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Annotation: 
This unit will provide students with basic knowledge of the skills used in bank operations and management.  By connecting the skills learned in the classroom with skills needed in the business world, students will have a clear understanding of what would be expected of them if they chose to enter into this business field.

Grade(s):  

	
	9th

	
	10th

	X
	11th

	X
	12th


Time:  
11  Hours 

Author: 
Doris Reins

Students with Disabilities:

For students with disabilities, the instructor should refer to the student's IEP to be sure that the accommodations specified are being provided appropriately. Instructors should also familiarize themselves with the provisions of Behavior Intervention Plans that may be part of a student's IEP. Frequent consultation with a student's special education instructor will be beneficial in providing appropriate differentiation. Many students (both with and without disabilities) who struggle with reading may benefit from the use of text reading software or other technological aids to provide access to printed materials. Many of these are available at little or no cost on the internet.
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GPS Focus Standards: 
BCS-BI-14. Students will describe skills needed for bank operations and management.    

a. Identify technical skills to perform operations duties (i.e., managing cash needs to maintain cash reserves, tracking financial ratios to monitor bank’s operations, overseeing information system to manage bank records, maintaining policy and procedure manual). 

b. Describe personnel management duties (i.e., maintaining adequate staff to meet workload demands, managing personnel budget, conducting employee reviews). 

c. Identify procedures to insure regulatory compliance of banks (i.e., developing procedures to meet regulatory guidelines, implementing internal audit procedures to reflect compliance, reviewing bank records to prepare for external examinations, comparing legal interpretations to clarify regulations).
GPS Academic Standards:

SSEMA2 The student will explain the role and functions of the Federal Reserve System. 
c. Describe how the Federal Reserve uses the tools of monetary policy to promote price 

            
                    stability, full employment, and economic growth. 
National / Local Standards / Industry / ISTE:
IV. Input Technologies Achievement Standard: 

Use various input technologies to enter and manipulate information appropriately

XV. Ethical and Legal Issues Achievement Standard: 
Describe, analyze, develop, and follow policies for managing ethical and legal issues in organizations and in a technology-based society
XVI. Technical Support and Training Achievement Standard: 
Develop the technical and interpersonal skills and knowledge to train and support the user community.
XVII. Information Technology and Business Functions Achievement Standard: 
Describe the information technology components of business functions and explain their interrelationships.
XVIII. Information Technology Careers Achievement Standard: 

Explore positions and career paths in information technology.

VI. Human Resource Management Achievement Standard:
Describe human resource functions and their importance to an organization's successful operation.

III. Workplace Expectations Achievement Standard: 

Relate the importance of workplace expectations to career development.
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Enduring Understandings: 
As a consumer or an employee, the skills used in bank operations and management will affect all students in their future. Knowing the basic skills used in this part of banking will be useful when dealing with any problems or questions that may arise when opening bank accounts or applying for a loan.  Knowledge of these skills may also direct students to investigate careers that are available in the banking industry.

Essential Questions: 
· What is the significance of technical skills in bank operations?

· What is to be expected of a worker in the personnel management division of a bank?

· How does a bank insure they are in compliance with the regulations they are required to follow?
· How is External/Internal Auditing different? Similar? 
Knowledge from this Unit:  
Students will: 
· Discuss types of technical skills used in bank operations and management.
· Identify the expectations of a worker in the bank operations and management area.

· Summarize how a bank insures they are following the regulations required by law.
Skills from this Unit:  
Students will be able to: 
· Differentiate between personnel management, regulatory compliance and technical skills needed in bank operations and management. 

· Compile interview questions for a Human Resource representative.

· Compose an essay summarizing skills needed in bank operations and management.

· Utilize a graphic organizer/thinking map comparing and contrasting banking technical skills and their own technical skills.
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Assessment Method Type: 
	
	Pre-test

	X
	Objective assessment - multiple-choice, true- false, etc.

	
	_X_ Quizzes/Tests

__ Unit test

	X
	Group project

	
	Individual project

	
	Self-assessment - May include practice quizzes, games, simulations, checklists, etc.

	
	__ Self-check rubrics   

__ Self-check during writing/planning process

__ Journal reflections on concepts, personal experiences and impact on one’s life

__ Reflect on evaluations of work from teachers, business partners, and competition judges

__ Academic prompts

__ Practice quizzes/tests

	X
	Subjective assessment/Informal observations

	
	_X_ Essay tests

__ Observe students working with partners

__ Observe students role playing

	X
	Peer-assessment  

	
	__ Peer editing & commentary of products/projects/presentations using rubrics

__X Peer editing and/or critiquing

	X
	Dialogue and Discussion

	
	_X_ Student/teacher conferences

_X_ Partner and small group discussions

_X_ Whole group discussions

_X_ Interaction with/feedback from community members/speakers and business partners

	X
	Constructed Responses

	
	_X_ Chart good reading/writing/listening/speaking habits

__ Application of skills to real-life situations/scenarios

	
	Post-test


Assessment Attachments and / or Directions:
Business and Computer Science Vocabulary Quiz 

Business and Computer Science Vocabulary Quiz Key 
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•
LESSON 1:  INTRODUCTION TO: BANK OPERATIONS & MANAGEMENT SKILLS

1.
Identify the standards. Standards should be posted in the classroom.     


BCS-BI-14. Students will describe skills needed for bank operations and management.    

a. Identify technical skills to perform operations duties (i.e., managing cash needs to maintain cash reserves, tracking financial ratios to monitor bank’s operations, overseeing information system to manage bank records, maintaining policy and procedure manual). 

b. Describe personnel management duties (i.e., maintaining adequate staff to meet workload demands, managing personnel budget, conducting employee reviews). 

c. Identify procedures to insure regulatory compliance of banks (i.e., developing procedures to meet regulatory guidelines, implementing internal audit procedures to reflect compliance, reviewing bank records to prepare for external examinations, comparing legal interpretations to clarify regulations).
2.
Review Essential Questions. Post Essential Questions in the classroom. 

· What is the significance of technical skills in bank operations?

· What is expected of a worker in the personnel management division of a bank?

· How does a bank insure they are in compliance with the regulations they are required to follow?

3.
Identify and review the unit vocabulary. Terms may be posted on word wall. Use the Business and Computer Science Vocabulary Teacher’s Notes to define the terms.  

	Internal Auditor
	Banking Operations Managers
	Personnel Management

	Knowledge Transfer
	Job Analysis
	 External Audit

	Annual Financial Report
	Information System
	Data Input

	Regulatory
	Compliance
	Input/Output

	Compensation
	Benefits
	Usury


4.
Interest approach: Have students make a list of the type of technical skills they think would be used in banking. After a few minutes, ask the class to give examples listed on their paper as the teacher writes them on the board. Have students explain their answers and talk about why they think the skills are important. 
5. Give students a list of the vocabulary words.  Allow them use a textbook, dictionary, or computer to find the definitions of the words as they relate to the banking industry. This may also be a good homework assignment.  

6. Check the progress of the students through the class period.  Have them place the definitions in a folder or notebook for future reference and a vocabulary quiz.
7. Summary:  Explain to students what activities are included in the future of this unit. Make sure they are aware of the dates that they will have quizzes and tests along with due dates of any other assignments.
•
LESSON 2:  Banking Operations and Management: TECHNICAL SKILLS

1.
Review Essential Questions. Post Essential Questions in the classroom. 
· What is the significance of technical skills in bank operations?

2. Present the Bank Operations and Management PowerPoint. This PowerPoint is divided into 3 Areas, not all Areas will be covered in one lesson. Area 1: Technical Skills is slides 3-5, Area 2: Personnel Management is slides 6-9, and Area 3: Regulatory Compliance is slides 10-20. Encourage Students to take notes throughout the presentation and to divide their notes into the 3 areas that will be discussed. 
3. Begin with the introduction and AREA 1:  Technical Skills. Emphasize to the students that they should write down in their notes the various skills listed on the slides. Be sure to stop the presentation after slide 5, the following slides will be covered at a later time. 
4. After Area 1 has been discussed and students have had time to take notes and ask questions, pass out the Technical Skill Research Activity Handout. Students will use computers to research technical skills covered in Area 1 of the PowerPoint.  
5. Have students make a Compare/Contrast graphic organizer, thinking map, or Venn Diagram showing the skills that they have learned in school and skills that are necessary for a career in banking. This could be a good homework assignment. Once they have made the lists discuss them as a class. This hopefully will encourage students about what they are learning in school and how it is preparing them for their future careers. 
•
LESSON 3: Banking Operations and Management: PERSONNEL MANAGEMENT

1.
Review Essential Questions. Post Essential Questions in the classroom. 

· What is expected of a worker in the personnel management division of a bank?

2. Present the Bank Operations and Management PowerPoint beginning on slide 6. Emphasize that students should be taking notes on Area 2: Personnel Management. Follow the link on slide 6 and then again on slide 9 for videos to show the students to help further their understanding of Personnel management.  
3. Have a Human Resource representative from a local bank, business, or school system. If possible try to get more than one representative to be able to come in (one per pair of students would be ideal). Put students in pairs and have each pair come up with 10 questions to ask the representative.  

4. Inform students of the timeline including the date of the actual interviews.  Plan time for mock interviews when deciding the actual interview dates.

5. The teacher should meet with each pair of students. Review their list of questions with the students before they do mock interviews and provide suggestions if necessary.

6. Give students time to do mock interviews with each partner playing the role of interviewer and representative.

7. After the actual interviews, each pair will discuss the interview results together and write a summary that includes questions asked, answers given, and what they learned about personnel management. There should be one summary per pair of students. This can be a homework assignment or a participation grade. 
•
LESSON 4: Banking Operations and Management:  Banking Regulations Compliance

1.
Review Essential Questions. Post Essential Questions in the classroom. 

· How does a bank insure they are in compliance with the regulations they are required to follow?
2. Present the Bank Operations and Management PowerPoint beginning on slide 10. Students should take notes on Area 3: Regulatory Compliance. 
3. At slide 16 of the presentation pass out What Does an External Audit Involve Handout. This will be a good study guide for the students to help them better understand the concept of an external audit. 
4. At slide 20 of the presentation pass out What Does an Internal Audit Involve Handout. This can be saved for students to use for studying and better understanding internal audits. 
5. As you close this lesson, give students time to ask questions in order for them to have a clear understanding of how banks must comply with the Federal Banking Regulations.

6. Give students an index card and have them write two or three sentences telling what they learned in this lesson and how they think it will help them in their future. Use this as a participation grade.  

7. Take time to read over the index cards.  The teacher may want to use them to improve the lessons for future classes. 
•
ATTACHMENTS FOR LESSON PLANS


Bank Operations and Management PowerPoint 

Business and Computer Science Vocabulary Teacher’s Notes 

Technical Skills Research Activity Handout

What Does and External Audit Involve Handout

What Does and Internal Audit Involve Handout 

•
NOTES & REFLECTION: 

Before lesson 3, contact local banks, business, and school systems and ask if they will participate in the interview portion of the lesson.  The interviews can be conducted in person or by phone.  If possible, you can invite Human Resources representatives from the community to come to the school for the interviews.

This unit is a companion to Unit 13.  Students will investigate three more areas of banking that will apply to their life as a consumer and possibly as an employee.  The area of operations and management is like the hub of a bank.  Personal and technical skills are valuable in all areas of banking.  The students will see how what they learn in the classroom can be used in any area of employment. 
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Culminating Unit Performance Task: 

 Bank Operations and Management Summary Essay

Culminating Unit Performance Task Description/Directions/Differentiated Instruction: 
Students are to take all notes and handouts from the unit and prepare to write a summary essay.  The essay should include: 

a. Important points from each area, 1: technical skills, 2: personnel management and 3: regulatory compliance 

b. What employee skills are necessary in each area?
c. How the Federal Reserve Act of 1913 in used in today’s banking regulations.
d. How banks use internal and external audits in regulatory compliance. 

Peer Editing:  Students are to have two classmates reading their essay for mechanical errors and content.  

Peer Editing Forms can be found at: www.readwritethink.org or www.timesaversforteachers.com 

Final Draft:  The final draft should be typed and free from mechanical errors.

        Use the same type of rubric the ELA teachers use for grading the essay.  (You can find appropriate rubrics 
online if you want to use your own.  Be sure it closely follows ELA writing standards for your school.  This 
will be helpful for your students.)

Attachments for Culminating Performance Task: 

Bank Operations and Management Essay Rubric
[image: image6.jpg]% UNIT RESOURCES





Web Resources:

· www.bls.gov
· http://www.bai.org/HOME.aspx
· www.careers-in-business.com
· www.timesaversforteachers.com
· www.readwritethink.org

Materials & Equipment: 
•      Computers with Internet Access 

•
Projection Equipment


•
Index Cards

21st Century Technology Used: 
	X
	Slide Show Software
	
	Graphing Software
	
	Audio File(s)

	
	Interactive Whiteboard
	
	Calculator
	
	Graphic Organizer

	
	Student Response System
	X
	Desktop Publishing 
	
	Image File(s)

	
	Web Design Software
	
	Blog
	X
	Video

	
	Animation Software
	
	Wiki
	
	Electronic Game or Puzzle Maker

	
	Email
	X
	Website
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