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EFSP Auxiliary ESL Curriculum

Education Administration English
Participant Workbook

Practice pages for realistic field-specific meetings, pushback, documentation, and role-play
preparation

Audience: school administrators, curriculum coordinators, student-services staff, program
directors, admissions teams, registrars, and education operations leaders

Focus: An education administration English curriculum for enrollment, student support, curriculum planning, parent
communication, faculty coordination, compliance, accreditation, and institutional decision-making.

Designed for advanced ESL learners who already use professional English and need industry-specific terminology, realistic
meetings, role-play pressure, careful pushback, and polished workplace outputs.

Teaching stance: this is language and workplace-communication training, not legal, medical, financial, safety, or regulatory advice.
Instructors should connect every scenario to the learner's current company policies, local rules, and approved procedures.



EFSP Education Administration English - Participant Workbook

English Ladder Page 2

How to Use This Workbook

For each module, define the terms, identify the decision pressure, write a careful response, and practice the conversation
aloud. Strong answers are specific, calm, evidence-aware, and tied to owner and next step.

Module 1. Enrollment, Admissions, and Placement

Situation

A program has more qualified applicants than seats.

Stakeholder pressure: Accept the loudest families first.

Constraint: Admission criteria, placement evidence, capacity, and equity need transparent handling.

Terms to use

- admissions criteria

- placement

- capacity

- equity

Evidence, owner, or policy boundary

Pushback sentence

Draft the admissions decision rationale

Module 2. Curriculum Planning and Learning Outcomes
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Situation

A department wants to add content without changing assessments.

Stakeholder pressure: Insert the new unit.

Constraint: Standards, outcomes, sequence, assessment, and workload must align.

Terms to use

- learning outcome

- curriculum map

- assessment

- standard

Evidence, owner, or policy boundary

Pushback sentence

Draft the curriculum alignment memo

Module 3. Student Support and Intervention

Situation

A student is failing multiple classes.

Stakeholder pressure: Tell the family the student is not trying.

Constraint: Attendance, assessment data, accommodations, behavior, and support plans need review.

Terms to use

- intervention

- accommodation

- attendance
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- student support

Evidence, owner, or policy boundary

Pushback sentence

Draft the student intervention plan

Module 4. Parent and Guardian Communication

Situation

A parent disputes a disciplinary decision.

Stakeholder pressure: Defend the school policy firmly.

Constraint: Facts, policy, student privacy, appeal options, and empathy must be balanced.

Terms to use

- guardian communication

- discipline

- appeal

- confidentiality

Evidence, owner, or policy boundary

Pushback sentence
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Draft the parent meeting script

Module 5. Faculty Coordination and Evaluation

Situation

A teacher receives complaints about inconsistent grading.

Stakeholder pressure: Say students are unhappy.

Constraint: Rubrics, grading policy, classroom evidence, and professional support are needed.

Terms to use

- rubric

- grading policy

- observation

- professional development

Evidence, owner, or policy boundary

Pushback sentence

Draft the faculty feedback note
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Module 6. Compliance, Records, and Privacy

Situation

A staff member wants to share student records by email.

Stakeholder pressure: Send the files because the request is internal.

Constraint: Need-to-know access, secure handling, and privacy policy must be confirmed.

Terms to use

- FERPA

- student record

- need to know

- secure handling

Evidence, owner, or policy boundary

Pushback sentence

Draft the records-access response

Module 7. Accreditation and Program Review

Situation

A program review finds weak outcome data.

Stakeholder pressure: Write that improvements are in progress.

Constraint: Evidence, assessment cycle, action plan, and ownership must be documented.

Terms to use

- accreditation

- program review
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- evidence

- action plan

Evidence, owner, or policy boundary

Pushback sentence

Draft the program review action plan

Module 8. Budget, Staffing, and Institutional Priorities

Situation

A school wants to launch a new program with no additional staff.

Stakeholder pressure: Ask existing staff to absorb it.

Constraint: Workload, student impact, compliance, and sustainability need evaluation.

Terms to use

- budget

- staffing model

- workload

- sustainability

Evidence, owner, or policy boundary

Pushback sentence
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Draft the resource tradeoff brief

Capstone Simulation

Lead a cross-functional meeting in education administration. Choose four modules from this workbook, connect the risks,
and prepare a five-minute update with decision, evidence, constraint, owner, and next step.


