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[image: image1.png]ADDING DECIMALS

To add decimals, line up the decimal points, Write zeros as
placeholders and rename if necessary. Then add as with whole
numbers. Be sure to write a decimal point in your answer.

Find: 4.6 + 7.32

Write a zero

Add the

as a placeholder. hundredths.

T|O[Ts |Hs T|O|Ts|Hs
4/.6|0 4/6(0
+ (7].312 + (71312
T NERE

Add the tenths.
Write a decimal point
in the answer.

Add the ones.

Add. Write zeros as plaeholders if needed.

1
1. §595
+ 3.62
$9.57

2. 28.009
+ 6.003

3. 015
0.6
+3

Line up the decimal points and add. Write zeros as placeholders if needed.

4. $1220 + $2.10 =

5260
+_6.75

6.126
 0.04

3
007
+7325

$0.08
+ 0.26

77.016 -

+ 0647

0.009
0.6
+2.10

$7 + 3322 =

5.'$5.95 + $14.56 + $22.16 =

84.70

+ 3.08

$0.14
0.06
+ 8.50

$0.50 + $0.92 =

$15.29 + $37.70 + $96.08 =

17.0
+ 3.3

8.23
+0.01

Estimate by rounding to the nearest hundredth or cent. Then find the' exact answer. Write
zeros as placeholders if needed.

6. 7368 ==

7.37 $198.892

+15993 — +159.93 + 11935
16730
368
+159.930

160298

$1.991
+ 639





NOTE:  You will need to collect two additional documents that are similar in nature to the one provided in this lesson at Hook 1a. These should be collected from local employers that support your program. These two additional documents will be used in Hooks 2 and 3 and are not to be duplicates of the other two documents used in this lesson. DO NOT USE MATERIALS THAT ARE NOT RELEVANT TO THE WORKPLACE. 

Hook 1a
In order to perform most jobs in today’s work environment, all employees must be able to perform and understand the concepts of adding, subtracting, multiplying, and dividing decimals. The money system in the United States is based on decimals. Thus, it is crucial that the employee understand these concepts. This would result in fewer errors and help the company or a household run more effectively and efficiently. The end result would be and increase in profits and savings. 

Project overhead transparencies of Adding Decimals, Subtracting Decimals, Multiplying Decimal, and Dividing Decimals by a Whole Number and by a Decimal. Take these from the book entitled Contemporary’s Number Power, Advanced, Level A Edition, pages 22, 23, 24, 26, and 27. Also, provide each student with a hard copy of each page to use as they follow along. 

Say, “Let’s suppose you are applying for a position at Rank Video. After you complete your application, you are given the following sheets to complete, Adding Decimals and Subtracting Decimals. Make sure each student has a worksheet and give him/her thirty minutes to complete both sheets. After thirty minutes, give the answers and have each student check their work. 

Record all responses on a chalkboard and save for later use.

Bridge

Acknowledge the highest scores and emphasize that often the people with the best scores are the ones that are hired. 

Say, “Now we are going to go to our lessons and find out what the rules and steps to follow are for each worksheet. When we have finished we will return to our job application problem and look at the score list again. All mistakes will be corrected to one hundred percent.“

Book

Select a lesson (or lessons) from the wage curriculum Matrix or other source that best supports your needs. Spend ample time in the chosen lessons until you believe that each learner has mastered the skill.  As you move through each lesson, be sure to emphasize the thinking steps that a learner must use to correctly apply this skill. Be sure and stress the importance of knowing these concepts for success on the job and sometimes for even getting a position you want. These skills are also needed to successfully run a household as well as a business. Ensure that all thinking steps are properly sequenced during the learning and that each learner has had opportunities to practice each step in the application of the skill. Write the thinking steps identified by the lesson(s) in the sequential order they are to be used; you will use these again in Hooks 1b, 2, and 3.

Lessons from the WAGE: Clerical Literacy Skills, Section 24, entitled, Decimals and Percents were chosen for this skill. The lessons are “Adding Decimals”, “Subtracting Decimals”, “Multiplying Decimals”, and “Dividing Decimals”. Also use the lessons, “Multiplying and Dividing by 10, 100, and 1,000” and “Dividing Smaller Numbers by Larger Numbers” for a quick review if you see that the students need some extra work on their multiplying and dividing skills. 

Thinking Steps for Competency M12:  

NOTE: If your chosen lesson(s) indicates a different set of thinking than these listed here, substitute those that was presented in the lesson(s).

1. Define your goal.

2. Identify the rules and steps you need to follow.

3. Identify the importance of knowing these concepts for job success.

4. Clear up and review any rules, steps or concepts you don’t understand.

Hook 1b

Get out the handouts on “Adding”, ”Subtracting”, “Multiplying” and “Dividing Decimals” from the Contemporary’s Number Power, Advanced, pages 22, 23, 24, 26, 27. Also, make sure the students get out the worksheets they completed for the Rank Video job application process.  

Say, “Do you remember when I asked you to work the sheets for determining your skills for a position at Rank Video? Let’s look at the scores from these sheets.” Post the sheets with highest scores first and rank order them from top to bottom. Ask, “Who do you think will be selected for the position? Now, let’s look at the thinking steps that we used and the rules and concepts necessary to complete all the worksheets for this lesson.” 

Example: Read and discuss the rules given in the handouts from Contemporary’s Number Power, Advanced, pages 22, 23, 24, 26, 27 and the WAGE: Clerical Literacy Skills, pages 9, 10, 13, 14, 15, and 16.

Call out each rule for each task and get the learners to assist as you practice each step for all the lessons.

Hook 2

Say, “Now that we have reviewed the rules and used them in a work related setting,  are there any questions before you start two more job-related scenarios with these math concepts?” Address all concerns before moving ahead. 

Have the students get out their copies of “Adding”, ”Subtracting”, “Multiplying” and “Dividing Decimals” from the Contemporary’s Number Power, Advanced book. 

Say, “Here are some exercises that use the same concept as covered in the first scenario. In these exercises, I want you to work alone and use the thinking steps you learned as you prepare to complete the worksheets. When you have all finished, each of you will have a chance to explain to the class the procedures and rules you used to solve each of the exercises on the worksheets. I will ask you to explain each rule you used and tell us what we should do as we go through each step. Are there any questions about your task?” Address all concerns before moving ahead.

When all have finished, ask for volunteers to explain the thinking steps and rules they used to complete the task. Pay attention to the proper sequence, the learner’s ability to perform each problem correctly, and the actions that must take place at each step. Correct all problems if necessary and then address any questions the learners may have.


NOTE:  Mastery of this competency is determined by the students’ work on Hook 2. Review or rework is necessary when a student has not demonstrated mastery at     Hook 2. Mastery is defined as the task being performed correctly with zero mistakes. A WAGE certificate should not be granted without mastery on all competencies listed in the student’s Individualized Program Plan. 

Hook 3

Compliment the class for all the good work done at Hook 2. Praise builds confidence and makes the students feel good about the tasks they have done. Say, “For this last exercise, you will work in teams, like they do at the workplace.  Teamwork is crucial for the success for all companies, organizations, small businesses, or even households. In the workplace, good supervisors know that people who are good at working with other people do the best work. Through teamwork, the goals of any organization can be better accomplished.” 

“Now, I want you to move into teams of at least three people and no more than five people. Your team will need a leader, so select a leader now.”  Make note of the leader in each team.  Try to see that all learners have an opportunity to serve as leader during the course of their study. 

Now give each team a set of handouts from the WAGE: Clerical Literacy Skills, Section 24, entitled Decimals and Percents. The lessons are entitled “Applying Addition and Subtract on Skills”, “Applying Multiplication and Division Skills”, “Checking up on Adding and Subtracting Skills”, and Checking up on Multiplying and Dividing Skills.”  Say, “Alltel Company is hiring a new group of workers to perform as a team in a new section of their marketing division. the team that can complete these four handouts in the fastest time with the fewest errors will be hired for the new positions, when all the team members have completed their tasks, the team members have completed their tasks, the team leader will provide the completed handouts to the instructor.” 

The instructor will record the time each team is completed. Ten minutes will be added to the time for each correct answer. Say, “Accuracy is very important. Any mistakes could cost all the team members their jobs in this new division. The winning team will receive the new position with an annual salary of $50,000 with all benefits included. The rest of the team members will need to apply for a different job.” 

After all handouts are turned in and the scores tabulated, the winning team will have the team leader explain the procedures they followed and the rules they needed to know to finish first. Answer any and all questions before ending the lesson. Discuss the importance of teamwork in meeting deadlines. Stress the importance of accuracy and speed. Remind all the student of following the rules to be successful in working with decimals. 


NOTE:  When it is impossible to use teams at Hook 3, usually due to an open-entry, open-exit class format, you will want to use peer tutors, paraprofessionals, or yourself as a supplement to the team.  When conducted correctly, the concepts of interdependence can be reinforced when there are only two people assigned to the task.                                                       







Evaluation for M12:

Score at least 85 percent or higher on all worksheets given out to complete.

On the team exercise, score 100 percent [correct as needed] on the worksheets give out to complete.

On the Skills Inventory – Post-test from Contemporary’s Number Power, Advanced, pages 137 and 138, score at least 85 percent on the questions covering the skill area on decimals. (Problem number 1, 2, 6, 7, and 12, per the chart on page 147.)

Be able to discuss the importance of teamwork in the workplace and the ability to do work quickly and accurately.

Resource Listing for M12:

Contemporary’s Number Power, Advanced Edition Level A. Contemporary Books. Chicago: 1999.

WAGE: Clerical Literacy Skills, Section 24, Decimals and Percents. Revision One. 1998. Pulaski County Special School District.

[image: image2.png]SUBTRACTING DECIMALS

To subtract decim: s, line up the decimal points. Add zeros as
placeholders so thit both decimals have the same number of digits
after the decimal ;oint. Then subtract as with whole numbers. Regroup
if necessarv. Be su-e to write a decimal point in your answer.

Find: 34.3 - 17.94

Write a zero &5 a Regroup to subtract Hegroup to subtract Subtract the
placeholder. the tenths. Write the ones. tens
Regroup to sutract .a decimal point in

the hundredth: . the answer.

Subtract. Write ziros.as placeholders if needed.

1 5832 $8.99 $7.27 9.068
- 320 - 4.25 - 512 -7.054
$5.12

2. $3495 $0.62 $92.00 59478
- 2799 - 057 - 6750 - 15.00

"
5.r910

3. 6200 $10.00 5 $1.35
~1575 - 613 ~0.674 - 0.26
1,625

Line up the decimal points and subtract. Write zeros as placeholders if needed.
4. 8.09 ~ 4.256 = 85 - 5349 = $85.49 - 512 =

5. $10.00 — S4.30 = 152 - 048 = $0.90 — $0.37 =

Estimate by rounding to the nearest tenth or nearest dime. Then find the exact answe

6. 59215 —» $9220 4.78 $20.00
- 8§47 —»~ 650 -0.59 - 6.98
$63.70
$9215
- 847

¥8368





Name _________________________________ Date ________________

[image: image3.png]MULTIPLYING DECIMALS AND WHOLE NUMBERS

To multiply decimals and whole numbers, multiply as if you were
multiplving whole numbers. Count the numbers of decimal places to
the right of the decimal point in the numbers you have multiplied.
The product will have the same number of decimal places. Place the
decimal point in the prosluct.

Remember, sometimes you might need to write a zero in the
product in order to place the decimal point correctly.

Find: 13 x 6.4 Find: 0.018 x 5
Multiply. Write the decima point in the product. Multiply. Write the decimal point in the- product
P
6.4 ¢~ 1 decimal place 5 <« O decimal places
;‘;g +— +0 decimal places x0.018 o— +3 decimal places
0.090 3 decimal places
64 Ay
632 1 decimal place A Write a zero.

Multiply. Write zeros as needed. Round answers in money problems to the nearest cent.

1. 0862 0.084 $1.63 3.6
x 2 x 3 X 6 x 4
172 4 i
2. 51360 $2852 $1130 $33.34
x 2 > 4 X 3 x 3
3. 82 362 $70 $1.35
x 12 « 035 x 5.0 x 015
4, 53.07 x 25 = 234 x 0.05 = , 0.045 x 82 =

Estimate by rounding to the nearest dollar or whole number. Then find the exact answer.

5.. 6.01 0.891 $5.25
x 24 x 332 X 60





Name _________________________________ Date ________________

[image: image4.png]MULTIPLYING DECIMALS BY DECIMALS

To multiply decimals by decimals, multiply as if you were multiplying
whole numbers. Place the decimal in the answer by counting the
number of decimal places to the right of the decimal points in both
numbers vou are multiplying. The answer will have the same number
of decimal places. Write zeros as needed.

Find: 0.48 x 13.7 " Find: 0.008 x 0.137
Multiply. Write the decimal point in the product|  |Multiply. Writs the decimal point in the product
13.7 «- 1 placs 0137 «— 3 places
x 048  -7+2 places x0.008 — + 3 places
1096 - 0.00109 6 places
. 0 6 P
5486 e
6.576 3 places T—T——Write 2 zeros.

Multiply. Write zeros 1s needed. Round answers in money problems to the nearest cent.

1. 0.3 003 $5.60 $9.84 . 2.5
x 0.6 x 0.6 x 0.2 x 0.5 'x 0.03
0.18
2. 50.08 0.09 0006 0008 $137
x 0.4 xC09 x_ 04 x 006 x 0.8
3 00153 0075 $0.325 $15.50 109
x 0.14 = 022 x 019 x 012 x0.34
4. 82530 x 1.5 = $16.37 x 0.085 = $7995 x 0.15 =

Estimate by roundin|; to the nearest tenth or nearest dime. Then find the exact answer.
5. S1+1.70 $21.35 520.03
x 0.09 x 039 x 075

~1




Name _________________________________ Date ________________

[image: image5.png]DivIDING DECIMALS BY WHOLE NUMBERS AND DECIMALS

To divide decimals, put the decimal point in the answer directly above
the decimal point in the problem. Then divide as with whole numbers.

If the divisor is a decimal, move the decimal point to the right to make
a whole number. Move the decimal in the dividend the same number
of places. Then divide.

Find: 9.68 ~ 16 Find: $48 + 0.24
Write a decimal Divide. Insert a zero Move the decimal - Divide.
point in the answer in the answer. points two places. _
J Insert zeros if - $ 200
1. 0.605 needed. 2454800
16)9.68 16)9.680 S48,
9611 0.24554883 00
*—‘B 0 i O_D
80 0
0

Divide. Round mon¢y amounts to the nearest cent.

1 8.2 3
© 8Y636 5)53.45 395828
64
6
16
(o]
2. 00
61)2.4: 4E 39)35850 46)9338
244
0
3. 41.6 '
0.7729.12 0.4)516.48 071)1.278
25
11
z_
42
4. 52630 + 05 = © 192+ 016 = $1.68 = 0.14 =

Estimate by rounding to the nearest tenth or nearest dime. Then divide.

5.
2)S1739 3.9)3.89 0.45)590.93





Name _______________________________ Date __________________

[image: image6.png]DIVIDING SMALLER NUMBERS BY LARGER NUMBERS

Sometimes when you divide, the divisor will be larger than the
dividend: To divide, add a decimal point and zeros as needed to the
dividend. Continue to divide until the remainder is zero. In some
cases, vou may never have a remainder of zero. Then you have to
round the answer to a certain place. When dividing money, round the
answer to the nearest cent. You may need to add zeros to the answer

also. .

To change fractions te decimals you can use this method. Divide the
numerator by the derominator.

Find: $19 - 300"

Change 2 to a decimal.

Add a decimal point
and zeros to the
dividend as needed.

300 1'319. 00

Divide. Add a
zero in the quotient.
Round to the
nearest cent.

4
$ 0.0633
300) $19.0000
1800
1000
900
1000
200
66
$19 = 300 = $0.06

Add a decimal point  Divide.
and zeros to the
dividend as needed.
0.064
125 ) 8.00 125 Y 8.000
750
500
500
)
B _
== 0.064

Divide. Write zeros as needed. Round repeating decimals to the nearest hundredth or ¢nes.

Use division
tenth.

100)530

500)25

=y

@i

5752 12)24
3)52 4)%1

to change each fraction to a decimal. Round repeating decimals to the nesrest

wi—
wjus

o~
o




Name _________________________________ Date ________________

[image: image7.png]MULTIPLYING AND DiVIDING BY 10, 100, AND 1,000

To multiply by 10, 100, or 1,000 move the decimal point in the answer to
the right as many places as there are zeros in the multiplier.

You may need to write zeros in the answer in order to move the decimal
point the correct number of places.

v
1 .89 = 8. . 73 =73 . = .
Oxogp 8.9 ]DOxO\‘s : y 1,000 x 0.52 52(\3”
10><8.3 = 89 100x7i’:730 1,000 x 5.2 = 5,200

To divide a decimal by 10, 100, or 1,000 move the decimal point in the
dividend to the left as many places as there are zeros in the divisor.

You may need to write zeros in the answer in order to correctly insert
the decimal point the correct number of places.

0,89 « 10=0.089 2073 = 100 = o.o{ms , £, 052 +1,000 = o.ojo‘iosz
89-10 =ogs . 73+100 =0073 52 + 1000 = 0.0082
Multiply.
1. 75 x 10 = 75 346 x 10 = 0.07 x 10 =
2. 100 x 0.7 = $100 x 46 = 0.075 x 100 =
3. 05x10 = 0.8 x 1,000 = _ $1.25 x 100 =
4. 12.5 x 100 = 0.125 x 1,000 = _ $14.92 x 100 =
5. 62 x 1,000 = $642.15 x 10 = $642.15 x 100 =
Divide.
s: $3.153 = 1,000 = $0.00315 _ 0.048 + 100 = 0.048 + 1,000 =
7. 0375 + 10 = ' $3.75+10=__ 375+ 10 =
8.'5375 + 10 = 0375 +1,000=__ 0007+ 1000=__
9. $719.33 = 100 = 16.147 = 1,000 = $1492 + 1,000 =

10. 5267.18 = 100 = 2.6718 + 1,000 = 26718 + 100 =





Name ________________________________ Date _________________

[image: image8.png]COMPUTATION

Circle the letter for the correct answer to each problem.

1

0.802 + 0.08 = ___
2
59.2 — 5.8 =
3
What is 60 percent
of 115?
4
16 x (-4) =
5
2
3
_1
_8§
6
0072 + 6 =

Regaos" MU o w b Rogod HEUQE» HRoegmowd moow»

Ol Wl 83 B

10.602
9.81
9.882
9.722

None of these

1.2

54.4

53.4

66

None of these

69

52.2

19.2

13

None of these

4
-
684
—64
None of these

None of these

12

0.12

0.012

0.00 .2
None of these

7

w
A

9

—15 + (-2) =

10

5)1.75

wi

3% x 104.=

11 [14 — (9 - 2P

12

90.15

X

6

Regod moawer K O 0 9% Huawh

It

HSawy»

Ragao =

0.31

3.1

0.41

35

None of these

None of these

13
-13
~17
17
None of these

308

90,000
300,000

308

None of these

%ul

-36
—63
None of these

540.9
540.6
54.9
5.409
None of these




Name ____________________________________ Date _____________

[image: image9.png]COMPUTATION CON’T

13

3x(x? + xy%) =

14

What is 125 percent

of 42?

15

What percent of

$15,00 is 60 cents?

16

18

320% of [ ] = 96

19 2 + x(3 + xy + %

e moH mgawEd» RS O 6" BgaoE)»> Heme= BHooE»

N Nol-- R g

412 + 3193,2
318 + 3xy?
323 + 3x2y2
Bzty?

None of these

300
52.5
33.6
525
None of these

4%
25%
25%
40%
None of these

e

7

6
1
63
1
133

None of these

-5
5
3
-3
None of these

307.2

1

333
30

300
None of these

522 + x%y + xy?
6z + x2y + xy®
5x + x3y9

5x + x% + xy?
None of these

20 xy +x+x =

21

30% of (] = 21

22

(SIE
+
]
+

2-(D=__

256

6+ (-8) =

sl

MoowEy» HoEZowW mE 0 @ > K™ K 0 " Hoowd> Rumos

3xy

2xy

=y

xy + 2x
None of these

70

63

14.2

76.

None of these

—

s Wl B = ]

None of these
1
1075

2

NN

12
1
5%

None of these

5
-5
~9
9
None of these

-14
14
2
-2
None of these




Name __________________________________ Date _______________

[image: image10.png]SKILLS INVENTORY POST — TEST EVALUATION CHART

Use the keys to check your answers on the Post-Test. The Evaluation Chart shows where you
can turn in the book to find help with the problems you missed.

Keys Evaluation Charts
Part A Part A
1 (% 4| G| Problem Practice
2 H 15 AL Numbers Skill Areas Pages
3 | A |16 | G| -
1 T 17 C 1,2,6,7,12 Decimals 20-31
5 B [ 18 | H 5,8, 16, 22, 23 Fractions 32-46
$ IE{: ; ég 3 : 49172 25 Integers 47-53
'8 I F 21 A 1 3,14,15,18, 21 Ratios/Proportions/ | 54-64
] C | 22 J . Percents
10 g 28 B 10.11.15.19,20 | Algebraic 80, 83, 88, 93-97,
, i; 7 gg g | Operations 100-101
13 C
Part B Part B
1 BT 2§ J Problem ‘l Practice
- E 27 B Numbers . Skill Areas  Pages
3 C 28 o
Y = ) = Numeration 1.20-21, 32,47,
5 O 30 o Number Theory  78.83.88
__6 E <l S Daze 85-""
7 o Ll = interpretation
=y oo Y
g R D - Pre-Aigebra- 78-85. 86104
16 H 3 5 Hlgepra
11 B : 36 G i Measurement ' 105-121
32 J | 87 . O 97,28,29.30.33 | Geometry 122-136
Tz & 88 | ® | | .
14 J : 38 , C 14,19.20. 21 ¢ Computation in 11-14, 29. 44, 51,
5 ' D | 40 | F 43,44 | Context 62.70,102, 118
16 | H | 4 (D, 13,14.16.46. 48 | Estimation/ [ 15-17
17 (A 42 F [ Rounding |
18 H | 43 C |
19 D | 44 H
20 G 45 C
21 B 46 G
22 J 47 C
23 D 48 G
H C
A F







Skills Inventory Post – Test Evaluation Chart




WAGE Competency M12: Adding, subtracting, multiplying, and dividing decimals to one or more places. 
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