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Training outline for “Debt getting in your way?” 
booklet 
 

 

 
 
This outline is designed to help organizations plan training that equips staff and volunteers to use this 

resource by:  

 Familiarizing them with its content and  

 Facilitating conversations around when the tools could be introduced in their interactions with 

the people they serve.  

It is designed for a training that lasts approximately four hours, but its elements can be divided into 

shorter segments and used over the course of multiple training sessions.  

Training Audience 

 Frontline staff and volunteers 

Training Objectives 

As a result of this training, participants will: 

 Understand the content of Debt getting in your way? 

 Be able to identify moments in which they could introduce the tools to the people they serve 

 Be able to use its tools to help people for whom debt is a barrier to reaching their goals  

 Be able to use its tools to help people set and take steps to address debt 
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 Understand how this resource complements the information and tools in the full Your Money, 

Your Goals (YMYG) toolkit 

 Have an increased understanding of the Consumer Financial Protection Bureau (CFPB) and be 

able to access and refer people to its resources 

Materials needed 

 1 copy of Debt getting in your way? for each participant 

 Photocopies of each tool (in a folder or clipped together) OR pencils so participants can fill 

them out during the training, but erase their answers following the training 

 Pens 

 Markers 

 Sticky notes (15-20 per participant) 

 Sticky dots for voting (3 per participant) 

 Flipchart(s) 

Training structure 

This outline is a sample agenda for training staff or volunteers to use and share the tools in Debt 

getting in your way? The outline includes activities you can break out and use individually or re-

structure in ways that work for the group you are training.  

 

You’ll notice that the training does not follow the order of the tools and that a variety of training 

techniques are used. In some cases, tools are discussed as a group or in small groups. In others, some 

tools are demonstrated or use role play. The order and variety of activities allow participants to explore 

the resource, learn its content, practice sharing its tools and information, and begin considering how to 

incorporate them into their day-to-day meetings and encounters with the people they serve. However, 

you can rearrange the structure to prioritize the tools that are the most relevant to your participants’ 

work.  

 

As you plan, be sure to include at least one break. Depending on the time allotted for your training 

workshop, you should plan it for a time that will not interrupt the flow of the activities the least or at a 

time that coincides with a natural break such as lunch. 
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Training Outline  
 
Welcome (10 minutes)  

 Overview of your organization’s goals for use of Your Money, Your Goals and Debt getting in 

your way? 

 CFPB and Your Money, Your Goals overview  

 A description of the CFPB is included on the inside of the front cover of the booklet. 

 Your Money, Your Goals is a robust toolkit front line staff and volunteers can use as they 

work with people to: 

 Set goals 

 Make spending decisions that can help them reach their goals 

 Order and dispute errors in credit reports 

 Understand their options when they choose financial products 

 Make decisions about repaying debts and taking on new debt 

 Keep track of their income and bills 

 Decide if they need an account at or financial product from a bank or credit union and 

understand what they need to open one 

 Understand their rights and, if needed, submit a complaint with the CFPB to connect 

with financial companies to understand issues, fix errors, and get direct responses about 

problems. 

 Debt getting in the way? is designed to complement the Your Money, Your Goals toolkit.  

 It was developed to address a common challenge—dealing with debt—and help people use 

shortened and simplified tools to take steps to build a plan that allows them to address debt 

and reach their goals. 

 The information and tools are based on Your Money, Your Goals content. 

 Explain that frontline staff and volunteers may find it easier to initiate conversations 

about this topic using Debt getting in your way? and later move into the full Your 

Money, Your Goals toolkit for more information or additional tools.  

 Explain that the CFPB frequently hosts training webinars on Your Money, Your Goals and that 

you’ll share information on how to sign up for updates and newsletters with tips on using these 

resources at the end of training. 

 Provide an overview of the training agenda and housekeeping and pass out Debt getting in the 

way? 
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Introductory Exercise (10 minutes) 

 
 
The My debt picture tool is located inside the fold-out with the table of contents on its cover. 

Training goal 

Starting the training with this exercise provides participants the opportunity to become familiar with 
the resource and establishes an expectation that the training will be interactive. 

Activity 

 Ask participants to circle the debts they have and star the ones that concern them the most. 

 If working with a small group (10 people or fewer): 

 Ask one or two participants to share why they made those choices and when they would 

consider using this tool 

 If working with a larger group (10 people or more): 

 Ask participants to get into groups of two to share with one another:  

 One thing they felt good about and the reason for their choice 

     One area where they had concerns and the reason for their choice 

 Provide 5-6 minutes for this dialogue 

 Then ask for some participants to share with the larger group. 

 What people liked or did not like about this tool 

 When they would consider using this tool. 

 Ask participants to write one or two examples of when they would use this tool on sticky notes 

and place them on the tool in their booklet. 
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Introductions (10-15 minutes)  
Depending on the context of your training, you may want to include time for introductions. Ask 

participants to identify: 

 Where they work and the types of people they serve (may not be relevant for all groups) 

 How they address financial issues in their work 

 If they have been trained on the Your Money, Your Goals toolkit, Behind on bills? or one of the 

companion guides (Focus on Reentry, Focus on People with Disabilities, or Focus on Native 

Communities), ask how they’ve used or are using it in their work 

 Optional: Ask what they feel is the most common concern about debt the people they serve face. 

Write these on a flip chart.  

o At the conclusion of the training, you may wish to relate the information and tools in the 

booklet back to this list.  

Overview of the booklet (10 minutes) 

Training goal 

This portion of the training allows participants to become familiar with the structure of this resource. 

Getting started 

Explain what the booklet is 

Debt getting in your way? is a set of tools that provide 

frontline staff and volunteers with hands-on tools to help 

people who may be facing challenges relating to debt or who 

may be ready to build a plan to pay down their existing debt.  

Its tools and information can help people: 

 Make plans to tackle debt and reach their financial 

goals, 

 Track debts and monthly payments, 

 Understand student loan repayment options that may be available, 

 Plan for seasonal and unexpected expenses that can lead to debt, and 

 Understand their rights and responsibilities when they’re contacted by debt collectors. 

 

You can refer to the description of 
the booklet on the first page of Debt 
getting in your way? The tools are 
designed to help people take on 
these issues one step at a time. 
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The CFPB developed this set of tools with the assistance of frontline staff that shared their experiences 

with Your Money, Your Goals and Behind on Bills. Based on what they learned, they worked to build 

another new resource that could work alongside the full toolkit – or stand on its own.  

 It’s consistent with the information in the Your Money, Your Goals toolkit, but shortened and 

simplified.  

 It’s portable, durable, easy to photocopy (the interiors of all the tools are black and white), 

colorful, and engaging. 

 It’s versatile, and its tools can be used when people have immediate financial challenges related 

to debt. It can also be used when they want to build a plan to pay down debt or avoid creating 

new debt or when they want to set and start working toward another goal related to debt.  

Review the Table of Contents 

 

Note that the tools are color-coded to help you quickly identify them. 

 Red – can be used for immediate challenges and needs 

 Yellow – can be used to think about goals and identify ways to plan for future expenses and 

avoid incurring additional debt 

 Blue-Green – can be used when people can or want to build a clear picture of their debts and 

understand student loan repayment options 

Point out the structure of the tools.  

 Information for them—the first page of each section 

 The tool that they can copy for clients—the inside of the section when unfolded 

 A step further—the back of the tool when folded back up 
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Tool: Goal setting – Tool completion and 
discussion (20 minutes) 
 

    
      

 

Training Goal 

Goal setting is often a key activity in meetings with the people workshop participants serve. As a result, 

this tool is easy for them to try independently and experience using it firsthand. The following 

discussion of how and when to use the tool sets the stage for future use. 

Getting started 

Introduce the tool (2 min) 

 Paraphrase the information on its cover, the questions in the tool, and the action plan 

Activity 

Ask participants to fill out the tool for themselves (8 min) 

 As a facilitator, you can loosely demonstrate how they could use it by providing verbal prompts 

as they complete it.  

Discussion (10 min) 

 Ask how they felt responding to the questions. 

 Which question felt the most useful for you? 
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Review usage ideas on sticky notes  

 Explain that you’ve provided sticky notes they can use to jot down ideas about situations or 

moments that they could use in their meetings with the people they serve. 

 Explain that there’s no right or wrong way to use these tools. They know the way they provide 

services and can adapt how they use it. 

 If people are having a hard time with generating ideas for sticky notes, you can share that some 

staff have used it as part of their required goal-setting and action planning; some used it as part 

of motivational interviewing; others used it to kick off a counseling session. 

Explain that during this training, individual participants won’t do this for each tool because they will 

work on some tools in groups. Writing down usage ideas on the tools they use will give others a quick 

sense of how a tool they haven't reviewed can be useful to them. 

 Ask participants to put the sticky notes with the ideas in their booklets on the goals section. 

Important note: For each section, they will be asked to write their ideas on how to use the section or 

tools in their respective practice. They should be instructed each time to put the sticky notes in the 

appropriate section of their copy of Debt getting in your way? for use in a final activity for the 

training.  
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Tool: Debt log - Role play and discussion (30 
minutes)  

 

Training Goal 

In order to get a handle on debt, it’s important to know exactly what you’re dealing with. By role-

playing the use of this tool, participants can begin to understand how the people they serve may 

experience using it and consider how they would choose to facilitate a conversation. 

Getting started 

Introduce the tool (2 min) 

 Ask a preview question: ‘Looking at the front cover, what do you think this tool can help people 

with? What situations might they be facing?’ 

 Walk through the components of the worksheet to highlight the categories of debt and then A 

Step Further at a very high level.  

Activity: Role play (15 minutes) 

 Divide group into pairs (keeping them with the person next to them) and distribute the role 

play information in Appendix 1. If you prefer, you may also develop role play scenarios that are 

more reflective of the people you serve. 

 Ask them all to roleplay a meeting in which this would be appropriate (such as a follow-up 

meeting.) It can be helpful to develop a scenario typical of the financial situation of the people 

you serve and distribute copies to participants taking the role of the person receiving assistance.  
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Discussion 

Share experience of using or sharing the tool 

After role play, bring the group back together. Ask participants to describe the experience of role 

playing and using the tools. You can use questions like these: 

 What worked well as you used the tool during the role play? 

 What challenges did you encounter as you introduced it? As you used it? 

 How could you see using either tool in your practice? 

Review usage ideas on sticky notes  

Ask them to jot down situations where they might use it on sticky notes. 
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Tool: Dealing with debt collectors - Discussion 
(15 minutes) 

 

Training Goal 

In this section of the training, participants will learn about the content of this tool through discussion 

of the content and ways they may want to use them. 

Getting started 

Introduce the tool by explaining that it helps people understand their rights and steps they can take 

when they are contacted by a debt collector. 

Dealing with Debt Collectors helps people understand 

their rights and steps they can take. 

 Highlight the rights listed on the cover 

 Paraphrase the stages of action steps and show 

participants the tear-off that users can mail to the 

collector 

 Highlight the additional resources on the back of the tool 

 Discuss when or how participants could see using the tool in their meetings. 

 Ask participants to jot down those moments or situations on their sticky notes.                   

Break: 15 minutes        

If you have not yet done so, place flip chart pages with the titles of each of the eight tools and My debt 

picture on the wall for the final activity in the training. In addition to the tool title, label each sheet 1-9.                                             

If you have additional time and have 

access to the internet and a projector, 

consider showing participants where to 

find Ask CFPB.  
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Tools: Prioritizing debts and Seasonal 
snapshot – Role play and discussion (30 
minutes) 

 

 

 

Training Goal 

In this portion of the training, participants will explore the tools for themselves and discover their 

features through the role plays. A discussion allows them to reflect on what they discovered about the 

tools and reflect on how they might use them with the people they serve. 

Getting started 

Ask participants to take a moment to look at both tools.  
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The descriptions of role play personas 

are simply examples. You can use 

others that may be more relevant to 

participants. Role playing to train on 

specific tools may be more effective 

when people have a clear framework 

within which to do the activity.  In other 

words, it can be helpful to provide more 

guidance than just “now do a role play.” 

 

                                                              
                                                                                                                
Activity - Role Play: 10 - 15 min  
 

Divide the participants into pairs. Each pair will use only 
one of these tools. 

 In each pair, one person will play the staff member 

or volunteer and the other will play the person 

who is receiving services.  

 Remind them to refer to the client scenarios 

distributed earlier. 

 Confirm that each participant has the correct role 

play information for the exercise and ensure 

participants are clear on the instructions. 

 

Discussion - Reflection from role plays (5 - 10 min depending on 
group size) 

Ask participants to describe their tool and the experience of role playing and using the tools 

Use some of these questions: 

 Tell the other group what your tool does. 

 What worked well as you used the tool during the role play? 

 What challenges did you encounter using your tool? 

 How could you see using either tool in your practice? 

If not mentioned, you can use the following information to summarize the design and intent of each 

tool: 

The Seasonal Snapshot can help people think about how unexpected, emergency, or seasonal 

expenses have led to debt in the past and how they can anticipate and plan for similar expenses in 

the coming year. 

 When individuals and families have limited income, even expenses they know are coming 

(like a quarterly insurance bill, regular car maintenance, or back-to-school expenses) can 

take them by surprise and end up creating new debt. Unexpected or emergency expenses 

like medical bills or a family member’s final expenses can lead to debt, too. 
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 “A step further” helps people think about how they can cover those expenses or reduce the 

cost.  If people can build a plan to save at times when they have extra income or receive their 

tax refund, they may be able to avoid adding to their debt to cover these kinds of expenses.  

The Prioritizing debt payments tool can help people consider how to approach each debt 

payment if they cannot make all of the payments on time. While individuals are responsible to 

make all their payments on time, when money is tight they may have to make difficult choices 

about delaying some payments. It’s important for people to understand the risks and consequences 

when they are in this situation. 

 The tool includes three categories of debt payments (payments for transportation, housing, 

and other obligations) along with a list of other types of debt payments to consider. Choose 

one to read aloud. 

 As people identify their priorities, they can write them as a list, with the top-priority debt 

payment at the top. 

 “A step further” helps people begin to create a picture of how much they receive in income 

and benefits and how much goes out for needs and obligations. What’s left can be applied to 

debt payments. Knowing clearly how much money they have to apply to debt payments can 

help them prioritize. 

 If they’re interested in getting a very clear picture of their spending, you can share the 

spending tracker in Behind on Bills or in the Your Money, Your Goals toolkit with them and 

encourage them to track what they spend for a period of time.  

Reflect on how they might use the tools (5 min)                                                            

As a group, brainstorm scenarios in which they could be used and ask them to jot down some of their 

ideas on their sticky notes.  
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 You can refer to the Your Money, Your 

Goals toolkit for additional information on 

understanding credit reports and scores. 

If you have a projector and internet 

access, you may also wish to show 

resources at consumerfinance.gov, 

including templates people can use to 

dispute incorrect information on their 

report. 

Tool: Credit Report Checklist – Overview and 
discussion (20 minutes) 

                                                                         

Training goal 

Following a brief overview of the tool, participants will discuss its content and determine when and 

how they could use it.  

Getting started 

Ask a preview question: Looking at the front cover, what do you think this tool can help the people 

you serve with? What situations? 

Activity: Overview of the tool and discussion  

 Talk about how credit reports are used and why 

they matter – even if you don’t intend to take a 

loan or open a credit card. For example, 

landlords, cell phone companies, and utility 

companies all check credit histories. In some 

states, employers may also request a report. 

 Point out that a current credit report can help 

create a full picture of an individual’s debt. 

 Explain how to request free copies of a report. 

 Explain why it’s important to check for errors and 

how to use the checklist.  

 Point out A Step Further.  
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Reflect on how they might use the tool (5 min) 

Ask them to reflect individually on how and when they might use the tool and jot down some of their 

ideas on their sticky notes. 

 

Tools: Student Loan Checklist and Resource 

Cards - Discussion and report-out (20 minutes) 

 
 

 

 
Training goal                                                                                          
 
Participants will independently explore the tools in groups and communicate their understanding of 
the tool and its potential use. 
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Getting started 

Divide into two groups and assign each group a tool. Explain that they will explore the tool as a group 

and will report out to the other group about their tool. 

 

Ask Preview Question: ‘Looking at the front covers, what do you think this tool can help the people 

you serve with?’ 

Activity: Group discussions and report-out 15 minutes 

Give the groups about 7 minutes to explore and discuss the tools and the ways they might use them. 

Then, reconvene the full group and ask one group to share the tool’s purpose and content with the 

other group. 

● For the Student Loan Checklist, highlight explaining the steps involved in identifying options 

and call attention to the resources if the group does not mention these aspects of the tool. 

● For the Resource Cards, ask what they might use the blank card for. 

  

Reflect on how they might use the tools (3 min) 

Ask them to reflect individually on how and when they might use the tool and jot down some of their 
ideas on their sticky notes. 
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Activity: Sharing how we could use the tools 
(30 minutes) 

Training goal 

This portion of the training provides an opportunity for participants to actively consider how they will 

use the tools in their meetings and to identify specific tools they plan to use in the coming month. 

Getting started 

Explain that this activity will give the group the opportunity to learn from other participants’ 

perspective on when and how they envision using the tools. 

Activity 

Place sticky notes on flip chart pages  

In this exercise, participants begin by placing the sticky notes they have written on during the training 

on the flip chart pages you have posted with each tool’s title. 

In small groups, you can encourage people to move around the room independently posting their 

notes on each tool. When they have completed that activity, ask them to group the themes on each 

tool’s flip chart page. Then, lead a discussion about the themes they noticed. 

In larger groups, divide participants into 9 teams. They can count off 1 – 9 and then begin with the 

tool labeled with the number of their group. 

 Ask participants to place their sticky notes on the areas designated for each tool. Give each group 

about 30 seconds to place their sticky notes.  

 They should then rotate to the next flip chart. Continue the rotations until the groups are back at 

the flip chart at which they started. 

 Ask the participants to organize the sticky notes on that flip chart into themes. 

 Have each group present the themes from the flip chart they organized. Invite participants to sit 

down and take notes during the presentations. 

Ask participants to place dots on three tools that they’re going to try during the next month. 
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Wrapping up (15 minutes) 
Ask participants to share ideas about how they can envision using the Behind on Bills resource in 

conjunction with the Toolkit. 

Talk about different approaches to using them in a complementary way: 

 Debt getting in the way? can be used to introduce topics around debt, credit, and budgeting; 

the toolkit can be used to cover topics more completely. 

 Debt getting in the way? can be used with staff or volunteers who may feel overwhelmed by the 

topic; they can then ease into the toolkit once they’ve mastered the booklet. 

 Remind them that the toolkit is not a curriculum in a binder. Each tool stands alone. If you 

keep it in a binder, consider investing in tabs to separate the sections. Or, store the toolkit in 

hanging file folders with each module or tool having its own file folder. 

 Remind them that many financial issues are complicated. Debt getting in the way? can get 

them started in addressing issues related to debt. For more work, they have the toolkit and, 

most importantly, their resource and referral network. 

Consider leading a discussion of how your organization can continue to share ideas and track usage of 

the tools. 

 Encouraging participants to keep in touch with each other and share ideas. Exchange contact 

information if necessary. 

 Share that the CFPB will be hosting training webinars on key topics and sharing best practices 

in using the toolkit and booklets. 

 Invite them to sign up for updates by circulating the attached sheet or by asking them to use 

their smartphones and go to www.consumerfinance.gov/your-money-your-goals and 

scrolling to the bottom of the page to enter their e-mail. 

 If you circulate the sign-up sheet, please scan and e-mail it to 

YourMoneyYourGoals@cfpb.gov . 

Answer any remaining questions and thank them for participating.  

http://www.consumerfinance.gov/your-money-your-goals
mailto:YourMoneyYourGoals@cfpb.gov
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Appendix 

 

Role Play—Client or program participant 

Use the following information to role play a program participant. Do not feel constrained by 

this information, but use it to help provide a situation in which the case manager can address 

your issue using tools from Debt getting in your way? React realistically to the case manager 

or volunteer’s attempts to help you. 

 You want to get a handle on your debt so you can build a plan to be ready to shop for a 

newer car a year from now. 

 You have a regular job with take-home pay of $600 every other week.  You also watch 

your sister’s children every weekend for $40/day. She’s a nurse that works weekends. 

You also get child support from you ex-spouse, but payment is spotty and you are owed 

money. 

 You pay rent, utilities (electricity), cable television, and a cell phone bill.  

 You currently have a $200 car payment and will make the last payment six months 

from now. 

 You have two credit cards. One has a current balance of $750 and an interest rate of 

22%. You had some unexpected expenses two months ago and missed your last 

minimum payment of $20 on the card with the $750 balance. The other card has a 

balance of $400 with an interest rate of 18%.  

o You used your credit cards last year to pay for your annual car registration, back-

to-school clothes and supplies, birthday presents for your kids, and a car repair. 

 You have a student loan of $5,000 and have been paying $75 a month on it for one 

year. You have nine years to go on your payments. 

 You also have a medical debt of $500 that has gone to collections and a personal loan of 

$250 you’re paying back to your best friend. 
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Role Play 1—Case Manager or Volunteer 

You are going to role play a case manager, frontline staff person, or volunteer in an 

agency. 

A client is coming to meet with you. 

Use the tool you’ve been assigned to assist the client. 

 


