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In addition to this practical, hands-on guide, we are are going to publish a printed guide for tutors on how to use online resources in their classes. That guide will offer you even more in-depth information and it is more extensive. It will be published in spring 2004, for more information please contact us.

Who is this guide for?
This guide is designed especially for tutors who would like to use this resource in their classes. It is also for practitioners who would like to integrate financial literacy issues into their classes.

What is the aim of this guide?
We are hoping to enhance the usability of the resource and to give you some helpful hints on how this resource can be used in a practical way by you as tutors and practitioners. We are hoping to support your creative use of resources in the classroom and to demonstrate how online resources can enrich teaching and learning. Also we aim to give you an overview of the different areas and content of this very comprehensive website.

What will you find in this guide?
This guide will provide you with hands-on advice based upon identified good practice and sound theory. It will provide you with useful checklists for using the resource and for preparing a class with MMTM (Money Matters to Me). It will give you a comprehensive overview of the content and structure of the website. It will share good practice with you.

I. About this guide

· Introduction

· Who is this guide for?

· What is the aim of this guide?

· What will you find in this guide?

II. About Money Matters to Me

· What is Money Matters to Me about?

· Who is behind Money Matters to Me?

· Copyrights

· How is the website structured?

· What is the content of the website?

III. How to use Money Matters to Me

· Learning with online resources

· Case Studies: how Money Matters to Me is being used

· Checklist of good practice

· Preparing a class

IV.  Case Studies

· Case Study 1 - cash machine

· Case Study 2 - web quests

· Case Study 3 - improving numeracy with Money Matters to Me

· Case Study 4 - dealing with financial problems/debt

· Case Study 5 - preparing handouts

· Case Study 6 - exchange with other tutors and practitioners

· Case Study 7 - Money Matters to Me as a resource for learners

· Case Study 8 - family learning

V. A checklist for good practice with Money Matters to Me - summary

· Checklist

VI. How to prepare a class with Money Matters to Me

· Preparing a class on financial literacy

· Preparing a numeracy class

· Preparing an ICT teaching class

· Using the online tools and workshops as classroom aids
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We have designed 'Money Matters to Me' as a resource which can actively engage learners and which is highly interactive.

Who is behind 'Money Matters to Me'?
'Money Matters to Me' is a partnership project by NIACE (National Institute of Adult Continuing Education), Prudential and ANQ. NIACE is responsible for the project management, Prudential for project funding and compliance issues and ANQ for web site development and design. 
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What money is and money exchange
This sections explains the general concept of money and its exchange. 

Topics that are covered in this section are:

· History of money

· Handling cash and supermarket shopping

· Cards

· Bank accounts

· Cheques

· Local exchange trading schemes

· Foreign currencies
Within the above sections you will find the following activities:

· Handling Cash

· Checking your change

· Rounding up

· Find out about different cards

· Find out about cheques

· Writing cheques

· Converting into / from €uros

Where money comes from
This section explores the different kinds of income for a household. It also explores extra money you might be entitled to and discusses income tax and national insurance.

Topics that are covered in this section are:

· Wages from an employer

· Income from self-employment

· Pensions

· Money from savings and investments

· Grants and Loans

· Benefits

Within the above sections you will find the following activities:

· Understanding your pay slip

· Working out your tax

· Working out your tax being self-employed

· Paying National Insurance being self-employed

Where money goes
This section gives an overview of different forms of taxation and also looks into savings and investments.

Topics that are covered in this section are:

· Council Tax 

· Income Tax and Tax Credits

· VAT

· National Insurance

· How taxes are spent

· Savings and Investments

Within the above sections you will find the following activities:

· What is Council Tax spent on?

Financial records and information
This section gives an overview of how to keep money safe and how to keep track of your spending.

Topics that are covered in this section are:

· Where can I keep my money?

· Why should I keep records of my money?

· How can I keep records organised?

· Keeping track of records - home book keeping

· What different kinds of records exist? 

Within the above sections you will find the following activities:

· Why should I keep records of my money?

· Can you keep your records in order?

· Keeping a personal record

· Different kinds of service bills

Spending and budgeting
This section discusses different ways of spending and managing money and shows how you can use budgets to control spending.

Topics that are covered in this section are:

· What am I spending my money on?

· Budgeting

· What happens if I don't pay?

· Paying the bills

· Help-I'm spending too much

Within the above sections you will find the following activities:

· Budgeting

· Personal Budget

· Things that I need – things that I want

· What happens if I don’t pay?

· Different ways of paying your bills

· How to read meters

Risk and return
This section covers the basic rules of money management. It aims to enable you to make intelligent and informed decisions about making the most of money and staying out of debt.

Topics that are covered in this section are:

· Balancing risk and return

· Saving and investing aren't the same

· Saving

· Investing

· Loans

Within the above sections you will find the following activities:

· Taking out a loan

Making personal life choices
This section discusses different needs at different life stages. It aims to help to plan for the short, medium and long term

Topics that are covered in this section are:

· See some examples

· Preparing a personal choice plan

· Do you make financial decisions in the short, medium or long term?

· Setting a budget for short, medium and long term needs

· Financial decisions in the short, medium and long term

· Buying a car 

· Are you a spender or a saver? 

· Short term needs 

· Long term needs 

Within the above sections you will find the following activities:

· Case studies – make plans for short, medium and long term

· Making a personal choice plan

· Quiz – financial decisions in the short, medium and long term

· How much would it cost to buy and run a car?

· Are you a spender or a saver?

· Case Study – short term needs

Consumer rights and responsibilities
This section gives an overview of the different rights and responsibilities that you have when you buy something. It distinguishes between the different rights and responsibilities of buying goods or services.

Topics that are covered in this section are: 

· Buying goods

· Buying services

· Financial advice

Within the above sections you will find the following activities:

· Find out about debit cards

· Services – rights and responsibilities

· Goods and services - rights and responsibilities

· Goods

· Understanding The Act

Implications of finance
This section explores the different kinds of debt and the impact they may have on your life.

Topics that are covered in this section are: 

· 10 Dos and Don'ts for dealing with debts

· Budgeting 

· Identifying your debts

· Prioritising your debts 

· Priority debts: mortgage arrears 

· Priority debts: rent arrears 

· Other priority debts 

· Dealing with credit debts 

· Renegotiating your debts 

· What if a creditor refuses my offer? 

Within the above sections you will find the following activities:

· Interactive budgeter

· Personal budget and repayments calculator

· Creditor letters
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Workshops:

· Interactive ATM cash point simulator

· How to - paying cash into the bank

· How to - write a cheque

· How to - read your meters

· How to - save money in the home

· How to - work out electricity consumption

· Activity - 29 ways to save money

· Activity - budget

· Activity - discount

· Activity - choosing the best deal

· Activity - game of four halves

· Activity - it's your round

· Activity - Mr Ten Percent

· Activity - profit and loss

· Activity - Spend! Spend! Spend!

· Activity - the dealer takes a cut

· Activity - to claim or not to claim

· Activity - overspending word drop

· Activity - dealing with debt word drop

· Activity - know your rights word drop

· Activity - know your rights II word drop

· Activity - making ends meet word drop

· Activity - housing rights word drop

· Game - money wordsearch

· Game - spending & budgeting wordsearch

Tools:
· pop-up calculator
· Interactive Budgeter 

· Loan calculator
· Mortgage calculator
· Pension calculator
· Repayments calculator
· Savings calculator
· Credit letter writer
III. How to use Money Matters to Me
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So what do we base these principles on? 

[image: image7.png]Learning is an active process

It appears to be natural that learning is an active process.
If we think about early childhood learning it is usually about trial and
error. This means that a child tries to do something- usually
something that the child observed somebody else doing - and often it
fails in doing so. From failing the attempt the child eventually learns
and usually, after a learning process, the child succeeds in completing
a task. Even though this is an example of learning during childhood, it
is a very powerful demonstration of how learning is an active process
and it is also applicable to adult learning.



[image: image8.png]Two forms of learning from Piaget

Piaget describes two forms of learning, which are both clearly active.
He calls them ‘assimilation’ and 'accommodation’ . 'Assimilation’
describes a process in which the learner incorporates events and

objects into existing ways of thinking; 'accommodation’ describes a

process in which existing mental structures are reorganised to
incorporate new aspects of the environment. When we look at the
example of the young child above, the success is an example of
accommodation.
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a learner would like to find out more details about taxation.
The learner already knows that a tax system exists and already
understands the basic principles of it. The learner now wants to find
out what is happening with the money raised by tax.

While doing this, the learner assimilates the new information into the
already existing structure of the tax system that he/she knows.
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a mortgage holder gets behind with his monthly payments. He
doesn't worry about it too much because he thinks that he will just
pay later. When he looks at 'Money Matters to Me' he finds out that
he is actually obliged to make his monthly payments otherwise his
house could be repossessed by the mortgage-lender. This process
is actually an accommodation because his mental structures are
adjusted to the fact that he has to meet monthly payments.




[image: image11.png]In the section above we discussed that learning is an 'active' process.
This basic principle is taken further by the theory of constructivism.
According to this theory, knowledge doesn't exist independently and we
create knowledge as we learn. Learning materials are information that
we can use to create knowledge. This creation process can be
independent or social, in co-operation with others (collaborative
learning). This process is about creating meaning for something and
not about discovering the ‘truth'. This also implies that learning is not
about 'right’ or 'wrong' but about understanding and meaning. A
reflective process is a crucial aspect of learning because this reflection
represents the creating process. Also, learning is contextual, which
means that learning is happening within the fabric of our everyday
lives. If we want to support a person learning something new we have
to support them in contextualising information so they are able to
make sense of it.




[image: image12.png]Learner-centred teaching focuses on the requirements and
previous knowledge of learners instead of a static teaching plan /
curriculum. This implies that we start the class and its preparation
from the perspective of the learners and not from our ideas of
what the learners need. This way the teaching - or better the
facilitated learning- can support the learners' development best.
Also, it allows the learning to be contextualised and to be
meaningful to the individual learner. When the focus is on the
learner and on the learning, it also supports an active process.




[image: image13.png]When Adults are learning they usually don't want to feel as if they are
returning to school. They decide to learn again because of a personal
interest or because of an emerging need. In their classroom they need
a supportive environment and they don't want to feel patronised. To
support the learners best, the tutor should take on a role that supports
the learners in learning and that doesn't focus on teaching and
delivering knowledge. Also, some learners might have negative
experiences with the education system in the past and might be quite
worried and insecure about participating in learning again. A
supportive tutor can really help to overcome these worries and fears
and can encourage the learner to restart, or continue with learning.




Learning with Money Matters to Me
Considering the principles of creating an active learning environment, where does 'Money Matters to Me' as an online resource fit in? 

· Money Matters to Me is an online and interactive resource. Interactivity is a great feature, which can support active learning. It encourages the learner to actively work with the provided information.

· Money Matters to Me is an extensive resource, which can be used in various ways (for some practical ideas of how you can use the resource take a look at the Case Studies and at How to prepare a class.)

· Money Matters to Me offers a lot of information and activities. It offers the tutor a lot to choose from. In a class context the teacher can support learners to explore the website according to the learners needs and interests. 

· Money Matters to Me is not only a website to explore, it also offers the tutor the chance to download material and to cut and paste it according to their needs. So if you teach in a context where using an online resource is not possible or not applicable, you can just use the resource to help you to prepare your own materials for the class. 

IV. Case Studies 

'Money Matters to Me' is an extensive resource, which can be used in various ways. We are going to show a few different examples of how you can use 'Money Matters to Me' in your classes. These examples and case studies demonstrate the richness of the resource and show good practice.

This is a list of the case studies that you can find below:

· Cash machine

· Web quests

· Improving numeracy with ‘Money matters to me’

· Dealing with financial problems/ debt

· Preparing Handouts

· Exchange with other tutors

· ‘Money matters to me’ as a resource for learners

· Family learning

Case Study 1: Cash machine
This is an example of how 'Money Matters to Me' can be used with older learners.
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Besides talking about 'old fashioned' approaches to withdrawing money from an account, he decides to discuss withdrawing money with a card from a cash machine. Now this class is dealing with two important areas: cards and cash machines.

A. decides to start with the cards. Under the URL: www.moneymatterstome.co.uk/1-What-Money-Is-and-Money-Exchange/Sub1/CreditAndDebitCards.htm he finds a useful resource on cards. This section explains the different kinds of cards that exist and with its interactive features it allows the user to explore the functions of the cards. A. decides to let the students explore this section and let them find out more about cards. Then he invites everybody to take out their own cards and check for themselves if they understand them.

A. then introduces his learners to cash machines. In a previous session he learned that most of his learners have either never withdrawn money from a cash machine or are -even though they have done it before- very nervous about them. He starts to introduce cash machines by explaining how a cash machine works and then he invites his learners to go and have a try with the cash machine simulator that is part of 'Money Matters to Me': www.moneymatterstome.co.uk/Interactive-workshops/ATM.htm. This feature of the site simulates a cash machine. It simulates the whole process of withdrawing money: inserting the card, entering the pin number, etc. The learners practice this for a while and are enjoying the exercise. After the class, a few of the learners decide to have a go at withdrawing money from a cash machine for real- and when they do it they feel a lot more confident about it and now they plan to use the cash machine frequently in the future.
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Case Study 2: Web quests
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In our printed good practice guide (published in May 2004) you can learn more about how to use and design web quests for Adult Learning. In this online guide we are going to focus on how you can design web quests within this resource.

To start creating a web quest, you should think about a scenario. For example, having a baby, being unemployed, being bereaved. Once you have decided on the scenario, you may want to start thinking about the different problems or issues that the individual has to face. For example, where to go to for benefits, budgeting, repaying debt, etc. 

What you can do now is to take a look at our section life changes (available in the left navigation bar). Here you can find 9 different life scenarios. For each of these scenarios you can find an introductory page, which sets the context for the scenario and then a guided tour, which provides a list of links that we recommend to visit. Based on this you can now prepare some web quests. You can start from the scenario and develop some questions that the participants are supposed to answer. If you wish to go further than 'Money Matters to Me', you can provide your learners with additional web pages , e.g. of the
Inland Revenue , Department for Work and Pensions, etc. 

If you create web quests that are designed to happen within the resource you can run the full quest within a couple of hours. A more extensive quest will take up more time and you can design it as a project over a set period of time, e.g. two weeks. The end of the web quest should be the feedback of the findings.
There is another valuable aspect about web quests; web quests work really well in small groups. Each task can be assigned to a group instead of individuals. This way you can support collaborative learning and mutual support. When the small groups do the quest, they are likely to discuss during the process, which supports their understanding and learning. By assigning a joint task of a web quest it can be quite easy to initiate group work.
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Below you can find some examples and a template for web quests. 
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Web quest: Becoming unemployed
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Task:
In order to master the new situation, you first have to find relevant information. 

· What kinds of benefits or support are you entitled to?

· Are there any other sources of additional income available to you?

· What are you spending your money on? Produce a budget sheet.

· Which bills do you have to pay?

· What happens if you fail to pay the bills?

· Does your new situation have an impact on your banking?

· How are you going to deal with debts?

· How can you plan for the future?

Once you have found the information that you think is relevant for your situation, produce a plan. This plan should show what kind of money is coming in, what money is going out, what you are going to do in the near future and how you are going to deal with financial changes. This plan will allow you to keep on top of your finances even though the money is getting tighter.

Recommended resources:
To solve this task you might want to take a look at the life changes scenario: 

This page supplies you with a list of resources for useful information.
www.moneymatterstome.co.uk/RecentlyUnemployed.htm. 

Additionally, you might want to visit the chapters: www.moneymatterstome.co.uk/7-Personal-Life-Choices/default.htm and www.moneymatterstome.co.uk/1-What-Money-Is-and-Money-Exchange/default.htm.

Web quest: Buying a car
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Task:
In order to manage this situation, you first have to find relevant information. 

· Find out how much money is going in and going out each month. Produce a budget sheet.

· Find out how much it would cost you to buy and run a car.

Once you have found the information that you think is relevant for your situation, produce a plan. This plan should show what money is coming in, what money is going out and how you are going to pay for a car.

Recommended resources:
To solve this task you might want to take a look at the following resources:

· www.moneymatterstome.co.uk/5-Spending-And-Budgeting/Sub1/Budgeting.htm
· www.moneymatterstome.co.uk/7-Personal-Life-Choices/Sub1/Activity-BuyingACar.htm 
Web quest: Pay rise
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· What ways of saving are available to you?
· What ways of investing are available to you?
· What are your medium and long term plans with your money?
Once you have found the information that you think is relevant for your situation, you can produce an overview for the different options you have. On this overview you can show the pros and cons for each option and what you can do with your money in the short, medium or long run. 
Recommended resources:
To solve this task you might want to take a look at the following resources:
· www.moneymatterstome.co.uk/7-Personal-Life-Choices/default.htm 

· www.moneymatterstome.co.uk/6-Risk-And-Return/default.htm
Web quest: Struggling to repay your mortgage
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· What happens if you fail to pay the mortgage repayments?
· How can you contact your mortgage lender?
· Are there any other sources of additional income available to you?
· What are you spending your money on? Produce a budget sheet.
Once you have found the information that you think is relevant for your situation, produce a plan. This plan should show what money is coming in, what money is going out and how you are going to pay your mortgage based on this information.
Recommended resources:
To solve this task you might want to take a look at the following resources:
· www.moneymatterstome.co.uk/2-Where-Money-Comes-From/default.htm 
· www.moneymatterstome.co.uk/3-Where-Money-Goes/default.htm
· www.moneymatterstome.co.uk/9-Implications-of-finance/Sub1/PriorityDebts-MortgageArrears.htm
Web quest: Struggling with debt 
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Task:
In order to master this situation, you first have to find relevant information. 
· Are there any sources of income available to you that you aren't aware of?
· What are you spending your money on? Produce a budget sheet.
· Which bills do you have to pay?
· What happens if you fail to pay the bills?
· How can you deal with your creditors?
· How are you going to deal with your debts?
· How can you plan for the future?
· How can you keep track of your spending?
Once you have found the information that you think is relevant for your situation, produce a simple plan. This plan should show what money is coming in, what money is going out, what you are going to do in the near future and how you are going to deal with your debts. This plan will allow you to plan for the future and to start, and continue to reduce your debt.
Recommended resources:
To solve this task you might want to take a look at the life changes scenario: 
This page supplies you with a list of resources for useful information.
www.moneymatterstome.co.uk/StrugglingWithDebt.htm. 
Additionally, you might want to visit the section:
www.moneymatterstome.co.uk/7-Personal-Life-Choices/default.htm. 

Web quest: Winning money
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Also, you have to find out what impact this gain has on your situation - it is extra income you have made so you might have to pay tax on it.
Task:
In order to make the best of the new situation, you first have to find relevant information.
· What different types of investment can you choose from?
· What different ways of saving are available to you?
· Are there any debts that you can pay off?
· What are your medium and long term plans for your money?
· How are you going to budget so you don't loose control of your spending?
Once you have found the information that you think is relevant for your situation, you can produce an overview with the different options that you've got. On this overview you can show the pros and cons for each option and you can show what you can do with your money in short, medium or long term. Also, you should show how you are going to keep track of your spending and keep in control of your finances.
Recommended resources:
To solve this task you might want to take a look at the following resources:
· www.moneymatterstome.co.uk/7-Personal-Life-Choices/default.htm
· www.moneymatterstome.co.uk/6-Risk-And-Return/default.htm
· www.moneymatterstome.co.uk/2-Where-Money-Comes-From/default.htm
· www.moneymatterstome.co.uk/5-Spending-And-Budgeting/default.htm
· www.moneymatterstome.co.uk/4-Financial-Records-And-Information/default.htm
Web quest: TEMPLATE

Scenario: Imagine that…

To start creating a web quest, you should think about a scenario. For example, having a baby, being unemployed, being bereaved. 

Task:  In order to master the new situation, you first have to find relevant information… 

You may want to start thinking about the different problems or issues that the individual has to face. For example, where to go to for benefits, budgeting, repaying debt, etc. In the bullet points you should define the different tasks and questions that the participant has to solve.. 

Once you found the information that you think is relevant for your situation, produce a plan. This plan should show… Here you should outline what details are important for planning successfully. These details are dependent on the situation.
Recommended resources: To solve this task you might want to take a look at… here you should list resources that include information that allow solving the web-quest. 

Case Study 3: Improving numeracy with 'Money Matters to Me'
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· checking change and rounding up
www.moneymatterstome.co.uk/1-What-Money-Is-and-Money-Exchange/Sub1/Cash.htm
· converting Euros into Pounds
www.moneymatterstome.co.uk/1-What-Money-Is-and-Money-Exchange/Sub1/ForeignCurrency.htm
· calculating income tax
www.moneymatterstome.co.uk/2-Where-money-comes-from/Sub1/WagesFromAnEmployer.htm.

P. decides that because these exercises are embedded into a context of every day finance, it will be easy for most learners to relate to them. At the same time, P. supports her learners to improve/ extend their knowledge about financial issues. The way these interactive exercises are designed, they give feedback as to whether the task was solved correctly. While P. was using the resource she noticed that the motivation of her learners improved as well. Some of her learners told her that they enjoyed doing these exercises online and that they felt like they were learning while having 'fun'.
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Case Study 4: Dealing with financial problems/debt
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After helping them with the letters, N. decides that the next step for dealing with debt and repayments is to work out budgets. In the section budgeting N. finds helpful information on budgeting. He decides to encourage them to work out monthly budgets to control their spending and to get on top of their finances again. He found the interactive budgeter that works out the individual balance. N. used the interactive budgeter with some of his learners and printed off the budget sheet afterwards to be able to give them something they can take home with them.
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Case Study 5: Preparing handouts
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In the download section she finds the section 'Where money comes from', which covers the different sources of income. She downloads the file and when she looks at it she decides that she doesn't only like the content of the site but also the visuals because they help breaking up a dense body of information. She finds it very useful to create her own handouts. These downloadable files are free to use in an educational context. B. cuts and pastes the content a little bit so the content matches the content of her session and hands out the material during the end of the class, so her learners can take them home and read them again.
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Case Study 6: Exchange with other tutors
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It allows you to read other peoples messages and add reply to them or simply add your own. In this forum you can network and discuss without traveling to a meeting. You can also share files with other tutors. This way we are hoping to enhance the practice of financial literacy tuition. You are the experts and you can support each other most!
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Case Study 7: 'Money Matters to Me' as a resource for learners
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S. recently heard about 'Money Matters to Me' and she knows that it offers a lot of information on various money matters. She suggests to L. to go to the local Internet Access Centre to have a look at the site. S. recommends she starts with the Life Changes section where L. can find guided tours through the website on issues such as 'having your first baby' and 'leaving home'. She offers to go with her to explore the site together because L. doesn't feel confident about using the Internet as well.

S. and L. go to the centre and they find a lot of useful information for L. for example, where to find financial support such as benefits, how to budget and control spending, etc. After a while L. finds it increasingly easy to navigate and to use the site.

A week later she returns to the centre and has started researching the Internet to find various information and support materials.
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Case Study 8: Family learning
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In the section 'Where money goes' there is plenty of information about VAT, Income Tax and Council Tax. This section explains not only how much each person has to pay but also what the money is being used for.

Emma follows Julies' recommendation and visits the local Internet center with her daughter Lisa. Lisa is more confident about using the Internet so she shows her mother how to navigate and find websites. Both Emma and Lisa find the information easy to understand and they especially enjoy the quizzes and activities on the website. When Julie meets Emma the next time, Emma seems very pleased and tells Julie that she was able to help her daughter with her homework but also that she learnt a lot more about the tax system in Britain.
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V. A checklist for good practice

A checklist for good-practice with 'Money Matters to Me – Summary
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VI. How to prepare a class with Money Matters to Me
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1) Using MMTM to prepare a class on financial literacy
2) Using MMTM to prepare a numeracy class
3) Using MMTM for teaching ICT
4) Using online tools and workshops of MMTM

In each of these scenarios we will provide you with step-by-step guidance. You might also find that more than one scenario is applicable for your teaching.

1) Using MMTM to prepare a class on financial literacy
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To find out more about the contents of this section, just take a look at 'About Money Matters to Me'. Once you have decided on your topic, you can start thinking about how you want to deliver the subject. Two specific ways of doing this are described in the case studies. You could prepare a web quest or if you won't have Internet access in your classroom you might want to use the downloadable resources to prepare handouts for your learners.

· Another way of introducing your learners to a financial subject area is to use one of the many tools or workshops on 'Money Matters to Me'. These tools and workshops are a lighter, fun experience and were especially designed to attract the attention of those learners who are not very motivated to learn about finance in the first place. Take a look at the section ‘About Money Matters to Me’ to find out which different tools and workshops are available.

· If you want to structure your class around incidental events, you might find it helpful to take a look at the section 'Life Changes'. This section of the site offers you many different life scenarios and recommends a route through the site to guide you to helpful information for these situations. Again, you can work with these scenarios in different ways: you could just let your learners explore the different scenarios, ideally you can choose scenarios that relate to your learners' lives; also you can design web quests around the different scenarios. Again, if you don't have access to the Internet in your classroom you could prepare different handouts for the various scenarios and give them to your learners. 

If you are thinking of a scenario that isn't covered in this resource, you can develop one yourself as well. Think about the situation, about the different challenges that the person might face and which information would be useful. Once you have done this you can use the scenario in different ways as described above. 'Money Matters to Me' is a growing resource: if you notice that an important scenario is missing, please share your ideas with us so we can implement them into the resource and make them available to a wider audience of tutors.

2) Using MMTM to prepare a numeracy class
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Probably the best way to start your preparation is to identify the skills that you would like your learners to develop. Once you have identified this, you can then look for exercises that support these. If you can use these exercises online in the classroom, it might be more enjoyable for your learners than doing exercises on a piece of paper.

3) Using MMTM to teach ICT

[image: image41.png]



Depending on how advanced your learners are regarding the use of the Internet, you can start by explaining how you can use websites. You can show your learners how they can type in an URL- address: www.moneymatterstome.co.uk, how they get to different areas of the site if they use the mouse and click on a link, how to scroll a page up and down, how they can download resources, etc.

Another useful method might be to do a web quest. If you design a web quest that includes a role play your learners can explore the site playing a certain role. Firstly, role plays often prove to be very motivating, and secondly, learners might be more open to find out about more sensitive subject areas such as 'Dealing with debt' if they are just taking on a role and don't have to say that they might have problems of that kind. A web quest is supporting the development of the essential skill to select and analyse information from the Web. This skill is essential because there is a lot of information available that is only useful if the users learn to use it for their own practical purposes.

4) Using online tools and workshops of 'Money Matters to Me'

[image: image42.png]



You might find that your learners get more interested in one of these areas and will start exploring the site further. The tools and the workshops were designed to build confidence in learners, allowing them to delve deeper into the more extensive information available on the site.
I. About this guide (Draft)


Introduction �This is a practical guide on how to use ‘Money Matters to Me’. 


This guide is online and linked to the main structure of the website. This means that when we change features of the website we will also change this guide to reflect the changes.








II. Guide for practitioners - about Money Matters to Me





What is Money Matters to Me about?�With 'Money Matters to Me' we want to provide an interactive and motivating online financial literacy resource. Our aim is to provide a motivating experience that assists adults to make informed choices about their finances. Also, we want to help adults to see the relevance of ICT to their lives. �We aim to provide tutors with a useful resource that they can use in their classes. 





Copyrights �'Money Matters to Me' is a free resource, which is available to everybody. We do not enforce copyright for educational use because we would like to encourage tutors to use our website as a resource and to�� HYPERLINK "http://www.moneymatterstome.co.uk/Community-area/Sub1/OG-03-HowToUseMoneyMattersToMe.htm" �be creative in the further use of the material�.





How is the website structured?�To get a comprehensive overview of the structure and of the layout of 'Money Matters to Me' just follow the link to '� HYPERLINK "http://www.moneymatterstome.co.uk/Help-system/Sub1/FindingYourWayAround.htm" �Finding your way around�'. This function will give you an overview of the three main areas of the website - Money Matters, Life Changes and Workshops - also it will explain the additional functions and areas of the website. For a quick review of the main entry points into the site move over the diagram on the right.


What is the content of 'MMTM'?�'Money Matters to Me' has nine main sections of information plus additional workshops and financial tools. The different sections are briefly introduced below:








Workshops and Tools





Learning with online resources �When we discuss how 'Money Matters to Me' can be used in classes, we would like to put the emphasis on learning and not on teaching. We see learning as a process, which should be centred on the learner, which is active and in which the learner creates knowledge and skills. Therefore we don't put the focus on teaching as a delivery process but on teaching as a supporting and facilitating process.





Tutor A. is facilitating a class, which aims to support elderly people with every day things, such as banking. Banking has changed a lot in the last few years. One aspect of banking is withdrawing money. 


For the younger generation it seems natural to get money out of a cash point- an ATM- but A. knows that for many older people these machines are just an intimidating piece of technology. He decides that this week's session should deal with withdrawing money from a bank.





Good practice check list


Using simulators and multimedia to practice something that is intimidating in the 'real world'


Designing the class around the learners' life contexts 








The best way of learning is if it is embedded in the context of the learners' lives or if it is close to their experiences, so they can relate to it. One way of achieving this is working with web quests. A lot of work on web quests has been done at the San Diego State University � HYPERLINK "http://webquest.sdsu.edu/" �http://webquest.sdsu.edu/�.�The idea behind web quests is that learners are given a specific task that they can solve by researching referenced online resources. The tutor prepares the list of resources, which obviously requires a certain amount of time spent on researching websites.





Good practice check list 


Initiate active learning


Let learners create their own knowledge and be a supporter in their process


Working with 'real life' issues


Working in small groups- collaborative learning








You can find additional information on web quests at � HYPERLINK "http://www.aclearn.net/content/toolkits/webquests/" �www.aclearn.net�.








Scenario:�Imagine that you have recently become unemployed. Obviously, this affects your finances. A change of income can have many effects, starting with possible problems repaying your mortgage and the need to have a tighter budget on everything. This new situation might be difficult for you but there are many ways to help cope with it.








Scenario:�Imagine that you want to buy a car. Before you actually go out to choose and buy a car you should find out how much money you can afford to spend and how much a car will cost you.








Scenario:�Imagine that you have just got a pay rise. There are lots of reasons to celebrate- but at the same time you want to make sure that you use your money wisely. You decide that you don't want to spend the money that you are earning extra now, instead you decide to save or invest the money.


Task:�In order to make the most of the your situation, you first have to find relevant information.








Scenario:�Imagine that your financial situation has changed for the worse and you have problems repaying your mortgage. This new situation causes you a lot of problems but you decide to find out what you can do to ensure you are to make your mortgage payments. 


Task:�In order to manage the new situation, you first have to find relevant information. 








Scenario: �Imagine that you are struggling with debt. You are not on your own in this situation- many hundreds of thousands of people in the UK struggle with debt at some time or other! Being in that situation can be distressing: imagine you are having problems dealing with your creditors, imagine you are struggling to repay your debts and imagine you are struggling to work out a budget that allows you to decrease, or at least manage your debts.


The good news is that your situation is not hopeless! It is important though that you get on top of your finances. You have to deal with your creditors, you have to work out if you are spending too much where you don't need to and you have to plan ahead to manage your finances.








Scenario:�Imagine that you have just won the lottery! You are one of the lucky ones and you won £100.000! Maybe you can now buy something that you've been saving for. Maybe you can pay off your mortgage and debts? Or maybe you can go on a nice holiday!


There are lots of reasons to celebrate - but at the same time you want to make sure that you spend your money wisely. Now that your financial situation has changed significantly for the better you can try to maximise your profits.








'Money Matters to Me' is an online resource on financial literacy. Even though financial literacy goes a lot further than numeracy, it is one aspect of it.


Tutor P. runs a numeracy class for adults. P. likes working with exercises and examples that are based on 'real life'. She knows that learning numeracy with day-to-day examples holds the best chance for her learners to be successful. One area P. likes working with are every day financial matters because they affect everyone. She decides to work with 'Money Matters to Me' and she finds exercises, such as:








Good practice check list


Integrate online material into teaching


Designing the class around the learners' life contexts


Motivate with 'fun' exercises








N. is working with many adults who struggle financially and who are behind with their monthly re-payments of debts. The first step that N. takes to support his clients/learners is to encourage them to contact their creditors to offer them a repayment plan. N. researched 'Money Matters to Me' and found out that it provides a number of � HYPERLINK "http://www.moneymatterstome.co.uk/Interactive-tools/LetterWriter.htm" �letter templates� prepared for these scenarios. These letters can be used to fill in personal details and to then print and send them off. 


N. liked these templates because he thought that with their help it wouldn't be as intimidating for the adults to compose an appropriate letter to the creditor. He has worked with adults in that situation before and they often told him that they don't feel confident about writing formal letters to creditors. Also, N. thought that at the same time they can learn from the letters and might feel more confident the next time they have to write a letter like that (and improve their literacy skills).








Good practice check list


Using an online resource to support every day problems


Encourage clients/ learners to be active and support them in that process.








B. works in an Adult Community Centre and has access to a PC with Internet connection. During her preparation time she is researching the Internet and finds 'Money Matters to Me'. Her next class is planned to be on different kinds of incomes and B. would like to prepare some handouts for her class. She would prefer to use the Internet with her class but there is no access in the centre to do so. B. is delighted when she finds out that it is possible to download content from 'Money Matters to Me'.





Good practice check list


Don't re-invent the wheel- use existing resources


If you can't use the Internet in your classes you can use it for your own preparation of printed materials.








To deliver classes on financial literacy is one thing - but in any job we do we sometimes feel the need to talk to people who do the same job. This exchange is vital for all of us - to exchange new ideas, to discuss different approaches and to share problems. The problem with this exchange often lies in a lack of time and especially in physical distance from colleagues. This is why you can find a forum on 'Money Matters to Me'. The forum is integrated into the resource and can be accessed by practitioners.





Good practice check list


Collaborative learning- you can learn best together with your colleagues


Share resources and exchange your experiences








S. is a community outreach worker. One day she is approached by L., a young woman who has just moved into her own house and who is also expecting a baby. 


When S. is talking to L. she soon finds out that L. doesn't feel very confident about handling her finances. She is also worried about her financial future, being a single Mum. S. really wants to support L. but she doesn't feel she is well qualified to help her with these topics.








Good practice check list


Using informational resources to create new knowledge


Using the internet for specific topics to demonstrate the richness in resources


increasing confidence by gaining new knowledge and skills 








Julie is working in an Adult Learning Center. One day Emma, one of her learners, approaches her and asks her about advice: Emma's daughter Lisa is at secondary school and she has been given homework to find out about the tax system. Emma wants to help her with her homework but she doesn't know where to find all the details. 


Julie recommends she takes a look at the website of the Inland Revenue but also to visit ‘Money Matters to Me’. 





Good practice check list


Support collaborative learning in the family learning context


Use the Internet as an information resource








In the section 'Case Studies' we gave examples of good practice when using 'Money Matters to Me'. Based on these examples, we created some bullet points for a checklist for good practice. Below you can find a summary of these points. If you want to learn more about how you can implement this good practice, please take a look at the chapter ‘Case studies’.


Initiate active learning


Let learners create their own knowledge and be a supporter in the process


Encourage clients/learners to be active and support them in that process


Design the class around the learners' life contexts Work with 'real life' issues 








Use simulators and multimedia to practice something that is intimidating in the 'real world'


Motivate with 'fun' exercises


Use informational resources to create new knowledge


Increase confidence by gaining new knowledge and skills


Use an online resource for support with every day problems


Use the Internet as an information resource


Using the Internet for specific topics to demonstrate the richness in resources


Work in small groups- collaborative learning


Support collaborative learning in the family learning context


Integrate online material into teaching


If you can't use Internet in your classes you can use it for your own preparation of class materials


Don't re-invent the wheel- use existing resources 


Share resources and exchange your experiences


Collaborative learning - you can learn best together with your colleagues








In this chapter we are going to share some ideas with you about how you can prepare a class with using 'Money Matters to Me'. If you take a look at the chapter ‘Case studies’ you can see that there are many different ways how you can use 'Money Matters to Me'. We were able to identify four main ways to use MMTM (Money Matters to Me) and we will use these as the basis for the structure of this section.





You do not have to be a financial literacy tutor in order to hold a class on financial literacy. In whichever way you decide to carry out a class on financial matters, you will find 'Money Matters to Me' a useful resource.





If you want to structure your class around a specific financial area, you might find it helpful to take a look at the section 'Money Matters'. This section is divided into nine thematic areas from 'What money is' to 'Implications of finance'.





If you are teaching numeracy you might find that 'Money Matters to Me' is a very useful resource. Throughout the site there are a number of �numeracy related activities that support the development of numeracy skills. Whilst developing these skills 'Money Matters to Me' allows you to do that in an area that is of importance to everybody's lives. For example you can create activities around supermarket shopping. Part of supermarket shopping is estimating how much you will spend (using rounding up) and to count the change that you are given back. If you take a look at the section 'Case Studies' you can find one example of how 'Money Matters to Me' is used for a numeracy class.





You can use MMTM to demonstrate the use of the Internet. MMTM is an informational resource that invites you to explore the site and to find out more about something important like personal money matters. Money matters to everyone but not everyone likes to talk about it. By using it as an example of an Internet resource, you touch the subject of money but you don't focus on it exclusively.





Tools and workshops are motivating devices to introduce learners to a specific thematic area. Take a look at our list of tools and workshops on 'Money Matters to Me'. These tools and workshops are all designed for dealing with financial matters but they give an introduction to the subject without dense information. You might just want to point out some of them to your learners and later return to find out how they are getting on with them.








