


Welcome to Wells Fargo’s Hands on Banking® program!

This fun, interactive, and engaging financial education program is designed for both self-paced, individual
learning and classroom use. These Instructor Guides are designed to help you share this valuable program with
groups of any size.

In these guides, you'll find everything you need to lead participants through real-life scenarios, group
discussions, and activities that will encourage them to apply these lessons to their daily lives.

By sharing Hands on Banking with others, you'll help them to take control of their finances and build a brighter
financial future.

Program Overview

Hands on Banking covers all the basics of smart money management. The curriculum is designed for four age
groups: Adults, Young Adults (ages 15-21) Teens (grades 6-8) and Kids (grades 4 and 5).

Hands on Banking is an easy and enjoyable way to teach and learn the essentials of financial education: the
basics of bank services, the importance of saving, smart money management, using credit responsibly,
investing, wealth building, and more. Whether it's opening a checking account, avoiding identity theft, paying
for college, applying for a credit card, or starting a small business, Hands on Banking provides real-world skills
and knowledge everyone can use.

Educational Standards

It's easy to integrate Hands on Banking into the classroom: the lessons for school-aged students are aligned with
national and state educational standards for economics, financial literacy, mathematics, and English language
arts.

The segments in this program adhere to the following economics, financial literacy, mathematics, and English
language arts standards:

e National Council of Economic Education, the National Association of Economics Educators, and the
Foundation for Teaching Economics, Voluntary National Content Standards in Economics (1997). For
details, see www.fte.org.

e JumpStart Coalition for Personal Financial Literacy, National Standards in K-12 Personal Finance
Education (2007). For details, see www.jumpstartcoalition.org

¢ National Council of Teachers of Mathematics, Principles and Standards for School Mathematics (2000),
Grades 9-12. For details, see www.standards.nctm.org.

e The National Council of Teachers of English (NCTE) and International Reading Association (IRA),
Standards for the English Language Arts (1996); Grades K-12. For details, see www.ncte.org.
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Using the Instructor Guides

The Instructor Guides can be used alone or as an adjunct to the online/CD-ROM program; however, we strongly
encourage you to review the program online or request a free CD-ROM. Even if participants will not experience
the program online, gaining familiarity with the online program will help you present it more effectively. The
online program includes simulations, calculators and an extensive resource library to help supplement these
guides—please take advantage of all these great resources.

Each topic in Hands on Banking has its own Instructor Guide which follows the organization of the online
program and includes much of the same content. The Young Adults version of the Hands on Banking program
includes six topics:

Getting Started

Earning $

Spending Smart

Save, Invest & Build Wealth
All About Credit

School & $
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Each Instructor Guide includes:
e Adglossary of all the relevant terms introduced in the topic
e Alesson introduction which includes:
0 Anoverview
0 Learning objectives
0 Sample discussion questions to start the lesson
0 "The Basics"—a list of bullet points outlining the key concepts of the lesson
e Alesson summary of all the key concepts of the lesson
e Activities, quizzes, discussion questions, handouts and important tips for key concepts
e Atopic summary that lists all the major concepts of the topic
e Additional activities designed to extend the concepts presented in the topic to the real world
e AlLibrary Resource section that includes additional reference materials and handouts

The instructions for organizing your group for activities are recommendations only. You know what will work
best when it comes to teaching and engaging your group.

Lesson Concepts and Icons
Each lesson of a topic will present several key concepts. These concepts are introduced to your participants in a
variety of ways which are represented by these icons.

Activity
An activity usually involves some sort of class participation, whether it is a matching game, a fill in the blank
exercise, or worksheet completion. Typically after an activity you will have the opportunity to lead a discussion.

Discussion

Discussions allow you to introduce key concepts while involving your participants in the conversation and
making the information relevant to them. In some places, sample discussion questions are included to help you
guide the discussion.
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Quiz
Throughout all the topics, there are short quizzes designed to start discussions or quickly test participants'
knowledge of certain concepts.

Handout

All of the Instructor Guides include handouts that are designed as a resource for your participants to use outside
the classroom in their daily lives. For example, there are handouts that describe how to prepare for a job
interview and how to apply for a credit card.

a0
(TT7) Activity and Discussion Handouts

Sometimes during a lesson, an activity or discussion will also use a handout to teach key concepts. In
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these cases the Handout icon is placed below the Activity or Discussion icon.

Transition
The Transition icon will let you know when the next concept is related to or follows up on the concept you're
presently discussing or covering with your participants.

Library Articles
The online/CD-ROM version of Hands on Banking includes a vast library with relevant articles, checklists, and
worksheets for each topic and lesson.

Relevant library articles are recommended at the end of each lesson to use while teaching key concepts (look for
the library icon as seen above). We encourage you to review the full library selection online or on the program
CD-ROM. Feel free to enrich your classroom sessions with any additional articles from the library.

You can photocopy these articles and distribute them to participants to start a discussion, or you may want to
give them away as handouts for participants to read on their own time. These library articles expand the topic
content.

Pre-and Post-tests for Adults and Young Adults

When you use the Adults and/or Young Adult course with a group or in a classroom setting, we invite you to use
the Hands on Banking pre- and post-tests we've developed. They can be accessed in the “Instructional
Resources” section of handsonbanking.org.

0 The Pre-test will help you to determine what topics to emphasis with your group.
0 The Post-test will help you assess participants progress

We'd like to request that you report the anonymous results of these tests to our Hands on Banking team. Your
input will help us to continue to improve the program.



How to Access the Interactive Program

Hands on Banking is available free of charge in both English and Spanish.
e  Onthe Web at www.handsonbanking.org and www.elfuturoentusmanos.org.
e Available for free on CD-ROM—all four age groups are included.

e You may order a CD at HOBCD@wellsfargo.com. There is no charge for small quantities of the CD-ROM.
Please email for information regarding high-volume requests. Allow two weeks for delivery.

Once again, Thank You!

Thank you for sharing these valuable financial education programs with students and adults in our communities.
As an instructor, your training and guidance will provide others with the knowledge and skills they need for a
brighter financial future.

We welcome your comments and suggestions for future versions of the Hands on Banking curriculum and the
Instructor Guides. And, we would very much like to hear your success stories. Please contact us via email at
HOBinfo@wellsfargo.com.


mailto:HOBCD@wellsfargo.com

TOPIC 2 - EARNING MONEY

Earning $

Topic Overview

The Earning $ topic teaches participants about employment and money. It provides useful information about
finding employment, recommended career and job search strategies and how to read their paycheck. Finally,
the topic introduces the concept of entrepreneurship and its risks and rewards.

This topic has four lessons:

1. Making your way

2. Finding employment

3. Onthejob

4. Consider entrepreneurship

These lessons include a number of hands-on participant activities. Use these activities to help simulate real-
world scenarios and activities with your participants.

This instructor guide is based on and follows the structure of the online Hands on Banking® program. We invite
you to use and experience the online program as it is an excellent resource that will support your instructional
efforts and enhance your participants' experience. It includes a variety of interactive lessons and many helpful
resource library articles to augment this guide. Visit www.handsonbanking.org to access the program. Should
you require a CD ROM to access the program you may request a free copy at HOBCD@wellsfargo.com.
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Audit

Benefits

Commission

Deduction

Gross income

Internal Revenue Service

(IRS)

Minimum wage

Net income

Pay period

Pay stub

Paycheck

Salary
Take-home pay

Tax return

Training wage

TOPIC 2 - EARNING $

GLOSSARY

When the taxing agency decides to carefully review your tax return to determine
whether the information is true, the tax amount has been calculated correctly and
the positions taken on the return are permitted by law.

In addition to wages, some employers reward their employees in extra ways for
example: medical insurance, vacation pay, holiday pay, profit sharing plans, stock
options and bonuses

The amount a real estate agent earns for negotiating a home sale. The
commission amount is often a percentage of the home sale price.

For salary purposes, this is an amount(s) that is withheld by the employer. For
taxes these are reductions in taxable income.

For an individual, the full amount of money earned during a specific time period.
For a business, the pre-tax net sales minus the cost of goods sold.

U.S. government agency responsible for tax collection and tax law enforcement.

An hourly amount voted into law by the U.S. Congress. All employers in the U.S.
have to pay their employees at least the minimum wage unless their state law
says differently. Some states actually allow some employers to pay a lower
minimum wage. Usually these are very small businesses that only do business
locally.

For a business, the amount of money earned after all expenses and taxes. For an
individual, total take-home pay after all deductions (taxes, social security, etc.).

Also called after tax income or net salary.

A length of time (for example, one week or one month) used to calculate the
amount workers are paid on their paychecks.

The additional form that's attached to the check is called the pay stub. It shows
the details of what you have earned and what amounts have been deducted

during the pay period

Document issued by an employer to pay an employee for services rendered (could
be in electronic or paper form).

The same set dollar amount every month in exchange for your work.
SEE term, "Net income".

Required federal and sometimes state tax forms you must complete when you
earn money.

The federal minimum wage provisions are contained in the Fair Labor Standards
Act (FLSA) for more info visit www.dol.gov/esa.

HANDS ON BANKING® « INSTRUCTOR GUIDE « YOUNG ADULTS « EARNING $ «
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Wage

Withhold, withholding

Withholding allowances

TOPIC 2 - EARNING $

An Internal Revenue Service (IRS) form that summarizes your taxable wages and
taxes that your employer has deducted or “withheld” from your pay.

An Internal Revenue Service (IRS) form you are required to complete and indicate
the number of withholding allowances you are claiming.

The money or compensation you earn in exchange for your work is called a
"wage". Some common ways employers pay wages are hourly, salary and
commission or some combination of these ways.

The money an employer withholds from your paycheck for such items as taxes,
social security, medical coverage, etc.

The amount you claim on the IRS W-4 form that determines how much money
your employer deducts from each of your paychecks to cover taxes.
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TOPIC 2 - EARNING $

Lesson 1: Making Your Way

This lesson provides a brief introduction to the topic of work and money. Participants reveal what they already
know about the financial side of being employed. And learn how more education increases their earning power.

Learning Objectives
After completing this lesson, participants will be able to:
e Explain how education increases earning power

Start the Discussion
To start a discussion with your participants, ask some open-ended questions. Here are some examples you could
use:

e How is earning your own income beneficial to you?

e What percentage of your peers do you think work part-time right now? Full-time?

e  What types of jobs would you find rewarding? Why? Do any of these require an advance degree?

The Basics

e By earning your own income you can be independent.

e  Whether you want to work full-time or part-time, it definitely pays to know something about finding
employment, getting paid, and job benefits.

e Approximately 70-80% of U.S. teenagers have worked for pay at some time during their high school
years.

e The level of education you achieve can make a huge difference in how much money you're able to earn,
also called your earning power.

e Everyone's situation and goals in life are a little different. A four-year college degree isn't right for
everyone.

% E> D Before you start the lesson, use the following quick quiz to get participants thinking.
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All in a Day's Work Activity (Instructor Copy)

o~
Ae
prs Instructor note:

Write all the credit terms on a whiteboard/chalkboard or large piece of paper. Divide your class into groups. Tell your
participants that you will read a partial definition of each term. Each group's spokesperson will have fifteen seconds to
state the correct term once you stop reading the definition. Each correct answer earns one point. If a group cannot
answer, another group can steal. Then, go through each term and mention the key points from the chart below.

Feel free to add other definitions and terms to this list.

Instructions:

Have participant groups state the correct term for the definition that's read.

Correct term

Definition

Net income

Take-home pay

e  Your pay after taxes, insurance, or other costs are subtracted from your gross
income.

Earning power

The money a person is able to make from his or her work.

e  Education beyond high school can significantly increase your earning power.

Benefits

Ways beyond wages that businesses reward employees

e Insurance and vacation pay are examples of benefits.

Commissions

Incentive compensation

e Thisis one way a company may motivate/reward employees to reach goals.

Stock options

Detractor

Gross income Detractor
401(k) Detractor
Paid leave Detractor

¢D Next, see how education beyond high school can increase career options and earning power.

HANDS ON BANKING® « INSTRUCTOR GUIDE « YOUNG ADULTS « EARNING § «
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A More Education = More Earning Power (Instructor Copy)
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Instructor note:
Photocopy the activity handout on the following page. Begin a discussion with your participants by asking
questions such as:
e  How much more money do you think a college graduate will earn in his or her lifetime than a person
with a high school degree?
e Why do you think that higher education influences how much you're able to earn?
e  What else do you think affects earning power?

Then, distribute the activity handout and focus on these key points.

Key points:

e The level of education you achieve can make a huge difference in how much money you're able to earn,
also called your earning power.

e Everyone's situation and goals in life are a little different. A four-year college degree isn't right for
everyone. You may be interested in community college, junior college, trade school, or technical
training instead.

e A person with a two-year associate degree has lifetime earnings almost 25% higher than a high school
graduate. A person with a four-year degree earns, on average, almost 75% more than a high school

graduate.
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This chart shows that, on average, a college graduate earns $1 million more in their lifetime than a high school
graduate, and the gap is growing!

l'\"“,!_! There are many jobs that don’t require specialized education or training beyond high school, but some jobs
do require it.

Note for instructor:
For more about higher education and how to afford for it, see the topic, School & You.
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More Education = More Earning Power
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This chart shows that, on average, a college graduate earns $1 million more in their lifetime than a high school
graduate, and the gap is growing!

I'ﬁp‘.s

There are many jobs that don’t require specialized education or training beyond high school, but some jobs
do require it.
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TOPIC 2 - EARNING $

Lesson Summary

Instructor note:
Summarize this lesson by reviewing these key points with your participants.

Key points from the Making Your Own Way lesson:

e By earning your own income you can be independent.

e  Whether you want to work full-time or part-time, it definitely pays to know something about finding
employment, getting paid, and job benefits.

e Approximately 70-80% of U.S. teenagers have worked for pay at some time during their high school
years.

e The level of education you achieve can make a huge difference in how much money you're able to earn,
also called your earning power.

e Everyone's situation and goals in life are a little different. A four-year college degree isn't right for
everyone.

Additional Activities

These activities are designed to extend the new concepts presented in the Making Your Way Topic. Use these or
similar activities to give participants an opportunity to apply what they have just learned to real-life scenarios.

e List your top three career choices. Research these positions to see how much education is needed and
the salary for each. Does either of these things (salary or schooling) deter you from the career?

e Research local trade schools or community colleges in your area to see if there are specialized classes
for your intended career. Taking a class could help you see if the field is right for you.
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Lesson 2: Finding Employment

In this lesson, participants gain useful information about finding employment. Recommended career and job
search strategies and great tips for doing well at job interviews are introduced.

Learning Objectives
After completing this lesson, participants will be able to:
e Explain a strategy for conducting a job search
e Explain steps to take and things to do before, after and during a job interview to make a great
impression

Start the Discussion
To start a discussion with your participants, ask some open-ended questions. Here are some examples you could
use:

e Are any of you currently looking for a job?

e Do you have a job search strategy? What are some of your tactics?

e What steps have you been taking as you begin to look for a job?

e If you already have a job, how was the interview process? How did you feel during the interview?

e Describe a job interview that you wish you could do over. What would you do differently?

e What do you think is the most important thing to do as you prepare for an interview? During the

interview? After the interview?

The Basics

e Yourjob search is as a process of self-discovery.

e Butif you don't have a clear vision yet, don't let that stop you from moving ahead.

e Your job search can help you bring your personal goals into sharper focus. But you need to make a plan
for your search and then follow through on it.

e Research different careers and companies to see how your interests and skills match up with employers’
needs.

e There are specific steps you can take before, during and after a job interview to create a great
impression.

(=92 D Before you start the lesson, use the following scenario to get participants thinking.

HANDS ON BANKING® « INSTRUCTOR GUIDE « YOUNG ADULTS « EARNING § «

©2003, 2012 Wells Fargo Bank, N.A. All rights reserved. Member FDIC www.handsonbanking.org
PAGE 16 of 56




TOPIC 2 - EARNING $

B@ Alicia Wants a Career (Instructor Copy)

Instructor note:

Photocopy the activity handout on the following page. Instruct your participants to read Alicia's story and
choose the best decision for her. Instruct them to also write a few sentences about why they selected an answer.
Then, ask participants to share their answers and opinions and lead a discussion.

Instructions:
Have your participants read Alicia's situation and then choose the best decision for her. Then, in the space
provided, have them explain why they think this is the best choice.

Alicia's story:
Alicia doesn’t want to take just any job. She wants a winning game plan for getting started in a career. What is
the best decision for her?

A. I need to think about what | value and care about, what interests me, and what skills | have.

B. Before researching different careers and companies, I'll work on building my skills.

C. [I'll send out my résumé with cover letters. Then I'll meet with a career counselor to discuss the results.

Key points:
e Alicia’s best choice is to start by identifying her own interests, values, and skills.
e Combining her own perspective with that of potential employers and people who know the industry
will help her to be realistic and focused.
e By researching different careers and companies she can see how her interests and skills match up with
employers’ needs.
e Asuccessful job search is a process of self-discovery.

[> EI See the next lesson— Your Job Search—to teach participants more about job searches.
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ﬁﬁ Alicia Wants a Career

Instructions:
Read Alicia's situation and then choose the best decision for her. Then, in the space provided, explain why you
think this is the best choice.

Alicia's story:
Alicia doesn’'t want to take just any job. She wants a winning game plan for getting started in a career. What is
the best decision for her?

A. |need to think about what | value and care about, what interests me, and what skills | have.

B. Before researching different careers and companies, I'll work on building my skills.

C. [I'll send out my résumé with cover letters. Then I'll meet with a career counselor to discuss the results.
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TOPIC 2 - EARNING $

Your Job Search (Instructor Copy)

Instructor note:
Consider inviting a job recruiter or temporary job placement agent to the class to discuss the best ways to form
a job search strategy. Ask them to help participants realize the importance of pre-planning.

Photocopy the activity handout on the following page. Tell your participants they have two to three minutes to
list the four most important things to do when looking for a job. When the time is up, ask participants to read
what they wrote. Create a list on the whiteboard/chalkboard or large piece of paper.

Distribute the activity handout and lead a discussion focusing on the key points below (as well as good ideas
your participants may have come up with).

Key points:
e Yourjob search is a process of self-discovery.
e Butif you don't have a clear vision yet, don't let that stop you from moving ahead.
e Your job search can help you bring your personal goals into sharper focus. But you need to make a plan
for your search and then follow through on it.

e An effective job search is usually not a once in awhile, hit-or-miss thing; you need
to be organized.

Adopt a plan e To create your plan, talk to career counselors at your school or look for job-
hunting advice online and in guidebooks.

e Determine what your job search process will be and follow through on your plan.

Network
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