              NEW HIRE BASIC TRAINING SCHEDULE 

Day
   Date
  Times

    
      Topics

        Location
	1
	
	9:00 – 2:30
	Employee Manual, Paperwork & Tour, 
	HR – 3rd  Floor

	
	
	TBD
	Lunch with _________
	

	
	
	2:30 – 5:00
	FISH! & Teller Videos 
	Library – 4th Floor

	2
	
	9:00 – 12:00
	History & Philosophy with ___________
	______ Office

	
	
	12:00 – 1:00
	Lunch with ________
	

	
	
	1:00 – 2:00
	Performance Appraisals with _________
	_______ Office

	
	
	2:00 – 5:00
	PC Basics, Security, Intranet Overview, Outlook & eBranch with _________
	Computer Lab

4th Floor

	3
	
	8:30 – 9:00
	Observe Opening Procedures
	Teller Area

	
	
	9:15 – 10:15
	Time Sheet Training – __________
	Computer Lab

	
	
	10:15 – 11:00
	Compliance & Product Tests Intro - _____
	Computer Lab

	
	
	11:00 – 12:00 
	Teller Operations Modules (self-test)
	Computer Lab

	
	
	12:00 – 1:00
	Lunch on your own
	

	
	
	1:00 – 2:30
	Teller Operations Modules (self test)
	Computer Lab

	
	
	2:30 - close
	Symitar Overview/Account Basics with _____________
	Computer Lab

	4
	
	9:00 – close


	Continued Training – mail processing, observations, etc.
	Teller Area

	5
	
	  8:45 – 9:15
	Observe Opening Procedures
	Teller Area

	
	
	9:15 – finish
	Compliance Requirements

BSA, CIP, SAR
	Compliance Lab – 4th floor

	
	
	TBD
	Continued training, check holds and procedures - _____________
	Rhonda’s

Office 1st Floor

	
	
	TBD
	Report to P & R for assignment

Begin Regular schedule/receive drawer
	1st Floor P & R


