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Copyright information
This Money management kit for community 
settlement workers has been developed 
and funded by the Australian Securities and 
Investments Commission (ASIC). 

Website: www.moneysmart.gov.au  
ISBN: 978 0 9805533 9 0. 

© Australian Securities and Investments 
Commission (ASIC), 2012. All rights reserved. 

This work is ASIC copyright. It may be 
reproduced in whole or in part for study or 
training purposes, subject to the inclusion 
of an acknowledgement of the source, and 
where it is not being used for commercial  
sale or use. Reproduction for purposes other 
than those indicated above requires the 
written permission of ASIC. 

Requests and inquiries concerning 
reproduction and copyright should  
be addressed to: 

Director, Corporate Affairs  
ASIC 

GPO Box 9827, Sydney, NSW 2001 

Telephone (from within Australia):  
1300 300 630 

Telephone (from outside Australia):  
+613 5177 3777 

Facsimile: (03) 5177 3999 

Email: feedback@moneysmart.gov.au 

Copying of Money  
management kit activities, 
stories and factsheets 
Permission is granted to community 
settlement workers, teachers and welfare 
and healthcare professionals who provide 
general financial literacy education to newly 
arrived communities and the wider community 
to make copies of the resource sheets and 
factsheets for the activities, provided that: 

1.  the number of copies does not exceed 
the number reasonably required by 
the educational institution to satisfy its 
teaching purposes 

2. copies are not sold or lent

3.  every copy made clearly shows the 
copyright line at the foot of the page. 

Permission is granted to teachers to make 
copies of the resource sheets and factsheets 
by photocopying or by printing out the PDF 
file located on the MoneySmart website.

Copying of the photo stories DVDs
Permission is granted to community 
settlement workers, teachers, and welfare 
and healthcare professionals who provide 
general financial literacy education to newly 
arrived communities and the wider community 
make copies of the contents of the DVD 
to a network or individual workstation, 
provided that:

1.  the number of copies does not exceed 
the number reasonably required by 
the educational institution to satisfy its 
teaching purposes

2. copies are not transmitted

3. copies are not sold or lent for a fee

4.  every copy made clearly shows  
the copyright. 



Introduction

2 Introduction © ASIC 2012 all rights reserved© ASIC 2011 all rights reserved

Copying of the audio stories CDs 
Permission is granted to community 
settlement workers, teachers, and welfare 
and healthcare professionals who provide 
general financial literacy education to newly 
arrived communities and the wider community 
to make copies of the contents of the CD 
to a network or individual workstations, 
provided that:

1.  the number of copies does not exceed 
the number reasonably required by 
the educational institution to satisfy its 
teaching purposes

2. copies are not transmitted

3. copies are not sold or lent for a fee

4.  every copy made clearly shows  
the copyright.

Copying for other purposes 
Except as permitted under the Copyright 
Act 1968 (Cwlth), for example fair dealing for 
the purposes of study, research, criticism or 
review, no part of Money management kit for 
community settlement workers resources or 
computer interactives may be reproduced in 
any form or by any means without the prior 
written permission of ASIC. 
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About ASIC and MoneySmart
The Australian Securities and Investments 
Commission (ASIC) promotes confident 
and informed participation by consumers 
and investors in the financial system. ASIC 
promotes the interests of consumers and 
protects their rights. 

ASIC helps consumers by:

 f providing education, through its National 
Financial Literacy Strategy 

 f providing trusted and independent 
information, tools and ongoing support 

 f working in partnership with the  
financial services industry and  
promoting best practice.

The MoneySmart website,  
www.moneysmart.gov.au, is run by  
ASIC to help people make smart choices 
about their personal finances. It has 
calculators, tools and tips to help  
people do so. 

The home page of the MoneySmart  
website looks something like the screen 
shot below:
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About this kit
Who is this kit for?
This Money management kit has been 
developed to help community settlement 
workers deliver money management content 
from the Department of Immigration and 
Citizenship’s (DIAC) onshore orientation 
framework. It can be used by community 
settlement workers with clients who are in a 
DIAC-funded Humanitarian Settlement Service 
or a Settlement Grant Program.

This kit can also be used by teachers, and 
welfare and healthcare professionals who 
provide general financial literacy education 
to newly arrived communities and the 
wider community, or in English as a second 
language programs for these communities.

DIAC endorses this kit and encourages all 
settlement workers to use it to help their 
clients understand how to manage their 
money in Australia.

What is in this kit?
This kit contains ten money  
management topics:

 household budgets

 saving money

 paying bills

 contracts

 banking

 credit

 types of credit

 debt

  working in Australia  
(pay, tax and superannuation)

 insurance.

Each topic includes:

An overview
This page contains a brief overview of the 
topic, the section titles, key messages, and the 
activity and story titles for different levels.

Financial literacy levels
This page has questions to ask your client 
to check their level of understanding and 
knowledge of the topic. The table on the page 
directs you to the most appropriate level of 
information to use with your client.

Key messages
These are found at the beginning of 
each section in each topic. They are the 
main messages for your client. These are 
repeated in the photo stories, audio stories 
and factsheets.

Content for the worker
In Section A for each topic, you will find 
information about using the photo stories 
and audio stories with your client, and the 
languages the factsheets are available in. 
However, in the remaining sections the content 
for the worker is information about the topic. 

Information for clients at Level 1
Use the photo stories and/or audio stories, 
and factsheets.

Photo stories
A DVD containing a series of still photos with 
a person’s voice telling the story relating to 
the photos. Photo stories convey complex 
messages in a simple way for each topic. 
Each photo story is in English and has been 
translated into 15 other languages.

Audio stories
A CD containing a series of short stories 
about each topic. The stories explain complex 
messages in a simple way. Each audio story 
is in English and has been translated into 
15 other languages.
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Using this kit
You can use the levels of 
knowledge (see table on the 
following page) to help you 
identify what information best 
suits your client’s needs. In  
each topic there is information 
you can use to discuss and 
explain the topic to your client. 
This is followed by a story  
and/or activity that you can  
use with your client to apply 
practical learning of what you 
have covered.

This kit is a flexible learning tool 
so you do not need to work 
through a topic from start to 
finish. For example, you might 
choose to go through one or 
two of the activities with your 
client instead of the whole topic, 
depending of the amount of 
information they need. You can 
also work through the information 
at a pace that is comfortable for 
your client. And you can deliver 
each topic one-on-one or in a 
group session. You can also adapt 
activities to suit either delivery 
style. If you prefer, you can use 
your own activities. 

Throughout this kit the term 
‘client’ refers to one or more 
people (even a group). 

Key contacts
At the end of the kit there is a key 
contacts section which includes 
information and contact details 
that workers can use or refer 
clients to such as Ombudsman 
services and Community contacts. 
Information is provided for all 
Australian states and territories.

Factsheets
The factsheets contain the key points from each topic and 
are for clients at Level 1. You may, however, decide to give 
factsheets to clients at Levels 2 and 3. Each factsheet is in 
English and has been translated into 15 other languages. 
The factsheets are at the end of each topic and can be 
photocopied for your clients to take home.

Information for clients at Level 2 and Level 3
Use the activities and stories. The factsheet is optional.

Activities and stories
These are interactive resources to use with your client at 
Level 2 or Level 3 to illustrate the key messages in each 
section.

A glossary
Words in bold and italics found in each topic are explained 
in the glossary in a simple way (English only).

Where is this kit available?
An electronic copy of the kit, and all resources,  
can be downloaded from the MoneySmart website,  
www.moneysmart.gov.au

Factsheets from other Australian  
Government departments
This kit contains factsheets from other Australian 
Government departments. These factsheets are mainly for 
community workers as the information they contain may be 
too advanced for clients (English language only).

Factsheet topics are:

Australian Competition and Consumer Commission

 f Your shopping rights
 f Door-to-door sales
 f Scams
 f Product safety

Australian Taxation Office

 f Tax in Australia

Department of Human Services – Centrelink

 f Information for settlement service providers
 f Financial information service
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Your client  
has this level  
of knowledge

Description

Level 1:  
No or a limited 
understanding

If your client cannot answer any of your questions or can only answer them a bit, 
they have no or a limited understanding.

You can help them understand more by showing them the photo story in their 
translated language to introduce the topic. 

You can also listen to the audio story.

After using the photo and/or audio stories, see if your client has developed some 
understanding of the topic, by asking them to answer the questions again.

At the end of the section, you can give your client the factsheet in their translated 
language to take home with them, so they can look at it later. 

Level 2: 
Some level of 
understanding

If your client answers one or more of your questions, but not in a lot of detail, they 
have some level of understanding. 

You can show them the photo story to review the topic. 

You can also go through the Level 2 activities and stories in the kit as these are 
for clients with some level of understanding. 

At the end of the section, you can give your client the factsheet in their translated 
language to take home with them, so they can look at it later.

Level 3: 
A higher level of 
understanding

If your client answers your questions in detail they have a higher level  
of understanding. 

For example, if you ask your client ‘Do you know what a budget is?’, and they 
say ‘yes’ and can explain what it is, you do not need to show them the photo 
story. Instead, you can look at the more advanced activities in the kit with them, 
labelled as Level 3. 

At the end of the section, you can give your client the factsheet in their translated 
language to take home with them, so they can look at it later.

Understanding your client’s 
financial literacy level
This kit caters for different levels of 
understanding of financial matters, not your 
client’s level of English. You can use the 
questions at the beginning of each topic 
to help you determine your client’s level of 
knowledge and understanding and then you 
can choose the resources for the topic that 
best meet your client’s needs.

What content will suit  
your client?
The level of information you use will depend 
on how much understanding your client 
has of a topic. The following describes the 
content that best suits different levels of 
understanding (1, 2, and 3): 
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Symbols used in this kit

Level 1 The level 1 information symbol shows this section is for clients with no or a 
limited understanding of the topic. Use the photo story and/or audio story.

Level 2 The level 2 information symbol shows this section is for clients with some level of 
understanding of the topic.

Level 3 The level 3 information symbol shows this section is for clients with a higher level 
of understanding.

Glossary Key words are highlighted in bold italics. Each of these words are defined  
in the glossary. 

The key message symbol marks important pieces of information your client 
should become familiar with. You can focus learning on these.

 

The photo story symbol shows you when to use the photo story in the 
appropriate translated language with your client. It is used at Level 1 only.

You can show the photo story to a client in a one-on-one session, or you can 
show it to a group of clients. You can pause during the story at any time to 
discuss content with your client. This is a good opportunity to ask your client: 
‘What would you do next?’ 

You can tell your client that they can ask their family and friends to come and 
watch the photo story.

The audio story symbol shows when you can use the audio story with your client 
in their appropriate translated language.

 

The factsheet symbol shows when you can give your client the factsheet in their 
translated language.

 

The activity symbol shows there is an activity you can use with your client.

The story symbol shows there is a story you can use with your client.

 

The questions are suggestions that you can ask your client.

The stop is a point for you to pause and check in with your client. During this 
time you may see your client is learning the new information at a fast pace. For 
example, if your client has progressed through Level 1 information, you can see if 
they are ready to move to Level 2 information. 

The exclamation is important information for you to be aware of.

The MoneySmart symbol highlights when to visit the MoneySmart website for 
more information, www.moneysmart.gov.au
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