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Program Development Journey 

Our team completed the TESOL 300 program through seven key steps, including compliance alignment, program 
outlining, textbook analysis, curriculum development, administrative management, LMS implementation, and 

feedback utilization. 
 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Compliance Alignment 

Aligned guidelines from regulatory bodies 

(TESL Canada, PTIB, college policies) to 

ensure industry standards compliance. 

Program Outlining 

Developed a detailed program outline for 

TESOL 300 with clear learning objectives and 

alignment with educational standards. 

 

Textbook Analysis & 

Integration 

Analyzed TESOL textbooks, integrated key 

information to enhance program's 

educational value. 

Curriculum Development & 

Handbook Creation 

Created a comprehensive curriculum and 

handbooks covering theory, observation, 

and practical application. 

 

Administrative Management & 

Promotion 

Established program management 

procedures and created promotional 

materials to showcase educational benefits. 

 

LMS Implementation & 

Training 

Implemented program on Moodle LMS, 

provided staff training, and developed 

student navigation tools. 

Feedback Utilization & Continuous Improvement 

Used stakeholder feedback to improve program quality and integrate technological 

advancements for ongoing enhancement. 
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                                                                             Compliance Alignment 

 

The Compliance Alignment step involved a meticulous review of guidelines from 

esteemed regulatory bodies such as TESL Canada, PTIB regulations, and institutional 

policies. Our team conducted a detailed analysis to ensure that every aspect of the 

program, from content to delivery methods, aligned effectively with industry standards, 

regulatory requirements, and best practices.  

This step was crucial in guaranteeing the quality, reliability, and compliance of our 

teacher training program, setting a solid foundation for its success and effectiveness in 

preparing educators for the challenges of modern classrooms.  

 

                                                                                     

                                                                                  Program Outlining 

 

The Program Outlining step involved the creation of a detailed blueprint for the TESOL 

300 program. Our team meticulously structured clear learning objectives, thematic 

coherence, and alignment with educational standards to ensure that participants gain a 

holistic understanding of the subject matter.  

We focused on structuring key themes and content delivery methods, incorporating 

feedback from stakeholders to refine and enhance the program outline. This step was 

pivotal in shaping a comprehensive and engaging learning experience that aligns with the 

needs and expectations of both learners and educators. 

 

                                      Textbook Analysis  

                                                              &  

                                                      Integration 
 

In the Textbook Analysis & Integration step, our team examined TESOL textbooks, 

conducting a thorough examination to extract key information and identify relevant 

content. We focused on understanding essential concepts and insights that could 

significantly enhance the educational value and effectiveness of the program.  

By effectively integrating textbook materials into our program content, we aimed to 

provide participants with a comprehensive learning experience that encompasses 

foundational knowledge, practical skills, and innovative approaches in the field of TESOL.  
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                                        Curriculum Development  

                                                               &  

                                                 Handbook Creation  

 

The Curriculum Development & Handbook Creation step involved the creation of a robust 

and comprehensive learning framework. Our team meticulously developed a curriculum 

that covers theoretical knowledge, observational skills, and practicum application, 

ensuring participants receive a well-rounded learning experience.  

Additionally, we crafted structured handbooks that serve as invaluable guides, detailing 

essential topics, activities, assignments, and assessment criteria. These handbooks were 

designed to align effectively with program objectives and industry standards.  

 

                      

          Administrative  

                    Management & Promotion 

 

In the Administrative Management & Promotion step, our team focused on two key 

aspects: establishing robust program management procedures and creating effective 

promotional materials. We designed efficient administrative systems to handle 

enrollment, communication, and participant support, ensuring smooth operations and 

the effective delivery of educational content.  

This content will be used for social media and marketing. We also developed promotional 

materials to showcase the benefits of the TESOL 300 program and attract participants, 

essential for effective program management and engaging potential participants. 

 

 

                LMS Implementation & 

           Training 
 

 

In this step, we integrated the TESOL 300 program into the Moodle Learning Management 

System (LMS), enabling efficient content delivery, management, and interaction. We 

conducted thorough training sessions for staff and faculty, equipping them with the 

necessary skills and knowledge to utilize the LMS effectively.  

Additionally, we developed user-friendly navigation tools within the LMS, ensuring an 

engaging experience for students as they access course materials, resources, and 

interactive content.  
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                Feedback Utilization & 

                 Continuous Improvement 

 

In this step, we prioritized the utilization of stakeholder feedback as a catalyst for 

improvement. Through regular feedback collection and analysis, we identified areas of 

strength and opportunities for enhancement within the TESOL 300 program.  

Moreover, we integrated technological advancements based on stakeholder feedback to 

enhance the program's effectiveness and adaptability to evolving educational needs. We 

established a continuous improvement cycle, enabling us to refine content, delivery 

methods, and participant experiences over time.  

 

 

Textbook Insights 
The comprehensive insights from five textbooks tailored for teacher training in the TESOL 300 

program, showcasing our commitment to quality education. 
 

Learning Teaching: The 
Essential Guide to English 
Language Teaching 
Jim Scrivener 

The Practice of English 
Language Teaching 
 
Jeremy Harmer 

Language Assessment: 
Principles and Classroom 
Practices 
H. Douglas Brown 

 
 
 
 
 
 
 
 
 
 

  

 

Curriculum Development 
in Language Teaching 

Jack C. Richards 

Digital Tools for Teachers 
- Trainers 
Nik Peachey  
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Comprehensive Program Documentation for TESOL 300 

Our Team's Triumph: Crafting 45 Documents Across Program Content, 
Administration, and Promotion for TESOL 300 

 

PART A Program Documents 
 

 

1. Welcome Document (New students) 

2. How to Study Document 

3. LMS Navigation Guide 

4. Program Handbook 

(Mission, Description, Themes, Outline, Admission Requirements, Assessment 
System, Tuition Payment and Policies, Career Opportunities) 

5. Program Syllabus 

6. Course Chapters / Lessons (10) 

7. Chapter Video Lessons 

8. Discussion Forums (10) 

9. Resources/Read More… 

10. Assignment Instructions (10) 

11. Assignment Rubrics (10) 

12. Practicum Handbook 

(Responsibilities, Grading Scheme, Evaluation Form, Evaluation Criteria, Final 
Report, Practicum Log) 

13. Observation Handbook 

(Descriptions, Online forms, In-class forms, Evaluation Criteria) 

14. Trainer/Supervisor Handbook  

(How to Teach, LMS Features, Course Structures, Observation & Practicum 
Guides, Challenges, Suggestions) 

15. Assignments & Good Samples (10) 
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PART B Administration Documents  

 

 

16. Program Policies & Terms 

17. Application Form 

18. Scholarship Form 

19. Applicant Enrollment Track Document 

20. Acceptance Letter Template  

21. Admin Email Templates 

22. LMS Training for Staff 

23. TESL Canada Letter 

24. Credit Transfer Guideline 

25. Credit Transfer Form 

26. Candidate Progress Report 

27. Transcript Template 

28. Certificate Sample 

29. Certificate Verification Document 

30. Testimonial Collection Form 

31. Testimonial Consent Form 

32. Agent Cooperation Agreement 

33. Partnership Form 

     34. Referral Document 
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PART C Promotion Documents 

 

 

35. Diploma Program Poster 

36. Program Website Content  

37. Program Highlight Poster 

38. Social Media Posts 

39. Scholarship Poster 

40. Enrollment Roadmap Poster  

41. TESOL Career Service Guide 

43. Social Media Post Samples 

44. Program Presentation Slides (PPT) 

45. FAQ Document 
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