Competency:  Respond to Voice Mail Prompts

	Lesson Overview:  Students will be able to respond to voice mail prompts in a variety of situations upon completion of this lesson.

This lesson plan includes:

1. Respond to Voice Mail Prompts Vocabulary

2. Respond to Voice Mail Prompts Vocabulary Matching

3. Voice Mail Prompts Listening Practice

4. Voice Mail Prompts Listening Practice (Answer Key)

5. Voice Mail Prompts Crossword Puzzle

6. Respond to Voice Mail Prompts Vocabulary Flash Cards (optional)

7. Voice Mail Prompts Word Search (optional)

8. Referenced website (optional)



	Approximate Time: 2 Hours



	Prerequisite Skills:  Basic listening and writing skills in English.  It is suggested that students first complete the intermediate lesson entitled “Find Numbers in a Telephone Book and by Calling Directory Assistance.”

Prerequisite Vocabulary:

cell phone(s)

dial(s)

message(s)

operator(s)

phone(s)

telephone(s)



	Vocabulary: 







available

deliver the message

extension(s)

hang up

leave a message/leave messages

option(s)

pound key

press

record

star key

tone(s)

unavailable

voice mail



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


	Equipment Needed: Cell phone and/or telephone with speakerphone option



	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 Respond to Voice Mail Prompts Vocabulary handout.

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. Go over each vocabulary definition carefully and check for understanding.

4. For vocabulary practice, use Respond to Voice Mail Prompts Vocabulary Matching sheet.  Students should complete this activity independently.  Review answers orally.

5. For further vocabulary development, give students Voice Mail Prompts Crossword Puzzle.  (This word search was created using the program Wordsheets.  A demonstration copy of this program can be downloaded at www.qualint.com.)  Have students work in pairs or individually on this exercise.  Review answers orally.

6. For a listening activity, give students Voice Mail Prompts Listening Practice sheet.  These two listening activities will show students how the vocabulary words are used in popular voice mail prompts.  Tell students that you are going to read each listening practice to them and that they are to fill in the blanks with the words they hear.

a.  Read Listening Activity 1 from Voice Mail Prompts Listening Practice (Answer Key).  Read it twice, the first time at a normal pace, the second time a little slower.

b.  Ask an individual student to read Listening Activity 1, supplying the missing words he or she heard.  Write these on the board so that students may check their word accuracy and spelling.  Continue in this manner with Listening Activity 2.

c.  After making any necessary corrections, have students, in pairs, read the dialogues on the Voice Mail Prompts Listening Practice. 



	Assessment/Evaluation of Learning:

1. Teacher observation of students’ participation.

2. Evaluation of completed worksheets/handouts.



	Optional/Follow-up Activities:

1. Bring a telephone that has a speakerphone to class.  Call a number of a friend or colleague that uses automated voice mail prompts.  Ask your students questions about what they heard.  Call the number again.  Let your student(s) leave voice mail messages if they wish.  (If the person is at work during your class, call them first and let them know what you are planning to do ahead of time.)

2. Let your students practice calling a cell phone and leaving voice messages.

3. Visit the following web site to listen to samples of voice mail prompts: www.leciamvoiceservices.bigstep.com/generic6.html
4. Follow this lesson with the intermediate level lesson entitled “Answer Incoming Phone Calls, Leave an Oral Message, and Take a Simple Written Message.”

5. Use Respond to Voice Mail Prompts Vocabulary Flash Cards for further vocabulary development.

6. Give students Voice Mail Prompts Word Search.  (This worksheet was made with Wordsheets 5.0 software available at www.qualint.com.  There is a free demonstration version that allows 10 printings.  After that, the software must be purchased.)   Have students work in pairs or individually.

7. Have a brief discussion on experiences with voice mail prompts that your students have had in the past.  Ask the students what kinds of difficulties that they have had when trying to respond to voice mail prompts.  Also discuss what kind of businesses usually use a voice mail system.
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