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Candidate’s name (Block capitals) ………………………………………………..

Instructions to candidates

Read the instructions carefully and complete all tasks in this booklet. 

Make sure that your writing is clear and legible.

When your evidence booklet is complete, sign and date the following declaration.


Centre assessor’s name (Block capitals) …………………………………………


(If applicable)

Internal quality assurer’s (IQA) name (Block capitals) …………………………………………..

(If applicable) 

Scribe’s name (Block capitals) …………………………………………..



Introduction for tutors

The purpose of this evidence booklet is to provide a simple and manageable solution for gathering evidence for Unit 2 of these qualifications.

ASSESSMENT AND QUALITY ASSURANCE

Tutors may change any task or part of a task to make the context more appropriate for their learners. However, alternative tasks must meet the assessment criteria. 

All evidence must be marked before submission. This should be indicated through a tick and/or feedback comment on each answer. Centre assessors must use the OCR assessment guidance for the unit when assessing the work. Tutors should check that there are no gaps in the evidence. Incomplete evidence must not be submitted. The relevant Assessment Criterion (AC) is listed against the title of each Task.
Witness statements must be fully completed by the witness (ie tutor, assessor, supervising person). Candidates must not complete any part of the witness statements. 

Scribed work must be annotated with the scribe’s initials. If candidates require a scribe, further guidance can be found in the JCQ document: Access Arrangements, Reasonable Adjustments and Special Consideration 2012-2013.  The application form for reasonable adjustments is available to download from the JCQ website: http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/forms/form-vq-ia
Centres should have an internal standardisation process in place to ensure consistency of assessment across assessors. For further guidance refer to the centre handbook section 3 which is available to download from the OCR website: www.ocr.org.uk
SUBMITTING EVIDENCE
Answers should be individual to the candidate and his/her own work. Staple together the tasks in numerical order. Do not submit evidence booklets in folders or plastic pockets. Do not submit group coursework, handouts or downloads. 

All evidence submitted must be legible. If evidence is scanned for electronic submission, please ensure that the scanned copy is clearly legible and that pages are in the correct sequence and orientation. Declarations on the front sheet must be signed and dated; a ‘typed’ signature is not acceptable.
A Candidate Submission Sheet must be completed in line with OCR Administration Guide. The sheets are available to download from the qualification pages on the OCR website: www.ocr.org.uk 
Please note that OCR is unable to return candidate work to centres, so centres may wish to take a copy before submitting evidence.

FEEDBACK TO CENTRES

Examiner-moderators will complete an electronic Centre Feedback Report Form (e-NQF6) for each batch submitted. Reports are accessed through OCR Interchange.

KEEPING UP-TO-DATE

Occasionally OCR may up-date these booklets and assessment guidance. Please refer to the relevant qualification page on our website: www.ocr.org.uk for the most up-to-date version. 
The Qualification Numbers (QN) for these qualifications are:

OCR Award in Employability Skills Entry Level 3 – 601/0668/2
OCR Award in Employability Skills Level 1 – 601/0670/0
OCR Award in Employability Skills Level 2 – 601/0672/4
OCR Certificate in Employability Skills Entry Level 3 – 601/0669/4
OCR Certificate in Employability Skills Level 1 – 601/0671/2
OCR Certificate in Employability Skills Level 2 – 601/0673/6
The Unit Reference Number for this unit is: 

Unit 2: Learning to be financially aware – D/505/3842
ALL OF THIS MATERIAL MAY BE PHOTOCOPIED.  Any photocopying will be done under the terms of the Copyright Designs and Patents Act 1988 solely for the purposes of assessment.
 Task 1a (AC 1.1, 1.2)
Give four examples of different ways of using money. 

You can use money to:

1  ……………………………………………………………..…

2 ………………………………………………………………...

3 …………………………………………………………………

4 …………………………………………………………………

Which two of the following are most likely to be a financial risk?
· saving money in a bank



□ 
· betting on a horse




□
· buying an app


         


□
· taking out a mobile phone contract

□
· taking out a pay day loan



□
Which two of the following are examples of a financial reward?
· paying for a holiday




□
· paying interest on your credit card

□
· receiving interest on a savings account

□
· insuring your mobile phone 


□
· using a staff discount card



□
Task 1b (AC 1.3)
Here are some methods of payment:

CASH





PERSONAL LOAN

DEBIT CARD




CREDIT CARD

DIRECT DEBIT PAYMENT


GIFT VOUCHER

For each of the following items, select the best method of payment.  
Use each option once only.
	ITEM
	METHOD OF PAYMENT



	Pay for a haircut


	

	Take out an insurance policy


	

	Purchase a new car


	

	Buy a laptop computer


	

	Pay for a sandwich


	


Task 2 (AC 2.1, 2.2)
Name two United Kingdom (UK) state financial benefits.  For each benefit, identify the group(s) of people this might help and how it might help them.
	UK state financial benefit
	Group(s) of people who might gain from this benefit
	This benefit helps this group by …

	1  
	
	

	2  
	
	


Task 3 (AC 3.1, 3.2, 3.3)

How much is your income for a typical week?



In the table below, write down the cost of six different items that you will need to buy during the week either for work or in your personal life.

Add up the total. Show the figures in currency (£).
	Six items you will need to buy 
	Cost of each item

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Expenditure (Total cost)
	


Work out the difference between your income and expenditure below. Show your calculation.
Task 4a (AC 4.1, 4.2)
Use the table below to identify two different routine financial documents, the purpose of each document and four examples of information that would be found on each document.

	Financial document
	Purpose of this document
	Four pieces of information found on this document

	1  
	
	
	

	
	
	
	

	2  
	
	
	

	
	
	
	


One of the above documents identified above must be used in Task 4b.

Task 4b (AC 4.3)
The candidate must demonstrate how to use one of the routine financial documents from Task 4a.

WITNESS STATEMENT

	Candidate’s name:

	Date and time of activity:

	Which routine financial document did the candidate use?
	

	How did the candidate use this routine financial document?
	

	Was the routine financial document used correctly?
	YES   NO

	Any other comments?

	Signature of the witness:
	Print name:

	Role of the witness:

	Contact details of witness:


Task 5 (AC 5.1, 5.2)
Candidates must make two payments (real or simulated).

WITNESS STATEMENTS
Payment 1
- CASH
	Candidate’s name:

	Date and time of activity:
	Real / simulated 

(delete as appropriate)

	What did the candidate pay for?
	

	How much did it cost?
	

	Was the payment made correctly?
	YES   NO

	Any other comments?


	Signature of the witness:
	Print name:

	Role of the witness:

	Contact details of witness:


Payment 2
- CARD OR VOUCHER
	Candidate’s name:

	Date and time of activity:



	What did the candidate pay for?
	

	How much did it cost?
	

	How did the candidate make this payment?
	

	Was the payment made correctly?
	YES   NO

	Any other comments?


	Signature of the witness:


	Print name:

	Role of the witness:

	Contact details of witness:


Task 6 (AC 6.1, 6.2, 6.3)
Identify two different ways in which people can get into debt.

1 …………………………………………………………………………….

2 .……………………………………………………………………………

Leanne is in debt. State two problems this might cause Leanne or her family.

Problem 1…………………………………………………………………………………………………

……………………………………………………………………………………………………………..
Problem 2…………………………………………………………………………………………………

……………………………………………………………………………………………………………..
Leanne needs some advice on debt problems.  Identify two sources of help for Leanne.
Source 1 …………………………………………………………………………………………………..

Source 2 ………………………………………………………………………………………………….

-END OF EVIDENCE BOOKLET-
I confirm that


the work in this booklet is my own work


I have not copied from anyone or any other sources


I have not allowed anyone to copy my work.


Candidate’s signature............................................................ Completion date……………………………





I confirm that I have read the Introduction for Tutors overleaf.


I confirm that I have authenticated the candidate’s work and am satisfied that to the best of my knowledge the work produced is solely that of the candidate.


I confirm that 


all tasks have been completed


I have marked the work following the assessment guidance 


the work meets the assessment criteria. 


Centre assessor’s signature................................................Completion date……………………………





I confirm that I have checked this booklet and agree with the assessment decision.


IQA’s signature.............................................. Date of quality assurance……………………………





I confirm that I have transcribed the candidate responses using their own words.


Scribe’s signature................................................................     Date……………………………
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