Competency:  Make Appointments by Telephone

	Lesson Overview:  Students will learn vocabulary associated with making appointments by phone.  Upon completion of this lesson, students will be able to make appointments by telephone for a variety of situations.  

This lesson plan includes:

1. Make Appointments by Phone Vocabulary
2. Make Appointments by Phone Vocabulary Matching
3. Make Appointments by Phone Dialogue Listening Activity 1, 2, and 3
4. Make Appointments by Phone Dialogue Listening Activity Answer Key 1, 2, & 3
5. Make Appointments by Phone Vocabulary Flash Cards


	Approximate Time:  1 hour



	Prerequisite Skills:  Students must be able to read and write simple sentences in English.  Students should know the days of the week, the months of the year, and how to tell time in English.  Students should have completed the intermediate-level lesson entitled “Make Telephone Calls” before attempting the activities in this lesson.

Prerequisite Vocabulary:

caller(s)
doctor(s)
hairstylist(s)
mechanic(s)


	Vocabulary: 
afternoon(s)
appointment(s)
booked up

date(s)
earlier

later

make an appointment  (make some appointments)
morning(s)
receptionist(s)
schedule

time(s)
work in



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


	Equipment Needed:  None



	Activities:

1. Explain the purpose of the lesson.

2. Ask students if they feel comfortable making appointments by phone and talking to a receptionist.  Write their responses on the board or on a flip chart.

3. Briefly review the prerequisite vocabulary.  Go over the new vocabulary.  You may want to write the words on the board.

a. Make sure that each student can correctly pronounce the new words by having them pronounce the words aloud as a group and then individually.

b. Give the students Make Appointments by Phone Vocabulary.  Carefully explain each word and make sure that students understand the meanings.

4. For further vocabulary development, use Make Appointments by Phone Vocabulary Matching. Students should complete these exercises independently.  Review the answers orally.

5. For a listening and speaking activity, use Make Appointments by Phone Dialogue 1 Listening Activity.  This activity will give students the opportunity to see how some of the vocabulary words are used in conversations with an operator.  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.

a.  Read from Make Appointments by Phone Dialogue 1 Listening Activity Answer Key.  Read the dialogue twice, the first time at a normal pace, the second time a little slower.

b.  Ask two students to read the parts of the caller and the receptionist, supplying the missing words they heard.  Write these on the board so that students may check their word accuracy and spelling.  Continue in this manner with Make Appointments by Phone Dialogue 2, and 3 Listening Activity and Answer Key. 

	Assessment/Evaluation of Learning:

1. Instructor evaluation of students’ participation.

2. Evaluation of student worksheets



	Optional/Follow-Up Activities:

1. Use Make Appointments by Telephone Vocabulary Flash Cards for further vocabulary development.  Students may make their own flash cards using 3”x5” index cards.
2. For a writing activity, have students to write a dialogue about making an appointment by phone.  Allow students to work in pairs.  Let the students review the dialogue for editing suggestions if needed.  Have each pair read their dialogue aloud to the class.  Ask questions to ensure comprehension.

3. Go over any problems students may have had with making appointments by phone.  

4. For practice in a real life situation, put two students in separate rooms or divide by a partition to hide their faces.  Using cell phones practice the dialogues as if they are calling to actually make an appointment.
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