Know about financial documents
Unit 2 – Learn about managing money
Instructions and answers for teachers
These instructions should accompany the OCR Lesson Element ‘Know about financial documents’,
which supports OCR Awards and Certificates in Employability Skills Unit 2 – Learn about managing
money.

Associated files
Activity – Know about financial documents
Expected duration
Task 1 – 1 hour
Task 2 – 1 hour
Task 3 – 50 minutes

Task 1 – Finding out about financial terms
Explain to the learners that they are going to be finding out about everyday financial terms.
Write the following definitions on the whiteboard:
Financial

–

relating to money matters

Terms

–

a word or phrase used in a special area (eg. ‘Cardiac vein’ is a medical term
that means ‘vein in a heart’).

Ask the learners if they can think of any financial terms and discuss any suggestions.
Write the following examples of financial terms and definitions on the whiteboard:
Balance
Cash card

–
–

the amount of money in your bank account or any other account.
a card that lets you use a cash machine to withdraw money, check your
balance or print a mini-statement.

Explain to the learners that a definition is an explanation, or a meaning, of a term used.
Ask the learners to work in pairs to match these financial terms and definitions cards.
Financial terms (in black) and definitions (in blue) cards (to be laminated and cut out).

ATM

Cheque

Automated Teller Machine is a
cash dispensing machine (or
‘hole in the wall’)

Bank

A company that provides a range
of financial services, such as
current accounts

A written instruction to the bank
to pay either yourself or someone
else

Credit

An account in credit means there
is money available

PIN

Personal Identification Number – a
secret number you use with a cash
card, credit card or debit card

A document which shows
payments in and withdrawals
from your account

Debit card

A plastic card that is used instead
of cash

Credit card

A plastic card that allows you to
‘buy now and pay later’

Income tax

Tax taken from your earnings

Interest

A percentage of money on top of
an original amount

Gross pay

Your pay before any income tax or
national insurance are taken away
from it

Net pay

Your pay after income tax and
national insurance are taken
away

Tax year

A 12 month period from 6 April in
th
one year to 5 April in the next
year

National
Insurance

A tax paid by people who work
that covers state benefits

Statement

th

Ask the learners to work in pairs and use the internet (or pre-printed resources) to research
everyday financial terms and their definitions.
Ask them to develop a display poster titled ‘Everyday Financial Terms Explained’ that includes a
range of financial terms and their definitions.
Provide the learners with large sheets of coloured card, coloured pens and a selection of relevant
images.

Task 2 – Finding out about financial documents
Explain to the learners that they are going to be finding out about different financial documents.
Remind them that the word ‘financial’ means ‘money matters’. Explain to the learners that a financial
document is an official piece of paper containing information about money matters.
Write these two examples of financial documents on the whiteboard:
•

Bank statement

•

Wage slip

Ask the learners if they can think of any other financial documents.
Ask the learners to work in small groups and use the internet (or pre-printed resources) to research
different types of financial documents that a household might receive on a regular basis. Tell the
learners that their research should include a bank statement and a wage slip.
Ask the learners to complete the table in the learner resources, which has additional columns
relating to ‘information found on the document’ and ‘purpose of the document’.
Ask each of the groups to feedback their findings with the rest of the class.
Ask the learners to work in pairs. Hand out a copy of four different financial documents (to include a
bank statement and a wage slip) and ask the learners to discuss and identify each of the
documents.

Financial documents (to be photocopied and handed out):

Task 3 – Financial terms and documents quiz
Explain to the learners that they are going to work in groups to develop a quiz that tests other
learners’ knowledge of financial terms & definitions (from Task 1) and financial documents (from
Task 2).
Ask the learners to work in small groups to create ten quiz cards to test another group’s knowledge.
Show the learners the example quiz card to help them the complete the task.
Example quiz card

Question:

Quiz card template (to photocopy)

Question:

On which document
would you find
information about
your gross pay?

Answer:
Wage slip

Answer:

Number the groups and pair the groups accordingly (eg. 1 + 5, 2 + 6 etc.).
Ask each group to take the test developed by their partner group.
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