Competency:  Answer Incoming Phone Calls, Take a Simple Written Message, and Leave an Oral Message

	Lesson Overview:  Students will be able to answer incoming telephone calls, take written messages, and leave oral messages upon completion of this lesson.
This lesson plan includes:

1. Answer Phone Calls, Take and Leave Messages Vocabulary

2. Answer Phone Calls, Take and Leave Messages Vocabulary Matching

3. Answer Phone Calls, Take and Leave Messages Dialogues

4. Answer Phone Calls, Take and Leave Messages Dialogues (Answer Key)

5. Giving a Message--Object Pronouns

6. Answer Phone Calls, Take and Leave Messages Fill-in-the-Blanks

7. Answer Phone Calls, Take and Leave Messages Vocabulary Flash Cards



	Approximate Time:  1 hour and 30 minutes



	Prerequisite Skills:  Basic listening and writing skills in English.  It is suggested that students first complete the intermediate lesson entitled “Respond to Voice Mail Prompts” before attempting this lesson.

Prerequisite Vocabulary:

extension(s)

leave a message/leave messages

listen

message(s)

phone(s)

speak

talk

telephone(s)

voice mail



	Vocabulary: 

call/calls/called/calling

call back

get in touch with

hello

may

reach/reached

return a call/return some calls

sorry

speak

take a message/take some messages



	Materials Needed:  Whiteboard or flip chart, erasable markers, handouts, and flash cards.


	Equipment Needed:  Cell phone(s) and/or telephone(s) for optional activities



	Activities:

1. Explain the purpose of the lesson.

2. Write the prerequisite vocabulary words on the board or flip chart.  Discuss their meanings and answer any questions the students may have about them.

3. Introduce new vocabulary.

a) Give students Answer Phone Calls, Take and Leave Messages Vocabulary.

b) Pronounce the new vocabulary words one at a time and have the students repeat the words in unison.

c) Pronounce the new vocabulary words one at a time, having individual students repeat the word.  Repeat until the students can pronounce the words well.

d) Read each definition to the students.  Have students read the definitions out loud.

4. For vocabulary practice, use Answer Phone Calls, Take and Leave Messages Vocabulary Matching.  Students should complete this activity independently.  Review answers orally.

5. For a listening activity, give students Answer Phone Calls, Take and Leave Messages Dialogues.  These three dialogues will show students how the vocabulary words are used when answering the phone, taking messages, leaving messages.  Tell students that you are going to read each dialogue to them and that they are to fill in the blanks with the words they hear.  After each dialogue, there is a phone message note for them to fill out.  Their responses may vary slightly from those given in the key.  Discuss each one before going on to the next one.  Ask students what information was not given in each dialogue.

a.  Read Dialogue 1 from Answer Phone Calls, Take and Leave Messages Dialogues (Answer Key).  Read it twice, the first time at a normal pace, the second time a little slower.

b.  Ask one student read the dialogue 1; supplying the missing words he or she heard.  Write these on the board so that students may check their word accuracy and spelling.  

c.  Have students to fill out the phone message note that follows dialogue 1.  Their responses may vary slightly from those given in the key.  Discuss what they wrote.  Ask students what information was not given in the dialogue.

d.  Continue in this manner with dialogues 2 and 3.

6. For grammar practice use Giving a Message--Object Pronouns.  Explain what object pronouns are, using the instruction box at the top of the sheet.  Have students read the examples given.  Ask for other examples.  Write those on the board.  Have the students complete this activity independently or in pairs.  Review answers orally.

7. To ensure that students know how and when to use the vocabulary words, use Answer Phone Calls, Take and Leave Messages Fill-in-the-Blanks.  Students should complete this activity independently.  Review answers orally.  This handout could be treated as a quiz.



	Assessment/Evaluation of Learning:

1. Teacher observation of students’ participation.

2. Evaluation of student worksheets.



	Optional/Follow-up Activities:

1. In pairs, have students create their own dialogues that deal with taking and leaving messages.

2. Have students take turns leaving the room and calling the class.  Have one student answer the phone and take a message for another student.  Use cell phones if no landline phones are available.

3. Use Answer Phone Calls, Take and Leave Messages Vocabulary Flash Cards for further vocabulary development.
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