereof) enrolled in Marketing QJT and/or CGui ded Workpl ace-
Lear ni ng, the teacher/coordi nator be given a m ni num of one hour
of QJT-coordination rel ease tine per day for the purposes of
visiting students on the job and managi ng the cooperative nethod
of instruction.

The teacher/coordinator should visit each training site for the
pur pose of observation a m ni mum of once during each grading

peri od, preferably while the student is actually working. A second
contact each grading period for the purpose of evaluating the
student's progress in attaining the conpetencies listed in the
wor k- based | earning plan/training plan is highly recomended.

In accordance with Rul e 6A-10.040, FAC, the m ni num basic-skills
grade levels required for adult vocational students to exit this
program are: Mathematics 9.0, Language 9.0, Reading 9.0. These
grade-| evel nunbers correspond to grade-equival ent scores obtai ned
on one of the state-designated basic-skills exam nations. |If a
student does not neet the basic-skills level required for

conpl etion of the program renedi ati on should be provided
concurrently through Vocational Preparatory Instruction (VPl).

Pl ease refer to the Rule for exenptions.

VWhen a secondary student with a disability is enrolled in a
vocational class with nodifications to the curricul um franmework,
the particul ar outcomes and student performance standards that the
student nust master to earn credit nust be specified on an

i ndi vidual basis. The job or jobs for which the student is being
trained should be reflected in the student’s desired postschoo
outcone statenent on the Transition |ndividual Educational Plan
(Transition | EP)

SCANS Conpetencies: Instructional strategies for this program nust
i ncl ude nmethods that require students to identify, organize, and
use resources appropriately; to work with each other cooperatively
and productively; to acquire and use information; to understand
soci al, organizational, and technol ogi cal systens; and to work
with a variety of tools and equipnment. Instructional strategies
must al so incorporate methods to i nprove students' persona
qualities, higher-order critical thinking skills, and problem
solving, technical, and literacy skills.

To be transferabl e statew de between institutions, this
program course nust have been reviewed, and a “transfer val ue”
assigned the curriculumcontent by the appropriate Statew de
Cour se Nunbering Systemdiscipline coomittee. This does not



preclude institutions from devel opi ng specific program or course
articulation agreenments with each ot her

VWen offered at the postsecondary adult vocational level, this
program may be offered in courses. Vocational credit shall be
awarded to the student on a transcript in accordance with Section
230.643 F. S

For job placenent, a student must neet bondi ng requirenents of
financial institutions.

| NTENDED OQUTCOVES: After successfully conpleting the program the

student will be able to:
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Denonstrate know edge of the history and growth of financi al
institutions.

Denonstrate skills in handling cash and bal anci ng a cash

dr awer .

Expl ain the types of acceptable custonmer identification and
t he i nmportance of proper identification

Denonstrate skills for performng basic teller functions.
Denonstrate an introductory know edge of special teller

duti es.

Denonstrate knowl edge of other bank services.

Denonstrate techni ques for effective customer rel ations and
for cross selling bank services.

Denonstrate security precautions and procedures.
Denonstrate enployability skills.



The follow ng diagramillustrates the

program struct ure:

TELLER OPERATI ONS

8815200/ MB04990/ 0207. 02055

TELLER OPERATI ONS
8815200/ MB04990
(1 Credit/150 Hours)

—>

Dat a Code A
Bank Tel l er
CES 53102
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STUDENT PERFORMANCE STANDARDS

Program Titl e: Tell er Qperations
Secondary Nunber: 8815200
Post secondary Nunber: MB04990

OCCUPATI ONAL COVPLETI ON PO NT A
BANK TELLER - CES 53102

01.0 DEMONSTRATE KNOW.EDGE OF THE H STORY AND GROWH OF FI NANCI AL
I NSTI TUTI ONS- - The student will be able to

01.01 Expl ain the devel opnent, sinmlarities, and differences of
commer ci al banks, savings and | oan associ ations, and credit
uni ons.

01.02 Explain the primary functions of financial institutions.
01.03 Identify major legislative acts and regul ations affecting
the growt h and devel opnent of financial institutions.

01.04 Explain the role of the Federal Reserve System and ot her
regul atory agencies i.e., Conptroller of Currency, FD C
FSLI C, State Banki ng Departnent.

01. 05 Di scuss the devel opnent of the role and duties of the
teller.

02.0 DEMONSTRATE SKILLS I N HANDLI NG CASH AND BALANCI NG A CASH DRAVER- -
The student will be able to:

02.01 Identify the major parts of Federal Reserve Notes
(currency).

02.02 Explain techniques for identifying counterfeit currency.

02.03 Denonstrate proficiency in counting, clipping, and strapping
currency and coin.

02.04 Explain basic rules for handling cash and setting up a cash
dr awer .

02. 05 Expl ain procedures for bal ancing a cash drawer and fi ndi ng
and correcting an out-of -bal ance condition

02. 06 Denonstrate procedures for buying and selling noney to the
vaul t.

02.07 lIdentify debit and credit itens and explain their effect on
general |edger accounts.

03.0 EXPLAIN THE TYPES OF ACCEPTABLE CUSTOVER | DENTI FI CATI ON AND THE
| MPORTANCE COF PROPER | DENTI FI CATI ON--The student will be able to:

03.01 Identify acceptabl e and unacceptabl e identification
03.02 Explain the purpose of obtaining identification and its
i nportance to the financial institution

04.0 DEMONSTRATE SKILLS FOR PERFORM NG BASI C TELLER FUNCTI ONS- - The
student will be able to:

04.01 Denonstrate skills for cashing checks, receiving cash and
check deposits, handling a split deposit, handling a savings
wi t hdr awnal .

04. 02 Denonstrate know edge of banki ng term nol ogy.

04.03 Denonstrate proficiency on the 10-key keypad.



05.

06.

07.

08.

09.

0

0

0

0

0

04.04 ldentify the parts of a check; explain negotiability and
cashability of a check.

04.05 Identify other negotiable instrunents.

04.06 Expl ain the purpose of MCR encodi ng and the ABA nunber.

04.07 Explain the types of endorsenents and the inportance of
Hol der in Due Course

DEMONSTRATE AN | NTRODUCTORY KNOW.EDGE OF SPECI AL TELLER DUTI ES- -
The student will be able to:

05. 01 Expl ai n procedures of issuing and cashi ng savi ngs bonds,
travel er's checks, cashier's checks, and noney orders;
gi ving cash advances on bank cards; and exchangi ng foreign
currency.

05.02 Expl ain procedures for handling | oan paynents.

DEMONSTRATE KNOAMLEDGE OF OTHER BANK SERVI CES- - The student will be
able to:

06. 01 Describe the various types of |oans, repaynent methods, and
basic credit requirenents.

06. 02 Explain the various types of savings plans, conmpound
i nterest, and annual percentage rate.

06. 03 Explain the Safe Deposit Box service and the bank's
responsibility regarding this service.

06. 04 Reconcile a custoner's bank statenent.

DEMONSTRATE TECHNI QUES FOR EFFECTI VE CUSTOVER RELATI ONS AND FOR
CROSS SELLI NG BANK SERVI CES- - The student will be able to:

07.01 Denonstrate effective tel ephone usage and courtesy.
07.02 Denonstrate effective custoner service through role playing
07.03 Explain the inmportance of cross-selling and denonstrate

nmet hods to sell bank services.

DEMONSTRATE SECURI TY PRECAUTI ONS AND PROCEDURES- - The student wil |
be able to:

08. 01 Denonstrate procedures to help prevent bank fraud.

08. 02 Denonstrate procedures to use during and after a robbery.

08.03 Denonstrate other teller precautions to help prevent loss to
the institution.

DEMONSTRATE EMPLOYABI LI TY SKILLS--The student will be able to

09.01 Identify and utilize resources used in a job search (e.g.
net wor ki ng, newspaper, Internet). LA A1.4.1, LAAl1l.4.2

LAA1.4.3 LAAL144 LAAZ2.41 LAAZ242 LAAZ2 4.3,
LA A2.4.4, LAA2.4.5 LAA2.4.6, LAA2.4.7, LA A 2.4.8,
LA.B.1.4.1, LAB1.4.2, LAB.1.4.3, LAB241, LAB24. 2,
LA.B.2.4.3, LAB.2.4.4, LA C1.4.3, LAC1l.4.4, LA C2.4.1,
LA.D.1.4.2, LAD1.4.3, LA D241 LAEZ246, MAA3.4. 2,
SC.H3.4.5 SC.H3.4.6, SS.D.1.4.1

09. 02 Di scuss inportance of drug tests and crim nal background
checks in identifying possible enploynment options.

LAA 141 LAAL142 LAAL143 LAALl44 LAB1L41
LA.B.1.4.2, LAB.1.4.3, LA B 2.4.2, LAB. 2.4.4, LA C 1.4.1,
LA.C.3.4.1, LAC3.4.2, LA C3.4.3, LAC3.4.4, LA C3.4.5
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LA D1.4.2, LAD1.4.3, LAD?2.4.1, LAD2.4.4, LA D 2.4.5,
SC.H3.4.1, SCH3.4.3, SSA5.4.7

Identify steps in the job application process including
arrangi ng for references and proper docunentation (e.g.,
green card). LA A1.4.1, LAA1.4.2 LAAL1l43,
LAALl4.4 LAA2.4.1 LAAZ2.4.2 LAA2.4.3, LAAZ2. 4.4
LA A2.4.5 LAA246, LAA2.4.7, LAA2.4.8, LAB1.4.1,
LA B 1.4.2, LAB.1.4.3, LAB2.4.1 LAB242 LABZ24.3,
LA B.2.4.4, LA C1.4.3, LAC1.4.4, LA C2.4.1, LAD1.4.2,
LA D1.4.3, LAD24.1, LAEZ246, MAAS5 41 SCH3.4.6
Identify procedures and docunents required when applying for
ajob (e.g., application, W4, 1-9). LA A1l1l4.1,

LAAL1 4.2 LAAL1L43 LAALA44 LAA2.4.1 LAAZ2.4.2
LA A2.4.3 LAA2.4.4 LAAZ2.45 LAA246, LAA2.4.7,
LA A2.4.8, LAB1.4.1 LAB1.4.2 LAB1.43 LABZ24.1,
LA.B.2.4.2, LA B.2.4.3, LAB 2.4.4, LA C1.4.3, LAC1.4.4,
LA C2.4.1, LAD1.4.2, LAD1.4.3, LAD24.1, LAEZ2.4.6,
MA. A 5.4.1, SC.H3.4.6, SS.A5.4.7

Prepare a resune (electronic and witten), letter of
application, followup letter, acceptance/rejection letter,
letter of resignation, and letter of reconmendation.
LAA1.4.3, LAB1.4.1 LAB1.4.2 LAB1.43 LABZ24.3,
LA B.2.4.4, VA A 1l.4.1, SCH3.4.2

Identify and denonstrate appropriate dress and groomning for
empl oynent. LA A 2.4.4, LAA2.4.7, LAA24.8 LAC3.43
SC.H. 3.4.3

Identify and denonstrate effective interviewng skills
(e.g., behavioral). LA A1.4.3 LAC1.4.1, LA C1.4.3,

LA C3.4.1, LAC3.4.2 LAC3.4.3 LACS3.44 LAD1.4.1,
LA D1.4.2, LAD1.4.3, LAD2.4.1 NAALL1L41 MAI1A43,
SC.H3.4.3, SS.C2.4.3

Descri be methods for handling illegal interview and
application questions. LA A1.4.2, LAA1.4.3, LAAZ2.4.2,
LAA2.4.4 LAA2.45 LAAZ2.4.8 LAB1.41 LAB1.4.2
LA B.1.4.3, LAB.2.4.2, LAB243 LAB244 LAC1.4.3,
LA C1.4.4, LAC2.4.2, LAC3.4.1, LA C3.4.2, LAC3.4.4,
LA.C 3.4.5 LA D142 LAD1.4.3 LAD241 LADZ24.2,
LA.D2.4.3, LAD.2.4.4, LAD2.4.5 LAD246, SCH3.4.1,
SS.A.5.4.7

Di scuss state and federal [abor |aws regulating the
wor kpl ace (e.g., Child Labor Law, sexual harassnent, EEQCC,
ADA, FMLA, CsHA). LA A1.4.1, LAA1.4.2, LAA1.4.3

LAAl 4.4 LAB1.4.1 LAB1.4.2 LAB1.43 LABZ24.2
LAB.2.4.4, LAC1.4.1, LAC1.4.3, LAC3.4.1, LAC3.4.2,
LA.C3.4.3, LAC3.4.4, LAC3.4.5 LAD1.4.2 LAD1.4.3
LAD2.4.1, LAD2.4.4, LAD2.4.5 SS.C24.3, SCH3.4.4
Identify positive work attitudes and behaviors such as
honesty, conpassion, respect, responsibility, fairness,
trustworthiness, and caring. LA A 1.4.1, LA A1.4.2,
LAAL1.4.3 LAALlL44 LAAZ2.4.1 LAA2.42 LAAZ24.3
LAA2.4.4, LAA2.45 LAAZ2.4.6, LAA2.4.7, LAAZ2.4.8,
LA B 1.4.1, LAB1.4.2, LAB1.4.3, LAB241 LABZ24.2,
LA.B.2.4.3, LAB.2.4.4, LAC1.4.3, LAC1l.4.4, LAC2.4.1,
LA.D.1.4.2, LAD.1.4.3, LAD.2.4.1, LAE2.4.6, SCH3.4.3
Identify ways to work cooperatively in a business situation
wi th diverse popul ations and the physically chall enged.
LAAL141 LAAL42 LAALA43 LAAL4LA4 LAAZ2.4.1,
LAA2.4.2 LAA2.43, LAA2.4.4, LA A2.4.5 LAAZ2 4.6,
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LAA2.4.7, LAA2.48 LAB1.4.1 LAB1.4.2 LAB1.4.3,
LA.B.2.4.1, LA B.2.4.2, LAB2.4.3, LAB2.4.4, LAC1.4.3,
LA C1.4.4, LAC2.4.1, LAD1.4.2, LAD1.4.3, LADZ2.4.1,
LA E 2.4.6

Descri be inportance of producing quality work and neeting
performance standards. LA A 1.4.1, LAA1.4.2, LA A1.4.3,
LAALl4.4 LAA2.4.1 LAAZ2.4.2 LAA2.4.3, LAAZ2 4.4
LA A2.4.5 LAA246, LAA2.4.7, LAA2.4.8, LAB1.4.1,
LA B 1.4.2, LAB.1.4.3, LAB 241 LAB242 LABZ24.3,
LA B 2.4.4, LA C1.4.3, LAC1.4.4, LA C2.4.1, LAD1.4.2,
LA D1.4.3, LAD24.1, LAEZ246, SCH3.4.2

Identify personal and business ethics (e.g., preventing
theft, pilfering, and unauthorized di scounting).

LAAL1 41 LAAL42 LAALA43 LAAL4L4 LAAZ2.4.1,
LAA2.4.2 LAA2.43, LAA2.4.4, LA A2.4.5 LAAZ2 4.6,
LAA2.4.7 LAA2.48 LAB1.4.1 LAB1.42 LAB1.4.3,
LA B.2.4.1, LA B.2.4.2, LAB2.4.3, LAB.2.4.4, LAC1.4.3,
LA C1.4.4, LAC2.4.1, LAD1.4.2, LAD1.4.3, LAD2.4.1,
LAE2.4.6, MVAA1l41 MALAL14.2 NAAL1L43 MAI1LA44
SC.H3.4.3, SS.C 2.4.3, SS.C.2.4.6

Denonstrate orderly and systemati c behavi or by creating and
mai ntaining a nonthly planner. LA A 1.4.3, LA B1.4.1,
LA.B.1.4.2, LA B. 1. 4. 3, LAB.2.4.1, LAB.2.4.2, LA B.2.4.3,
LA.B.2.4.4, LAD1.4.1, LAD1.4.2, LAD1.4.3, LAD2.4.1,
LA.D2.4.2, LAD.2.4.3, LAD?2.4.4, LA D.2.4.5 LA D?2.4.6,
LA E2.4.4, LAE2.4.6, LAE2.4.8, MAA541 MB1.4.2
Identify qu alities typically required for pronmotion (e.g.
productivity, dependability, responsibility). LA A1l 4.1,
LAAL1 4.2 LAAL1L43 LAALA44 LAA2.41 LAAZ24.2
LA A2.4.3 LAA2.4.4 LAAZ2.4.5 LAA246, LAA2.4.7,
LA A2.4.8, LAB1.4.1, LAB1.4.2 LAB1.43 LABZ24.1,
LA.B.2.4.2, LA B.2.4.3, LAB2.4.4, LA C1.4.3, LAC1.4.4,
LA.C2.4.1, LAD1.4.2, LAD1.4.3, LAD2.4.1, LAEZ2.4.6,
SC. H. 3.4.3

Identify how to prepare for job separation and re-

empl oynent. LA A1.4.1, LAAL1.42 LAA14.3 LAALlA4 A4
LAA2.4.1 LAA2.42 LAAZ2.4.3 LAA2.4.4, LAAZ24.5
LA A2.4.6, LAA2.4.7, LAA2.4.8, LAB1.4.1 LAB14.2,
LA B 1.4.3, LAB.2.4.1, LAB2.4.2, LAB.2.4.3, LAB 2.4.4,
LA C1.4.3, LAC1l.4.4, LAC2.4.1, LAD1.4.2, LAD1.4.3
LA D241 LAE246, SCH3.4.5

Create and maintain a portfolio of documents for job

pl acenent (e.g., resume, letters of recommendati on, awards,

evi dence of participation in school/conmunity/vol unteer

activities,

enpl oyer eval uations).

LA A

1.4.3, LA B.1.4.1,

LA B 1.4.2, LAB.1.4.3, LAB2.4.1 LAB242 LABZ24.3,
MAA1.4.1, MAAL1l44 SCHZ3.4.5 SCH3.4.6
Identify and practice stress nanagenent and rel axation

t echni ques.

LA A 2. 4.

Di scuss |
skills.

1, LAA2.4.2, LAA2
6, LA A2 4.7, LAA2
3, LA B.2.4.1, LA B 2
3, LA C1.4.4, LAC 2
1, LAE2.4.6

nport ance

, LA

PP‘P‘P

LAA 141 LAAL142 LAAIL143 LAALlA4 4,

2.4.4, LA A2.4.5,
1.4.1, LA B.1.4. 2,
2.4.3, LA B 2.4.4,
1.4.2, LAD1.4.3

of practicing positive custoner service

LAA1.4.3, LAB1.4.1 LAB1.4.2 LAB14.3,
LA C1l.4.1 LAC1.4.2 LAC1 44 LACS3.4.1, LAC3.4.2



