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Office Hours: Understanding the Syllabus
Ask your teacher about dates, grades, and rules.

 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 — Amina Asks About the Syllabus
Read silently. Then read with a partner.

Amina's class syllabus was four pages long, and some parts were difficult to understand. She had 
questions about the test dates, how the final grade was calculated, and the attendance policy. Instead 
of guessing, Amina went to her teacher's office hours.

Mr. Grant answered her questions. The midterm was April 2nd, the final was May 28th, and the essay 
was due the week of April 14th. He also explained the grade percentages for tests, the essay, 
homework, and participation. The class allowed three absences, and students should talk with him if 
they had a problem.

Amina repeated the important information to make sure she understood. Later, she told classmates 
that they could also use office hours to ask questions. Amina wrote the important dates in her 
calendar and knew what she needed to do for the class.
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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

Mr. Grant: Come on in! You mentioned you had some questions about the syllabus. What can I clear 
up?
Amina: Thank you, Mr. Grant. Three questions, marked in yellow. First: is the final test on May 28th?
Mr. Grant: Sharp eyes — yes. Three dates matter most: midterm April 2nd, final May 28th, and the 
essay, due the week of April 14th.
Amina: Midterm April 2nd, final May 28th, essay the week of April 14th. I will write it down in my 
phone AND on paper.
Mr. Grant: Good plan. What's your second question?
Amina: The grades. The pie chart says 30, 30, 20, 20 — but 30 of what?
Mr. Grant: The tests are thirty percent of your total grade, the essay is thirty, homework on Fridays is 
twenty, and participation is twenty. Participation means asking questions, like today.
Amina: So today I am earning points! Okay, third: absences. What happens if I miss a class? I have 
two jobs, and sometimes...
Mr. Grant: Life happens — the policy allows for it. Three classes free, no questions. After three, talk 
to me BEFORE, not after.
Amina: Three free, then talk before, not after. And the work I miss?
Mr. Grant: Check the class page, do the pages at home, hand it in the next Friday. A classmate's 
notes help too.
Amina: Let me repeat everything: midterm April 2nd, final May 28th, essay week of April 14th, 
homework Fridays, three absences free — talk before, not after.
Mr. Grant: Exactly. Asking questions is a smart thing to do. See you in class!

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

Word / Phrase Meaning My sentence

the final test

about the syllabus

due the week of

write it down

hand it in

ask questions

miss a class

a classmate's notes

your total grade
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5  What Do You Remember?
Fill in the missing words. Do not look back!

 WORD BANK 

  the final test       hand it in       write it down       a classmate's notes       due the week of       ask 

questions       about the syllabus       miss a class       your total grade 

Mr. Grant: Come on in! You mentioned you had some questions (1) 
__________________________________. What can I clear up?
Amina: Thank you, Mr. Grant. Three questions, marked in yellow. First: is (2) 
__________________________________ on May 28th?
Mr. Grant: Sharp eyes — yes. Three dates matter most: midterm April 2nd, final May 28th, and the 
essay, (3) __________________________________ April 14th.
Amina: Midterm April 2nd, final May 28th, essay the week of April 14th. I will (4) 
__________________________________ in my phone AND on paper.
Mr. Grant: Good plan. What's your second question?
Amina: The grades. The pie chart says 30, 30, 20, 20 — but 30 of what?
Mr. Grant: The tests are thirty percent of (5) __________________________________, the essay is 
thirty, homework on Fridays is twenty, and participation is twenty. Participation means (6) 
__________________________________, like today.
Amina: So today I am earning points! Okay, third: absences. What happens if I (7) 
__________________________________? I have two jobs, and sometimes...
Mr. Grant: Life happens — the policy allows for it. Three classes free, no questions. After three, talk 
to me BEFORE, not after.
Amina: Three free, then talk before, not after. And the work I miss?
Mr. Grant: Check the class page, do the pages at home, (8) 
__________________________________ the next Friday. (9) 
__________________________________ help too.
Amina: Let me repeat everything: midterm April 2nd, final May 28th, essay week of April 14th, 
homework Fridays, three absences free — talk before, not after.
Mr. Grant: Exactly. Asking questions is a smart thing to do. See you in class!
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6  Talk About It
 PART 1 · YOU AND THE STORY 

1. Do you read class rules or work rules carefully? Why or why not?
2. Why do people sometimes guess instead of asking a question?
3. What should count as class participation besides speaking in front of the whole class?

 PART 2 · TELL YOUR STORY 

Tell your partner about a teacher who helped you. Speak for one minute or more.
You can say: who the teacher was · what they taught · how they helped · what you remember

 PART 3 · WHAT DO YOU THINK? 

1. Why are a syllabus and office hours useful for students?
2. What should a student do if work or family problems affect class attendance?
3. Some classes have online tools that answer syllabus questions at any time. When would that be 
useful, and when would you still ask the teacher?

7  Now You Try — Go to Office Hours
The syllabus is four pages of small English, and three things on it 
are fog: a date that might be the final test, a percentage pie of 
grades, and the word 'policy' next to 'absences.' Your classmates 
guess; you don't want to guess. The syllabus itself says the 
answer: 'Office hours: Thursdays 3–5, all questions welcome.' 
You knock on Mr. Grant's open door.

  YOUR GOAL 

Leave with the dates, the grade math, and the absence rules — 
confirmed out loud.
Scan the code and talk to Mr. Grant, an AI teacher. Practice every day 
this week!
Cannot scan? Go to: eslvideo.com/cb.php?iframeid=670026902615
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8  Write Your Own Dialogue
Work with a partner. Student A is the teacher. Student B asks about a different worry: you must miss two 
weeks for a family trip — what should you do before and after?

A: Come on in! What can I clear up about the syllabus?

B: Three questions. First: is ________________ on ______________?

A: Yes — and two more dates matter: ______________ and ______________.

B: I will write it down. Second: how do the grades work?

A: ________ percent ________, ________ percent ________, and ________ percent participation.

B: Third: what happens if I miss a class?

A: You can miss ________ classes. After that, ________________________.

B: And the work I miss?

A: ____________________________________.

B: Let me repeat everything to check: ________________________________.

A: Perfect. Most people guess — you asked. See you in class!

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

5 · What Do You Remember?
1. about the syllabus · 2. the final test · 3. due the week of · 4. write it down · 5. your total grade · 6. 
asking questions (ask questions) · 7. miss a class · 8. hand it in · 9. A classmate's notes
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