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Programme Module Descriptor for

Level 3 QQI Component: 3N0921 Managing Personal Finances

Please note the following prior to using this programme module descriptor:

· This programme module is part of an overall programme called Essential Skills which leads to the Level 3 QQI Certificate in General Learning 3M0874
· Managing Personal Finances is an optional programme module for Learners wishing to achieve the Level 3 QQI Certificate in General Learning

· Upon successful completion of this programme module a Learner will achieve 10 credits towards the Level 3 QQI Certificate in General Learning

· A Learner needs to achieve a minimum of 60 credits to achieve the Level 3 QQI Certificate in General Learning

· Teachers/Tutors should familiarise themselves with the information contained in  Laois and Offaly ETB programme descriptor for Essential Skills prior to delivering this programme module

· In delivering this programme module Teachers/Tutors will deliver class content in line with the Indicative Content included in this programme module

· In assessing Learners, Teachers/Tutors will assess according to the information included in this programme module

· Where overlap is identified between the content of this programme module and one or more other programme module(s), Teachers/Tutors are encouraged by Laois and Offaly ETB to integrate the delivery of this content

· Where there is an opportunity to facilitate Learners to produce one piece of assessment evidence which demonstrates the learning outcomes from more than one programme module, Teachers/Tutors are encouraged by Laois and Offaly ETB to integrate assessment.

	Programme Specification Part B

Programme Module Specification Document repeated for each programme module of the overall programme

	Code

3N0921
	programme module title

Managing Personal Finances
	level

3

	QQI Components

QQI Level 3

	Programme Module Duration 

100 hours

	Programme Module Objectives

· To equip the learner with the skills necessary to make decisions regarding budgeting for everyday life
· To make the learner aware of basic tax and social welfare deductions that are made and of entitlements that exist 
· To create an awareness with learner of ways to save money and how to budget in the short and long term
· To demonstrate to the learner the importance of having a spending and saving plan in order to deal with expenses as they arise

	Programme MODULE CONTENT
1. Discuss personal and cultural values surrounding money to include personal money and money belonging to other people or organisations

2. Explain a personal budget to include income and expenditure

3. Identify basic tax and social welfare deductions on a payslip

4. Distinguish between current financial needs and future spending to include bills, necessities, discretionary spending and large expenditures

5. Identify common social welfare entitlements

6. Describe ways of managing payments, payment methods and costs incurred by various methods

7. Give examples of the agencies that provide support during financial difficulty

8. Demonstrate knowledge of consumer rights and the available mechanisms to exercise them

9. Prepare a weekly spending plan

10. Identify ways of saving money

11. Prepare a savings plan

12. Describe the economic and social environment and its impact on personal finances

13. Compare a limited range of savings and borrowing products from financial institutions

14. Compare personal financial experience and habits with those of dependents, partners, family and friends.



	Indicative Content

1. Discuss personal and cultural values surrounding money to include personal money and money belonging to other people or organisations

· Brainstorming and class discussion re personal and cultural values, the history of money etc

· Discuss borrowing and the present economic climate and its impacts

2. Explain a personal budget to include income and expenditure

· Discuss what are items of income and expenditure

· Demonstrate budget showing different types of income and expenditure

· Worked examples

3. Identify basic tax and social welfare deductions on a payslip

· Identify and explain the different deductions which appear on payslips, to include PAYE, PRSI, other common statutory deductions

· Distinguish between gross pay and take home pay

4. Distinguish between current financial needs and future spending to include bills, necessities, discretionary spending and large expenditures

· Differentiate between current financial needs and future spending to include bills, necessities or luxuries/ discretionary expenditure and large expenditures

· Categorise spending into current financial needs and future spending e.g. the need to plan for future purchases (replacing appliances, planning for educational expenses)

5. Identify common social welfare entitlements

· List and explain a range of social welfare entitlements

6. Describe ways of managing payments, payment methods and costs incurred by various methods

· Identify and explain a number of different payment methods, to include cash, cheque, direct debit, credit card, standing order, Hire Purchase etc

· List the advantages and disadvantages of using each payment method

7. Give examples of the agencies that provide support during financial difficulty

· Discuss the range of services available during financial difficulty to include Department of Social Protection, MABS, etc

8.
Demonstrate knowledge of consumer rights and the available mechanisms to exercise them
· Name and explain rights of consumers under the Sale of Goods and Supply of Services Act 1980 and the Consumer Information Act 1978

· List a number of options available to consumers in event of consumer complaint

9. Prepare a weekly spending plan

· Demonstrate how to compile a spending plan based on the budgeted income and the expected expenditure in one particular week, with emphasis on prioritising necessities over discretionary items of expenditure

10. Identify ways of saving money

· List and explain a number of ways that savings could be made in everyday situations such as supermarket shopping and when shopping for larger purchases such as insurance or electrical items

· Identify ways in which it can be made easier to identify where savings can be made e.g. supermarket labels, APR on bank loan packages

· Define economies of scale and identify a number of items which could be bought in bulk in order to save money

· Define a false economy and identify ways in which false economies can be made when attempting to save money

· List a number of Savings options in financial institutions

11. Prepare a savings plan

· Demonstrate how a planned approach to saving money can aid desirable results over a particular time frame e.g. saving X amount of money over 6 months, 1 year etc

· Compile a savings plan 

12. Describe the economic and social environment and its impact on personal finances

· Discuss the current social and economic environment and the impact it has had on wages, social welfare entitlements, etc.
· Identify ways to cope with reduced income or entitlements

13. Compare a limited range of savings and borrowing products from financial institutions

· Investigate a number of different savings plans from various banks, credit unions and An Post, identifying which represents better value over a range of different time frames

· Investigate a number of different borrowing options   from various banks and credit unions, identifying which represents better value over a range of different time frames

14. Compare personal financial experience and habits with those of dependents, partners, family and friends.

· Investigate a number of different scenarios and identify opportunities for increased income, decreased expenditure and more savings


Programme Module Assessment – General Information – Managing Personal Finances 3N0921

The assessor is required to devise assessment briefs for the collection of work. In devising the assessment briefs, care must be taken to ensure that the learner is given the opportunity to show evidence of ALL learning outcomes. 

	Mapping Each Learning Outcome to an Assessment Technique

	Learning Outcome
	Assessment Technique

	1.
Discuss personal and cultural values surrounding money to include personal money and money belonging to other people or organisations
	Collection of Work

	2.
Explain a personal budget to include income and expenditure
	Collection of Work

	3.
Identify basic tax and social welfare deductions on a payslip
	Collection of Work

	4.
Distinguish between current financial needs and future spending to include bills, necessities, discretionary spending and large expenditures
	Collection of Work

	5.
Identify common social welfare entitlements
	Collection of Work

	6.
Describe ways of managing payments, payment methods and costs incurred by various methods
	Collection of Work

	7.
Give examples of the agencies that provide support during financial difficulty
	Collection of Work

	8.
Demonstrate knowledge of consumer rights and the available mechanisms to exercise them
	Collection of Work

	9.
Prepare a weekly spending plan
	Collection of Work

	10.
Identify ways of saving money
	Collection of Work

	11.
Prepare a savings plan
	Collection of Work

	12.
Describe the economic and social environment and its impact on personal finances
	Collection of Work

	13.
Compare a limited range of savings and borrowing products from financial institutions
	Collection of Work

	14.
Compare personal financial experience and habits with those of dependents, partners, family and friends.
	Collection of Work


Grading
At Level 3 a Learner is graded as Successful or Referred. 
Successful means that ALL the learning outcomes from the Component Specification have been demonstrated to an appropriate standard in the Learner’s portfolio of assessment.

Referred means that the portfolio of assessment needs further work by the Learner before s/he can demonstrate the standard and achieve certification from QQI.

Specific Information Relating to the Assessment Techniques

The Assessor is required to devise assessment briefs for the Collection of Work.  In devising the assessment briefs, care should be taken to ensure that the Learner is given the opportunity to show evidence of ALL learning outcomes.

	Collection of Work
	100% 

	The collection of work may be produced throughout the duration of this programme module

	In producing the documents for the collection of work, the Learner should demonstrate the following:

Knowledge of, and/or ability to:

· Discuss personal and cultural values surrounding money to include personal money and money belonging to other people or organisations

· Explain a personal budget to include income and expenditure

· Identify basic tax and social welfare deductions on a payslip

· Distinguish between current financial needs and future spending to include bills, necessities, discretionary spending and large expenditures

· Identify common social welfare entitlements

· Describe ways of managing payments, payment methods and costs incurred by various methods

· Give examples of the agencies that provide support during financial difficulty

· Demonstrate knowledge of consumer rights and the available mechanisms to exercise them

· Prepare a weekly spending plan

· Identify ways of saving money

· Prepare a savings plan

· Describe the economic and social environment and its impact on personal finances

· Compare a limited range of savings and borrowing products from financial institutions

· Compare personal financial experience and habits with those of dependents, partners, family and friends.

The collection of work may include work sheets, diagrams, cloze tests, multiple choice statements or other appropriate evidence in the form of written, oral, graphic, audio, visual or any combination of these. Any audio or video evidence must be provided as a recording.

All instructions for the Learner should be clearly outlined in an assessment brief and each Learner is required to work alone in completing this collection of work. There is no facility for this collection of work to be completed as group work


	Managing Personal Finances 3N0921
	Learner Marking Sheet


Learner’s Name: ______________________________________________

	Learning Outcome

Learners will be able to:
	Assessment Criteria

Evidence of the following is included in the assessment portfolio:
	Evidence 
Please indicate clearly where evidence is to be found (eg (“Section 4 of Portfolio”)

	1. Discuss personal and cultural values surrounding money to include personal money and money belonging to other people or organisations
	· Worksheet re history of money - shillings etc. to decimalization, punt to euro

· Information sheet re different cultures’ attitudes to money – cloze exercise to complete 

· Worksheet re own personal values regarding money 


	

	2. Explain a personal budget to include income and expenditure
	· Worksheets of exercises to identify different aspects of budgets – income, expenditure, fixed / irregular, discretionary/necessity

· Identify whether given budgets show a shortage or surplus of money at end of period – student asked to advise as to how to reduce deficit or increase savings
	

	3. Identify basic tax and social welfare deductions on a payslip
	· Identify the gross pay and the take home pay amount, and the different deductions that appear on a pay slip

· Identify the deductions which are compulsory e.g. PAYE and deductions which are voluntary e.g. social club

· Match each deduction with given definition
	

	4. Distinguish between current financial needs and future spending to include bills, necessities, discretionary spending and large expenditures
	· Matching exercise to categorise items into necessities and luxuries

· Identify items of expenditure which need to be paid weekly, monthly and larger items of expenditure which need to be planned and budgeted for


	

	5. Identify common social welfare entitlements
	· Matching exercise where social welfare entitlements are matched with their meaning 
	

	6. Describe ways of managing payments, payment methods and costs incurred by various methods
	· Name and explain a range of payment methods, identifying advantages and disadvantages of using each method

· Match appropriate payment methods with expenditure items e.g. direct debit for paying electricity bill
	

	7. Give examples of the agencies that provide support during financial difficulty
	· Match the agencies with the services they provide
	

	8. Demonstrate knowledge of consumer rights and the available mechanisms to exercise them
	· List the rights of the consumer under the sale of goods and supply of Services Act 1980 and the Consumer Information Act

· List the remedies available to consumer in event of buying a faulty good or receiving an unsatisfactory service

· Worksheet: Scenarios of situations where student is required to advise on consumer entitlements
	

	9. Prepare a weekly spending plan
	· Make a list of all planned expenditure over a weekly period, identify which items are necessities and which are discretionary

· Prepare a spending plan which prioritises necessities over discretionary items

· Worksheet questions re prioritizing spending and exploring what areas of spending could be cut down where a shortfall arises
	

	10. Identify ways of saving money
	· Worksheet requiring students to list different ways of saving money e.g. special offers, shopping around, etc, and how to identify whether one item is cheaper than another e.g. buying larger box of cereal as cheaper than buying two small boxes

· Worksheet requiring students to identify whether particular special offers would represent a saving for people in different family situations


	

	11. Prepare a savings plan
	· Compile a savings plan for a number of different family situations e.g. pensioner, family with one income, single parent family on social welfare benefits

· Compile a personal savings plan
	

	12. Describe the economic and social environment and its impact on personal finances
	· List a number of effects that the current economic situation has had on people’s incomes, social welfare entitlements etc

· List ways to deal with reduced income
	

	13. Compare a limited range of savings and borrowing products from financial institutions
	· Compare between two or more short-term options and between two or more medium-term options from a choice of savings plans from banks, credit union and An Post

· Compare between at least two short-term options and between at least two medium-term option from a  choice of borrowing options from banks and credit unions
	

	14. Compare personal financial experience and habits with those of dependents, partners, family and friends.
	· Compare your personal financial experience and habits with one other person. 
	


The Assessor has signed the Summary Results Sheet to verify that the evidence presented in the attached portfolio is the work
of the named learner and that the result recorded here has been transcribed to the Summary Results Sheet

External Authenticator's Signature: ..................................................................   Date: ...............................
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