
Worth learning
A guide to a richer  
life from learndirect

“When I came to learndirect I was  
out of work and struggling with  
money. Thanks to my new skills  
and qualifications I can now  
manage my money better and  
have secured a permanent  
job that will provide a better  
life for me and my daughter.”
Amy, 25

Single mum
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Hello, I’m Jasmine Birtles and I’m so 
pleased you’re reading this guide from 
learndirect. You might have seen me on  
TV or heard me on the radio talking about 
how to save money, how to make money 
and how to generally manage your cash. 

In these tough times more of us 
than ever are looking to make 
our money go as far as it can. 
The problem is that many of us 
lack the confidence to make the 
right choices when it comes to 
spending and saving. We 
haven’t been shown how to 
manage our money and think 
it’s something only really clever 
people can do.

That’s the great thing about this 
guide. It’s full of easy, 
step-by-step tips on how to be 
a money magician. You’ll find 
out how you can get out of the 
misery of debt, where to find 
help (there are lots of places, 
thankfully!), and how to save 
like a professional.

You’ll also see  
how simple it is  
with learndirect to  
get the skills to help 
you manage the 
money you’ve got, 
and improve your  
job prospects to try  
to make more!
There’s never been a better 
time to take control of your 
skills and your spending.

Can you afford not to  

read this guide?

Jasmine Birtles, 
founder of 

Moneymagpie.com

At learndirect, we know how important it is to keep 
on top of your money worries. That’s why we’ve 
teamed up with financial expert Jasmine Birtles from 
www.moneymagpie.com and national charity Citizens 
Advice Bureau to create this guide. 

Together, we’re all here to help you understand your day-to-day living 
costs. All of the tips you’ll find in this booklet are things you can start 
working on today so you can get to grips with your finances sooner, 
rather than later.

Jasmine
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Citizens Advice Bureau are seeing more and more people 

coming to us for debt advice, and with money worries. That’s 

why we’re supporting this guide. We know there’s a need out 

there for people to have the skills to manage their cash and 

this guide will help people realise that, as well as give them 

some useful tips to start saving money straight away.

John Rhodes 

Head of Financial Capability Citizens Advice

“
”
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Managing 
your money
Do you find yourself struggling 

to make ends meet? 

We can help you to keep track of where your 
money is coming from and going to. If you  
don’t have money to spare at the end of the 
month, we’ve got some useful advice on how  
to manage your funds and plan for the short 
term future. 

If you’d like to budget like an expert, we’ll  
show you how to keep track of your incomings 
and outgoings. With our tips you can think 
about how to get on top of your cash and 
control your money habits.

Watching your 
incomings and 
outgoings
Do you ever take the time to look at  

your payslip? Do you know how much  

you’re getting in benefits, or which extra 

benefits you might be entitled to? Can you 

remember all the little extra things you buy 

each week or month? 

On the next few pages there are a few really simple and easy  
ways to keep track of the money you have coming in and going 
out every month. 

tra
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  Example - Day 1
Bus ticket 1. 20 Coffee 1.00Present 15.00 Lunch 4.50Phone bill 25.00 Chocolate 50p

Total  47. 20
Total 47. 20

A spending diary is 
one of the easiest 
ways to keep track 
of what you’re 
spending your 
money on.

It really is as simple as 
keeping a little notebook in 
your purse or pocket and 
taking note every time you 
buy something – even if it’s 
just a 50p bar of chocolate. 

It’s also a great way to find 
out if you have any buying 
habits you weren’t aware 
of. For example, spending 
more on Fridays because 
you and the family feel 
like an end of the week 
treat. You could think of 
it as trying to go on a 
diet but forgetting how 
many biscuits you’ve 
eaten! It helps to look 
in the biscuit tin – your 
account or wherever you 
keep your money – to 
keep track.

Day 1

Purchase

  
£

  
£

  
£

  
£

  
£

  
£

Total £

Day 2

Purchase
  

£

  
£

  
£

  
£

  
£

  
£

Total £

Keep a spending diary

Try it  here
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Did you know it’s your responsibility to make 

sure you’re not being overcharged income tax? 

That’s why it’s important that you do what you 

can to make sure your tax details are correct 

and that you’re not paying too much. 

Your tax code is usually made up of several numbers and a 
letter, such as 647L. If your tax code is a number followed by 
a letter, times the number by 10 and you’ll get the total amount 
of income you can earn in a year before paying tax. 

In this case, that’s 647 x 10 = £6,470. If you earn £10,000, 
you won’t pay tax on £6,470 of it. The letter’s connected 
to your personal circumstances, such as your age and 
whether you have two jobs. This is just an 
example of where you might find your 
tax code on your payslip, 
but it could be in a 
different place:

Taking the time  
to understand 
your incomings

XYZ Ltd.

This Month

p

XYZ Ltd.

This Month

Salary
1208.33 133.68

80.48

14500.00
1604.20

14500.00
965.80

AA00000A

994.17
21 Mr. A.N.Other

647L631/03/201112

PAYE Tax

National Insurance

Total Gross Pay

Tax Paid
Earnings for NI

National Insurance

NI Number

Tax code

?

  ational insurance number



A lot of people are on a 647L code, but  

there are other common ones too. If you 

start working a second job or your pay 

changes suddenly, tell the tax office. 

For example, if you were suddenly moved to a 117L code from  
a 647L code, this would mean that your untaxed allowance  
has gone down. For a 117L code, you could earn only £1,170 
before paying tax. Let’s say you’re earning £10,000 a year 
– look at the table below to compare the difference a code 
change can make to your earnings:

117L £1,170 £8,830

Calculation: 
£10,000 - £1,170  
= £8,830

£1,766

Calculation: 
£8,830 taxable 
pay ÷ 100 = 
£88.30 = 1%, 
then £88.30 × 20 
= £1,766 = 20%

£8,234

Calculation: 
£10,000 salary 
- £1,766 income 
tax = £8,234

£686.17

Calculation: 
£8,234 salary  
÷ 12 months  
= £686.17

Tax  

code

Amount  

of personal 

allowance

Gross  

taxable pay  

(for a £10,000 

salary)

Income tax 

deduction  

(20%) to pay  

on taxable pay

Net total  

income  

you receive  

per year

Monthly  

wage

647L £6,470 £3,530

Calculation: 
£10,000 - £6,470  
= £3,530

£706

Calculation: 
£3,530 taxable 
pay ÷ 100 = 
£35.30 = 1%,  
then £35.30  
× 20 = £706  
= 20% 

£9,294

Calculation: 
£10,000 salary  
- £706 income  
tax = £9,294 

£774.50

Calculation: 
£9,294 ÷ 12 
months  
= £774.50

So, in the last column you can see the difference in your monthly earnings between these two tax 
codes. If you’re on a 117L code, you’d get £88 less per month than if you’re on a 647L code.

If you think you might 

not be on the right tax 

code, you can visit 

the HM Revenue and 

Customs website to find 

out more at www.hmrc.

gov.uk/incometax/

What about benefits? 

You could be entitled to certain 

benefits that you’re not aware  

of. There are lots of websites  

to help you work this out. 

Try using www.turn2us.org.uk to  

see how much you’re entitled to claim 

for. Also, try Entitledto.co.uk and the 

benefits section of Direct.gov.uk

Some of the benefits you might be entitled to:

 
 

 
 

 
 

 
 

 

Later on in this guide, you’ll find a few handy 
tips about boosting your cash even further.
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Creating a 
budget sheet 
It’s easy to draw up your 

very own budget sheet 

so you can keep an eye 

on your funds and keep 

track of what money 

you have coming in and 

going out. 

You might want to do this each 

month or every week depending 

on what’s easiest for you and 

how your situation changes 

from week to week or month 

to month. We’ve created an 

example budget sheet below 

to help you get started. 

Mortgage/rent  £

Electricity £

Gas £

Water £

Food/groceries £

Childcare £

Internet/broadband £

Clothing £

Landline telephone £

Mobile phone £

TV licence £

Loan repayments £

Bus/train fares £

Car (petrol, tax and insurance) £

Going out £

Lunch/drink/takeaway £

Magazines/newspapers £

Total £

Monthly pay £

Benefits £

Other £

Total £

Monthly incomings Monthly outgoings Monthly total

Total £

 Step 3
Compare the two totals. If your incomings are bigger than your outgoings, 

well done! Your money is in great shape. What are you going to do next? 

You could make more by boosting your earning potential. We know that  

by improving your qualifications with our help – either in maths, English  

or IT – you could earn an extra £2,240* a year! What about reducing your 

outgoings even more by savvy shopping and switching your monthly bills 

to cheaper versions? We’ve got more information on both over on our 

website, just visit www.learndirect.co.uk/money to get stuck in. 

 Step 2
Add each column up to find out the total amount of money you have 
coming in and the total amount of money you have going out. You  
can do the sums in your head, on paper, with a calculator or on a 
computer using Excel. Or, even easier, just go to www.moneymagpie.
com/budget and let their online calculator do it all for you.

 Step 1
Fill in the sheet below, adding all the money you have coming in each 

month into the ‘incomings’ column (this includes things like your wages or 

benefits) and all the things you’ll be spending money on in the ‘outgoings’ 

column (this includes things like bills, rent and food shopping). If you like, 

once you’ve filled it in you can print it out to carry around with you as a 

useful reminder of your limits.

Compare the two totals.  
If your incomings 

are bigger than your 
outgoings, you can  

save the rest!

*Ufi Progression Research March 2010
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If you’re spending more than you have coming in, don’t 
worry. You’re not alone and we can give you further advice on 
managing the sums so you can reduce your debt. Find out  
more about debt at www.learndirect.co.uk/debt

If you want to get even more tips, and get practising your  
IT skills, you can also use the downloadable budget sheet  
on our website. To find out more about how to use  
spreadsheets to get your money organised, visit  
www.learndirect.co.uk/budgeting

If you have trouble doing any 
of the sums for your budget 
sheet, we have a range of 
courses that could really 
help to build your confidence 
when using numbers 
and lead to a nationally 
recognised qualification. 

Fine with the numbers 
but want to brush up on 
your spreadsheet skills? 
Then an IT qualification 
could be right for you. Visit 
www.learndirect.co.uk/

qualifications to find out 
more about the qualifications 
we offer.

 
payments and overestimate outgoing 
payments so that you don’t get caught  
out unexpectedly.

statements so that you can refer to them 
– any information that’s more trustworthy 
than your memory.

Jasmine says:

Saving 
money

Saving money doesn’t 

have to be difficult and  

it doesn’t always mean 

that you have to give up 

the things you enjoy. 
Sometimes it’s as simple as knowing the  
right place to shop or making sure you know 
the easiest and quickest ways to find the best 
deals. This guide will help you start saving 
money by getting your head around some of 
the deals on the high street and in the 
supermarkets. 

There’s even more on our website,  
www.learndirect.co.uk/money, where  
you can also find out about other money-
saving tricks like changing your gas and 
electricity suppliers. With our tips and  
advice you could start saving money  
without changing your lifestyle.
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Special offers
We all love a special offer. Big writing and colourful signs make us feel like we’re winning and the supermarket is giving us something for free. This is NEVER true. Suppliers pay the supermarkets to have their products placed in a prime position and on special offer because they know  it’ll get you to buy their product,  even if you wouldn’t usually. Normally the savings aren’t even  that great anyway. 

A good way of getting around 
this is to only buy special offer products if it’s something you 
were going to buy anyway. Take a shopping list when you go 
shopping and stick to it.

Supermarket 
shopping 
The weekly supermarket shop can be one of 
the most expensive outgoings we have, but by 
keeping an eye out for supermarket cons and 
by following a few simple tricks of your own, 
you’ll be able to keep your costs down.

s

Sweets near  

the checkout
Handy, isn’t it? The supermarkets know you’re going 

to be a bit tired and fed up by the time you get to the 

checkout. They’re hoping it’ll be easier to tempt you 

into buying that extra bit of chocolate you don’t need 

while you’re not feeling your best. 

Don’t get caught out! Always go shopping on  

a full stomach so you’re not hungry enough to  

be tempted.

More tips on  
the next page

Pretty packagingSo the more expensive loaf of bread looks really good – it’s 
covered in pictures of cornfields and even has a plastic tie 
to keep it closed. But wait a minute; does the actual bread 
taste any better? Supermarkets’ own brand products may 
not look as nice in their packaging, but they’re often the 
same thing – only cheaper.
Try buying the cheaper, less pretty versions of your 
favourite foods and see if you notice the difference.
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Keep  
the cost 
down

Convenient bags and packets
When you’re whizzing around the supermarket it’s easy to want to opt for  

pre-packed items like fruit or vegetables. However, buying these items loose 

is usually cheaper than buying a bag of them. That’s because the supermarket 

has to cover the cost of the packaging and the time it takes to pack things up 

and prepare them for you. You’ll also find that meat is more expensive if you 

buy it already chopped up for you. 

Try buying fruit and vegetables loose or doing some of the food 

preparation – like chopping up meat – yourself and you could save  

a lot of money in the long run. 

Supermarket maze

You’ll find that a lot of supermarkets follow a similar 

layout. All the fresh fruit, vegetables, meat and dairy 

products are around the outer limits of the store. All  

the pre-packed, processed, and frozen foods are in 

the middle. This is because the supermarkets want you 

to have to go past all the foods you don’t need to get 

to the foods you do need so you pick up more things. 

Try to take your trolley only down the aisles you 

really need to visit, using the signs to make sure 

you know what’s in each one. Stick to your list on 

your way.

u 

n 

Shop online
It’s much easier to stick to your list when you’re not distracted by all of the above tricks. You can also see how your shopping’s adding up as you go along, making it easier to stay within your budget. Best of all, getting it delivered to your door saves you petrol and the hassle of finding a parking space. And there’s no wobbly-wheeled trollies! 

If you don’t want to shop online you can still use price comparison websites like www.mysupermarket.co.uk to know where you’ll get the best deals on your shopping. You just go through your shopping list (or receipt), enter it into the site and they’ll find the cheapest supermarket for your shop.

Display tricks
Did you know that supermarkets stack  their shelves tactically? They put the most expensive items right in your eye-line to make  you spend more. This also works if you have a child sitting in your trolley, the most expensive and colourful items are positioned so they can reach out and grab them and they end up in your trolley by mistake. 

Try looking at the top and bottom shelves to find better deals and if you have children with you, keep an eye on what they’re putting in the trolley too!

ost

see some examples  on the next page
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Does any of this really work? 

We went to a couple of supermarkets to 

see how much we could save by buying 

loose rather than packaged items, choosing 

cheaper brands, and buying off the shelves 

rather than the deli counter:

Prices from Sainsbury’s 31/01/11 and Morrisons, 30/01/11

Shopping  

list

SavingMost expensive option 

Worst value option 
Cheapest option 

Best value option 

S
a

in
s
b

u
ry

’s

Oranges

Leeks

Courgettes 

Broccoli

Total 

£1.99 for 5 (39.8p each) packaged

500g for £1.99 (£3.98/kg) trimmed

£1.75 for 4 (approx 500g, £3.50/kg) 
packaged

98p for 300g (£3.27/kg) packaged

Pre-packaged and regular 

branding = £6.71

£1.70 for 5 (34p each)

500g for £1.25 (£2.49/kg) loose

£0.90 for 4 (approx 500g, £1.80/kg) 
loose

59p for 300g (£1.97/kg) loose

Unpackaged/loose and value 

branding = £4.44

29p

74p

85p 

39p

£2.27 

M
o

rr
is

o
n

s

Royal Gala 
apples

Tomatoes 

Wholemeal loaf 
(800g loaf)

Mature cheddar 
cheese

Ginger root

Total 

£1.63 for 7 (approx 910g, £1.80/kg) 
pre-packed

£1 for 6 (approx 440g, £2.27/kg) 
packaged

£1.20 from instore bakery 

£3.85 for 500g (£7.10/kg) store’s 
regular brand

£2.07 for 250g (£8.30/kg) packaged

Pre-packaged and regular 

branded = £10.40

£1.56 for 7 (approx 910g, £1.71/kg) 
loose

79p for 6 (approx 440g, £1.79/kg) 
loose

85p off the shelf 

£2.99 for 500g (£5.98/kg) store’s 
value brand

56p for 250g (£2.25/kg) loose

Unpackaged/loose and value 

branding = £7.29

7p 

21p 

35p 

86p 

£1.51

£3.11 

Most expensive  

item costs:

£1.98

Cheapest item 

costs:

£1.28

Gives you a 

saving of:

70p

?How to work it out:

By using our shopping tips we managed  
to save around a third off our shopping bill. 
That means if you were spending about 
£75 on a weekly shop for your family,  
you could be saving as much as £22.50  
a week. That’s a saving of £1,170 a year.

Why not use some of our tricks to find 

bargains at your local supermarket and 

make a note of them in your spending 

diary. Then you can let us know about 

the biggest saving you made by posting 

on our wall at our Facebook page  

at www.facebook.com/learndirect  

and compare your savings to other 

learners too!

www.mysupermarket.co.uk so you 
can compare prices of any items at 
all the major supermarkets.

when you only need a few items, 
you could be tempted into 
buying more.

like Aldi, Lidl or Netto for things like 
bread, milk and cheese – they’re often 
cheaper than buying the big brands that 
supermarkets stock.

Jasmine says:



Get your wallet back in shape again!

We tend to think about losing pounds and 
getting our bodies in shape – but what about 
gaining pounds to get our finances looking 
good? At learndirect, we’ve created a 
reverse money diet to help you start saving 
money, making money, and gaining pounds.

How does it work?

It’s really easy; just follow these 
simple steps to get started:

Set yourself a goal – this is 
the amount of money you’d 
like to save/gain (maybe to 
pay off debts or presents 
for next Christmas)

Set yourself a time limit to 
achieve your goal – maybe 
a couple of weeks or a few 
months depending on how 
urgent it is.

Add your goal and your 
time limit into the money 
diet tool on our website at  
www.learndirect.co.uk/

moneydiet to find out just 
how much money you’ll 
need to save each week to 
reach your goal.

 Open a savings account at 
your bank or create a 
savings jar in your home 
that you can safely put your 
money into.

Use the tips and tricks on 
page 14 to help you save 
the right amount of money. 

For example, you might want  
to pay a credit card off by August 
and you still owe £150 on it. If  
you had five months to go then 
you’d need to save around £7.50  
a week. That’s not impossible if 
you’re careful with your money 
and make some changes to  
your shopping habits.

The learndirect reverse money diet

Pile on the pounds!

1

2

3

4
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You’ll find even  

more hints, tips and 

advice throughout  

our website on how 

you can save money.  

Or if you think we’ve 

missed something 

out and you’d like  

to share your own 

amazing tips for 

saving money, you 

can talk to us on 

Facebook at www.

facebook.com/

learndirect

How can I save  
that much money  
each week?

?

Here are a few quick and simple  
tips from Jasmine to help you start 
saving money and gaining a few 
pounds in your pocket each week. 

Try going veggie for half a week every week!  
The cost of meat has gone up, but the price of vegetables  
has stayed the same. You could try doing a vegetable lasagne 
instead of a meat one – there are loads of fab recipes around  
the internet. By cutting back on the amount of meat you cook  
with, you’ll be saving loads of money on your shopping bill.

 Make your own lunch! 
If you buy a £4 portion of fish and chips every day, that’s £20  
a week or £1,400 a year! If you make lunch at home, it could cost 
half that or even less. Use up those leftovers if you’ve cooked  
too much the night before; save the extra in the fridge and use it  
up the next day. You’ll also find it much easier to be healthy and 
you’ll be saving on packaging and waste. The same goes for 
takeaways in the evening. Go to www.lovefoodhatewaste.com 
for some great recipes for leftovers and lots of other ideas for 
saving money on food.

The internet is your best friend!  
Before you buy anything – food, clothes, birthday presents, a  
new phone – search around online to compare prices. You’ll often 
find great deals, meaning you’ll pay much less than the shops. 

Exercise and save!  
If you walk, cycle or get a lift for a journey when you’d usually  
pay the bus fare or fill the car up to drive, put the cost into your 
savings. The price of petrol keeps going up – making your saving 
even more effective. So if you would have paid £2 for the bus ticket 
or £40 a month to top up your petrol tank, put that money in your 
savings pot. Use a bike to get around for a month and you could 
save £60 or even more.

 Share and swap with friends and neighbours!  
Instead of shopping on the high street for clothes, get together  
with your friends and neighbours to save money. Have a swap 
shop every now and then where you and your friends swap 
clothes, accessories and even unwanted gifts. 
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Making 
money
If you’re out of work or 

struggling to make ends  

meet, then planning for the 

future may seem a bit daunting 

– but it doesn’t have to be. 

There are lots of simple things you can do today 
that could help to secure your future. Whether 
it’s by improving your skills to boost your job 
prospects or by making a bit of extra money 
in your spare time, it all helps! Whatever your 
situation, we can help you to feel confident 
about the future of your money.

Improving your 
job prospects
As a longer term solution toward getting 

a better lifestyle, you might want to think 

about improving your job prospects. 

Whether you’re looking for work, would like 

a better job or have recently been made 

redundant, we can help you to give your 

skills and confidence a boost.

We’ve partnered with Monster.co.uk to give 
you the best advice and help support you as 
you look for jobs, create the perfect CV, and 
prepare for interviews.

Visit www.learndirect.co.uk/jobadvice to  

find out more information on things like:

filling in application forms

writing the perfect cover letter

creating the perfect CV

knowing where to look for jobs

working out what salary you should be getting

preparing for a job interview

Here at learndirect, we know that it’s never 
too late to brush up on your skills or even learn 
new ones. We also know how useful it can be 
to start thinking about your skills in changing or 
difficult times, to make sure that you get what 
you really want from life. Are employers asking 
for qualifications that you don’t have? Has it 
been a while since you learnt something new? 
If so, we’ve got a range of courses that lead to 
nationally recognised qualifications in maths, 
English and IT. They’re completely flexible and 
designed to fit around your life.



Making extra money  
in your spare time
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Give these ideas a go and earn yourself some extra cash

Whether you’re happily employed or looking 

for work, there are a few simple quick fixes 

you can try to make extra cash. 

There are loads of ideas for making some extra cash on  

the side at www.moneymagpie.com/make-money/ so go 

there for some ideas to suit you. We’ve included a few  

of Jasmine’s ideas here for making money both online  

and offline: 

auction sites like eBay. One person’s tat is another’s treasure!  
If you’re selling online, make sure you spell your listing right  
so it’s not missed in search results.

 
and crafts, there’s a market out there for your talents.  
Sites like www.coriandr.com, www.folksy.com and  
www.notmassproduced.com are crying out for people  
like you to sell their handmade goods online. These sites 
normally take a small commission of any sale you make  
(usually around 2–3% – so if you sell an item for £10, they’d  
take 20 to 30p) – but in return give you a ‘virtual shop’ for  
your goods.

 
out? That way, you can make money from it again  
and again (and still use it yourself if you want).  
Try the www.rentnotbuy.co.uk  
website. If you’ve got a few rentable  
items, such as a lawnmower or a  
sewing machine, it could turn into  
a nice little earner.

 
as much as £10 an hour handing out  
papers such as the Evening Standard,  
or Metro (which is distributed all  
over the UK). 

 
make up to £4,250 a year tax-free  
from just renting a room out.  
That’s easy money with no effort  
and you get to keep it all!



Have you struggled with 
any of the tips, tricks or 
advice in this guide?

That’s okay. We know it can be hard to get your 

head around all the different ways you can save 

money and it might seem like a lot of effort. 

There’s a lot to think about and you might be 

wondering where to start. For example:

 
spreadsheet of your own?

 
search for the best offers?

 
banks and credit card companies use?

 
money you’ve saved when you pick up a good  
deal at the supermarket?

 
‘30% off!’ meant when you’re sale shopping?

 
What about impressing at a job interview with a  
PowerPoint presentation?

 
you sign a new contract for a mobile phone? 

If any of these questions worry you, then we’d like to give  
you a headstart with your money saving skills. By gaining a 
qualification in maths, English or IT you’ll be well on your 
way to understanding some of the more complicated sums, 
words and processes involved in saving money. Best of all, 
our qualifications are nationally recognised, so you’ll be 
improving your job prospects at the same time.

Why is online 
learning with 
learndirect 
different?
Learning with us is flexible. There 

are no classrooms, you’ll learn at 

a time and place to suit you, and 

you don’t have to relearn the 

things you already know.

You’ll have tutor support 

every step of the way, either 

face to face in one of our 

centres, by phone or email. 

There’s usually funding available 

to cover the cost of your learning, 

so you may not have to pay a 

penny to gain a qualification with 

us. www.learndirect.co.uk/

help/funding-checker

To find out more 

information and to  

get started you can  

call us on 0800 101 901 

or you can visit our 

website at www.

learndirect.co.uk/

money

?


