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Task 1  
 

Calling the School to Report an Absence 
 

STUDENT ACTIVITIES 
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TASK 1 Reporting an Absence: Vocabulary 

Directions: Practice the vocabulary words. 

 

 

 
absence 

 
sick 

 
 

doctor’s 
appointment 

 

 
 

child 

 

 
 

visit 

 
 

babysitter  
 

 
 

flat tire 

 

 
 

car trouble 

 

 
 

work 
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TASK 1 Reporting an Absence: Vocabulary 

Directions: Work with a partner. Ask each other: “What is number 1?”, “What is 
number 2?”  

 
 

1 
 

 

2 

 
 

3 

 
 

4 
 

 

5 
 

 

6 

 
 

7 

 
 
 

8 

 
 
 

9 
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TASK 1 Reporting an Absence: Vocabulary 

Directions: Write the missing words under each picture. 

 

 

 
____________ 

 
____________ 

 
 

____________ 

 

 
 

____________ 

 

 
 

____________ 

 
 

____________ 

 

 
 

____________ 

 

 
 

____________ 

 

 
 

____________ 
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TASK 1 Reporting an Absence: Practice Sentences 

Directions: Practice using the vocabulary words in sentences.  

 

 
I want to report 

an absence. 

 
I’m sick. 

   I have a cold. 

 
 

I have a doctor’s 
appointment. 

 

 
 

My child is sick. 

 

 
 

I’m going to visit 
my family. 

 
I don’t have a 
babysitter for 
my children. 

 

 
 

I have a flat tire. 

 

 
 

I’m having car 
trouble. 

 

 
 

I have to work. 
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TASK 1 Reporting an Absence: Practice Sentences 

Directions: Write a sentence with a vocabulary word for each picture.  

 

 
______________ 
______________ 

 
______________ 
______________ 

 
 

______________ 
______________ 

 

 
 

______________ 
______________ 

 

 
 

______________ 
______________ 

 
______________ 
______________ 
______________ 

 

 
______________ 
______________ 

 

 
______________ 
______________ 

 

 
______________ 
______________ 
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TASK 1 ROLE PLAY: Reporting an Absence 

Directions: Practice this role play with a partner.  

Student A:           Hello. Chino Valley Adult School.  May I help you? 

Student B:             Hello.  I want to report an absence. 

Student A:             What is the reason you can’t come to school?        

Student B:             I have a flat tire.    

 

 

 

 

 

Practice again using 5 different reasons for your absence: 

 

Student A:           Hello. Chino Valley Adult School.  May I help you? 

Student B:             Hello.  I want to report an absence. 

Student A:             What is the reason you can’t come to school?        

Student B:             ___________________________________    
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TASK 1: School Personnel and Locations 

Directions: Study the vocabulary words for names and locations of people who 

work at school. Ask your partner where each person works.  
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TASK 1: Understanding School Information 

Directions: Look at the map of our school.  

 

1. Find your classroom. Draw a star on it on the map.  

2. What is the name of your teacher? _________________________ 

3. What class are you in? Circle your class.  

ESL 1  ESL 2  ESL 3  ESL 4  

4. Find the adult school main office. Circle it on the map.  

5. Who works in the school office? ___________________________ 
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TASK 1: Understanding School Information 

Directions: Look at the chart and answer the questions about your class. 

  

 

 

 

 

 

 

 

 

 

 

What is the school’s name? ___________________________________________ 

What is the school’s phone number? ___________________________________ 

What is your teacher’s name? _________________________________________ 

What is your classroom number? ______________________________________ 
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TASK 1 ROLE PLAY: Calling the School to Report an Absence 

 
Directions: Practice the role play with your partner. Take turns being as the 

school secretary and student.  

 
School Secretary:   Hello. Chino Valley Adult School.  May I help you? 

Student:             Hello.  I want to report an absence. 

School Secretary:   What is your name? 

Student:             Victor Lopez. 

School Secretary:    What is the reason you can’t come to school? 

Student:            I have a cold.  

School Secretary:   When will you return to school? 

Student:              In 5 days. 

School Secretary:   Thank you for calling. 

Student:              You’re welcome.  Goodbye. 
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TASK 1 ROLE PLAY: Calling the School to Report an Absence 
 

Directions: Practice the role play again. This time, say your own name, reason for 

your absence, and return date. 

 

School Secretary:   Hello. Chino Valley Adult School.  May I help you? 

Student:             Hello.  I want to report an absence. 

School Secretary:   What is your name? 

Student:             ____________________. 

School Secretary:    What is the reason you can’t come to school? 

Student:            ___________________________________.  

School Secretary:   When will you return to school? 

Student:              _________________. 

School Secretary:   Thank you for calling. 

Student:              You’re welcome.  Goodbye. 
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TASK 1 ROLE PLAY: Calling the School to Report an Absence 
 

Directions: Put the conversation in the correct order. Write numbers 1-10 on the 
lines. 

  

 
________ 

  
You’re welcome.  Goodbye  
  

 
________ 

  
Hello.  Chino Valley Adult School.  May I help you?  
  

 
________ 

 
When will you return to school? 

 
________ 

  
I have a cold.  
  

 
________ 

  
What is your name?  
  

 
________ 

  
What is the reason you can’t come to school?  
  

 
________ 

  
Hello.  I want to report an absence.  
  

 
________ 

  
Thank you for calling.  Goodbye.  
  

 
________ 

  
Victor Lopez.  
  

 
________ 

 
In 2 days. 
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TASK 1: Reporting Absences 

 
What are good reasons for being absent? What are bad reasons for being 
absent? Discuss with a partner. 
 
Write at least 3 good reasons and 3 bad reasons for being absent in the boxes. 
 
 

Good Reasons Bad Reasons 

 
 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
Write two good reasons you might have to be absent from school or work. 

 
1. _______________________________________________________

_______________________________________________________ 

2. _______________________________________________________

_______________________________________________________ 
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TASK 1: Leaving a Message 
  

A Julia is returning to her country for two weeks. Read her phone message to 
 her teacher.  
  
Hello teacher, this is Julia Adams. I’m calling you because I am going to be absent for 
two weeks. I am going to Peru to see my family. My grandmother is very sick. I will be 
absent from April 1 until April 15. I will return to class on Monday, April 18. Have a nice 
day. Goodbye.  
  
  
B Read the message again. What information is Julia communicating?  
  
  
Hello teacher.       →→→→→→→ Greeting  
  
This is Julia Adams.      →→→→→→→ Name  
  
I am going to Peru.      →→→→→→→ Reason for Absence  
  
  
I will return to class on April 18.           →→   Time of Return  
  
Have a nice day. Goodbye. →→→→→ Closing  
 

  
C Practice your own absence message. Use the form below. Write 
sentences.  
  
  
Greeting:                           Hello ______________________. (Write your teacher’s name) 

  
Name:                           This is _________________________.  (Write your name)  

  
Reason for Absence: I _____________________________________________. 
     (Write a reason you are not going to school)  

  
Time of Return:  I will return to class on _____________________________. 
                                                        (Write a date you will return to class)   

  
Closing:                            _________________________________________.  
                                                                               (Write a way to say goodbye)  

  
  
D Say your message to a partner. Take turns.  
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TASK 1: Emailing Your Teacher 
 
 
A.        Michael has a doctor’s appointment, and he will be 
absent from school tomorrow. Read the email he wrote to 
his teacher to explain his absence.  
 

 
 
 

EMAIL  

From: Michael_Lee@gmail.com 

To: Jane_Smith@chino.k12.ca.us 

Subject: Absent from school   

  

Hello, Mrs. Smith. This is Michael Lee. I’m a student in your ESL 2 class. I’m emailing 
you because I am going to be absent from school tomorrow, August 24. I have a 
doctor’s appointment. I will return to class on August 25. Have a nice afternoon. 
 
Thank you, 
Michael Lee 

 
  
B Read the message again. What did Michael write for each part of the email? 

 

 

Greeting: ____________________________________________________________ 

  

 

Name: _______________________________________________________________ 

  

 

Reason for Absence: __________________________________________________ 

 

 

Time of Return: _______________________________________________________ 

 

 

Closing: _____________________________________________________________ 
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C Think of a reason why you will be absent from school.  

 

 

Reason for Absence: __________________________________________________ 

 

What day will you be absent? ___________________________________________ 

 

When will you return to school? _________________________________________ 

 
 
 
D Write an email to your teacher explaining your absence. 
 

 

EMAIL  

From:   

To:  

Subject:                                     
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TASK 1 PRACTICE: Reporting an Absence 
 
Directions: Practice the role play with a partner. 
 
School Secretary:   Chino Valley Adult School. May I help you? 

Student:    Hello. I want to report an absence. 

School Secretary:   What is your name? 

Student:    Victor Lopez. 

School Secretary:   Why can’t you come to school? 

Student:    My daughter is sick.  

School Secretary:   When will you return? 

Student:    In 5 days. 

School Secretary:   Who is your teacher? 

Student:    Mrs. Chen. 

School Secretary:   What is your class? 

Student:    ESL Level 2. 

School Secretary:   Thank you for calling. 

Student:    You're welcome. Goodbye. 

 

Practice the role play again. This time say your name, your teacher’s name, and 
your class.  
 
What is your name?  ______________________________________________ 

Who is your teacher?  ______________________________________________ 

What is your class?   ______________________________________________ 

 
 



19 

TASK 1 PRACTICE: Reporting an Absence 
 

Directions: Practice the role play. Answer all the questions on your own. 

 

School Secretary:   Hello. Chino Valley Adult School.  May I help you? 

Student:             ________________________________________. 

School Secretary:   What is your name? 

Student:             ____________________. 

School Secretary:    What is the reason you can’t come to school? 

Student:            ___________________________________.  

School Secretary:   When will you return to school? 

Student:              _________________. 

School Secretary:   Thank you for calling. 

Student:              ___________________________________. 
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Task 2 

List Activities of Successful Learners 
 

STUDENT ACTIVITIES 
 

 
 
 
 
 
 
 

 
 

 
 
 

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&frm=1&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwi5ovnz25vKAhUK32MKHdaKAIgQjRwIBw&url=http%3A%2F%2Fwww.wikihow.com%2FBe-a-Successful-College-Student&psig=AFQjCNFpMcxBCHLrUGdISoWYIp9dDO3B-w&ust=1452394074310390
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TASK 2: What Is a Goal? 
 
 
What is a goal? Look at the examples: 
 
  
   
 

                                          
 
 
 
 

 
 
 
A goal is something you want. It is something you want to achieve. What goals do 
you have? Circle each goal statement that you agree with. 
 
 

I want to go to High Beginning ESL (Level 2) or Low Intermediate     
ESL (Level 3). 

 
I want to complete the ESL program. 

 
I want a high school diploma. 

 
I want to find a job. 

 
I want a better job. 
 
I want to become a U. S. citizen. 
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A Look and read. What do you want to do with English?  
 Check (✓) your goals.  
 

 
 

 I want to get a job. 

 
 
 I want to talk to the 
doctor. 

 
 
 I want to communicate. 

 
 
 I want to help my family. 

 
 
 I want to get a driver’s 
license. 

 
 
 I want to go to college. 

 
 
 
What about you?  
 
 
B Discuss your goals with a partner. 
   
  A: I want to help my family. 
  B: I want a driver’s license. 
 
C Discuss the questions with a partner. 
 
  Why do you want to learn English? 
  What are your goals for the future? 
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D Read.1 
 
 
 
 
 
 
 
 
 
 
 
 
 
E Answer the questions.  
 
 

1. Where is Jana from?          

2. How old is she?           

3. Is she married?           

4. What does she like to do?          

5. Does she have children?          

6. Does she have family?          

7. What does she do?           

8. What is her goal?           

 
 

 
 

 
1 Story adopted from eslprogram.ousd.k12.ca.us/files/Assessments/Moving_Beyond.ppt, last accessed August 25, 

2010. 

My name is Jana.  I am from Denmark.  I am 24 years old.  I am 
single.  I like to read books and listen to music.  I have two 
sisters.  They live in Denmark.  I have no children.  I am single. 
I was a server.  Now I am a student at Chino Valley Adult 
School.  I want to learn good English because I want to be a 
doctor in the United States.  
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F Practice the conversation between Marcos and Maria. 
 
 

 Marcos: Hi Maria. 

 Maria:  Hi Marcos. 

 Marcos: I need to study English. 

 Maria:  Me too. I like to study English. 

 Marcos: I want a better job. English will help me. 

 Maria:  I want to go to college. I need more English. 

 Marcos: We both need English! 

 Maria:  Yes! Let’s study together! 

 Marcos: Great! 

 
 

G Complete the sentence. Why do you want to learn English? 
 
 I want to        . 
 
 
 
H With a partner, practice the conversation in F. Use your answer   
  from  G. 

 



25 

TASK 2: Making Goals 
 
A Read the story.  
 
 
Javier is 27 years old. He is from Mexico. He lives in Chino.  He 

shares an apartment with his brother Eduardo, who is also from 

Mexico. Javier works in a factory. Eduardo is unemployed. Times 

are tough. Javier has a dream. He wants to start his own business. 

He wants to own a car repair shop. He is good at fixing cars, but he 

doesn’t speak English. He goes to Chino Valley Adult School and 

takes Beginning Low ESL. He knows that English will help him in 

his life. 

 
 
B Answer the questions. Circle a or b. 
 
1. Javier has: 
 
 a) a goal    b) no goals  
 
2. Javier is 
 
 a) employed    b) unemployed 
 
3. Javier takes 
 
 a) Intermediate—Low ESL  b) Beginning—Low ESL 
 
 
 
 
C Fill in the blank. Use words from A. 
 
 

1. Javier is    years old. 

2. Javier wants to own a    . 

3. Javier is good at     cars. 

  

http://www.imageenvision.com/150/38479-stock-photo-of-a-male-hispanic-college-student-with-curly-hair-sitting-and-reading-his-notes-in-a-notebook-while-sitting-in-the-grass-on-campus-by-andres-rodriguez.jpg
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D Look at Javier’s timeline. What is he doing now? What does he want in the 
 future? 
 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
E Answer these questions about Javier’s timeline:  
 
 

1. What did Javier do when he lived in Mexico? 

___________________________________________________________ 

2. When did Javier move to the United States? 

___________________________________________________________ 

3. Who did Javier move to the United States with? 

___________________________________________________________ 

4. What ESL class does Javier want to take next year? 

___________________________________________________________ 

5. What school does Javier attend? 

___________________________________________________________ 

 

2019 

 

I fixed cars in 

Mexico. 

 

 

 

2020 

 

I moved to the 

United States 

with my brother. 

 

Summer 2023 

 

I am a student in 

Low Beginning 

ESL at Chino 

Valley Adult 

School. 

 

 
 

 

Winter 2023 

 

I want to take High 

Beginning ESL at 

Chino Valley 

Adult School. 
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F What about you? Look at the goals in the chart below: 

 

 

 

Fill in the blanks. 

 

 

 

 

 

 

 

 

 

 

 

 

 

What are your goals for the future? Discuss your goals with a partner.  

 

 

 

 

Beginning Literacy 
 

Low Beginning ESL 
 

High Beginning ESL 

Low Intermediate ESL 

High Intermediate 
ESL 

Advanced ESL 

Mastery English 

Adult Basic Education 
(ABE) 

High School Subjects / GED 

Career and Technical 
Education (CTE) 

Chaffey College Degree or Certificate 

Prepare for High 
School 

High School Diploma 

Certificate 

Goal 

Meet with a Chino Valley 
Adult School academic 
counselor to make a plan. 
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G Put the items in chronological (time) order from first to last: 
 

High Beginning ESL  High Intermediate ESL   
 
Low Intermediate ESL  Advanced ESL  High School Diploma 
 
College    Low Beginning ESL College Degree 

 
 
1.         5.       

2.         6.      

3.         7.      

4.         8.      

   

 

H        Now make your own timeline. Fill in the blanks: 

 

 

 

 

partner.  

 

 
 
 
 
 
 
 
 

I Share your timeline with a partner. Then share it with the class. 

 

2019 (the past) 

 

I was   

   

   

   

   

   

   

   

   

                        . 

 

2020 (the past) 

 

I was   

   

   

   

   

   

   

   

                                 

                        . 

 

2023 (the present) 

 

I am    

   

   

   

   

   

   

   

             . 

 

 

2024 (the future) 

 

I want to   

   

   

   

   

   

   

   

   

   . 
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TASK 2: Achieving Goals 

A Read the tips below. 
 

How To Achieve Your Goal 
 

1. Make a plan 
2. Follow it 
3. Never quit 

 
A plan is a way to get something. For example, if you want to have $5000, your plan 

might be to save $100 a week for 50 weeks. That’s the plan. Then of course it’s 

necessary to actually follow the plan, which means to save money every week. Finally, 

you can never quit. If you quit, then you will not achieve your goal. For example, if you 

stop saving, you won’t have $5000 after 50 weeks! 

 

1. Make a plan. 
 

 
 

2. Follow it! Go! 

 

3. Never give up! 
 

 

 
 
 
B Discuss these questions with a partner. 
 

1. What are the three steps to achieve a goal? 
2. Why is it important to have a plan? 
3. Why is it important to follow the plan? 
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C Read. 
 
 

Julia is a successful student. She wants to learn English. She 

wants to become a nurse. She needs more education. Right now 

Julia is in Low Beginning ESL. She needs to complete High 

Beginning, Low Intermediate, and High Intermediate in the next two 

years. Then, she wants to get her GED and take classes at Chaffey 

College. Finally, she wants to transfer to Cal State Fullerton to earn 

a bachelor’s degree. 

 

 
D Read Julia’s tips about how to be successful in school. 
 
 
 

• Always come to class. 

• Talk to the teacher about your goals. 

• Work with classmates. 

• Study English outside of class. 

• Think in English. 

• Tell your teacher if you must be absent. 

• Stay organized. 

• Ask questions in class.  
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E  Fill in the blanks. Look at D. 
 

 
1. Always come to    . 

2. Talk to the     about your goals. 

3. Work with     . 

4. Study English     of class. 

5. Think in    . 

6. Tell your     if you must be absent. 
 
 
 
 
 
F                  Answer the questions about Julia’s plans. 
 
 

1. What job does Julia want to have in the future? 
 

a) doctor                                            b) nurse 
 
 
 

2. What ESL class is Julia in now? 
 

a) Low Intermediate                           b) Low Beginning  
 
 
 
3. What college does Julia want to take classes at first? 

 
a) Chaffey College         b) Cal Poly Pomona 

 
 
 

4. Where does Julia want to get her bachelor’s degree? 
 

a) Cal State Fullerton        b) UC Riverside 
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TASK 2: Successful Learning 
 
 
A Look at the pictures. Read the statements. Do you do these things? 
 
 

Come to class every day. 
 

 
 

Set goals 
 
 

Ask questions. 
 

 
Practice English.  
 

 
 
 

Work with classmates. 
 

 

Be organized. 
 

 

 
 
 
B Practice the conversation with a partner. Use different behaviors. 
 
  A: How do you learn English?  
  B: I work with classmates. I also am organized.  
 
 

 
 
 
 
  

http://farm1.static.flickr.com/24/45663134_ab9e027260.jpg
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TASK 2: Vocabulary Practice 

 
C Draw a line from each picture to the correct statement. 
 

                                                                     Be organized                 

 

                                                                      Set goals   

                                                                            Come to class every day     
 

                                   

 
                                          
 
 
                                                                                                 Ask questions 

 

   
 
 
              Practice English 
 

                                                                    Work with classmates 
 

http://farm1.static.flickr.com/24/45663134_ab9e027260.jpg
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TASK 2: Vocabulary Practice 

 
D Label each picture. Write the behavior. Use words from the box. 
 
 

Come to class every day   Set goals            Ask questions 
Practice English    Work with classmates Be organized 

 

 
 
_____________________ 
 

 

 
____________________ 

 
 
_____________________ 
 

 
_____________________         
 
 
 

 
 
 
 
 
 
 
 
 

 
 
_____________________ 
 

E Ask a partner to list all six behaviors of a successful student. 
 A: How do you study English? 
 B: It’s important to be organized, work with classmates, 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 

http://farm1.static.flickr.com/24/45663134_ab9e027260.jpg
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TASK 2: Activities of Successful Learners  

Directions: Draw lines from the sentences to matching behaviors of 
successful learners.  

 
(From: https://lausdadulted.org/apps/pages/index.jsp?uREC_ID=1686318&type=d&pREC_ID=1842682 ) 
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TASK 2: Activities of Successful Learners 

 
Directions: Read the sentences and write the activity that best matches 
them. 
 

 
 
(From: https://lausdadulted.org/apps/pages/index.jsp?uREC_ID=1686318&type=d&pREC_ID=1842682 ) 
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TASK 2 PRACTICE: Activities of Successful Learners  
 
Directions: Write five behaviors of successful learners.   

 

1. __________________________________________________________ 

2. ._________________________________________________________ 

    3.___________________________________________________________ 

    4.___________________________________________________________ 

   5.____________________________________________________________ 
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