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STEP ONE:

Before the Workshop/
Session...Getting Prepared

The secret to being a great facilitator is preparation. Follow these steps to
ensure you feel ready to lead your workshop/session.

Learn all you can about the school, classroom and students. Do you need a
police check? How many students are in the class?

Find out in advance about the workshop/session requirements. Ask your host
teacher /contact if there is a projection screen, flipcharts, markers, masking
tape. Will a laptop be provided or should you bring your own? Is there an IT
technician available if needed? What is the room and seating plan like? Will
pens or pencils be provided? Will the host make copies of the presentation
and/or handouts for students?

Review the appropriate workshop/session overview based on the workshop/
session you will be presenting:

School (Elementary & High School)

Grade 4 & 5
= T (=T o T pP.9
NEEAS & WANTS ...ttt b bbb pP.9
SaVINgS & BaNK ACCOUNTS ..ottt s seeana p.10
PEE SO ettt p.10
Grade 7 & 8
BUAGELING & EXPENSES ..cvciiecectee sttt et st be s st p.1
EArNiNG INCOME....oieee et e et et s b e p.1
GOAI SEEEING et b e p.1
SavIiNgs & BanNK ACCOUNTS ...ttt p.1
Grade 10 & 11
BUAGELING & SAVING ..ottt p.12
Credit Cards & Good Debt vs. Bad Debt....ciciicceeceeee e p.12
EArNiNG INCOME....icc ettt sttt sn b na p.12
(oY= IR Y=o u1 o T TP p.12
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Post-Secondary
Own Your Financial Future: Managing Debt
and Making Credit WOK fOr YOU. .t p.13
SIAQY YOUE TAXES ittt sttt sttt b e et s bbb s s bt e s ennans p.14
Familiarize yourself with the PPT slides, speaking notes, learning materials, and

handouts until you feel confident. Plan to spend at least 2 hours preparing and
practicing.

Personalize the speaker notes so that they sound comfortable for you.

Please note: For consistency’s sake, please stick to the key messages of the
workshop/session but feel free to share a personal anecdote or case study to
illustrate a point.

Practice delivering the workshop/session. Take time to do a speak-out-loud
rehearsal and think about points to emphasize and ensure proper timing.
(please refer lesson plans for timing).

Register your workshop/session with CPA Canada. This is necessary to receive
CPD credits.

See the following page for a sample of a customizable workshop/session
invitation.
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Workshop/Session Invitation Template

CHARTERED COMPTABLES
: PROFESSIONAL PROFESSIONNELS
ACCOUNTANTS AGREES

CANADA CANADA

Invitation to host a financial literacy school workshop

The Chartered Professional Accountants of Canada (CPA Canada) is pleased to introduce its community-based
financial literacy program that provides financial literacy education sessions to help Canadians to improve their
financial decision making skills.

CPA Canada’s in-school financial literacy program focuses on teaching students basic concepts and skills needed to
make smart financial decisions. Through interactive activities, students will gain a better understanding of money
matters and how to get started towards a financially bright future.

School workshops include (grade levels are suggestions only):

e Grade4 &5
o Bartering
o Needs & Wants
o Savings & Bank Accounts
o Petshop
e Grade7&38
o Budgeting & Expenses
o Earning Income
o Goal Setting
o Savings & Bank Accounts
e Grade10& 11
o Budgeting & Saving
o Credit Cards & Good Debt vs. Bad Debt
o Earning Income
o Goal Setting

Each workshop is free and is provided as a community service by local Chartered Professional Accountants.

We will provide:

e CPA volunteers to lead the workshop

e  Aprepared activity-based workshop

e All necessary handouts and worksheets

Your role is to provide a location, date and time and help with distributing invitations and encouraging

participation. | will be in touch shortly to gauge your interest. Should you wish to book immediately, | can be
reached at [email and/or telephone number].

Regards,
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STEP TWO:

On the Day of the
Workshop/Session...Arrive
Early

An early arrival at the workshop/session location allows you to get organized
and oriented before the participants arrive.

Introduce yourself to the teacher/coordinator

Check the room and ensure that all equipment, supplies, and refreshments
are onsite

Locate the washrooms and exits

Test your laptop and projector

Adjust the lighting and/or temperature if necessary

Arrange the seating/room layout for optimal interaction and visibility
Prepare the flipchart with a welcome message, the title of the workshop/
session, and your name

Checklist:

[ ] Presentation on a USB stick
[ ] Laptop (unless provided on site)
[ | Projector (unless provided on site)

[ ] Copies of presentation and handouts for each student (unless provided
on site)

[ | Flip chart and markers (if required)

[ | Copies of evaluation forms (teacher and student)

Remember!
As workshop/session leader you have four key responsibilities:

1.

2.
3.
4.

To share your knowledge in a way that is easy to understand
To be positive and energized

To keep on topic

To provide opportunities for participants to ask questions
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STEP THREE:

During the Workshop/
Session...Engage the
Audience

Much of the success of the workshop/session will depend on the enthusiasm
and energy you bring to the program.

¢ Start and end on time, and keep the pace of the session lively and
engaging

¢ Introduce yourself and the topic and briefly share some of your experience
to build credibility.

*  Present and interact, don’t read the material.

¢ Make eye contact and ask questions to interact with students

¢ Be open to questions and comments throughout the presentation.
¢ Leave time at the end for additional questions and answers.

¢ Ask the teacher and students to complete the evaluation forms, and
collect the evaluations.

¢ Connect with the host teacher and express your appreciation.

¢ Return evaluations to CPA Canada -
Financial Literacy Program
Chartered Professional Accountants of Canada
277 Wellington St. West, Toronto ON, M5V 3H2
financialliteracy@cpacanada.ca
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STEP FOUR:

After the Workshop/
Session...Share Your
Feedback

Optimize the opportunities for learning and sharing immediately
following the workshop/session.

1. Review your evaluations to gain personal insights on how to enhance your
future workshops/sessions
*  Constructive feedback will help you develop your presentation sKills.
Look for the positives and build on those. Consider the negatives and
plan for improvement.
«  Make notes immediately following the workshop/session so that you
can recall the changes you want to make the next time you present.

2. Share your experience with CPA Canada

* Register your event and earn professional development points.

e Scan, email to financialliteracy@cpacanada.ca or mail the completed
participant evaluations to Financial Literacy Program, Chartered
Professional Accountants of Canada, 277 Wellington St. West, Toronto
ON M5V 3H2.

3. Talk to other CPAs and share the benefits you gained from participating
in this program and encourage their involvement.
* Remember that you are part of a national team and that your
experience will help a fellow CPA become more effective as an
advocate for financial literacy in their community.

See the following page for a sample of a participant evaluation.
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Workshop/Session Evaluation Form

CHARTERED
PROFESSIONAL
ACCOUNTANTS

Financial Literacy

Post-Secondary Session Evaluation Form

Date: Presenter:
Session Topic:
Host Organization:

My overall rating of this session is:

Poor Neither Good Very Good Excellent

The presenter’s knowledge of the subject was:

Poor Neither Good Very Good Excellent

The presenter’s presentation style was:

Poor Neither Good Very Good Excellent

Relevance of the material presented was:

Poor Neither Good Very Good Excellent

The most valuable idea you learned and will use is:

What improvements could be made for this session?

Does this motivate you to learn more and continue to make changes to improve your financial life?
Yes No

Would you recommend taking this session to a classmate/friend?
Yes No

Woud you like to attend sessions for Adults?
Yes No

The best way to learn is from others! Do you have a story you would like to share? If so, please tell us below.
Name (optional):

Story:
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Volunteer Top Tips

General Tips

Keep a lively pace and be positive
Talk to your audience - don’t read!
Make eye contact and interact with your audience (questions, stories etc.)

Stay on time, stay on topic and be easy to understand

Tips for Dealing With New Canadians

Engage all learning styles (i.e. visual, auditory, kinesthetic)

Anticipate some graceless behaviour (rudeness, showing off, calling out,
name calling, impatience, ignoring you, etc.)

Provide purposeful discussion - this allows students to not only engage
with their teacher but their peers, use specific examples to teach
concepts).

Have students review learning expectations (with the instructor and peers
prior to the lesson).

Share personal anecdotes and allow students to share their personal
experiences.

This allows for a connection which in turn will motivate the students.

Ensure workshop/session has proper time allocation for introduction/hook,
hands-on activity, question and answer period and closure

Enthusiasm, humour and strong hooks work - make the lesson relevant to
them.

Always make sure there is a teacher present - remember you are not there
to babysit!
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Workshop/Session
Overviews

Specific information you need to know about each v.

School (Elementary & High School)

Grades 4 & 5
The workshops are independent of each other. They are 60 minutes long.

Lesson Outline:
*  Facilitator Introduction
e Topic Introduction
* Activity
e Q&A/Closing

Workshop: Bartering

Learning Objectives:

Different items have different values (i.e., you cannot compare one apple to
one pound of wheat). Money places a specific value on items and solves this
issue.

Learning Materials:
e Bartering cards (game & task)

Workshop: Needs & Wants

Learning Objectives:
There is a difference between “needs” and “wants”. It’s important to know the
difference between the two in order to make smart decisions with our money.

Learning Materials:
e Needs & Wants chart
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Workshop: Savings & Bank Accounts

Learning Objectives:
Small changes can make big differences. Saving is a mindset which we have to
train ourselves to develop and use when making daily financial choices.

Learning Materials:
*  Suzie Spender (case study)
e Presentation Bingo cards

Workshop: Pet Shop

Learning Objectives:

To better understand the level of responsibility and commitment required of
pet ownership. Additionally, unforeseen situations can occur when owning a
pet and it’'s important to be ready when they do.

Learning Materials:
»  Child Profiles, Pet Fact Sheets
e Pet Shop Item Cards
*  Pet Secret Situation Cards
*  Worksheet (How much will the pet cost?)
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Grades 7 & 8

The workshops are independent of each other. They are 60 minutes long.

Lesson Outline:
*  Facilitator Introduction
e Topic Introduction
* Activity
e Q&A/Closing

Workshop: Budgeting & Expenses

Learning Objectives:

Budgeting is about making choices between what we need and what we want.
Staying on or under a budget reaps positive rewards. You are in charge of your
choices, but first you have to be aware that you are making them.

Learning Materials:
e Party cards
*  Secret Good Chance cards
*  Secret Bad Chance cards

Workshop: Earning Income

Learning Objectives:

Skills and abilities are related to earning income. We do the best work when
we are passionate about what we do. Earning income (part-time) can also
assist us in building responsibility and accountability.

Learning Materials:
e Job Fair - Activity worksheet, Applicant Profiles, Job Postings
e Annual Salary chart
e Sample Pay Statement

Workshop: Goal Setting

Learning Objectives:
Setting S.M.A.R.T goals is important because they keep you on track to making
dreams tangible and achievable.

Learning Materials:
e S.MA.R.T. Goal Snapshot worksheet

Workshop: Savings & Bank Accounts

Learning Objectives:
Small changes make big differences. Saving is a mindset which we have to
train ourselves to develop and use when making daily financial choices.

Learning Materials:
e Suzie Spender (case study)

Copyright © 2024 Chartered Professional Accountants of Canada

1



12

Facilitator’s Guide | SCHOOL & POST-SECONDARY

Grades 10 & 11

The workshops are independent of each other. They are 45 minutes long.
Lesson Outline:

* Facilitator Introduction

e Topic Introduction

e Activity

e Q&A/Closing

Workshop: Budgeting & Saving
Learning Objectives:
Budgeting is important in order for us to know where our money is going and
to help us keep our spending and saving habits in balance.
Learning Materials:
e Budgeting (case study)
e Saving (case study)
*  Budget worksheet
e Budget Comparison handout
e Spending handout

Workshop: Credit Cards & Bad Debt vs. Good Debt
Learning Objectives:
There is a difference between good debt and bad debt. It’'s important to
understand the difference so that we do not put ourselves in a situation where
we can’t repay our debts.
Learning Materials:

e Credit Cards (case study)

Workshop: Earning Income
Learning Objectives:
Skills and abilities are related to earning income. We do the best work when
we are passionate about what we do. Earning income (part-time) can also
assist us in building responsibility and accountability.
Learning Materials:

e Job Fair - Activity worksheet, Applicant Profiles, Job Postings

e Annual Salary chart

e« Sample Pay Statement handout

Workshop: Goal Setting
Learning Objectives:

Setting S.M.A.R.T. goals is important because they keep you on track to
making dreams tangible and achievable.

Learning Materials:
e S.MA.R.T. Goal Snapshot worksheet
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Post-Secondary

Own Your Financial Future: Managing Debt and Making Credit
Work for You

Audience: Post-Secondary students (preferably in their second year)

Outline:
e How credit works

* How debt accumulates

e Opportunity cost

* Good debt vs bad debt

e What you need to know about credit ratings

e How to take control of your finances before they take control of you
* Resources

c Q&A

Learning Objectives for Participants:
* Learn what credit is and how it works.
e Understand how debt can pile up and how this can have negative
consequences on future financial plans.
* Understand the difference between good debt and bad debt and the
value of having a good credit rating.
e Learn practical ways to take control of finances.

Learning Materials:

e Understanding Your Credit Score - This handout explains, in detail,
credit history, credit reporting and credit score

e Defining Your Financial Goals - This worksheet helps define and set
financial goals for the next several years.

e Take a Situational Selfie - This worksheet helps understand where they
are now financially by looking at where their budget activity.

e Balancing Your Budget - This worksheet helps find where unnecessary
expenses occur and see how much can be saved by cutting them out
from the budget.

Copyright © 2024 Chartered Professional Accountants of Canada
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Slay your taxes

Audience: Post-Secondary Students

Outline:

Why we pay taxes and where they go

Do you have to file?

Benefits of filing taxes

RRSP vs. TFSA

What is non-taxable income?

Deductions, credits and special rules for students
Answers to the top five questions students ask
How to file an income tax return

Resources

Q& A

Learning Objectives for Participants:

Understand taxes and filing income tax returns
Learn about contribution limits and non-taxable income

Find out about deductions and credits for students

Learning Materials:

Document Organizer Worksheet

When to File Your First Tax Return Handout

Slay your taxes Presentation Crossword Puzzle
Registered Retirement Savings Plan (RRSP) Handout

Resources for Canadian youth available on Canada.ca Handout

Copyright © 2024 Chartered Professional Accountants of Canada



	Facilitator’s Guide 
	STEP ONE: Before the Workshop/Session Getting Prepared
	Workshop/Session Invitation Template

	STEP TWO: On the Day of the Workshop/Session Arrive Early
	STEP THREE: During the Workshop/Session...Engage the Audience
	STEP FOUR: After the Workshop/Session...Share Your Feedback
	After the Workshop/Session...Share Your Feedback 
	Workshop/Session Evaluation Form

	Volunteer Top Tips
	Workshop/SessionSession Overviews
	School (Elementary & High School)
	Grades 4 & 5
	Workshop: Bartering
	Workshop: Needs & Wants
	Workshop: Savings & Bank Accounts
	Workshop: Pet Shop

	Grades 7 & 8
	Workshop: Budgeting & Expenses
	Workshop: Earning Income
	Workshop: Goal Setting
	Workshop: Savings & Bank Accounts

	Grades 10 & 11
	Workshop: Budgeting & Saving
	Workshop: Credit Cards & Bad Debt vs. Good Debt
	Workshop: Earning Income
	Workshop: Goal Setting


	Post-Secondary 
	Own Your Financial Future: Managing Debt and Making Credit Work for You
	Slay your taxes



