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INTRODUCTION

This document, which will become Appendix 4 of A Guide to Customized Literacy

Training, reflects the substantial changes that have been made to the Administrative

Manual for Literacy Units, in response to a follow-up conducted in 13 school boards.

The main changes are as follows:

— Chapters 1 and 2 of the Administrative Manual for Literacy Units were

deleted. The points covered in these two chapters were simply a reminder

of the points already presented in A Guide to Customized Literacy

Training1.

— The title was changed. The term Guide was dropped to avoid any possible

confusion with the title A Guide to Customized Literacy Training. In

addition, the terms “alphanumerical codes” replaced the term “units.” The

former Administrative Manual for Literacy Units thus became

Alphanumerical Codes for English Literacy Training.

The distribution of content into alphanumerical codes, which are in turn broken down

into units, also underwent major simplification. For English, there are no more than four

codes for each step and each of these codes includes four units. For Arithmetic, only

steps 3 and 4 were modified and in very minor ways: the last code in each of these

steps was replaced by two different codes.

It is hoped that these changes, which are intended to simplify matters, will make it

easier to implement alphanumerical codes in literacy training.

                                                
1 These points concerned the underlying principles of literacy training; the basic aspects (goal, purpose and
objectives); integrated training; the customized training process; the learning process and an introduction to the
various documents included in the Guide.
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NOTES

According to section 34 of the Basic school regulation respecting educational services

for adults in general education, literacy is the first of four steps (referred to as “phases”

in the Regulation) in general education for adults (i.e. literacy, pre-secondary education,

Secondary Cycle One and Secondary Cycle Two). Each step includes a set of learning

activities or courses that are assigned an alphanumerical code, and each of these

codes is in turn broken down into a number of units. The model for distributing

alphanumerical codes for purposes of literacy training in school boards takes into

account the specific characteristics of individuals with low literacy skills, as well as the

goals defined in A Guide to Customized Literacy Training.

The particular nature of literacy training should in no way set it apart from other types of

educational processes. It is an integral part of general education, and as such, must not

only be regarded as having the same educational value, but also be subject to the

same organizational constraints.
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1. RELEVANCE OF ALPHANUMERICAL CODES TO ADULT EDUCATION

1.1. Basic Principles of Literacy Training

The introduction of alphanumerical codes does not mean that the goals set forth in A

Guide to Customized Literacy Training have been abandoned. What is important here

is to remember the main goals:

— literacy training must be understood and undertaken as an integral

process, by both teachers and adult learners. It is characterized by the

fact that it is an integrated process (see point 1.3.3 entitled “Integrated

Training”). This approach implies certain obligations, including the

production of material, adult education discussions and the planning of a

variety of functional activities.2

— managing diversity in a literacy session is also an important task, in terms

of the wide range of adult needs, placement levels, and learning paces

and styles.

— formative evaluation, which is carried out both during and on completion

of the integrated learning activities, must be regarded as an essential part

of the training process. Evaluation must also be seen as a process of

assessing the competencies acquired, both in terms of themes, functional

situations and projects, and in terms of English and Arithmetic per se.

                                                
2 Whether used in the phrases “functional literacy training,” “ functional learning” or “functional situations,” the word

“functional” must always be understood as it is used in the fields of pedagogy and functional psychology, which
are based on functionalist thought.

In pursuing certain goals, purposes and objectives, training based on functional learning leaves great leeway for
individuals and their particular characteristics, such as their needs, motivation, goals, understanding of events,
and level of adaptation.

Training based on functional learning aims at integrating learning (functional integration) by encouraging, in both
a realistic and practical context, the harmonization of an individual’s personal characteristics with the
opportunities available in his or her external (social) or internal (personal) environment. In this sense, all training
should be functional.
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These competencies may be declarative (knowledge, i.e. what),

procedural (skills, i.e. how), and conditional (attitudes, i.e. when and why).

For example, declarative knowledge may be assessed in the context of a

given theme, procedural competencies may be assessed in the context of

functional situations, and conditional competencies, in the context of

projects.

— the progress made by adult learners must be monitored on a personal and

ongoing basis. Moreover, it is in this context that the use of the new codes

has an important influence.  It requires a systematic personalized follow-

up of the adult, which is both efficient and precise. The steps taken and

observations made in the course of follow-up are recorded, as is the

progress made by the adult learner, the problems encountered, and the

steps taken to resolve these problems.  The Learner’s Notebook is the

preferred instrument for purposes of follow-up. It provides invaluable

information in an empirical manner, thereby raising the follow-up process

to the level of “the scientific method in action.”3

1.2 ADVANTAGES

The introduction of alphanumerical codes involves a certain number of constraints, but

also several advantages. These advantages are classified in three groups below:

advantages for the Ministère, for teachers and for adult learners.

============================================================================================================================================================

3 We could speak of “the scientific method in action” when the person is involved in a process of
systematic reflection about the activity during the activity (informed action). This reflection process is
intended to improve the quality of the actions taken and increase the person’s knowledge and
understanding of what makes certain actions both effective and rewarding.
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1.2.1 For the Ministère

— It will be possible to evaluate services or programs.

— It will be possible to offer distance education in literacy (thanks to

alphanumerical codes). Example: ALPHASIM.

— It will lend greater credibility to literacy training.

— It will be possible to issue ministry transcripts.

— It will provide statistics on the adult learner’s progress in relation to the

length of attendance.

— It will provide statistics on which step (1st, 2nd, 3rd or 4th) receives the

highest percentage of adult learners at the time of initial placement.

1.2.2 For Teachers

— It will make possible more accurate identification (using a specific code) of

any content that presents a problem for adult learners.

— It will make possible in-depth knowledge of learning difficulties (disabilities

and disorders) that may affect the adult learners’ training projects (a

realistic approach).

1.2.3 For Adult Learners

— It allows for greater precision in the placement of adult learners.

Sometimes they are placed in steps that are too advanced for them and

are unable to attain the corresponding objectives. The training profile then

has to be revised, which, for the adult, means having to repeat

demoralizing experiences that have already been attempted.

— It also allows for uniformity in adult learners’ files when they are passed

on from one centre or region to another.
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— And the last, though not least, advantage is that it motivates adult

learners, who can see the progress made (they need to see this often).

Some codes require few prerequisites, thus making progress more

attainable.

Notes

A number of the advantages listed above provide a greater understanding of low

literacy skills as a psychosocial reality. Yet to date, our understanding of the problem

remains limited. Better understanding will help make our efforts to improve low literacy

skills more effective and more rewarding.

1.3 DISTRIBUTION OF CONTENT INTO ALPHANUMERICAL CODES

The content was distributed according to four criteria: a logical progression in terms of

level of difficulty, a realistic approach, integrated training, and objective data.

1.3.1 Logical Progression in Terms of Level of Difficulty

The content was distributed in a logical progression that took into account the

difficulties encountered in acquiring such content.  Determining prerequisites therefore

constituted a major part of the work involved.

1.3.2 A Realistic Approach

The task of distributing the content was also carried out from a very realistic

perspective. The learning difficulties experienced by adult literacy learners (i.e.

disabilities and disorders) were therefore taken into consideration. Specific attention

was also paid to learning pace, which is slower than that of the average adult learner,

and to the ways in which literacy students learn (i.e. learning profile and style).
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1.3.3 Integrated Training

The distribution of content also had to take the goal of integrated training into account,

for it is one of basic features of literacy training identified in A Guide to Customized

Literacy Training. Integrated training makes it possible to carry out learning in the

context of everyday life. It also facilitates the learning process and makes it meaningful,

thanks to the variety of functional situations presented. Integrated training, which also

pursues learning objectives related to both the customized training process and the

functional learning process, is essential in the literacy context.4

Notes

The creation of alphanumerical codes broken down into units that include

specific learning content must in no way encourage or promote training that is

strictly academic or theme-related5 in nature. While academic progress

constitutes an important aspect of learning, it must always take place within the

context of functional situations that are closely linked to the adults’ concrete

needs and that foster the transfer of learning. Theme-related objectives are

designed to meet the needs of adult learners.6

                                                
4 Integrated training does not necessarily mean that English and Arithmetic are studied in the same session. It

means that theme-related and functional learning are brought together by ensuring that the two are interrelated.

5 Remember to consult A Guide to Customized Literacy Training so as to keep in mind the spirit in which theme-
related content must be learned.

6 It is also important to remember that certain theme-related objectives have to be attained in order to meet
specific functional needs. If the theme-related objectives cannot be attained, then the needs have to be
reformulated.
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1.3.4 Objective Data

The content was also distributed on the basis of objective data. Two sources were

used: ministry statistics and a longitudinal study.

— Statistics taken from the databank of the Ministère de l’Éducation,  which

indicate that since 1987,

• Out of more than 90,000 people enrolled in school board literacy

services, half of these accumulated 444 hours or less of literacy

training;

 • 14% of adults enrolled in literacy services benefited from 1 500

teaching hours or more and 1 210 people used 2 000 hours or more.

• Francophones and people aged 30 years and over, enrolled in the

French programme, have accumulated the most teaching hours in

literacy.
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— The longitudinal study carried out by the Commission scolaire Jacques-

Cartier from 1987 to 1991 shows the following:

• Most adults who are classified in Step 1 do not reach Step 3;

• Most adults classified in Step 2 do not proceed beyond Step 4;

• Not all adults who enrol in literacy training are classified in

Step 1; many are classified in steps 2, 3 or 4.

In light of this data, it may be asserted that the vast majority of adult learners will

not use all the hours allocated to the entire training program. However, the

objective is not necessarily for them to use the full 2 300 hours, but rather the

number of hours they need to carry out their specific project.

Note
When adult learners meet the criteria listed in A Guide to Customized Literacy

training (Books 2 and 3), they may enrol at the pre-secondary level, after Step 2,

or after or during Steps 3 and 4.

1.4 TABLE SHOWING DISTRIBUTION OF CONTENT INTO
ALPHANUMERICAL CODES

The following table shows

— the four steps in the learning process in literacy training;

— two coded domains of learning for each step: English and

Arithmetic;

— 32 codes comprising 92 units, for a total of 2300 teaching hours.
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Adults who attend training centres full-time receive between 600 and 875 hours of

instruction per year, which works out to a minimum of 20 hours per week for 30 weeks

or a maximum of 25 hours per week for 35 weeks.

DISTRIBUTION OF CONTENT: ALPHANUMERICAL CODES FOR
ENGLISH LITERACY TRAINING

STEP 1 STEP 2 STEP 3 STEP 4

600 hours
24 units
8 codes

650 hours
26 units
8 codes

550 hours
22 units
8 codes

500 hours
20 units
8 codes

ENGLISH:
400 hours

ENG-B011-4
(13 P)

ENG-B012-4
(1 P)

ENG-B013-4
(2 P)

ENG-B014-4
(2 P)

ENGLISH:
400 hours

ENG-B021-4
(7 P)

ENG-B022-4
(3 P)

ENG-B023-4
(5 P)

ENG-B024-4
(9 P)

ENGLISH:
400 hours

ENG-B031-4
(9 P)

ENG-B032-4
(4 P)

ENG-B033-4
(8 P)

ENG-B034-4
(5 P)

ENGLISH:
400 hours

ENG-B041-4
(17 P)

ENG-B042-4
(17 P)

ENG-B043-4
(9 P)

ENG-B044-4
(6 P)

ARITHMETIC:
200 hours

MTH-B011-2
(8)

MTH-B012-2
(17)

MTH-B013-1
(11)

MTH-B014-3
(4)

ARITHMETIC:
250 hours

MTH-B021-1
(2)

MTH-B022-2
(0)

MTH-B023-3
(14)

MTH-B024-4
(12)

ARITHMETIC:
150 hours

MTH-B031-2
(14)

MTH-B032-2
(11)

MTH-B033-1
(16)

MTH-B034-1
(13)

ARITHMETIC:
100 hours

MTH-B041-1
(5)

MTH-B042-1
(3)

MTH-B043-1
(10)

MTH-B044-1
(5)

Legend: ENG-B011-4 (3 P) means:
ENGLISH - BASIC (1ST STEP) - 4 UNITS (of 25 hours each) (3 prerequisites)
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1.5 DOCUMENTS SHOWING THE DISTRIBUTION OF CONTENT

The appendices include two documents showing the content classified according to the

criteria discussed in Section 1.3. The first document shows the English (language of

instruction) content distributed among the four steps and corresponding to a total of 16

codes. The second document shows the Arithmetic content also distributed among the

four steps and corresponding to a total of 16 codes.

THE FOLLOWING TABLES SHOW THE DIFFERENT POSSIBLE TIMES WHEN
ALPHANUMERICAL CODES MAY BE USED OR REFERRED TO DURING THE
TRAINING PROCESS.
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Identifying achievements.

Establishing adult’s projects
(based on his/her problems)

Establishing adult’s profile
(based on his/her needs)

Classifying adult, by learning steps,
using placement tests or tests
developed on basis of definition of
domains*, then by code, using
locally developed tests.

NEEDS
ANALYSIS

         TRAINING PROCESS ALPHANUMERICAL CODES

✳ The placement tests and documents
containing the definitions of domain were
prepared by the Service de l’évaluation of
the DFGA and sent to the school boards.
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DEVELOPMENT
OF A TRAINING

STRATEGY

Choosing a functional
situation or project related
to the profile established.

Formulating learning
objectives related to
functional situations,
English (language of
instruction) and Arithmetic.

Planning activities,
according to 4 modes of the
functional learning process
or some other learning
process, with a view to
learning transfer.

Identifying alphanumerical codes to
be completed in relation to the
objectives set for each adult.

TRAINING PROCESS ALPHANUMERICAL CODES
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IMPLEMENTATION
AND

TRANSFER OF
LEARNING

Carrying out activities and
exploring content.

Evaluating activities on an
ongoing basis and preparing for
transfer (follow-up and formative
evaluation)

Verifying transfer of learning.

Exploring content pertaining to functional
situations and theme-related content
pertaining to prerequisites to be acquired
in the alphanumerical code identified for
each adult learner.

TRAINING PROCESS
ALPHANUMERICAL CODES
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SUMMATIVE
EVALUATION

Evaluating objectives achieved,
on completion of each step using
complementary examinations
prepared by the Service
d’évaluation of the DFGA or by
BIM (bank of measurement
instruments) or using
examinations prepared by the
school board.

Specifying action to be taken.

Reporting codes for which
prerequisites have been completed,
when considered appropriate by the
school board.

TRAINING PROCESS ALPHANUMERICAL CODES
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INTRODUCTION TO ENGLISH LITERACY CODES

According to Section 34 of the BASIC SCHOOL REGULATION RESPECTING
EDUCATIONAL SERVICES FOR ADULTS IN GENERAL EDUCATION, literacy is the first
of the four learning phases in general education for adults.  Each phase comprises a series
of learning activities or courses, which are broken down into alphanumerical codes. The
system used to define codes under the literacy program in school boards takes into
account the characteristics of literacy learners and the guidelines presented in A Guide to
Customized Literacy Training.

The creation of codes corresponding to specific learning content should in no way suggest
a purely academic or theme-related approach to literacy training.1  Although schooling is
an important part of the learning process, it must always be integrated into functional
learning situations that are closely linked to the real needs of adult learners and which are
essential to the transfer of learning.  Theme-related objectives are designed to meet
functional needs.

In this part of the document, the literacy objectives are grouped under four learning
phases, or steps, comprising a total of 27 codes.  The letter “P” in the right hand column
indicates that mastery of the code is a prerequisite for the adult to progress to the next
step.

A letter accompanied by an asterisk indicates content that will be studied at the pre-
secondary level.

The English Adaptation

We have opted to maintain a similar format to the original French version of this document
by including (to the best of our abilities) only those objectives that are measurable and/or

                                                
1 Remember to consult A Guide to Customized Literacy Training so as not to lose sight of the spirit in

which theme-related content should be learned.



observable (for testing and placement test purposes).  Contrary to the order presented in
Book 2, (the English objectives) we have presented the “writing” objectives first, as they are
the most measurable.

Please keep in mind that the objectives from the Guide that are identifiable as learning
strategies or functional objectives are not included in the codes, although they continue to
play a primary role in the orientations of the Guide.  We have included any of those
objectives that are more concrete and measurable, but we wish to remind the teacher that
many whole-language objectives may and should be reviewed repeatedly, and must be
reviewed and expanded upon from level to level, (most especially, in the “Listening and
Speaking” and “Thinking” categories).  Also, it is expected that the objectives from previous
codes and steps will be elaborated on and be reviewed and tested before progressing to
the next step.



STEP  ONE

ENG   B   011 - 4
ENG   B   012 - 4
ENG   B   013 - 4
ENG   B   014 - 4
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STEP ONE

ENG   B   011  - 4

W. 1.1 To print or write one’s name ............................................................. 2.73 P

W. 1.2 To print lower-case and capital letters of the alphabet ..................... 2.74 P

W. 1.3 To print words legibly ....................................................................... 2.75 P

W. 1.8 To write simple sentences ................................................................ 2.80 P

W. 1.9 To distinguish between a complete sentence and a sentence
fragment ........................................................................... 2.81

W. 1.10 To use a capital at the beginning of a sentence ........................... 2.82 P

W. 1.11 To use end punctuation correctly .................................................. 2.83 P

W. 1.12 To provide personal information .................................................... 2.84 P

R. 1.7 To recognize each letter of the alphabet .......................................... 2.33 P

R. 1.8 To recognize the difference between capital and lower-case 
 letters  ............................................................................................ 2.34 P

R. 1.11 To develop a basic sight vocabulary ................................................ 2.37

R. 1.12 To identify initial and final sounds .................................................... 2.38 P

R. 1.13 To recognize and distinguish between short vowel sounds ............ 2.39 P

R. 1.14 To recognize two-consonant digraphs as representing one sound. 2.40

R. 1.15 To listen for words that rhyme .......................................................... 2.41

R. 1.16 To recognize the sounds of er, ur, ir, ar, or ...................................... 2.42 P

R. 1.17 To recognize long vowel sounds ...................................................... 2.43 P

L.S. 1.2 To answer specific factual questions ................................................ 2.12

L.S. 1.3 To be able to provide personal information clearly .......................... 2.13

Note: It is expected that the objectives from previous codes and steps will be reviewed and tested.
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STEP ONE

ENG   B   012  - 4

W. 1.13 To write questions ............................................................................. 2.85

W. 1.14 To use capitals for proper nouns ....................................................... 2.86

W. 1.21 To receive and write messages ......................................................... 2.93

W. 1.22 To write informal notes ...................................................................... 2.94

W. 1.23 To write greeting cards and postcards ............................................... 2.95

W. 1.24 To address an envelope correctly ...................................................... 2.96

W. 1.25 To narrate ......................................................................................... 2.97

W. 1.26 To record .......................................................................................... 2.98

R. 1.18 To recognize frequently used homophones  ...................................... 2.44

R. 1.19 To recognize root words .................................................................... 2.45

L.S. 1.4 To listen to and correctly interpret a short sequence of instructions .. 2.14

L.S. 1.5 To recall specific information heard ................................................... 2.15

L.S. 1.6 To receive messages and directions accurately ................................ 2.16

L.S. 1.7 To ask questions and make requests ................................................ 2.17 P

L.S. 1.8 To relate one’s own experiences to ideas and concepts heard and
read ................................................................................................... 2.18

V. 1.1 To talk about things heard, seen or read ........................................... 2.134

V. 1.2 To ask questions to clarify procedures and concepts ........................ 2.135

V. 1.3 To express ideas, facts and opinions clearly ...................................... 2.136

V. 1.4 To associate the spoken word with pictures and symbols .................. 2.137

T.S. 1.11 To distinguish between fact and fiction ......................................... 2.160

T.S. 1.13 To predict events, given facts ........................................................ 2.162

T.S. 1.14 To understand analogy .................................................................. 2.163

Note: It is expected that the objectives from previous codes and steps will be reviewed and tested.
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STEP ONE

ENG   B   013  - 4

W. 1.27 To inform ........................................................................................... 2.99

W. 1.28 To describe ....................................................................................... 2.100

W. 1.33 To use transitional devices smoothly ................................................. 2.105

W. 1.34 To use cursive writing ........................................................................ 2.106

W. 1.35 To understand the use of periods in abbreviations ............................ 2.107

W. 1.36 To use verbs and verb forms correctly ............................................... 2.108

W. 1.37 To make subject and predicate agree ................................................ 2.109

W. 1.38 To form the present tense in the third person .................................... 2.110 

W. 1.39 To form the negative correctly ........................................................... 2.111

W. 1.40 To use and spell common plural nouns correctly ............................... 2.112

W. 1.41 To use and spell singular and plural possessive pronouns correctly 2.113

W. 1.42 To use auxiliary verbs ....................................................................... 2.114

W. 1.43 To use the apostrophe in contractions and possessives .................... 2.115

W. 1.44 To use negative and affirmative forms of contractions ....................... 2.116

R. 1.21 To form contractions .......................................................................... 2.47

R. 1.23 To recognize compound words .......................................................... 2.49

R. 1.25 To understand and apply the principle of syllabication ...................... 2.51

R. 1.26 To understand the concept of abbreviation ........................................ 2.52 P

R. 1.27 To use possessives ........................................................................... 2.53

L.S. 1.9 To relate experiences, feelings and ideas .......................................... 2.19

L.S. 1.10 To express opinions .......................................................................... 2.20

L.S. 1.13 To give instructions clearly so that others may follow them................ 2.23

Note: It is expected that the objectives from previous codes and steps will be reviewed and tested.
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V. 1.10 To predict the meaning of an unknown word when it is part of a list
of known words ................................................................................... 2.143 P

V. 1.11 To use familiar words to help in defining a new word ......................... 2.144

V. 1.12 To use root words as an aid to understanding meanings ................... 2.145

V. 1.13 To recognize compound words .......................................................... 2.146

Note: It is expected that the objectives from previous codes and steps will be reviewed and tested.
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STEP ONE

ENG   B   014  -  4

W. 1.45 To use the comma correctly .............................................................. 2.117

W. 1.46 To avoid using double negatives ....................................................... 2.118

W. 1.48 To use capitals in titles ....................................................................... 2.120 P

W. 1.49 To choose the correct forms of pronouns for subject and object......... 2.121

W. 1.50 To understand and use the letter format ............................................ 2.122

W. 1.51 To spell words used in social and work settings ................................. 2.123

W. 1.52 To know the spelling of frequently used words with unusual spellings 2.124

W. 1.59 To take dictation to help learn spelling ............................................... 2.131

W. 1.61 To use sound clues to look up words in a simplified dictionary ........... 2.133

R. 1.28 To recognize that some letters have more than one sound ................ 2.54

R. 1.30 To recognize silent letters in frequently used words ........................... 2.56 P

R. 1.31 To recognize, understand and use the most common prefixes and
suffixes .............................................................................................. 2.57

R. 1.39 To tell time ........................................................................................ 2.65

R. 1.40 To use a calendar ............................................................................. 2.66

R. 1.41 To recognize common symbols ......................................................... 2.67

R. 1.42 To use alphabetical order .................................................................. 2.68

R. 1.44 To use a dictionary to find the meaning of words ............................... 2.70

R. 1.45 To use a dictionary to find the spelling of a word ............................... 2.71

R. 1.46 To use schedules/timetables ............................................................. 2.72

V. 1.15 To use synonyms and antonyms to bring precision and variety to
language ........................................................................................... 2.148

V. 1.16 To develop new words by expanding on familiar words ......................  2.149

Note:It is expected that the objectives from previous codes and steps will be reviewed and tested.



STEP TWO

ENG   B   021 - 4
ENG   B   022 - 4
ENG   B   023 - 4
ENG   B   024 - 4



1.13

STEP TWO

ENG   B   021  -  4

W. 2.1 To spell and use words related to personal information ...................... 2.223 P

W. 2.4 To use cursive writing ......................................................................... 2.226

W. 2.5 To form complete sentences ............................................................... 2.227 P

W. 2.6 To write questions .............................................................................. 2.228

W. 2.7 To distinguish between a complete sentence and a sentence
fragment ............................................................................................. 2.229

W. 2.8 To capitalize the first word in a formal piece of writing ........................ 2.230 P

W. 2.9 To capitalize proper nouns .................................................................. 2.231

W. 2.10 To capitalize calendar divisions ........................................................... 2.232 P

W. 2.11 To know when words referring to people should be capitalized .......... 2.233

W. 2.15 To spell words used in social and work settings .................................. 2.237

W. 2.16 To spell words frequently used in writing ............................................. 2.238

R. 2.6 To develop an advanced sight vocabulary .......................................... 2.190 P

R. 2.7 To meet basic reading requirements ................................................... 2.191 P

R. 2.13 To recognize consonant sounds including consonant blends ............. 2.197 P

R. 2.14 To recognize two-consonant digraphs as representing one sound ..... 2.198

R. 2.15 To recognize silent letters ................................................................... 2.199

R. 2.16 To recognize words that sound alike (homophones) ........................... 2.200

R. 2.17 To pronounce words by sound units ................................................... 2.201

R. 2.18 To recognize that some letters have more than one sound ................. 2.202

R. 2.19 To recognize that different letters or combinations of letters may 
represent the same sounds ................................................................. 2.203

V. 2.1 To talk about things heard, seen and/or read ...................................... 2.284

Note: It is expected that the objectives from previous codes and steps will be reviewed and tested.



1.14

STEP TWO

ENG   B   022  - 4

W. 2.17 To spell frequently used words with difficult spellings ...................... 2.239

W. 2.22 To choose words carefully to convey the precise meaning 
intended ........................................................................................... 2.244

W. 2.24 To write messages ........................................................................... 2.246

W. 2.25 To write informal notes ..................................................................... 2.247

W. 2.26 To write greeting cards and postcards .............................................. 2.248

W. 2.27 To know the required format for a letter ............................................ 2.249 P

W. 2.28 To keep a personal diary or journal .................................................. 2.250

W. 2.29 To gain confidence in writing different types of personal letters ....... 2.251

R. 2.20 To recognize, understand, and use prefixes and suffixes and root
words ............................................................................................... 2.204

R. 2.21 To understand and apply the principle of syllabication ..................... 2.205

L.S. 2.3 To answer specific factual questions ................................................ 2.177 P

L.S. 2.4 To provide personal information clearly ............................................ 2.178 P

L.S. 2.5 To recall specific information heard .................................................. 2.179

L.S. 2.6 To interpret directions and messages accurately ............................. 2.180

Note: It is expected that the objectives from previous codes and steps will be reviewed and tested.



1.15

STEP TWO

ENG   B   023  - 4

W. 2.30 To narrate ........................................................................................ 2.252

W. 2.31 To describe ...................................................................................... 2.253

W. 2.32 To record ......................................................................................... 2.254

W. 2.33 To write compound and complex sentences ..................................... 2.255

W. 2.34 To correct faulty sentences .............................................................. 2.256

W. 2.35 To use regular verbs in the past tense ............................................. 2.257 P

W. 2.36 To understand and use common irregular verbs in the past tense ... 2.258

W. 2.37 To understand the use of periods in abbreviations ........................... 2.259

W. 2.38 To use the apostrophe in contractions and possessives .................. 2.260

W. 2.39 To meet standards for headings, margins, indentations, and writing
and spelling in all written work .........................................................   2.261

W. 2.40 To use the appropriate format and style to complete different types
of forms ............................................................................................ 2.262 P

R. 2.22 To read possessives correctly .......................................................... 2.206 P

R. 2.23 To understand the concept of abbreviations ..................................... 2.207

L.S. 2.7 To listen to and correctly interpret a short sequence of instructions . 2.181

L.S. 2.8 To ask questions and make requests ............................................... 2.182

L.S. 2.9 To give instructions and directions so that others may follow them .. 2.183

L.S. 2.10 To relate one’s own experiences to ideas and concepts heard and
read ................................................................................................. 2.184

Note: It is expected that the objectives from previous codes and steps will be reviewed and tested.



1.16

V. 2.5 To recognize compound words ......................................................... 2.288 P

V. 2.7 To use the metric system prefixes .................................................... 2.290

V. 2.8 To enrich vocabulary by learning new meanings for already familiar
words ............................................................................................... 2.291

V. 2.9 To be aware of idioms and colloquial usage ..................................... 2.292

T.S. 2.3 To recognize similarities and differences .......................................... 2.297

T.S. 2.4 To classify items by grouping ........................................................... 2.298

T.S. 2.9 To distinguish between fact and fiction ............................................. 2.303

T.S. 2.10 To distinguish fact from opinion ........................................................ 2.304

T.S. 2.11 To understand analogy ..................................................................... 2.305 P

Note: It is expected that the objectives from previous codes and steps will be reviewed and tested.



1.17

STEP TWO

ENG   B   024  - 4

W. 2.41 To use initial capitals for names of buildings, places and
geographical features, and organizations and businesses .............. 2.263 P

W. 2.42 To use and spell correctly common plural forms of nouns ............... 2.264 P

W. 2.43 To form unusual noun plurals correctly ........................................... 2.265

W. 2.44 To use and spell singular and plural possessive nouns and
pronouns correctly .......................................................................... 2.266

W. 2.45 To choose the correct pronouns for subject and object ................... 2.267

W. 2.46 To use proper punctuation in writing ............................................... 2.268

W. 2.47 To use the present tense correctly in the third person singular ....... 2.269 P

W. 2.48 To use negative and affirmative contractions .................................. 2.270

W. 2.49 To avoid using double negatives ..................................................... 2.271

W. 2.50 To omit redundant words in the subject of a sentence .................... 2.272

W. 2.51 To understand and use correct sequential structure ....................... 2.273

W. 2.54 To take dictation to improve spelling ............................................... 2.276

W. 2.60 To distinguish between homophones .............................................. 2.282

W. 2.61 To use sound clues to look up words in a dictionary ....................... 2.283

R. 2.24 To use alphabetical order ............................................................... 2.208 P

R. 2.25 To tell time  ..................................................................................... 2.209 P

R. 2.26 To use calendars ............................................................................ 2.210 P

R. 2.27 To recognize common symbols ....................................................... 2.211 P

R. 2.29 To recognize specific information required ...................................... 2.213

R. 2.30 To use telephone directories ........................................................... 2.214

R. 2.32 To use a dictionary to find the meaning of a word ........................... 2.216 P



1.18

R. 2.36 To use schedules and timetables .................................................... 2.220

R. 2.37 To read plans and diagrams ........................................................... 2.221

R. 2.38 To use an encyclopedia .................................................................. 2.222

Note: It is expected that the objectives from previous codes and steps will be reviewed and tested.



STEP THREE

ENG   B   031 - 4
ENG   B   032 - 4
ENG   B   033 - 4
ENG   B   034 - 4



1.21

STEP THREE

ENG   B   031  - 4

W. 3.4 To distinguish between a complete sentence and a sentence
fragment ............................................................................................

2.369

W. 3.5 To capitalize proper nouns ................................................................ 2.370 P

W. 3.6 To know when words referring to people are to be capitalized .......... 2.371 P

W. 3.10 To spell words used in social and work settings ................................ 2.375

W. 3.11 To spell words frequently used in writing ........................................... 2.376

W. 3.12 To know frequently used words containing silent letters .................... 2.377

W. 3.17 To choose words carefully to suit the precise meaning intended ....... 2.382

W. 3.19 To write informal notes ...................................................................... 2.384

W. 3.20 To keep a personal diary or journal .................................................... 2.385

R. 3.13 To recognize consonant sounds, including consonant blends ........... 2.346

R. 3.14 To recognize two-consonant digraphs as representing one sound .... 2.347 P

R. 3.15 To recognize silent letters .................................................................. 2.348 P

R. 3.16 To recognize words that sound alike (homophones) .......................... 2.349

R. 3.17 To pronounce words by sound units and to understand and apply of
the principle of syllabication ............................................................... 2.350 P

R. 3.18 To recognize that some letters have more than one sound ............... 2.351

R. 3.19 To recognize that different letters or combinations of letters may
represent the same sounds ............................................................... 2.352

L.S. 3.2 To answer specific factual questions ................................................ 2.317

L.S. 3.3 To recall specific information heard ................................................... 2.318 P

L.S. 3.4 To receive messages and give directions accurately ......................... 2.319 P

L.S. 3.5 To listen to and correctly interpret a short sequence of instructions 2.320 P

L.S. 3.6 To ask questions and make requests ................................................ 2.321

L.S. 3.7 To give instructions clearly so that others can follow them ................ 2.322

Note: It is expected that the objectives from previous codes and steps will be reviewed and tested.



1.22

STEP THREE

ENG   B   032  - 4

W. 3.21 To know the required format for a personal letter ............................. 2.386 P

W. 3.22 To gain confidence in writing different types of personal letters ....... 2.387

W. 3.23 To address an envelope correctly .................................................... 2.388 P

W. 3.24 To narrate ........................................................................................ 2.389

W. 3.25 To inform ......................................................................................... 2.390

W. 3.26 To describe ...................................................................................... 2.391

W. 3.27 To record ......................................................................................... 2.392

W. 3.28 To write concisely and clearly ........................................................... 2.393

W. 3.29 To adapt vocabulary and style to writing purpose ............................. 2.394

R. 3.20 To recognize root words, prefixes and suffixes ................................. 2.353 P

L.S. 3.9 To relate one’s own experience to ideas and concepts heard and
read ................................................................................................  2.324

L.S. 3.10 To relate experiences, feelings, and ideas ....................................... 2.325

V. 3.1 To talk about things heard, seen, or read ......................................... 2.429 P

V. 3.5 To use root words as an aid in determining the meanings of words . 2.433

T.S. 3.6 To recognize similarities and differences .......................................... 2.450

T.S. 3.7 To classify items by grouping ........................................................... 2.451

Note: It is expected that the objectives from previous codes and steps will be reviewed and tested.



1.23

STEP THREE

ENG   B   033  - 4

W. 3.30 To know the required format for business letters.............................. 2.395 P

W. 3.31 To write different types of business letters .....................................  2.396

W. 3.32 To write questions .......................................................................... 2.397 P

W. 3.33 To use periods in abbreviations ...................................................... 2.398

W. 3.34 To use the apostrophe in contractions and possessives ................. 2.399 P

W. 3.35 To write compound and complex sentences using transitional
devices ........................................................................................    2.400

W. 3.36 To correct faulty sentences .......................................................... 2.401

W. 3.37 To understand and use common irregular verbs in the past tense 2.402

W. 3.38 To form the present tense in the third person ................................. 2.403 P

W. 3.39 To show agreement of subject and verb ......................................... 2.404

R. 3.21 To understand the concept of abbreviations ................................... 2.354  

R. 3.23 To use the telephone directory ........................................................ 2.356 P

L.S. 3.11 To express opinions ........................................................................ 2.326

L.S. 3.12 To agree or disagree courteously .................................................... 2.327

L.S. 3.13 To recognize the important ideas in a presentation ........................ 2.328 P

V. 3.7 To ask questions to clarify procedures or concepts ..................... 2.435

V. 3.8 To express ideas, facts and opinions clearly ................................ 2.436

V. 3.9 To use knowledge of root words and suffixes to understand
various job titles and duties ............................................................ 2.437

V. 3.10 To enrich vocabulary by learning new meanings for familiar words 2.438 P

V. 3.11 To understand and use the metric system prefixes ........................ 2.439 P

V. 3.12 To choose words to express the exact meaning intended ............... 2.440

V. 3.13 To be aware of idioms and colloquial usage .................................. 2.441

Note: It is expected that the objectives from previous codes and steps will be reviewed and tested.



1.24

STEP THREE

ENG   B   034  - 4

W. 3.40 To use capital letters for proper nouns ........................................... 2.405

W. 3.41 To use quotation marks in direct quotations ................................... 2.406

W. 3.42 To use the comma correctly ...........................................................  2.407

W. 3.43 To form the plural of common nouns ............................................. 2.408

W. 3.44 To form unusual noun plurals correctly ..........................................  2.409

W. 3.45 To use and spell singular and plural possessive pronouns and
nouns ............................................................................................. 2.410 P

W. 3.46 To choose the correct pronouns for subject and object ................... 2.411

W. 3.47 To use proper punctuation in writing ............................................... 2.412

W. 3.48 To use negative and affirmative contractions .................................. 2.413 P

W. 3.49 To avoid using double negatives ..................................................... 2.414 P

W. 3.50 To omit unnecessary words in the subject of a sentence ................ 2.415 P

W. 3.51 To understand and use commonly misused adverbs and adjectives 2.416

W. 3.52 To understand and use correct sentence structure ......................... 2.417

W. 3.54 To adapt printing to complete different types of forms ..................... 2.419 P

W. 3.62 To distinguish between homophones .............................................. 2.427

W. 3.63 To use sound clues to look up words in a dictionary ....................... 2.428

R. 3.24 To understand and use a dictionary ................................................ 2.357

R. 3.25 To understand and use a thesaurus ................................................ 2.358

R. 3.27 To use a newspaper for finding information ..................................... 2.360

R. 3.28 To use manuals and guides ............................................................ 2.361

R. 3.29 To use schedules and timetables .................................................... 2.362

R. 3.30 To read plans and diagrams ........................................................... 2.363

R. 3.31 To read maps ................................................................................. 2.364

R. 3.32 To use an encyclopedia .................................................................. 2.365



1.25

T.S. 3.11 To distinguish between fact and fiction ............................................ 2.455

T.S. 3.12 To distinguish fact from opinion ....................................................... 2.456

T.S. 3.13 To understand analogy ................................................................... 2.457

T.S. 3.16 To predict events, given facts ......................................................... 2.460

Note: It is expected that the objectives from previous codes and steps will be reviewed and tested.



STEP FOUR

ENG   B   041 - 4
ENG   B   042 - 4
ENG   B   043 - 4
ENG   B   044 - 4



1.26

STEP FOUR

ENG   B   041  - 4

W. 4.3 To express opinions and values in writing ....................................... 2.520

W. 4.4 To distinguish between a complete sentence and a sentence
fragment ......................................................................................... 2.521 P

W. 4.5 To use complete sentences and know the various sentence forms 2.522 P

W. 4.6 To write compound and complex sentences .................................. 2.523 P

W. 4.7 To correct faulty sentences ............................................................. 2.524 P

W. 4.8 To recognize and use paragraphs .................................................. 2.525 P

W. 4.9 To spell words used in social and work settings .............................. 2.526 P

W. 4.10 To spell words frequently used in writing ........................................ 2.527 P

W. 4.11 To spell common words containing silent letters ............................ 2.528 P

W. 4.12 To understand and use common irregular verbs in the past tense .. 2.529 P

W. 4.13 To make subject and verb agree ..................................................... 2.530 P

W. 4.14 To identify the subject and predicate in a sentence ........................ 5.531

W. 4.15 To use the negative form correctly .................................................. 5.532 P

W. 4.16 To choose words carefully to suit the precise meaning intended .... 2.533 P

R. 4.7 To identify a writer’s intent .............................................................. 2.495

R. 4.12 To recognize words that sound alike (homophones) ...................... 2.500 P

R. 4.13 To recognize that some letters may have more than one sound .... 2.501 P

R. 4.14 To recognize that different letters or combinations of letters may
represent the same sounds ............................................................ 2.502 P

L.S. 4.1 To relate one’s experiences to ideas and concepts heard and read 2.472 P

T.S. 4.5 To recognize similarities and differences ........................................ 2.594 P

Note: It is expected that the objectives from previous codes and steps will be reviewed and tested.



1.27

STEP FOUR

ENG   B   042  - 4

W. 4.17 To write concisely and clearly ......................................................... 2.534 P

W. 4.18 To use transitional devices smoothly .............................................. 2.535

W. 4.19 To adapt vocabulary and style to writing purpose ........................... 2.536 P

W. 4.20 To use comparisons to make writing more lively and vivid ............. 2.537

W. 4.21 To keep a diary or journal ............................................................... 2.538

W. 4.22 To gain confidence in writing different types of personal letters ...... 2.539  

W. 4.23 To use initial capital letters in proper names .................................. 2.540 P

W. 4.24 To use proper punctuation in writing ............................................... 2.541 P

W. 4.25 To understand the formation and use of abbreviations .................. 2.542  P

W. 4.26 To use the comma correctly ........................................................... 2.543 P

R. 4.15 To recognize, understand, and use root words, prefixes, and
suffixes ........................................................................................... 2.503 P

L.S. 4.2 To relate experiences, feelings, and ideas ..................................... 2.473 P

L.S. 4.3 To express opinions ....................................................................... 2.474 P

L.S. 4.4 To agree or disagree courteously ................................................... 2.475 

L.S. 4.9 To summarize an oral report .......................................................... 2.480 P

V.  4.1 To use synonyms and antonyms to enhance writing ...................... 2.577 P

V.  4.2 To use root words as an aid in determining meaning ..................... 2.578 P

V.  4.3 To ask questions to clarify procedures or concepts ........................ 2.579 P

V.  4.4 To express ideas, facts, and opinions clearly ................................. 2.580 P

Note: It is expected that the objectives from previous codes and steps will be reviewed and tested.



1.28

V.  4.6 To choose words to express the exact meaning intended .............. 2.582 P

V.  4.7 To be familiar with colloquial usage ................................................ 2.583 P

V.  4.11 To use knowledge of root words and suffixes to understand
various job titles and duties ............................................................ 2.587

T.S. 4.6 To classify items by grouping ......................................................... 2.595 P

Note: It is expected that the objectives from previous codes and steps will be reviewed and tested.



1.29

STEP FOUR

ENG   B   043  - 4

W. 4.27 To use quotation marks in direct quotations ................................... 2.544 P

W. 4.32 To take dictation to improve spelling .............................................. 2.549  

W. 4.34 To distinguish between common homophones .............................. 2.551 P

W. 4.41 To narrate ....................................................................................... 2.558  

W. 4.42 To inform ........................................................................................ 2.559

W. 4.43 To give directions ........................................................................... 2.560 P

W. 4.44 To record ......................................................................................... 2.561

W. 4.45 To write a simple report .................................................................. 2.562

W. 4.46 To take minutes .............................................................................. 2.563

W. 4.47 To use dialogue in writing ............................................................... 2.564

W. 4.48 To write in the poetic mode ............................................................ 2.565

W. 4.49 To use the essay form .................................................................... 2.566

R. 4.16 To understand and apply the principle of syllabication ................... 2.504 P

R. 4.17 To understand the concept of abbreviations .................................. 2.505 P

R. 4.19 To use a newspaper for finding information ................................... 2.507

R. 4.20 To use the dictionary ...................................................................... 2.508 P

R. 4.21 To understand and use a thesaurus ............................................... 2.509

T.S.4.10 To distinguish between fact and fiction ........................................... 2.599 P

T.S.4.11 To distinguish fact from opinion ...................................................... 2.600 P

T.S.4.12 To understand analogy ................................................................... 2.601 P

T.S.4.15 To predict events, given facts . ........................................................ 2.604

Note: It is expected that the objectives from previous codes and steps will be reviewed and tested.



1.30

STEP FOUR

ENG   B   044  - 4

W. 4.35 To write different types of business letters ................................... 2.552 P

W. 4.36 To write letters to the editor of a newspaper or magazine ............ 2.553 

W. 4.37 To meet standards for headings, margins, indentations, writing
and spelling in all written work ......................................................

2.554 P

W. 4.50 To write a simple research paper ................................................. 2.567

W. 4.51 To use the colon and semi-colon .................................................. 2.568

W. 4.52 To use the hyphen ........................................................................ 2.569

W. 4.53 To use parentheses and brackets ................................................ 2.570

W. 4.54 To know the functions of various parts of speech ........................ 2.571 P 

W. 4.55 To distinguish between common and proper nouns, singular and
plural nouns, possessive nouns ....................................................

2.572 P

W. 4.56 To distinguish between adverbs and adjectives ........................... 2.573 P

W. 4.57 To choose the correct pronouns for subject and object ................ 2.574 P

W. 4.58 To understand and use correct sentence structure ...................... 2.575

W. 4.59 To use verbs in the active and passive voice ............................... 2.576

R.  4.23 To use particular manuals and guides ........................................... 2.511

R.  4.25 To use schedules and timetables ................................................. 2.513

R.  4.26 To read plans and diagrams ......................................................... 2.514

R.  4.27 To read maps ............................................................................... 2.515

R.  4.28 To use an atlas ............................................................................. 2.516

R.  4.29 To use an encyclopedia ................................................................ 2.517

LS. 4.16 To participate effectively in various interview situations ............... 2.487

Note: It is expected that the objectives from previous codes and steps will be reviewed and tested.
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INTRODUCTION TO ARITHMETIC ALPHANUMERICAL CODES

According to Section 34 of the BASIC SCHOOL REGULATION RESPECTING
EDUCATIONAL SERVICES FOR ADULTS IN GENERAL EDUCATION, literacy is the first
of the four learning phases in general education for adults.  Each phase comprises a series
of learning activities or courses which are broken down into alphanumerical codes. The
system used to define codes under the literacy program is school boards takes into
account the characteristics of literacy learners and the guidelines presented in A Guide to
Customized Literacy Training.

The creation of units, which bear codes corresponding to specific learning content, should
in no way suggest a purely academic or theme-related approach to literacy training.1  
Although schooling is an important part of the learning process, it must always be
integrated into functional learning situations which are closely linked to the real needs of
adult learners and which are essential to the transfer of learning.  Theme-related objectives
are designed to meet functional needs.

In this part of the document, the literacy objectives are grouped under four learning
phases, or steps, comprised of a total of 16 codes.  The letter “P” in the right hand column
indicates that mastery of the code is a prerequisite for the adult to progress to the next
step.   A letter accompanied by an asterisk indicates content which will be studied at the
pre-secondary level.

                                                
1 Remember to consult A Guide to Customized Literacy Training so as not to lose sight of the spirit in

which theme-related content should be learned.



STEP  ONE

MTH-B011-2
MTH-B012-2
MTH-B013-1
MTH-B014-3



2.5

STEP ONE

MTH-B011-2

A 1.01 To acquire certain basic concepts necessary for learning arithmetic:
situating themselves in space.

P

A 1.02 To acquire certain basic concepts necessary for learning arithmetic:
situating themselves in time.

P

A 1.03 To apply acquired knowledge to everyday objects or situations:
situating themselves in space.

P

A 1.04 To apply acquired knowledge to everyday objects or situations:
situating themselves in time.

P

A 1.05 To acquire certain basic concepts necessary for learning geometry:
situating themselves in space.

P

A 1.06 To apply acquired knowledge to everyday objects or situations. P

A 1.07 To recognize certain geometric shapes.

A 1.08 To apply acquired knowledge to everyday objects or situations.

A 1.09 To acquire certain basic concepts necessary for learning arithmetic
(quantity).

P

A 1.10 To apply acquired knowledge to everyday objects or situations. P

Note: It is expected that the objectives from previous codes and steps will be reviewed and tested.
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STEP ONE

MTH-B012-2

A 1.11 To recognize the symbols  =, 0, 1, 2, 3, 4, 5, 6, 7, 8, 9, $ and ¢ P

A 1.12 To use symbols. P

A 1.13 To count, using numbers (1 to 99). P

A 1.14 To form a two-digit number. P

A 1.15 To break down a two-digit number. P

A 1.16 To read a number less than 100. P

A 1.17 To write a number less than 100. P

A 1.18 To distinguish between odd and even numbers.

A 1.19 To compare numbers under 100. P

A 1.20 To rank numbers under 100. P

A 1.21 To apply acquired knowledge (numbers from 1 to 100) to everyday
situations.

P

A 1.22 To form a number of three or four digits P

A 1.23 To break down a number of three or more digits. P

A 1.24 To read a number greater than 100. P

A 1.25 To write a number greater than 100. P



2.7

A 1.26 To compare numbers of three or more digits P

A 1.27 To rank numbers of three or more digits. P

A 1.28 To apply acquired knowledge (numbers greater than 100) to everyday
situations.

P

Note: It is expected that the objectives from previous codes and steps will be reviewed and tested.



2.8

STEP ONE

MTH-B013-1

A 1.29 To distinguish between coins and bills. P

A 1.30 To establish equivalences between different monetary values.

A 1.31 To count sums of money. P

A 1.32 To read sums of money. P

A 1.33 To write sums of money. P

A 1.34 To compare sums of money. P

A 1.35 To rank sums of money. P

A 1.36 To round off to the nearest dollar. P

A 1.37 To apply acquired knowledge to everyday situations. P

A 1.38 To write numbers as words. P

A 1.39 To write cheques. P

A 1.40 To read receipts. P

A 1.41 To apply acquired knowledge to everyday situations.

Note: It is expected that the objectives from previous codes and steps will be reviewed and tested.
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STEP ONE

MTH-B014-3

A 1.42 To recognize the plus sign.

A 1.43 To recognize the minus sign.

A 1.44 To use the vocabulary associated with addition.

A 1.45 To use the vocabulary associated with subtraction.

A 1.46 To become familiar with the calculator.

A 1.47 To add and subtract using a calculator. P

A 1.48 To apply a problem-solving approach (reasoning) to everyday
situations, using a calculator (+, -).

P

A 1.49 To recognize the multiplication sign.

A 1.50 To recognize the division sign.

A 1.51 To use the vocabulary associated with multiplication.

A 1.52 To use the vocabulary associated with division.

A 1.53 To multiply and divide using a calculator. P

A 1.54 To apply a problem-solving approach (reasoning) to everyday
situations, using a calculator (x, ÷).

P

Note: It is expected that the objectives from previous codes and steps will be reviewed and tested.



STEP TWO

MTH   B   021 - 1
MTH   B   022 - 2
MTH   B   023 - 3
MTH   B   024 - 4
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STEP TWO

MTH   B   021 - 1

A 2.01 To acquire certain basic concepts necessary for learning fractions. P

A 2.02 To apply acquired knowledge to everyday objects or situations. P

A 2.03 To recognize the percent sign.

A 2.04 To define “percentage.”

A 2.05 To use the vocabulary associated with percentage.

A 2.06 To calculate percentages using a calculator.

A 2.07 To apply a problem-solving approach (reasoning) to everyday
situations, using a calculator.

Note: It is expected that the objectives from previous codes and steps will be reviewed and tested.



2.14

STEP TWO

MTH   B   022 - 2

A 2.08 To recognize the symbol for degrees Celsius.

A 2.09 To use instruments for measuring temperature.

A 2.10 To read the temperature.

A 2.11 To indicate key points on the temperature scale.

A 2.12 To estimate the ambient temperature.

A 2.13 To read and write metric units of time.

A 2.14 To establish equivalences between different units of time.

A 2.15 To add and subtract units of time in everyday situations.

A 2.16 To be familiar with the symbols and vocabulary associated with metric
units of length.

A 2.17 To estimate length in metric units.

A 2.18 To use instruments for measuring length.

A 2.19 To be familiar with the symbols and vocabulary associated with metric
units of liquid volume.

A 2.20 To estimate quantity in metric units of liquid volume.

A 2.21 To use instruments for measuring liquid volume.



2.15

A 2.22 To be familiar with the symbols and vocabulary assiciated with metric
units of weight.

A 2.23 To estimate weight in metric units.

A 2.24 To use instruments for measuring weight.

Note: It is expected that the objectives from previous codes and steps will be reviewed and tested.



2.16

STEP TWO

MTH   B   023 - 3

A 2.25 To recognze the plus sign. P

A 2.26 To recognize the minus sign. P

A 2.27 To use the vocabuary associated with addition. P

A 2.28 To use the vocabuary associated with subtraction. P

A 2.29 To add numbers without carrying over. P

A 2.30 To subtract numbers without borrowing. P

A 2.31 To add numbers using carry-over. P

A 2.32 To subtract numbers using borrowing. P

A 2.33 To add sums of money. P

A 2.34 To subtract sums of money. P

A 2.35 To estimate the result of an addition.

A 2.36 To estimate the result of a subtraction.

A 2.37 To apply a problem-solving approach (reasoning) to everyday
situations (+, -).

P

A 2.38 To become familiar with the calculator. P

A 2.39 To use a calculator. P

A 2.40 To check results obtained using a calculator. P
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STEP TWO

MTH   B   024 - 4

A 2.41 To recognize the multiplication sign. P

A 2.42 To recognize the division signs. P

A 2.43 To use the vocabulary associated with multiplication. P

A 2.44 To use the vocabulary associated with division. P

A 2.45 To multiply by a one-digit multiplier. P

A 2.46 To divide by a one-digit divisor. P

A 2.47 To multiply by a multiplier with at least two digits. P

A 2.48 To divide by a divisor with at least two digits. P

A 2.49 To multiply sums of money. P

A 2.50 To divide sums of money. P

A 2.51 To multiply a number by 10, 100 and 1000 using mental calculation.

A 2.52 To divide a number by 10, 100 and 1000 using mental calculation.

A 2.53 To master the multiplication tables.

A 2.54 To master the division tables.

A 2.55 To estimate the result of a multiplication.



2.18

A 2.56 To estimate the result of a division.

A 2.57 To multiply and divide using a calculator. P

A 2.58 To apply a problem-solving approach (reasoning) to everyday
situations (x, ÷).

P

Note: It is expected that the objectives from previous codes and steps will be reviewed and tested.



STEP THREE

MTH   B   031 - 2
MTH   B   032 - 2
MTH   B   033 - 1
MTH   B   034 - 1



2.21

STEP THREE

MTH   B   031  - 2

A 3.01 To recognize proper fractions in everyday situations. P*

A 3.02 To recognize numerical representations of fractions. P

A 3.03 To recognize what a fraction is: perceiving a fraction as part of a whole. P*

A 3.04 To recognize what a fraction is: perceiving a fraction as part of a group
of similar objects.

P*  

A 3.05 To read proper fractions. P*

A 3.06 To write proper fractions. P*

A 3.07 To compare different fractions. P*

A 3.08 To use the vocabulary associated with proper fractions.  *

A 3.09 To add fractions with the same denominator. P*

A 3.10 To subtract fractions with the same denominator. P*

A 3.11 To find a fraction that is equivalent to a given fraction. P*

A 3.12 To simplify or reduce a fraction to its lowest terms. *

A 3.13 To recognize the equivalence between a mixed number and an
improper fraction with the same denominator.

P

A 3.14 To change a mixed number into an improper fraction.

A 3.15 To change an improper fraction into a mixed number. *

*   seen at the presecondary level



2.22

A 3.16 To compare two fractions using a table of fractions. P*

A 3.17 To add two fractions, one of whose denominators is a multiple of the
denominator of the other.

*

A 3.18 To add two fractions with prime denominators. *

A 3.19 To add a fraction and a mixed number or a whole natural number, or to
add two mixed numbers.

*

A 3.20 To subtract a fraction from a mixed number or subtract two mixed
numbers without borrowing.

*

A 3.21 To subtract a fraction or a mixed number from a mixed number with the
same denominator by borrowing.

A 3.22 To subtract two fractions, one of whose denominators is a multiple of
the denominator of the other.

*

A 3.23 To subtract two fractions with prime denominators. *

A 3.24 To subtract a fraction from a mixed number or a natural whole number,
or to subtract one mixed number from another by borrowing.

A 3.25 To multiply a whole number by a fraction. P*

A 3.26 To multiply two fractions. *

A 3.27 To multiply a fraction by a mixed number.

A 3.28 To divide a whole number by a fraction.

A 3.29 To change a proper fraction into a decimal. P

A 3.30 To estimate the results of the four basic operations with the most
common fractions.

A 3.31 To apply a problem-solving approach (reasoning) to everyday
situations involving proper fractions.

*   seen at the presecondary level
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STEP THREE

MTH   B   032 - 2

A 3.32 To use the vocabulary associated with decimals. P

A 3.33 To read decimals. P*

A 3.34 To write decimals. P*

A 3.35 To compare decimals. P*

A 3.36 To round off decimals to the nearest whole or half. P

A 3.37 To arrange decimals in order. P*

A 3.38 To change a proper fraction into a decimal, using a calculator. P

A 3.39 To perform operations on decimals using a calculator. P

A 3.40 To estimate the results of operations on decimals using a calculator.

A 3.41 To apply a problem-solving approach (reasoning) to everyday
situations, using a calculator.

P

A 3.42 To add decimals. *

A 3.43 To subtract decimals. *

A 3.44 To multiply decimals. *

A 3.45 To multiply a decimal by 10, 100 or 1000, using mental calculation. P*

A 3.46 To divide decimals.

A 3.47 To divide a decimal by 10, 100, or 1000, using mental calculation. P*

*   seen at the presecondary level
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A 3.48 To estimate the results of operations on decimals.

A 3.49 To apply a problem-solving approach (reasoning) to everyday
situations.

*

*   seen at the presecondary level
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STEP THREE

MTH - B033 - 1

A 3.50 To recognize the symbol for degrees Celsius. P

A 3.51 To use instruments for measuring temperature. P

A 3.52 To read and write the temperature. P*

A 3.53 To indicate key points on the temperature scale. P

A 3.54 To estimate the ambient temperature.

A 3.55 To read and write metric units of time. P*

A 3.56 To establish equivalences between different units of time. P*

A 3.57 To recognize the vocabulary associated with metric units of time. P*

A 3.58 To add and subtract units of time in everyday situations. P

A 3.59 To multiply units of time in everyday situations. P

A 3.60 To divide units of time in everyday situations. P

A 3.61 To recognize the symbols and vocabulary associated with metric units
of length.

P

A 3.62 To determine the metric unit of length appropriate to a given item. P*

A 3.63 To estimate different lengths. *

A 3.64 To use instruments for measuring length. P*

A 3.65 To establish equivalences between different metric units of length. P*

*   seen at the presecondary level
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A 3.66 To perform the four basic operations (+, -, x, ÷) on metric units of
length.

P

A 3.67 To apply acquired knowledge to problems involving metric units of
length in everyday situations.

P*

*   seen at the presecondary level



2.27

STEP THREE

MTH - B034 - 1

A 3.68 To recognize the symbols and vocabulary associated with metric units
of liquid volume.

P

A 3.69 To determine the metric unit of liquid volume appropriate to a given
item.

P

A 3.70 To estimate a quantity in metric units of liquid volume.

A 3.71 To use instruments for measuring liquid volume. P

A 3.72 To establish equivalences between different metric units of liquid
volume.

P

A 3.73 To perform the four basic operations (+, -, x, ÷) on metric units of liquid
volume.

P

A 3.74 To apply acquired knowledge to problems involving metric units of
liquid volume in everyday situations.

P

A 3.75 To recognize the symbols and vocabulary associated with metric units
of weight.

P*

A 3.76 To determine the metric unit of weight appropriate to a given item. P*

A 3.77 To estimate weight in metric units. *

A 3.78 To use instruments for measuring weight. P

A 3.79 To establish equivalences between metric units of weight. P*

*   seen at the presecondary level



2.28

A 3.80 To perform the four basic operations (+, -, x, ÷) on metric units of
weight.

P

A 3.81 To apply acquired knowledge to problems involving metric units of
weight in everyday situations.

P*

A 3.82 To solve problems involving metric units, using a calculator. P

*   seen at the presecondary level



STEP FOUR

MTH-B041-1
MTH-B042-1
MTH-B043-1
MTH-B044-1



2.31

STEP FOUR

MTH-B041-1

A 4.01 To recognize the percent sign. P

A 4.02 To define “percentage.” P*

A 4.03 To use the vocabulary associated with percentage. P

A 4.04 To calculate percentages. P*

A 4.05 To estimate the result of an operation involving a percentage. *

A 4.06 To apply a problem-solving approach to everyday situations involving
percentages.

P*

*   seen at the presecondary level



2.32

STEP FOUR

MTH-B042-1

A 4.07 To be familiar with the rule of three. P

A 4.08 To know when and how to use the rule of three. P

A 4.09 To estimate the result of a problem solved using the rule of three.

A 4.10 To apply a problem-solving approach using the rule of three in
everyday situations.

P



2.33

STEP FOUR

MTH-B043-1

A 4.11 To recognize certain geometric figures. P*

A 4.12 To measure straight lines. P*

A 4.13 To recognize certain symbols and vocabulary associated with
geometry.

P*

A 4.14 To use measuring instruments. P

A 4.15 To measure angles. P

A 4.16 To construct angles. P

A 4.17 To estimate the size of angles.

A 4.18 To recognize the symbols and vocabulary associated with perimeter. P*

A 4.19 To calculate perimeters. P*

A 4.20 To recognize the symbols and vocabulary associated with area. P*

A 4.21 To calculate area. P*

A 4.22 To estimate perimeters and areas. *

*   seen at the presecondary level



2.34

STEP FOUR

MTH-B044-1

A 4.23 To recognize the symbols and vocabulary associated with circles.

A 4.24 To measure a diameter.

A 4.25 To find a radius.

A 4.26 To measure a circumference.

A 4.27 To recognize the symbols and vocabulary associated with volume. P*

A 4.28 To calculate volume. P*

A 4.29 To estimate volume. *

A 4.30 To recognize the symbols associated with scale drawings. P

A 4.31 To calculate real dimensions or distances from a scale drawing or a
road map.

P

A 4.32 To do a scale drawing. P

A 4.33 To estimate size and distance.

*   seen at the presecondary level
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