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 1:  

 

  

 
  

 

 
1.A : ( ) 

 
 
 
 
 
 
 
 
 
1.B Conversation: Requesting an interpreter (English) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  ,  _____________  ,  
         ( ) 

_____________ __________    
 ( )                                 ( ) 

__________________ /    
   ( ) 

 ? 

 

 

  _________________  
         ( ) 

  ? 

 

 

 ____________ 
       ( / ) 

  

? 

 

 ______________  
            ( ) 
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1.B : ( ) 

 
 
 
 
 
 
 
 
 
 
1.B Conversation: Requesting an interpreter (English) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

You:  Hi, my name is ________________.  My child,  
    (your name) 

_______________ is in __________’s class.  I need an  
(child’s name)                       (teacher’s name) 

interpreter for/to __________________.   
         (why you need an interpreter) 

Secretary: Okay.  What language do you need? 

 

 

You: I speak _________________. 
          (your language) 

Secretary:  Do you know when your meeting is? 

 

You: ____________. 
       (yes/no) 

Secretary: Okay, I will talk with the teacher and schedule 

an interpreter. What is your phone number? 

 

 

You: My phone number is ______________. Thank you. 
               (your phone number) 

Secretary: You’re welcome. Goodbye. 
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 2:   

 

 

 
2.A :  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

_________ 
( ) 

 

 ____________, 
                     ( ) 

 

 

 _____________     
                      ( ) 

__________________  
   ( ) 
___________________  
        ( ) 

 

 

  ____________________  
                                                  ( ) 

 

 
 

__________________ 
              ( ) 
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2.B :  ( ) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

_________ 
(date) 

 

Dear ____________, 
               (teacher’s name) 

 

 

I am _____________’s parent.  I would like to talk 
                    (child’s name) 

to you about __________________ but will need an  
       (what you want to talk about) 
interpreter who speaks ___________________. 
                  (your language) 

 

 

Please schedule a meeting and let me know when I should 

meet you.  My telephone number is 

____________________. 
               (phone number) 

 

 

Thank you,  

__________________ 
           (your name) 
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 3: /  

 
  

  

  

  

  

 

 

 
3.A : ( ) 

 
 
ASKING THE TEACHER FOR A MEETING: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

_________ 
                                (  

 __________________,  
                       ( /  

 

 _____________     
     ( ) 

________________   
    ( ) 

 

______________                                
( ) 
        

 ____________  
                                    ( ) 
          

 
 

____________ 
         ( ) 
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3.B :  ( ) 

 
 
 
ASKING THE TEACHER FOR A MEETING: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

_________ 
             (date) 

Dear __________________,  
                    (teacher’s/school personnel’s name) 

 

I am ___________________’s parent.  I want to meet you  
     (child’s name) 

to talk about _______________________________.   
                  (what you want to talk about) 

 

 

Please schedule an interpreter who speaks 

_________________ for this meeting.  Please have 
       (your language) 

the interpreter call me to schedule a meeting.  My phone 

number is ____________. 
                  (your telephone number) 
          

 

Thank you,  

____________ 
         (your name) 
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 4:  

 
 

/
 

 
4.A : ( ) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  ,  _____________   
                      ( ) 

          

? 

 

  / _____________  
                ( ) 

 ? 

  

 

  ________________   
             ( ) 

 ? 

 

 

  /  ____________________  
     ( ) 

  

/    

 

  /  
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4.B :  ( ) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

You: Hi, my name is _____________.  My child is sick 
              (your name) 

today.  

Secretary: What is your child’s name? 

 

 

You: His/her name is _____________. 
                (your child’s name) 

Secretary:  Who is your child’s teacher? 

 

 

You: My child’s teacher is _________________.  
             (name of your child’s teacher) 

Secretary: How long will your child be out of school? 

 

 

You: He/she will be in school _____________________. 
       (the date your child will return to school) 

Secretary:  Okay.  I will tell the teacher.  You child can talk 

to his/her teacher about the work he missed.   

 

You: He/she will.  Thank you. Goodbye. 

Secretary: Goodbye. 
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 5:  

 

   

 
5.A : ( ) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

_________ 
( ) 

       

 

 _____________,  
      ( ) 

 

_______________
                      ( )

/ /                

 

  

 
 

___________ /   
  ( ) 

 

 

 
 

__________________ 
              ( ) 
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5.B :  ( ) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

_________ 
(date)       

 

Dear _______________,  
        (teacher’s name) 

 

 

Please excuse _______________’s absence.  He/she was 
                 (your child’s name) 

sick.  He/she is better today. 

  

 

Please talk to my child about the work he/she missed.  

Please also tell _____________ when you want him/her to  
   (child’s name) 

finish the work. 

 

 

Thank you,  

____________  
        (your name) 
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 6:  

 
/

   

 

  

 
 

 
 
6.A : ( ) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
PHONE: SICK CHILD NEEDS TO TAKE MEDICINE IN SCHOOL (T) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  ,  _____________    
           ( ) 

_______________ ____________   
       ( )                             ( ) 

 

/    

_________________  
    ( ) 
           

/     

/  
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6.B : ( ) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
PHONE: SICK CHILD NEEDS TO TAKE MEDICINE IN SCHOOL (T) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

You:  Hi, my name is _______________.  My child,  
           (your name) 

_______________, is in _____________’s class.  The  
       (child’s name)                             (teacher’s name) 

 

doctor says he/she needs to take medicine.   

_________________ has a note from the doctor. 
    (child’s name) 
           

Secretary:  Thank you.  Your son/daughter needs to show us 

the note.  The nurse will call him/her to take the medicine. 

 

 

You: Thank you. 

Secretary: You’re welcome. Goodbye. 
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 7:  

 

 

 

 

 
 
7.A : ( ) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

  ,  _______________   
           ( ) 

_____________  _______________    
         ( )                                  ( )                                          

/    

______________________________     
 ( ) 

/   _________    

   ( ) 
                                        

 

 

____________ 
                                                                                          ( ) 

____________  
        ( ) 
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7.B  :  ( ) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

You:  Hi, my name is _________________.  My child,  
       (your name) 

_____________, is in _______________’s class.   
         (child’s name)                                          (teacher’s name)                                          

He/she will be late to school today.  We 

_____________________________________.   He/she  
 (why your child is late) 

will be to school by _________.   

    (time) 

 
                                        

Secretary: Thank you for calling. I will tell _____________  
        (teacher’s name) 

your child will be in class at _____________. 
            (time) 
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 8:  

 

 

 
8.A  :  ( ) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

_________ 
( ) 

       

 _____________,  
            ( / ) 

 

 

_______________    
  ( ) 

_________________________                             

          ( ) 
 

 

 
 

__________________ 
         ( ) 
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8.B  :  ( ) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

_________ 
(date)       

Dear _______________,  
       (teacher’s name) 

 

 

Please excuse ____________ for being late.  We 
   (your child’s name) 

___________________________________ this morning.  
  (why your child is late)          

      
 

 

 

Thank you,  

____________  
        (your name) 
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 9:  

 

 

 

 
 

 
 
9.A  : ( ) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

_________ 
( ) 

     

 ______________,  
         ( ) 

 

__________ 
             ( ) 

/   

/  __________  _______________   
           ( )             ( )      
 

/           

 

 

 
 

__________________ 
              ( ) 
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9.B  : ( ) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

_________ 
(date)       

Dear _______________,  
        (teacher’s name) 

 

My child, _________________, needs to leave school early  
      (child’s name) 

today.  He/she has a doctor’s appointment.  Please excuse 

him/her at __________.  _____________ will pick 
       (time)      (name of person)      
 

him/her up from school.          

 

 

 

Thank you,  

____________  
        (your name) 
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 10:   

 
 

   

 
   

 
10.A  :  ( ) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

_________ 
( ) 

       

 ______________,  
      ( / ) 

 

 

 _____________________   
 ( / ) 

_______________   
                     ( ) 

 

 
 

__________________ 
              ( ) 
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10.B  :  ( ) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

_________ 
(date)       

Dear _______________,  
 (teacher’s/secretary’s name) 

 

 

I would like an application for _____________________.  
      (fee waiver/free lunch program) 

Please send the application and instructions home with 

________________________.   
                     (child’s name) 

 

 

Thank you,  

____________  
        (your name) 
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 11:  

 

   
     

 

 

 
 
11.A  : ( ) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

______ 
( ) 

 

 ____________, 
                     ( ) 

 
 

?    

______________    
       ( ) 

 

 
  

  ____________________  
     ( ) 

 
 

__________________ 
              ( ) 
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11.B  :  ( ) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

______ 
(date) 

Dear _____________, 
      (teacher’s name) 

 

My family is learning English.  Does the school have any 

programs for families learning English?  We speak 

__________________.   
       (your language) 

 

 

Please have an interpreter call us to tell us about these 

programs.  Our phone number is ______________. 
              (your phone number) 

 

Thank you,  

___________ 
      (your name) 




