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PLEASE LEAVE THIS TRACKING SHEET BLANK UNTIL YOU 
HAVE FINISHED THE BOOKLET. YOUR TEACHERS/ SUPPORT 
STAFF CAN HELP YOU TO FILL IT IN WHEN YOU RETURN TO 
SCHOOL.  

 

TRACKING SHEET 
The aim of this unit is to support learners to understand some of the basic 
principles around personal money management. 

Personal debt is a growing concern and learners are taken through some 
of the basic principles that they need to know when working out their take 
home pay and budgeting principles for a household income so that they 
develop an understanding of the value of money. 

Level 2 

Learner name  

Centre name  

 
To do this you must Page number Assessment date 

1. Know about banking services 

1.1 Compare financial services offered by 
different types of provider 

 
 

1.2 List personal documents which may be 
required to open a bank or building 
society account 

 
 

1.3 Compare the advantages and 
disadvantages of different ways of 
borrowing money 

 
 

1.4 State some consequences of not 
repaying loans 

 
 

1.5 Outline different ways you could save 
money 
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2. Know about deductions from earnings 

2.1 Give examples of different types of 
deductions from earnings 

 
 

2.2 Explain the reasons why these 
deductions are made 

 
 

3. Understand the importance of own money management 

3.1 Compile a basic monthly household 
budget 

 
 

3.2 Give examples, with costs, of personal 
needs and wants 

 
 

3.3 Explain the importance of personal 
budgeting 

 
 

3.4 Explain how a personal budget can be 
monitored 

 
 

3.5 State the services that are offered by 
organisations that provide help and 
advice on money management 

 
 

Assessor feedback 

 
 
 
 
 
 
Declaration I confirm that the details above are correct, that the evidence submitted is the 
learner’s own work and that the learner meets all the requirements for the unit: 

 

Learner Name  

Learner Signature  
 

Date signed  
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TOP TIPS FOR SUCCESS 
• You can print this booklet and write/draw in it or do this on the 

computer. 

• Try to complete all the activities if you can. These will help you to 
gain a better understanding of the topic and will help you to answer 
the questions and complete the assessment tasks. 

• Assessment tasks will be labelled throughout the booklet and these 
MUST be completed. 

• Make sure that you have read a task/question carefully and are 
doing EXACTLY what it asks you to do. This is important because 
key words help us to measure how much you have understood, 
and to decide which level you are working at. For example, if you 
have “listed” when you were asked to “describe” then your work will 
not pass the final assessment. Your teachers can check this for 
you when you return to school.  

• Use your own words (unless you are specifically asked to search 
for information). We check that work is not copied from the Internet 
or books and your work will fail if you are found to have taken text 
from other sources. Copying others’ work is called “plagiarism” and 
this is taken very seriously. 

• If you do include research from the Internet, books or magazines, 
make sure that you say where you found the information. E.g. 
“Quote” – From (name of book/magazine) by (author’s name) OR 
“Quote” – From (website name) at (website address) 

• If you use photographs as evidence, make sure that you write a 
short annotation to explain what you are doing in the picture. 

• If you get stuck, you should have contact information for your 
school staff. If they aren’t sure of the answers, they can 
contact their executive at Prince’s Trust to ask for help. 
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KNOW ABOUT 
BANKING SERVICES 
1.1 ASSESSMENT TASK 
Compare financial services offered by different types of provider 

Compare: to look at two or more things closely to see what is similar 
or different about them  

You may already be earning money from a part-time job, baby-sitting or 
from helping with chores around the house. Some of you will already 
have a bank account to keep your money safe, and some of you may be 
saving up for something special. 

But what do you know about banks, and other financial organisations? 

Use the Internet to research the following kinds of providers and 
complete the table with what you find out. 

Type of financial 
provider 

Examples (e.g. 
Barclays, HSBC) 

Which services do 
they offer? 

Bank 
 
 

  

Building society 
 
 

  

Pay day loan 
company 
 

  

Credit card company 
 
 

  

Insurance provider 
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OPENING A BANK ACCOUNT 
Most people will have a bank account where they keep their 
money. You usually need to have a bank account in order to get a job so 
that your pay can safely be transferred to you. This is called a current 
account. 

It’s worth having a look at different banks and the accounts they offer 
before you sign up. Some bank accounts might come with extras, such 
as travel insurance or roadside assistance for your car. Some bank 
accounts may also charge you a fee for using them (a bit like a 
membership fee). 

One of the things you might like to consider is which account will give 
you the best Interest Rate. This is always a percentage. The interest rate 
on a current account tells you how much extra money the bank will give 
you each year. 

These videos are both only 20 seconds long and explain more about 
interest and what it means for your savings:  

https://www.halifax.co.uk/savings/help-guidance/saving-explained/what-
are-interest-rates/  

https://www.youtube.com/watch?edufilter=NULL&v=IxvfIuh-OgA  

 

1.2 ASSESSMENT TASK 
List personal documents which may be required to open a bank or 
building society account  

List: Make a list of at least 2 items 

Once you have chosen which bank and bank account is best for you, 
you will need to open an account.  

To open a bank account, you will need to provide the bank with a few 
documents to prove your identity. This is to protect us all from identity 
fraud. 

What might happen if a stranger opened a bank account in your name? 

 
 
 

https://www.halifax.co.uk/savings/help-guidance/saving-explained/what-are-interest-rates/
https://www.halifax.co.uk/savings/help-guidance/saving-explained/what-are-interest-rates/
https://www.youtube.com/watch?edufilter=NULL&v=IxvfIuh-OgA
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Have a look online to see which documents a bank might ask for when 
you open a bank account. 

A bank might ask to see my.. 

 
 
 
 
 
 
 
 

 

BORROWING MONEY 
Sometimes, it may be necessary to borrow money because we just don’t 
have the funds we need for a purchase. 

Can you think of any examples of things you might need a loan to buy? 

 
 
 
 
 
 
 
 

 

We talked a bit about interest rates when we were looking at bank 
accounts. Interest rates are even more important when we borrow 
money, as this time we will be paying the extra money back to the bank 
– and sometimes interest rates on loans are high! 

 

https://www.google.com/url?sa=i&url=https%3A%2F%2Fwww.dvla-contact-number.co.uk%2Fdriving-licence-application-identity-documents%2F&psig=AOvVaw1Gb5pAKs8b1RxtWDd0HQ7f&ust=1586452136587000&source=images&cd=vfe&ved=0CAIQjRxqFwoTCIDX0fKo2egCFQAAAAAdAAAAABAQ
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Top tips for keeping interest rates low are: 

• Use credit cards sparingly, and pay off balances each 
month 

• Look around for low-interest loans and financing 
• Avoid "too good to be true" options, often advertised on the 

Internet and over the phone 
• Be sure anyone you borrow from, or loan to, is reputable.  

 

1.3 ASSESSMENT TASK 
Compare the advantages and disadvantages of different ways of 
borrowing money. 

Compare: to look at two or more things closely to see what is 
similar or different about them  

There are a few different ways to borrow money. Some of them are listed 
in the table below. Give at least one advantage and one disadvantage of 
each way of borrowing. You might find it useful to do some research 
online. 

Way of borrowing 
 

Advantages Disadvantages 

From a family 
member or friend 
 

  

Credit cards 
 
 

  

A loan from a bank 
 
 

  

Mortgages 
 
 

  

Business loans 
 
 

  

Pay day loans 
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1.4 ASSESSMENT TASK 
State some consequences of not repaying loans. 

State: Clearly say what you mean. 

You might have noticed that the interest rates on different kinds of loans 
(and from different lenders) can vary hugely in size! Payday loans, in 
particular have been criticised for lending irresponsibly and for charging 
huge amounts of interest. If you search online , you can find lots of news 
articles about this, and about how the government is trying to protect 
people. 

For some people, the interest on a loan can make it difficult to keep up 
with their monthly repayments. 

Can you think of any consequences of not repaying a loan? 

 
 
 
 
 
 
 
 

 

SAVING MONEY 

 
Growing up, you might have had a piggy bank, and all of us have 
probably put some of our pocket money or Birthday money aside to save 
up for something we really wanted. 

https://www.google.com/search?ei=GQOOXpCdKMKP8gL_s43gDg&q=payday+loans+news+articles+uk&oq=payday+loans+news+articles+uk&gs_lcp=CgZwc3ktYWIQAzIICCEQFhAdEB46BAgAEEc6BggAEBYQHjoFCAAQzQJKCQgXEgUxMi02NUoICBgSBDEyLTVQ_0hY60xg71JoAHACeACAAVKIAfEBkgEBM5gBAKABAaoBB2d3cy13aXo&sclient=psy-ab&ved=0ahUKEwjQjbn2ptnoAhXCh1wKHf9ZA-wQ4dUDCAs&uact=5#spf=1586365221271
https://www.google.com/url?sa=i&url=https%3A%2F%2Fwww.flickr.com%2Fphotos%2Fpictures-of-money%2F17121704418&psig=AOvVaw34UvuNLQ2chj4t5ZxmggW-&ust=1586452811312000&source=images&cd=vfe&ved=0CAIQjRxqFwoTCLC3pbSr2egCFQAAAAAdAAAAABAK
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What does saving mean to you? 

 
 
 
 
 
 

 

As an adult, we often find that we need to save money for expensive or 
important things. We might want to buy or rent a house, purchase a car, 
or need some savings to put aside for emergencies. 

These websites/apps have great tips to help you to manage your money, 
including the best ways to save:  Citizens Advice Bureau, Mint, Good 
Budget 

         
 

There are several different ways to save. 

  

http://www.citizensadvice.org.uk/index/getadvice.htm
https://play.google.com/store/apps/details?id=com.mint&hl=en_GB%20
https://goodbudget.com/
https://goodbudget.com/
https://www.google.com/url?sa=i&url=https%3A%2F%2Fen.wikipedia.org%2Fwiki%2FCitizens_Advice&psig=AOvVaw3m6qkE7P1F4h9koLOpWLZV&ust=1586453870372000&source=images&cd=vfe&ved=0CAIQjRxqFwoTCOjfuq2v2egCFQAAAAAdAAAAABAE
https://www.google.com/url?sa=i&url=https%3A%2F%2Ftwitter.com%2Fmint&psig=AOvVaw2eNxF3YDcdQkeBAx-lMPkO&ust=1586453929990000&source=images&cd=vfe&ved=0CAIQjRxqFwoTCJjN5Mmv2egCFQAAAAAdAAAAABAE
https://play.google.com/store/apps/details?id=com.dayspringtech.envelopes&hl=en
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1.5 ASSESSMENT TASK 
Outline different ways you could save money. 

Outline: Give a general description without too much detail 

Write your ideas on the spider diagram. 

Saving Money 

https://www.bing.com/images/search?view=detailV2&ccid=WhthGFNT&id=E6B8EFB72788AD0FAC44BF81813248F4DDF973AF&thid=OIP.WhthGFNTruvzNCa4_7e7HQHaFf&mediaurl=https%3a%2f%2fcdn.pixabay.com%2fphoto%2f2015%2f10%2f22%2f16%2f42%2fpiggy-bank-1001599_960_720.png&exph=712&expw=960&q=piggy+bank+outline&simid=608024994848378029&selectedIndex=2
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KNOW ABOUT 
DEDUCTIONS FROM 
EARNINGS 
When you start working and getting paid, you will have either a salary or 
an hourly rate of pay. 

A salary is the amount you will be paid over a whole year. This is then 
divided up and paid to you in equal chunks throughout the year. 

In some jobs, your working hours might vary. In these jobs you will 
usually be paid an hourly wage. This is the amount of money you earn 
per hour. 

The government sets a minimum hourly wage at the start of every new 
tax year (1st April-31st March). This is different depending on your age. 
You can find out about the current minimum wage here. 
(https://www.gov.uk/national-minimum-wage-rates)  

Most companies will pay their staff either monthly or weekly (although 
some may have different patterns of pay). 

Each time you get paid, you will receive a wage slip to tell you how 
much you have earnt. This might be a paper wage slip, but most 
companies will have an online wage slip system now. 

https://www.gov.uk/national-minimum-wage-rates
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This diagram from Reed.co.uk is a good example of what your 
wage slip might look like. 

The “Earnings” section on the left is also known as your gross pay. This 
is how much you earnt before anything was taken away for things like 
tax. 

The “Amount Paid” (or net pay) box in the bottom corner is the amount 
of money that will appear in your bank account. 

You might have noticed that the wage slip has a box entitled 
“deductions”. This is where you will find details of any money that has 
been taken from your pay. It is important to check this, especially when 
you start a new job. 

2.1 ASSESSMENT TASK 
Give examples of different types of deductions from earnings 

Give examples: List or give brief descriptions of your ideas 

2.2 ASSESSMENT TASK 
Explain the reasons why these deductions are made 

https://www.google.co.uk/url?sa=i&url=https%3A%2F%2Fwww.reed.co.uk%2Fcareer-advice%2Fpayslip-checker-your-payslips-explained%2F&psig=AOvVaw2ZwUZbFVzeKNqCIiXcgIhz&ust=1586523030506000&source=images&cd=vfe&ved=0CAIQjRxqFwoTCIiVzP-w2-gCFQAAAAAdAAAAABAE
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Explain: Make something clear or easy to understand by 
describing or giving some information about it. 

In the table below, give examples of different kinds of deductions that 
might be taken from your wages (Hint: some examples are shown on the 
diagram above!) and use the Internet to find out what those deductions 
are for.  

Type of deduction What is it for? 

Why do you think these deductions are taken from your earnings 
automatically? 
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UNDERSTANDING 
MONEY MANAGEMENT 
In this section we will look at ways that you might be able to manage 
your own money. 

3.2 ASSESSMENT TASK 
Give examples, with costs, of personal needs and wants 

Give examples: List or give brief descriptions of your ideas 

Some things we spend our money on are essential. We need them and 
we can’t do without them, like food. Other things are non-essential. We 
want them, but we could do without them, like computer games. We will 
all have different opinions as to what’s essential and what’s not, but it’s 
important to understand the difference if we’re going to be better at 
budgeting our money. 

Complete the table below to show things that you spend your money on. 
Write down the price in the second column. Finally, decide whether each 
of those things is essential or not essential and tick the column to show 
your choice. 

What I spend money 
on 

How much it costs Essential  
(I need this) 

Non-essential  
(I want this) 
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Once we have decided which of our spending is essential and 
non-essential, it makes it easier to budget. Budgeting helps us to 
plan our spending so that we have enough money for everything 
we need, and for some of the things we want. 

3.3 ASSESSMENT TASK 
Explain the importance of personal budgeting 

Explain: Make something clear or easy to understand by describing 
or giving some information about it. 

Why do you think it is important to have a personal budget? 

 
 
 
 

 

3.1 ASSESSMENT TASK 
Compile a basic monthly household budget. 

Compile: pull lots of different ideas together 

Now we will have a go at putting together a budget for your home. 

You might like to have a go at recording all of your spending over a week 
using the following form. This will help you to have a better 
understanding of where your money goes.  

Where does your money go? 

Keep a note of what you spend each day 

Monday Tuesday 
 
 
 
 
 

 

Wednesday Thursday 
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Friday Saturday 
 
 
 
 
 

 

Sunday Total spent + amount left 
 
 
 
 
 

Total spent = 
 
 
Amount left = 

 

When you have a small amount of money to manage on a weekly or 
monthly basis, you need to be able to make it last. The format below will 
help you to create a budget to plan for your spending across a month. 

1. Start with the total money you 
have each month and write it 
in this box 
 

Total money: 
 
£ 

2. Estimate the amount you need 
to spend on really important 
things and write it in this box 
 

Essentials: 
 
£ 

3. Now take the second amount 
away from the first and write 
the money left in this box. This 
is how much money you have 
left to spend 
 

Balance: 
 
£ 

4. Decide on the other items you 
buy which are not so important 
and come up with an 
estimated total for this box 
 

Non-essentials: 
 
£ 

5. When you take the last 
amount away from the one 
above you will be left with the 
money you can use in other 

Available surplus: 
 
£ 
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ways. Maybe you could save 
some… 

 

If you would like to know more about budgeting, there are lots of games 
and great resources available at: 
https://natwest.mymoneysense.com/students/students-16-18/ 

 
 

3.4 ASSESSMENT TASK 
Explain how a personal budget can be monitored 

Explain: Make something clear or easy to understand by describing 
or giving some information about it. 

Nowadays, there are lots of different ways to keep track of your finances. 
Talk to family members, search online and check out some of the apps 
we talked about earlier. Use what you learn to fill in the table below. Give 
3 examples of ways that you could monitor your budget and a short 
explanation about how they work. 

How I could monitor my budget How / why this could work 
 
 
 

 

 
 
 

 

 
 
 

 

https://natwest.mymoneysense.com/students/students-16-18/
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3.5 ASSESSMENT TASK 
State the services that are offered by organisations that 
provide help and advice on money management 

State: Clearly say what you mean. 

No-matter how much money we earn, or how good we are at budgeting, 
we will probably all find ourselves in tricky financial situations from time 
to time. It is good to know that there are lots of services around to help 
us when we need them. 

Use the Internet to find out about the following organisations and what 
they do to help with money management. 

Organisation How do they help? (which services do 
they offer?) 

Citizens advice 

 
 

 

Money advice service 
 

 
 

 

StepChange 
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CONGRATULATIONS!  
 

• You have completed the Managing money unit of the Prince’s 
Trust Personal Development and Employability (PDE) qualification. 
Make sure you give this booklet to your teacher (either in person or 
online) for it to be marked.  

• Don’t forget to hand in any accompanying work, such as 
presentations, spreadsheets or posters with your workbook. 

Your teacher will check your work and might give you some feedback 
points to work on. It will then be moderated and you will find out whether 
or not you have passed. Good luck! 
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