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Calling the School Office
Report your child's absence to the school.

 LISTENING

1  Describe the Picture
Look at the picture with your partner. Take turns. Talk for one minute. Keep talking!

 YOU CAN SAY 

I can see...
There is... / There are...
He is... / She is... (+ing)
I think... because...

 THEN ASK EACH OTHER 

Where are they?
What's happening?
What happens next?

2  Reading — Sofia Calls the School
Read silently. Then read with a partner.

At seven in the morning, Sofia checked her daughter Lucia's temperature. Lucia had a fever and 
needed to stay home from school. Sofia knew she should call the attendance office before eight 
o'clock.

Mrs. Green at Adams Elementary answered the phone. Sofia gave Lucia's name, grade, teacher, and 
room number. Mrs. Green explained that the school needs a doctor's note after three absent days. 
She also said Lucia could make up the homework and that Ms. Kim would send it by email.

The call took about three minutes, and the school marked Lucia's absence as excused. Sofia was 
glad she knew what information to give and what the school expected her to do.
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3  Dialogue
Read with a partner. Read it again and switch roles. Practice it several times. Next,  
fill in the missing words from memory!

 SPEAKING

Mrs. Green: Good morning, Adams Elementary, attendance office. How may I help you?
Sofia: Good morning. I'm calling to report an absence. My daughter is sick and will stay home today.
Mrs. Green: I'm sorry to hear that. What is your daughter's name?
Sofia: Lucia Perez. P-E-R-E-Z.
Mrs. Green: Thank you. And what grade is she in?
Sofia: Third grade. Her teacher is Ms. Kim, and the room number is 14.
Mrs. Green: Got it. What is the reason for the absence?
Sofia: She has a fever. She will miss school today, but I think she will come back to school tomorrow.
Mrs. Green: I hope she feels better soon. If she is absent three days or more, we need a doctor's 
note.
Sofia: I understand. One question — the homework. Can she make up the homework?
Mrs. Green: Of course. I'll email Ms. Kim right now. You can pick up the work at the office after three, 
or Ms. Kim can send it by email.
Sofia: Email is better, please. Thank you so much.
Mrs. Green: You're welcome. Lucia is marked excused for today. Thank you for calling before eight!
Sofia: Of course. Have a good day, Mrs. Green.

4  Vocabulary
Translate it, explain it, or use it in a sentence.

Word / Phrase Meaning My sentence

grade

report an absence

stay home

room number

miss school

come back to school

feel better

a doctor's note

make up the 
homework

thank you for calling
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5  What Do You Remember?
Fill in the missing words. Do not look back!

 WORD BANK 

  feel better       thank you for calling       stay home       room number       come back to school       

grade       miss school       a doctor's note       make up the homework       report an absence 

Mrs. Green: Good morning, Adams Elementary, attendance office. How may I help you?
Sofia: Good morning. I'm calling to (1) __________________________________. My daughter is 
sick and will (2) __________________________________ today.
Mrs. Green: I'm sorry to hear that. What is your daughter's name?
Sofia: Lucia Perez. P-E-R-E-Z.
Mrs. Green: Thank you. And what (3) ______________________ is she in?
Sofia: Third grade. Her teacher is Ms. Kim, and the (4) __________________________________ is 
14.
Mrs. Green: Got it. What is the reason for the absence?
Sofia: She has a fever. She will (5) __________________________________ today, but I think she 
will (6) __________________________________ tomorrow.
Mrs. Green: I hope she (7) __________________________________ soon. If she is absent three 
days or more, we need (8) __________________________________.
Sofia: I understand. One question — the homework. Can she (9) 
__________________________________?
Mrs. Green: Of course. I'll email Ms. Kim right now. You can pick up the work at the office after three, 
or Ms. Kim can send it by email.
Sofia: Email is better, please. Thank you so much.
Mrs. Green: You're welcome. Lucia is marked excused for today. (10) 
__________________________________ before eight!
Sofia: Of course. Have a good day, Mrs. Green.
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6  Talk About It
 PART 1 · YOU AND THE STORY 

1. Who contacts the school when a child in your family is sick?
2. What phone call used to be difficult for you in English but is easier now?
3. What school rules here are different from school rules in your country?

 PART 2 · TELL YOUR STORY 

Tell your partner about a child's school or another school you know. Speak for one minute or more.
You can say: the school and grade · one good thing · one confusing thing · how the school contacts 
families

 PART 3 · WHAT DO YOU THINK? 

1. Why do schools want parents to report an absence early?
2. Do you prefer getting homework or school information by email, paper, or an app? Why?
3. Some schools let parents report absences with an app or automated phone system. Which way 
would be easiest for you?

7  Now You Try — Call the Attendance Office
Seven in the morning, and your daughter's forehead is warm. No 
school for her today. You know the rule: call the attendance office 
before eight, or the absence is a problem. You have her grade, 
her room number, and her teacher's name ready. You dial the 
school.

  YOUR GOAL 

Report the absence — and find out about the homework.
Scan the code and call Mrs. Green, an AI attendance clerk. Practice 
every day this week!
Cannot scan? Go to: eslvideo.com/cb.php?iframeid=880990942615
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8  Write Your Own Dialogue
Work with a partner. Student A is the attendance clerk. Student B is the parent. This time it is your son, he has 
a dentist appointment, and he will come to school late — not absent all day.

A: Good morning, ______________ School, attendance office. How may I help you?

B: Good morning. I'm calling to report an absence. My ________ is sick.

A: What is your child's name?

B: ______________. I can spell it: ______________________.

A: What grade? Who is the teacher?

B: ________ grade. The teacher is ______________, room ________.

A: What is the reason?

B: ______________________________. I think ____ will come back ______________.

A: I hope ____ feels better. Can I help with anything else?

B: Yes — can ____ make up the homework?

A: ______________________________________.

B: Thank you so much. Have a good day!

Now practice your dialogue out loud. Switch roles!
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Answer Key (teacher page)

5 · What Do You Remember?
1. report an absence · 2. stay home · 3. grade · 4. room number · 5. miss school · 6. come back to 
school · 7. feels better (feel better) · 8. a doctor's note · 9. make up the homework · 10. Thank you for 
calling
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