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LIMITATIONS
Information in this Student Policy Handbook is current as of 
June 2022, and is subject to change without advance notice. 

CHANGES IN COLLEGE POLICIES, PROCEDURES, 
AND REQUIREMENTS
The College reserves the right to modify or revise the admission 
requirements of any program of the College; degree and graduation 
requirements; examinations, courses, tuition, and fees; and other 
academic policies, procedures, and requirements. Generally, program 
modifications and revisions will not apply to currently enrolled 
students so long as they actively pursue their degree requirements. 
However, in the event that it is necessary to make program changes 
for enrolled students, every effort will be made to give notice. It is 
also the responsibility of students to keep themselves informed of the 
content of all notices concerning such changes.

© 2022 Excelsior College. 
“Excelsior College,” “CPNE,” “FCCA,” and “OneTranscript” are registered 
service marks of Excelsior College.
All rights reserved. Unauthorized reproduction or use prohibited.
Published in the USA, June 2022.

Excelsior College maintains a drug-free workplace and is a drug-free school, as provided 
by the Federal Drug-Free Schools and Communities Act Amendments of 1989 and the 
Drug-Free Workplace Act of 1988.

Excelsior College does not discriminate on the basis of age, color, religion, creed, 
disability, marital status, veteran status, national origin, race, gender, or sexual orientation 
in the educational programs and activities which it operates. Portions of this publication 
can be made available in a variety of formats upon request. 

Campus Crime Statistics can be found at the following website: http://ope.ed.gov/security
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Important: Remember to keep the College 
informed of your current contact information, so we can 
reach you. You can update your address, phone numbers, 
fax number, and email preference on our website by going 
to www.excelsior.edu/MyProfile. See Change of Records 
on page 12 for more information.

Introduction
This Student Policy Handbook is a resource for understanding the academic 
and administrative policies that are important to academic success. It includes 
a wide range of information, from important federal policies, including the 
right to privacy, to grading policies and policies and procedures concerning 
refunds, withdrawals, and other administrative issues. 

It is the student’s responsibility to be familiar with these policies. The term 
“students” includes those currently matriculated at Excelsior College taking 
examinations and/or courses, non-matriculated students taking examinations 
and/or courses, non-matriculated students in the application process, 
individuals using the OneTranscript® service, formerly matriculated students 
currently in withdrawn status, and graduates. 

Policies and procedures that apply only to a specific degree program are 
listed in the appropriate school catalog. School catalogs may be downloaded 
from our website at www.excelsior.edu/publications, and printed copies are 
available by request. Please file your handbook with your other important 
academic papers and your school catalog for easy reference.

On an annual basis, students enrolled at the College or taking an Excelsior 
College course or examination will receive information that includes a 
summary of current year fees and important policy changes.

www.excelsior.edu
www.excelsior.edu/MyExcelsior
www.excelsior.edu/MyProfile
www.excelsior.edu/publications
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Administrative Policies 
and Procedures

Unless otherwise specified, the information 
in this Handbook applies to all students in 
all programs of Excelsior College.

Admission and Enrollment

Admitted Student Status (undergraduate, 
graduate, certificate)

Applicants are admitted to Excelsior College 
degree and certificate programs when they 
meet all admissions requirements for the 
specific program of study. Admitted student 
status lapses after 7 months from a student’s 
admission date, and individuals who fail to 
enroll within 7 months must reapply to pur-
sue enrollment. See Academic Policy Date and 
Degree Enrollment 1 for academic policy date 
assignment.

Some degree programs have special criteria 
for admission See school catalogs for details. 

Enrolled Student Status

Admitted students are enrolled in Excelsior 
College if they engage in one of the following 
activities within 7 months of the academic 
policy date:

1.	 registered for an Excelsior College course 
or exam which applies to their program 
of study, 
or

2.	 transferred newly earned credit from an 
approved source which applies to their 
program of study and is not reflected on 
the official evaluation.

To satisfy requirements for transfer credit 
noted in number 2, the credit must have been 

earned after the academic policy date and 
within 7 months of the date of admission. 

Enrolled Students, in degree programs 
or certificates, are expected to attempt a 
minimum number of six (6) credits per year. 
Excelsior College credit and/or newly earned 
credit transferred from approved sources 
which applies to students’ programs of study 
will be applicable to the credit minimum. Stu-
dents who do not meet this expectation will be 
withdrawn from the program. 

Excelsior College students who have been 
approved for graduation (i.e. Specialist 
Approved—SA Status) may apply to an under-
graduate or graduate program if they meet 
admissions requirements for that program. 
After a student with a status of “SA” has been 
accepted for admissions, the student is consid-
ered to be admitted in the new program.

�Enrollment in Multiple  
Academic Programs

 Students may be enrolled in at most one-
degree program and at most one certificate 
program simultaneously. However, Students 
may enroll in another Excelsior College 
degree once they are approved for graduation 
(i.e. Specialist Approved) from the active 
degree and meet admissions requirements for 
the next degree. See Admission and Enrollment 
policy and school catalogs for enrollment 
eligibility information. 

Student Identity Verification

In compliance with the provisions of the 
United States Federal Higher Education 
Opportunity Act (HEOA) of 2008, Public 
Law 110-315, concerning the verification 
of student identity in distance learning, 
Excelsior College has established and will 
periodically evaluate its process to confirm 

https://www.excelsior.edu/programs/catalogs/
https://www.excelsior.edu/programs/catalogs/
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that a person who has been admitted to the 
College is the person who applied to the Col-
lege, that a student taking an examination is 
the student who registered to take the exami-
nation and that the student who is registered 
for an online course is the same student who 
participates in, completes, and receives credit 
for the course. To authenticate identities, 
Excelsior College will use one or more of the 
following methods for verification:

1.	 A secure login with username and 
password

2.	 Proctored examinations

3.	 New or emerging technologies and 
practices that are effective in verifying 
student identification.

All methods of verifying student identity 
are overseen by the Office of the Registrar to 
protect the privacy of student information 
in accordance with the Family Educational 
Rights and Privacy Act (FERPA), any other 
applicable laws or regulations regarding the 
confidentiality of personally identifiable infor-
mation and the College’s Privacy Policy.

Personally identifiable information col-
lected by the College may be used as the basis 
for identity verification. This information may 
include a combination of the following:

	 Student ID number

	 Last four digits of the student’s Social 
Security number

	 At least two other pieces of information 
such as the student's email address on file, 
date of birth, address, or user name

Procedure

Identity verification for new students

All students who accept admission to the 
College are issued a unique username and a 
temporary password to create a user account 
in My Excelsior. The student is issued a one-
time use link so a secure password can be set.  

Identity Verification for Course Takers

	  Students seeking registration in online 
courses will provide appropriate identifi-
cation to establish their identity. 

	  MyExcelsior secure student user name 
and password will be required for course-
work submitted online  (see Student User 
Name and Password Assignment).

Identity Verification for Exam Takers

	 Students taking our examinations for 
credit will be authenticated at the time of 
the exam at the testing center. One valid 
form of government-issued photo iden-
tification is required in order to take the 
test. See the Using Exams to Earn College 
Credit guide for more information.

Student User Name and 
Password Assignment 

Excelsior College uses technology to support 
student learning; therefore, all students will 
have access to Excelsior online services by 
creating an account on the Excelsior College 
website. The account allows a student to 
access private areas of the Excelsior College 
website, including student services and online 
courses. 

https://info.excelsior.edu/student-policies/student-user-name-and-password-assignment/
https://info.excelsior.edu/student-policies/student-user-name-and-password-assignment/
https://www.excelsior.edu/wp-content/uploads/2019/01/Exam_Registration_and_Information_Guide.pdf
https://www.excelsior.edu/wp-content/uploads/2019/01/Exam_Registration_and_Information_Guide.pdf
https://www.excelsior.edu/
https://www.excelsior.edu/
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	 User Name and Password Are Private 
Information and Must be Protected

	 The user name and password must be kept 
confidential by the student. Students and 
staff are responsible for protecting this 
information to prevent unauthorized use 
of the student account. The user name and 
password are used as a login ID to access 
student services and online courses.

	 Provide Secure and Reasonable 
Methods for Retrieval

	 If the student forgets their login ID infor-
mation, the College will provide secure 
and reasonable methods for retrieving the 
user name or resetting the password. The 
student is responsible for providing infor-
mation to confirm their identity. 

This policy describes the self-guided registra-
tion process to create the account and login 
ID: The user name and password requirements, 
how the student provides identity verification, 
and how the student is able to look up their 
user name or reset their password.

Procedure

Account Creation

During the enrollment process, a student 
account is created with a randomly generated 
password. The student is issued a one-time 
password reset link to both confirm their 
email and allow the student to choose their 
new password.

User name Retrieval and Password Reset

There are 3 user name retrieval and password 
reset options:

1.	 Online Login Help

This process is self-guided and initiated 
by the student. This process can follow 
one of two paths:

	 Path 1 – forgot username: An email will be 
sent with a link to the address on file for 
the account holder.
The individual enters the email address of 
the account holder.If this email address 
matches the one on file, the system will 
send an email with the student’s username.

	 Path 2 – forgot password: The student is 
prompted for their email address and 
username. If the student does not believe 
that the email address on file is valid, he 
or she may utilize the online service to 
retrieve the user name or reset the pass-
word.
This begins with a request for the first and 
last name of the student and will continue 
to verify the identity of the requester by 
calling for the following combination of 
information:

•	 The last 4 digits of the Social Security 
number (SSN)

•	 Date of birth

OR

•	 Student ID 
•	 Date of birth

The result of a positive match on either of 
these is:

•	 Display of user name and request for 
password to complete login 

OR

•	 Reset password 
If the reset password option is chosen 
and the secret question is correctly 
answered, the student is allowed to 
change thelLogin ID’s password. This 
will result in a new password for the 
login ID (as opposed to a one time use 
password).
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2.	   Aided by Excelsior College staff 
(by phone or email)

Excelsior College staff members do not 
have the ability to view or reset a stu-
dent’s password. A restricted number 
of staff can update the student’s record 
with an accurate e-mail address to allow 
the student to perform a self-guided 
user name retrieval or password reset as 
described above. Excelsior staff can also 
view the Login ID user name for a stu-
dent. Excelsior staff, before updating the 
email address on file or revealing the user 
name, must validate the student’s identity 
through the process described in the Stu-
dent Identity Verification Policy 1 Policy.

Staff can also forward the caller to Tech-
nical Support to provide additional levels 
of account access assistance. This process 
is described below.

3.	  Aided by Technical Support (by phone or 
email)

Technical Support staff will follow the 
process described in the Student Identity 
Verification policy. The Technical Sup-
port staff member will verify and update, 
if necessary, the student’s email address 
and then aid in the process of the online 
Login Help.

Technical Support staff can reset the 
password which automatically generates 
an e-mail containing the one-time use 
password to the account holder’s email 
address.

Technical Support staff can also provide 
the user name for an individual.

�Full-Time and Half-Time Status

Financial Aid regulations require colleges to 
define the status of attendance (i.e. financial 
aid eligibility) for students at the undergradu-
ate and graduate levels of study. This policy 
defines full-time, ¾-time, half-time, and less 
than half-time statuses for students at  
Excelsior College. 

Procedure

Undergraduate-Level Programs 

The U.S. Department of Education defines 
a standard academic year as 28 –34 weeks of 
instruction. At Excelsior the standard aca-
demic year is two of the College’s 16-week 
trimesters. Full-time status for each trimes-
ter at the undergraduate level must have a 
minimum of 12 credit hours. Three-quarter 
time would then be defined at 9 credit hours, 
half-time status as 6 credit hours, and less than 
half-time status as less than 6 credit hours over 
the same period of instruction (one 16-week 
trimester).

The Excelsior College academic calendar 
is divided into trimesters. Each trimester is 16 
weeks in length and consists of one 15-week 
term (module) and two consecutive 8-week 
terms (modules). Excelsior schedules three 
trimesters in an academic year: fall, spring, 
and summer. 

In order for students to qualify for half-
time status, they are required to register for 
at least 6 credits of Excelsior College credits 
in the same trimester. Students may take 6 
credits in any combination of terms (modules) 
within a trimester to meet the half-time defi-
nition. The total number of credits taken by a 
student during a trimester will determine the 
attendance status (i.e., financial aid eligibility) 
for the student. The student’s attendance sta-
tus is reported monthly to the Clearinghouse 
for Federal Student Aid (Title IV) purposes.
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The following chart will be used to define 
student status for the trimester that Excelsior 
College offers undergraduate students.

Undergraduate Status 16-Week Trimester
Minimum
Credits

Maximum 
Credits

Full-time 12 18

¾-time 9 11

Half-time 6 8

Less than
half-time 1 5

Exception to this policy

The New York State Tuition Assistance 
Program (TAP) 
Excelsior College is written into New York 
State regulations to administer the TAP 
awards twice a year for the accumulation 
of credits a student earns over a six-month 
period from July 1 to December 31 and 
January 1 to June 30 each year. A student 
must earn a minimum of 12 credits to be 
considered full-time in one or both of these 
time periods to be eligible for a TAP grant.

Graduate-Level Programs

The U. S. Department of Education defines 
a standard academic year as 28 –34 weeks 
of instruction. However, because full-time 
status for an academic year in a graduate-level 
program is not defined by the Department of 
Education, it needs to be defined by the col-
lege. Excelsior College has defined full-time 
status for each trimester at the graduate level 
as a minimum of 6 credit hours. Three-quarter 
time would then be defined at 4 credit hours, 
half-time status as 3 credit hours, and less than 
half-time status as less than 3 credit hours over 
the same period of instruction.

The total number of credits taken by a 
graduate student during a trimester will 
determine the attendance status (i.e., financial 
aid eligibility) for the student. The student’s 

attendance status is reported monthly to the 
Clearinghouse for Federal Student Aid (Title 
IV) purposes.

In order for students to qualify for half-time 
status, they are required to register for at least 
3 credits of Excelsior College credits in the 
trimester. Any credit load less than 3 credits 
in any combination of terms (modules) within 
a trimester will be considered less than half-
time and the student would not be eligible for 
federal student financial aid.

The following chart will be used to define 
student status for the trimester that Excelsior 
College offers graduate students. 

Graduate Status 16-Week Trimester
Minimum
Credits

Maximum
Credits

Full-time 6 12

¾-time 4 5

Half-time 3 3

Less than
half-time

1 2

Note: See Maximum Credit Hour policy: 
Undergraduate and Graduate for limitations 
on maximum credit load.

Credit Hour

Excelsior College uses the credit hour as a 
standardized measure of student achievement 
in order to ensure a reasonable level of 
consistency (a) among the College’s courses 
and other Excelsior sources of credit and 
(b) between Excelsior College sources of 
credit and credit accepted from outside of 
the College (transfer courses, PLA, external 
exams, etc.).

Excelsior assigns credit for its own courses 
and exams, and for prior learning it evaluates, 
based on two standards:
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1.		 The student learning outcomes of the 
credit-bearing activity, accompanied by 
verified evidence of student achievement 
of those outcomes. The student learn-
ing outcomes should be comparable to 
those generally acknowledged in the 
field as appropriate for the subject and 
level. Each student’s performance on the 
outcomes should be documented through 
suitable assessment of that student’s 
work.

2.		 A reasonable approximation of the hours 
of time required by a student with a 
typical level of prior knowledge to meet 
these learning outcomes under condi-
tions typical for traditional institutions of 
higher education. One credit hour should 
approximate 45 hours of student work 
for a traditional student. Three credit 
hours should approximate 135 hours of 
student work. This is based on the federal 
standard of three hours per week over a 
15-week term or an equivalent amount of 
work in another format. The actual num-
ber of hours an individual student will 
take to complete the work will vary based 
on a variety of factors, including academic 
preparedness and prior knowledge.

Procedure

The following practices will ensure a rea-
sonable level of consistency with accepted 
standards in assigning credit to student work 
and prior learning at Excelsior College.

Courses, exams, and other sources of credit 
will be developed/evaluated by qualified 
faculty and/or other subject matter experts. 
Content and outcome expectations will be 
informed by their knowledge of regulatory, 
academic, or industry standards in their fields; 
the content and outcomes of comparable 
courses at other educational institutions; 
the content of textbooks or other learning 
resources typically used for classes at this level 
and with this subject matter; and their own 
experience as teachers and/or practitioners in 
the field.

Learning design and assessment profes-
sionals will work with faculty in the course 
development process to ensure that courses use 
appropriate methods for assessing and docu-
menting individual students’ achievements of 
the outcomes.

Course developers, exam developers, and 
PLA evaluators will use the college’s course-
leveling guidelines as a reference point when 
gauging the level of student work.

Course developers, FPDs, and LEDs will 
also use the College’s guidelines for approxi-
mating the number of hours of student work 
in a class as a reference during the course 
development or revision process. While there 
will be considerable variation from student to 
student, these guidelines provide a rough stan-
dard for comparing the workload of different 
classes.

Degree programs will regularly undergo 
a curricular review as part of the program 
evaluation process. As part of this process, 
outside subject matter experts will comment 
on the currency and rigor of the curriculum. 
This helps us to align program curricula and 
outcomes with those at peer institutions and 
broader societal expectations.

College faculty and staff  systematically 
assess student learning at the program and 
general education levels. They use this infor-
mation when developing and revising courses 
and curriculum, ensuring that the course 
development process is focused on student 
achievement of appropriate learning outcomes.

The Transfer Analysis Center (TAC) main-
tains a comprehensive list of other College 
policies detailing the criteria and processes for 
accepting transfer credit, prior learning assess-
ment, and credit for non-collegiate learning 
evaluated by third parties.
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Zero-Credit Students

Excelsior College is poised to serve students 
who have already begun college-level work 
and are seeking to continue on the path 
toward earning a degree. In order to ensure 
that students who may be new to higher 
education do not overextend themselves, any 
student admitted at Excelsior College without 
documented college-level credit shall be lim-
ited to registering for no more than a total of 
11 credits in their first 16-week trimester with 
a maximum of 6 credits at any given time in 
the first trimester. Refer to Full-time and Half-
time Status for Students.

Procedure
	 Students submitting an undergraduate 

application that indicates no previous 
college credit will be designated as Zero 
Credit. 

	 The UA counseling team will run a 
preliminary review and the following 
statement will print on the review to notify 
students of the current policy:

	 Excelsior College is poised to serve students 
who have already begun college-level work 
and are seeking to continue on the path 
toward earning a degree. In order to ensure 
that students who may be new to higher 
education do not overextend themselves 
any student admitted at Excelsior College 
without documented college-level credit shall 
be limited to registering for no more than 
a total of 11 credits in their first 16-week 
trimester with a maximum of 6 credits at 
any given time in the first trimester. Refer to 
Full-time and Half-time Status for Students.

	 Matriculated students wishing to register 
for more than 6 course credits during their 
first course term or more than 11 credits 
in their first trimester must submit tran-
scripts from prior college attendance, even 

if they do not wish all credits from prior 
attendance to be applied toward their 
Excelsior College degree.

�Academic Policy Date and 
Degree Admission

Students are assigned to a degree program or 
certificate curriculum (i.e. academic policy 
date) at the time a student’s application for 
admission into that program is accepted 
by the College. Students admitted between 
November 1st and April 30th are assigned to 
the January 1st curriculum. Students admit-
ted between May 1st and October 31st are 
assigned to the July 1st curriculum.

If the student’s degree program or certifi-
cate curriculum changes once they have been 
accepted for admission or enrolled in the Col-
lege, the student may elect to change to the 
new curriculum. 

If a student withdraws and is accepted for 
admission into the same degree program or 
certificate , the student will be assigned to the 
degree program or certificate curriculum (ie 
the academic policy date) at the time the stu-
dent’s application for admission is accepted 
by the College. 

Important Note: Prior to November 4, 2021, 
student degree program or certificate curricu-
lum (ie academic policy date) was assigned 
when the student was admitted into the col-
lege and prior to October 19, 2016, student 
degree program or certificate curriculum (ie 
academic policy date) was assigned when the 
student enrolled into the college. Students 
in these two date categories that maintain 
continuous enrollment in the specific degree 
program do not fall into the January 1st/July 
1st program curriculum assignment.
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Program Transfer and Degree Change

Students who are currently admitted or 
enrolled at Excelsior College may transfer 
between degree programs if they meet 
admission requirements for the new program.  
Students are encouraged to speak with their 
academic advisor or admissions counselor 
prior to requesting a degree transfer.  
Undergraduate students may transfer degree 
programs a maximum of five times and 
graduate students a maximum of three times.  
Subsequent transfers must be approved by the 
dean or designee. 

Academic Policy Dates

1.	 The enrollment and matriculation date 
will remain the same if the student is 
enrolled at the time of transfer. 

2.	 The Academic Policy date will change 
to the date of transfer and students will 
be required to complete degree require-
ments in place at the time of transfer. 

3.	 The academic evaluator will select the 
appropriate credits to apply to the new 
degree. 

Change of Records

Students should report any change in name, 
address, telephone number, email address, or 
Social Security number to the Office of the 
Registrar as soon as they are aware that the 
change will take place. This notification can 
be in writing and should include the prior 
information, the new information, and the 
date the change will be effective. Students 
may also change their address, telephone 
number, and email address online at www.
excelsior.edu/MyProfile. Documentation and 
certification of name and Social Security 
number changes will be required as described 

below. Students must include their student 
identification number, which can be found at 
the top of their Excelsior MAP, or their Social 
Security number on all change requests. 

The College is not responsible for problems 
or delays with degree progress or fee pay-
ments that result from a student’s failure to 
update records.

Name Change 

To change their name on their records, 
students must submit one of the following 
documents to the Office of the Registrar: 
court order or decree for change of name; 
marriage certificate; naturalization docu-
ments; or an Excelsior College Change of 
Name form, available from the Office of the 
Registrar upon request. The documents sub-
mitted must be notarized by a Notary Public 
and contain the original signature, seal, and 
commission expiration date of the Notary 
Public.

Student ID Number Change

Social Security Number/Student ID Number 

Excelsior College uses U.S. Social Security 
numbers as an identification number. A special 
student ID number will be assigned for use 
throughout the time a student is enrolled. 
Students’ Social Security numbers or student 
ID numbers are not disclosed to individuals 
or agencies outside Excelsior College, except 
in accordance with College policy and as 
otherwise required by law. For example, the 
reporting requirements of the Taxpayer Relief  
Act of 1997 require disclosure of students’ 
Social Security numbers to the Internal 
Revenue Service.

Student identification numbers, which 
are used to link submitted transcripts to the 
student’s academic record, are based on their 
Social Security number. It is therefore impor-
tant to notify the College of changes in Social 

www.excelsior.edu/myprofile
www.excelsior.edu/myprofile
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Security numbers. Students may change the 
Social Security number on their records by 
sending the Office of the Registrar a photo-
copy of the new Social Security card with 
their change request. The photocopy must 
be notarized by a Notary Public and contain 
the original signature, seal, and commission 
expiration date of the Notary Public.

Address and Telephone Number Changes

Students can update their address, phone 
number, fax number, and email address on 
our website by logging into www.excelsior.
edu/MyProfile. Change of address and/or 
phone and fax number will not be accepted by 
telephone unless the Excelsior staff member 
can confirm the identity of the student beyond 
a reasonable doubt.

To submit a change in writing, students 
must include their Excelsior College student 
ID number (or last four digits of their U.S. 
Social Security number), the change and 
effective date of that change, and student’s 
original signature. Students should mail their 
change notice to the attention of the Office of 
the Registrar at Excelsior College.

Reports of changes by a third party will not 
be accepted unless the student has indicated 
in writing that the third party has permission 
to act on the student’s behalf. 

Letters of Verification
Excelsior College will provide the following 
letters of verification.

Letters of Enrollment 

Students who are enrolled in an Excelsior 
College degree program and need documenta-
tion of their enrollment must submit a written 
request that includes their name, student iden-
tification number, and degree program.

Requests for letters of enrollment to be sent 
to a third party must also include the name 
and address of the recipient and the student’s 
signature.

Letters of Qualification

Students who have completed degree require-
ments and whose records have been approved 
and processed for graduation may request 
a Letter of Qualification. To have a letter of 
qualification mailed to them, the student must 
submit a request that includes their name, 
student identification number, and degree 
program.

Requests for letters of qualification to be 
sent to a third party must also include the 
name and address of the recipient and the 
student’s signature.

Letters of Completion

After a student’s degree has been conferred, 
the student can have a letter sent to gradu-
ate schools or employers to verify graduation 
status. Although an official transcript is the 
more accepted means of providing this infor-
mation to others, the College will provide a 
letter of completion upon request. To have 
a letter of completion mailed to them, the 

www.excelsior.edu/myprofile
www.excelsior.edu/myprofile
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student must submit a request that includes 
their name, student identification number, 
and degree program. A written request with 
an original signature is required in order for 
a letter of completion to be sent to a third 
party; students must also include the name 
and address of the recipient. To receive a let-
ter of completion, all fees owed to the College 
must be paid in full. 

The letters of enrollment, qualification, 
and completion will be sent three to four 
business days following receipt of the request 
provided the student’s records have been 
processed for enrollment. The request should 
be sent to:

�Office of the Registrar 
Excelsior College 
7 Columbia Circle 
Albany, NY 12203-5159

Statement of Good Academic Standing 

Excelsior College will provide a statement 
of good standing to students upon written 
request. Requests for this statement should be 
made to an academic advisor in the student’s 
degree program and include the name and 
address of the office or person to whom the 
statement is to be sent.

Letters of Recommendation

At the student’s request, the College will 
provide a Letter of Recommendation to a 
graduate school or employer, interpreting 
the student’s Excelsior College academic 
record. However, since the College has limited 
personal contact with most of its students, a 
letter of recommendation does not provide an 
evaluation of personal characteristics. If there 
is some aspect(s) of the student’s Excelsior 
College degree program or academic record 
the student would like elaborated upon in the 

letter of recommendation, the student should 
send a detailed written request to the appro-
priate academic advisor or advising team.

Disability Services

ADA/Reasonable Accommodations for 
Students with Disabilities

Excelsior College is committed to the prin-
ciple that every individual have full and equal 
enjoyment of all Excelsior College educational 
services. The College seeks to ensure access 
by providing appropriate accommodations to 
individuals with a disability consistent with 
state and federal law. 

The Americans with Disabilities Act 
(“ADA”) defines a disability as any physical or 
mental impairment that substantially limits 
one or more major life activities.” Major life 
activities include, but are not limited to, per-
forming manual tasks, seeing, hearing, eating, 
sleeping, walking, standing, lifting, bend-
ing, speaking, breathing, learning, reading, 
concentrating, thinking, communicating, and 
working. 

The ADA requires an institution of higher 
education to provide accommodations to a 
qualified individual with a disability, pro-
vided that the accommodation does not: 1) 
fundamentally alter the nature of an aca-
demic program, or 2) create undue hardship 
to the institution. An undue hardship refers 
to proposed accommodations that are impos-
sible, unfeasible, or excessively disruptive or 
burdensome to administer. Both matriculated 
and non-matriculated students may request 
accommodations from Excelsior College. 

Additionally, the College is required to 
abide by the provisions of Section 504 of the 
Rehabilitation Act which protects otherwise 
qualified individuals from discrimination on 
the basis of disability. To be considered other-
wise qualified, a student with a disability must 
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be capable, either with or without accommo-
dation, of fulfilling the essential requirements 
of the educational program. 

Students are directed to disclose their 
disability and accommodation request to 
the Executive Director of Student Acces-
sibility or Accessibility Services coordinator 
in writing or other medium that gener-
ates a durable record. The request should 
be accompanied by documentation of the 
disability, including information from an 
appropriate, licensed professional, which 
should address the current diagnosis, and 
the functional limitation(s), prognosis, 
and recommendation(s) of appropriate 
accommodation. To ensure continued accom-
modations, students should submit or 
resubmit accommodation requests for each 
course in which they enroll. It is not neces-
sary for students to resubmit accommodation 
request for each exam registration. 

Procedure

How to Apply for Accommodation
1.	 Review the Online Accommodation 

Request Process available at https://
www.excelsior.edu/support-resources/
accessibility-services/, in the Student 
Policy Handbook, or by request from the 
Accessibility Services Office at 844-427-
4356. 

2.	 Complete the Online Accommodation 
Request Process at https://www.excelsior.
edu/support-resources/accessibility-
services/. Students unable to complete 
an online request can request a paper 
copy from the Accessibility Services 
Office by calling the College toll free at 
844-427-4356. The Accessibility Services 
Office will work with students who need 
to submit the information in an alternate 
format, if appropriate.

3.	  Documentation of a disability will 
include a student intake interview 
(by phone, video, or other accessible 

method that provides a durable record) 
with the Executive Director of Student 
Accessibility or the Accessibility 
Services Coordinator so that we can 
better understand each student’s dis-
ability, the barriers to education that 
will be addressed, and the effective-
ness of accommodations previously 
received. Third party documentation 
from an appropriate, licensed medical 
professional helps to ensure fuller under-
standing of the barriers to education 
faced by the student. Third party docu-
mentation can be submitted prior to the 
intake interview or the coordinator can 
help determine additional documentation 
needs after the initial interview.

	 Third party documentation should be on 
official letterhead and signed by a quali-
fied healthcare professional in the area of 
the student’s disability. The documenta-
tion should address at a minimum: 

	 a.	� Identification of the specific disability 
and functional limitation(s) 

	 b.	� Prognosis (permanent or temporary 
and, if temporary, the anticipated 
duration)

	 c.	� Recommendations for specific accom-
modations

	 4.	 In the case of students requesting 
accommodation for the Clinical 
Performance in Nursing Examination 
(CPNE®), the documentation must 
address the student’s ability to safely care 
for adult and pediatric patients in an 
acute care setting. 

	 5.	 Documentation may be scanned as 
a PDF and sent as part of the online 
accommodation request process. It may 
also be sent as an attachment through 
the My Message Center to Disability/
ADA Services or may be sent separately 
by mail to the Executive Director of 
Student Accessibility, Excelsior College, 
7 Columbia Circle, Albany, New York 

https://www.excelsior.edu/support-resources/accessibility-services/
https://www.excelsior.edu/support-resources/accessibility-services/
https://www.excelsior.edu/support-resources/accessibility-services/
https://www.excelsior.edu/support-resources/accessibility-services/
https://www.excelsior.edu/support-resources/accessibility-services/
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12203-5159. Documentation may also be 
submitted as a scanned PDF via email to 
ACS@excelsior.edu. 

	 6.	 Hard copy submissions and requests in 
alternate format, should be submitted 
directly to the Executive Director of 
Student Accessibility, Excelsior College, 
7 Columbia Circle, Albany, New 
York 12203-5159. Documentation and 
accommodation request forms may not be 
submitted by fax. 

	 7.	 Accommodation requests will not be 
reviewed until the online request form 
and documentation are available to the 
Accessibility Services Coordinator and 
the intake interview has been conducted. 
The accommodation process is an interac-
tive process, so student input is expected 
and required. Each request is reviewed on 
a case-by-case basis. Requests for accom-
modation are processed as they become 
complete. Intake interviews and third 
party documentation are only required 
for first-time accommodation requests.

	 8.	 The Executive Director of Student Acces-
sibility or the Accessibility Services 
Coordinator will review the request and 
work with faculty and staff  as appropriate. 
Students will be notified in writing through 
My Message Center, by correspondence, or 
by an alternative accessible format which 
generates a durable, confidential record 
where appropriate, regarding the outcome 
of the request. When third party docu-
mentation is submitted, Excelsior College 
reserves the right to verify the credentials 
of the qualified professionals and the 
authenticity of the documentation. 

9.	Each student who is offered an accommoda-
tion is required to affirmatively indicate 
their acceptance of the accommodation 
offered by responding to Accessibility/
ADA Services through the My Message 
Center or emailing ACS@excelsior.edu. 
Directions for this required response are 

contained in each official accommodation 
letter. Please note, students should apply 
for accommodations at least 3 weeks (15 
business days) prior to the course term 
or examination date for which they are 
sought. 

	10.	 Students who receive accommodations 
for Excelsior College courses or UExcel 
examinations will be sent a letter in PDF 
format. Course letters will be shared 
by the Executive Director of Student 
Accessibility or the Accessibility Services 
Coordinator directly with the instructor 
and the faculty program director; exami-
nation accommodation letters will be 
shared with the Registration Team, who 
will provide the information to the test 
administration vendor. 

	11	 When requests are not granted by the 
College, specific reasons for such deci-
sions will be clearly articulated in writing 
and will specifically inform the student 
regarding any additional information the 
College may need to further support the 
student’s request. 

	12.	 In the event a student’s accommodation 
request is denied or the student finds the 
accommodation offered inadequate, such 
student may submit a written appeal to 
the ADA Review Board (“Board”) com-
posed of the Associate vice president for 
Student Success, and the Provost, for 
consideration and determination. Such 
written appeal must be made within 45 
days of notice of denial of accommoda-
tion request and should be directed to 
ECProvost@excelsior.edu. The student 
may request a conference with the Board, 
or the Board’s designee, to discuss the 
appeal. The student may be assisted dur-
ing such conference by a representative of 
their choosing. The ADA Review Board 
shall provide the student with a written 
copy of their determination within 45 
calendar days of the date of receipt of the 
written appeal. 

mailto:ACS@excelsior.edu
mailto:ACS@excelsior.edu
mailto:ECProvost@excelsior.edu
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Documentation Guidelines 

 Primary Documentation

This information is gathered through 
an intake interview (via phone, video, or 
other accessible format that provides a 
durable record) between the student and the 
Accessibility Services Coordinator. This is 
the student’s narrative of their experience 
of disability, barriers faced, and effective/
ineffective accommodations. It presumes 
honesty, self-awareness and accuracy on the 
part of the student.  

 Secondary Documentation

The College may also consider observation 
and interactions with the student when help-
ful to identify what has been experienced in 
terms of barriers to education.  

 �Tertiary Documentation: 
Information from External or Third Parties

This includes documentation from external 
sources such as medical records, assessments 
created by educational psychologists, health-
care providers, etc. This guidance will vary 
in its relevance and value depending upon the 
original context, credentials of the evaluator, 
level of detail provided and the comprehen-
siveness of the narrative. 

After the intake interview, if it is deter-
mined that third party documentation is 
necessary and the student does not already 
have such documentation, the Executive 
Director of Student Accessibility or the 
Accessibility Services Coordinator will assist 
the student in identifying the information that 
should be collected. in Excelsior College but 
are not required to do so. Accommodations 
are requested on a course-by-course (or exam-
by-exam) basis. The time frame for requesting 
accommodations is determined according to 
the method used by the student to earn credit 
through Excelsior College. 

 �For Excelsior College Courses

Students who are seeking accommodation 
(such as extended time for examinations, etc.), 
should submit their request to the Accessibil-
ity Services Coordinator using the Online  
Accommodation Request Process form, or by 
an alternative accessible format which gener-
ates a durable record, at least 15 business days 
prior to the start date of the course. While the 
Accessibility Services Coordinator will review 
and attempt to fulfill late requests, the delay 
may result in accommodations not being 
available at the start of the term. Accommo-
dations are never retroactive. 

For UExcel® Exams and Practice Examinations 

Students who are seeking accommodation for 
UExcel Exams or practice exams should apply 
for accommodation at least 15 business days 
between exam registration and the scheduling 
of the examination or the anticipated date of 
first access to the practice exam.  

For Alternative Format of Required Texts for 
Excelsior College Courses or UExcel® Exams                                                                           

Students with print-based disabilities should 
purchase the e-version of the textbook if 
available. If an e-version is not available, 
such students should make a request 6-8 
weeks prior to when the text will be needed, 
since the request must be sent to individual 
publishers. 

�For the Clinical Performance in Nursing 
Examination (CPNE®) or CPNE Skills Workshop

Students seeking accommodation for the 
CPNE may request it as soon as they are 
scheduled for the examination but no later 
than 30 calendar days prior to the scheduled 
date. Students should not apply for CPNE 
accommodations before they have submit-
ted their CPNE application to the School of 
Nursing.  Students should apply for accom-
modations for the CPNE® Skills Workshop at 
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the time that they register for the workshop. 
While the Accessibility Services Coordina-
tor will review and attempt to fulfill late 
requests, the nature of the request may result 
in accommodations not being available for 
the scheduled date. All requests for accommo-
dation and documentation must be received by 
the Executive Director of Student Accessibility 
or the Accessibility Services Coordinator at 
least seven days prior to the scheduled date of 
the CPNE in order to be processed. In the case 
of such late requests no guarantee can be made 
regarding the processing or approval of the 
requests.  

Examples of Accommodations 

Accommodations are provided to individu-
als on a case-by-case basis. Each individual is 
unique, and each course or examination may 
impose different barriers to equal access.   To 
the extent possible, the College will maintain 
a barrier-free web site. 

Accommodations for Educational Program

 	 For all students with hearing or speech 
disabilities, Excelsior provides TTY to 
facilitate telephone communication with 
the College. Students may also use a tele-
phone relay service or may communicate 
through email, the My Message Center, or 
correspondence. 

 	 The appropriate faculty will consider 
requests for substitution or waiver of 
specific degree requirements, provided 
that substitution or waiver does not alter 
the academic integrity of the degree. 
The College is not required to allow 
substitutions for courses or examinations 
considered fundamental to the academic 
program but it will consider possible 
course or examination substitutions 
(if disability proves to be a barrier to 
fulfillment of the course or examination 
in question). The feasibility for available 
alternatives will be considered and 

faculty will determine whether a course 
or examination substitution is possible 
without lowering academic standards or 
requiring substantial program alteration. 

Accommodations for UExcel® Exams 

The College will modify the testing conditions 
for UExcel Exams provided that the modifica-
tion does not compromise the validity of the 
examination. Note that some modifications 
may require students to take the exam in a test-
ing center, rather than utilize online proctoring. 
Examples of modifications to testing include: 

1.	� Additional testing time  
Time-and-a-half  
Double time 

2.	� Additional Accommodations for 
Clinical Practicums (examples): 
Additional time to assess and 
document patients 
Amplified Stethoscope 
Electronic Vital Sign Machine

3.	� Assistance  
Reader  
Recorder  
Special mechanical devices (limited) 

4.	� Format  
Sign language interpreter (spoken 
instructions only)  
Large font size on computer monitor 
Separate room

Accommodations for Excelsior College Courses 
Students with disabilities who are taking 
Excelsior College courses may request accom-
modations providing that they do not fun-
damentally alter the validity, interactivity or 
content of the course. Excelsior College seeks 
to develop courses which are ADA compli-
ant and accessible to all students. Examples of 
modifications for courses include: 

 	 Extended time for testing and assessments 
(time-and-one-half or double time)
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 	 Provision of alternate print or presenta-
tion formats (e.g., books in, enlarged print, 
Braille). Additional information and appli-
cation by the student is required to obtain 
publisher’s files in electronic format. Pub-
lishers require that the student be registered 
for the course, provide proof that the text-
book has been purchased and certification 
that any electronic file provided will be used 
by that student for the course indicated Stu-
dents with print-based disabilities should 
purchase the e-version of the textbook if  
available. If  an e-version is not available, 
such students should make a request 6-8 
weeks prior to the start of the term, since 
the request must be sent to individual pub-
lishers. 

 	 Extension of Due Date. If  a student sub-
mits a request for an extension of the due 
date for a project or other assignment and 
the documentation specifically addresses the 
functional limitations which create barriers 
to access, the Executive director of Acces-
sibility Services will review the essential 
elements and requirements of the course 
with the appropriate program director to 
determine if  an extension is reasonable or 
whether it would fundamentally alter the 
validity of the course. 

Accommodations for the Clinical Performance in 
Nursing Examination (CPNE®) 

All students must be able to safely care for 
hospitalized adult and pediatric patients, 
addressing their physical needs (including 
mobility) and psychological needs. Students 
are expected to satisfy the Technical Standard 
for the School of Nursing associate degree 
programs. Students may access and review the 
technical standards in their online catalog. 
Where appropriate, accommodations for the 
CPNE may include but are not limited to: 

 	 use of an amplified stethoscope.

 	 use of electronic devices for assessing 
vital signs.

 	 sign language interpreter

 	 additional testing

 	 reduced areas of care in the Patient Care 
Situation.

 	 additional break time between examination 
components.   

 	 assistance with lifting and positioning 
of patient.

 	 provision of latex-free gloves (according to 
individual hospital policies for latex-sensi-
tive nurses).

Special Note Regarding Accommodations 
for the CPNE:
The test site hospitals may determine that 
some accommodations requested are not 
appropriate for the hospital facility. In this 
case the facility may decline to approve the 
student’s request to test at their facility and the 
School of Nursing will assist the student to 
find an alternative test site. 

�Management of Student Information 

The Executive Director of Accessibility Ser-
vices receives and retains in a secure manner 
all inquiries and requests for accommodation 
and the required documentation. 

Requests for accommodation and related 
documentation will be scanned into the ADA 
database and the original documents will be 
retained by the College during the period of 
the student’s enrollment in the College 

Access to information regarding student 
requests for accommodation is on a “need to 
know” basis consistent with the requirements 
of Family Educational Rights and Privacy 
Act (FERPA), 20 USC 1232g and related 
regulations at 34 CFR Part 99 regarding 
the confidentiality of and access to student 
records. To preserve student confidentiality, all 
information regarding requests for or deliv-
ery of accommodations is housed in a secure 
ADA database and access is restricted to staff  
supporting Excelsior’s accessibility services 
processes. 
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Academic Policies 
and Procedures

Student Conduct Policies

Student Behavioral Conduct

This policy applies to all Excelsior College 
students, including applicants and non-
matriculated exam/course takers. Excelsior 
College may take into consideration student 
behavior that has occurred off campus that 
would have violated the student behavioral 
conduct policy had it occurred on campus.

Statement of Policy 

Excelsior College is committed to fostering 
an environment that values honesty, trust, 
fairness, respect, responsibility, and cour-
age in keeping with the College’s CARES 
Credo. Each student is responsible for their 
conduct and is expected to be familiar and 
comply with applicable College policies (add 
link), the CARES Credo, and applicable law.  

The Student Rights and Responsibilities 
Office oversees the student behavioral con-
duct process and works collaboratively with 
administrators, faculty, staff, and students 
to address students behavioral conduct 
(non-academic) issues that impact the Col-
lege community. Any incident reports filed 
are confidential and will only be shared with 
those involved in the case

This policy covers non-academic incidents. 
When a situation involves other policies or 
offices, a collaborative investigation will 
take place. 

Incidents involving staff or faculty are not 
overseen by the Student Rights and Respon-
sibilities Office and will be forwarded to the 
Office of Human Resources.   

Incidents involving Title IX or claims 
of discrimination are not overseen by 
the Student Rights and Responsibilities 
Office and will be forwarded to the appro-
priate department. Please refer to the 
Anti-Discrimination Policy, the Prevention of 
Bias-related Crime on the Excelsior College 
Campus policy and the Sex and Gender-based 
Misconduct Policy (Title IX). 

Incidents involving academic integrity 
are not overseen by the Student Rights 
and Responsibilities Office and will be 
forwarded to the appropriate school or Reg-
istrar. Please refer to the Academic Integrity 
Policy.

Student Behavioral Standards of Conduct 
include but are not limited to:

	 Disruptive Behavior: Engaging in conduct 
that persistently or substantially interferes 
with College practices, processes, and 
functions.

	 Harassment (non-sexual): Unwelcome 
conduct directed against a person or 
group of persons which is severe or persis-
tent.

	 Falsification or alteration of non-
academic documents: Intentionally 
modifying documents for the purpose 
of misleading another person.  Such 
documentation includes, but is not 
limited to, financial aid documents, medi-
cal records, or legal documents, etc.

	 Bullying: Intentional behavior that 
is meant to harm, threaten, or intimidate 
others.

	 Copyright Infringement: Engaging in 
unauthorized use (reproducing, dis-
tributing, etc.) of copyrighted material, 
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in any medium. An example of copyright 
infringement includes unauthorized use of 
the College logo.

	 Misrepresentation: Falsely or mislead-
ingly portraying one’s authorization to act 
on behalf of the College, another entity, or 
individual.

	 Violation of College Policies or applicable 
laws.

	 Failure to comply with reason-
able and appropriate direction or 
requests given by College administra-
tion, staff, and instructional faculty. 

	 Use of Excelsior College electronic plat-
forms to:

	 advertise services or products for 
personal gain.

	 link an Excelsior College website to 
other sites without authorization.

	 download illegal or 
inappropriate material.

	 Share proprietary, or confidential informa-
tion about Excelsior College sponsored 
activities, or attempt to hack, alter, dam-
age, or destroy the integrity of electronic 
information, software or hardware associ-
ated with the Excelsior College electronic 
systems. Proprietary material is any 
material, in whatever medium, in which 
Excelsior College has an ownership inter-
est, including Excelsior course materials. 
Confidential information is all non-public 
information or material disclosed, either 
orally or in writing, or otherwise obtained 
by recipients, about Excelsior, its students, 
faculty or staff.

Definitions 

Advocate: Any external person asked by the 
respondent, and who agrees, to assist in the 
student behavioral conduct hearing process. 
The advocate may attend, but is not permit-
ted to participate in, the hearing. The student 
must speak on their own behalf during the 
hearing. 

Complainant: An individual who brings for-
ward a complaint under this policy. 

Hearing Board: Adjudicates student behav-
ioral conduct complaints that allege a 
violation of the College’s Student Conduct 
Policy. 

Hearing Officer: A member of the Hearing 
Board who is responsible for ensuring that 
the hearing proceeds in an organized fashion, 
and that the process is fair and provides due 
process to the parties. 

Preponderance of the Evidence: Information 
which supports that the alleged violation(s) 
has “more likely than not” occurred and was 
committed by the respondent. 

Reasonable Grounds: Particularized and 
objective basis, supported by specific and 
articulable facts, for suspecting a person of 
misconduct.

Respondent: Any individual against whom 
allegations of misconduct have been made as 
defined by College policy. 

Sanctions: Discipline imposed for any 
violation in which the respondent is found 
responsible. Sanctions are intended to modify 
the student’s future behavior as well as build 
an awareness of personal responsibility and 
community standards. 
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Student Conduct Liaison: Excelsior College 
employees who are current Excelsior students 
or alumni and who agree to serve as support 
resources for complainants and respondents 
navigating the behavioral conduct process.

Procedures 

Filing an Incident Report 
Students, staff, instructional faculty, and 
community members who believe they have 
witnessed, experienced, or otherwise been 
impacted by a violation of College policy 
governing student behavioral conduct may report 
the violation by filing an incident report. 

Investigation of Alleged Violations 
Incident forms will be reviewed by the Student 
Rights & Responsibilities office. If  an incident 
form is incomplete, or if  additional information 
is needed, the complainant, if  known will be 
notified, and the form will be returned to them. If  
the incident form is not completed or additional 
information is not provided within 10 business 
days, the complainant will be notified that the 
incident has been closed. The complainant can 
reopen the incident within 30 business days of the 
closure. 

Anonymous incident reports may alert 
the College to an existing problem, but these 
reports may not provide sufficient information 
to allow the College to initiate an investigation 
and may limit the College’s ability to effec-
tively address this matter. If there is sufficient 
information provided an investigation will be 
initiated. 

The Student Rights and Responsibilities 
office will have 10 business days to investigate 
the incident once a completed form and any 
required additional information has been 
received. The complainant, respondent, and 
any witnesses will be interviewed by the staff 
in the Student Rights & Responsibilities office 
regarding the incident. 

If the evidence does not establish reason-
able grounds to suspect misconduct, then the 
incident will be closed, and the complainant 
and respondent will be notified in writing of 
the findings. 

If the evidence does provide reasonable 
grounds to suspect misconduct, then the 
respondent will be sent a written notice of the 
allegations against them, be provided with a 
date and time for a hearing to take place, a list 
of Student Behavioral Conduct Liaisons, and 
information about the hearing process. The 
complainant will be sent a written notice with 
the allegations against the respondent, date 
and time for the hearing, a list of behavioral 
conduct liaisons, and information regarding 
the hearing process. 

The complainant and the respondent may 
opt to use the services of a Student Behavioral 
Conduct Liaison who will assist them with 
navigating the procedural aspects of the stu-
dent behavioral conduct process. The Student 
Behavioral Conduct Liaison is an Excelsior 
College employee who is or has been an Excel-
sior College student. 

The Student Conduct Liaison will:

	 Help the complainant or respondent 
understand the Excelsior College Student 
Behavioral Conduct policy, the related 
processes, and Hearing Board procedures.

	 Explain to the complainant that they may 
be required to provide additional informa-
tion to the Hearing Board.

	 Help students understand the decisions and 
sanctions rendered by the Hearing Board.

	 Explain the appeal process following the 
hearing and issuance of a decision. 

Note: The Student Conduct Liaison does not 
attend the hearing or serve as an advocate 
for their assigned complainants or respon-

https://excelsior.tfaforms.net/12
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dents. Rather, the Student Conduct Liaison 
is an informational resource to complain-
ants and respondents.

Hearing  
Upon reasonable grounds of misconduct, 
the Director of the Student Rights and 
Responsibilities Office will convene the 
Hearing Board (within 14 business days of 
its determination to proceed with a hearing) 
and provide the preliminary investigation 
findings to the Hearing Board. The Director 
of the Student Rights and Responsibilities 
Office will attend the hearing but will not be a 
member of the Hearing Board. 

The complainant and respondent may have 
an external advocate attend the hearing. The 
external advocate may direct any questions 
about the process to the applicable Student 
Liaison. The advocate may advise the com-
plainant or respondent prior to the hearing, 
can attend the hearing, but is not authorized 
to speak during the hearing. 

The Hearing Board consists of the following 
members:

	 Associate Dean, or Faculty Office 
Representative 

	 At-large Staff Member from 
Academic Program

	 Advisor, One Stop, or Registrar 
Representative

	 Alumni/Student

	 Staff Member from a Non-Academic Unit

The hearing process is designed to be non-
adversarial and educational. The role of the 
Hearing Board is to make a determination or 
recommendation, using a preponderance of the 
evidence standard, that a violation of College 
policy/Student Behavioral Standards of Con-
duct did or did not occur, that the respondent 
was or was not responsible for the violation, to 

determine appropriate sanctions that will facili-
tate learning and acceptance of responsibility, 
as well as deter repeat violations. 

The Hearing Officer is responsible for 
ensuring that the hearing follows the estab-
lished hearing procedures. Members of the 
hearing board may question the complainant 
and/or respondent during the hearing. 

If the respondent is found responsible for 
violating College policy/Student Behavioral 
Standards of Conduct, the hearing board will 
impose or recommend an appropriate behav-
ioral sanction based on the severity of the 
incident. Any recommendations for behav-
ioral dismissal will be forwarded to the Dean 
of the respective School in which the student 
is enrolled for a decision. 

Once the hearing board has made a deter-
mination, the respondent will be sent a 
written notification of findings and any sanc-
tions imposed. The complainant will be sent a 
written notification that the incident has been 
closed. 

Sanctions  
The following sanctions may be imposed 
by the College for a violation of the Student 
Behavioral Standards of Conduct. 

Behavioral Warning: Written notice of 
violation which is notated in the student’s 
internal record. 

Behavioral Suspension: Temporary loss 
of student services for a specified length of 
time. Services include, but are not limited to, 
advising services, course/exam registration, 
removal from courses/exams, etc. 

Behavioral Dismissal: Permanent separation 
of the student from the College. 

Appeal Process  
A respondent found responsible by the 
Hearing Board for violating College policy 
may appeal within 20 business days of 
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notification of findings for the following 
reasons only. Appeals filed for reasons other 
than those specified below will not be heard.

	 Documented evidence that the College’s 
established Student Behavioral Conduct 
Hearing Processes were not followed.

	 Documented material evidence related 
to the case that is newly brought forward 
within 20 business days of notification of 
findings.

The Provost, or designee, will review and 
decide on the appeal and notify the respon-
dent within 20 business days from the date the 
appeal was received.

Academic Integrity 

Statement of Policy 
Excelsior College is committed to foster-
ing and maintaining a culture of academic 
integrity, student success, and teaching and 
learning excellence, including authenticity, 
fairness, equitability, and accountability in all 
aspects of a student’s educational experience. 
Translated from Latin, the word excelsior 
means “high” or “elevated.” As members of 
the Excelsior College community, learners, 
faculty, and staff are dedicated to behaving in 
a manner consistent with the highest ethical 
and intellectual standards. 

Excelsior College believes that active, 
authentic learning is critical to the value of a 
college degree and to student success in col-
lege, careers, and life. 

As a member of the International Center 
for Academic Integrity (ICAI), Excelsior 
upholds “a commitment, even in the face of 
adversity, to six fundamental values: honesty, 
trust, fairness, respect, responsibility, and 
courage.” Excelsior College supports a culture 
of academic integrity. 

Definitions

Plagiarism is the act of passing off another 
person’s ideas, writing, or other work as 
one’s own. Plagiarism can occur in writ-
ing or audio-visual format. It can occur in 
small portions of a student’s work or in the 
entire submission. Plagiarism can be either 
intentional or accidental, but is a breach 
of academic integrity regardless. For more 
information on avoiding plagiarism, visit the 
Excelsior OWL Avoiding Plagiarism Tutorial. 

Self-Plagiarism is the act of re-using a student’s 
own work in a new context without prior 
approval of the instructor and proper citation 
of the previous work. 

Cheating is engaging or attempting to engage 
in any activity prohibited by the College that 
gives a student an unfair advantage over other 
students in a course or exam. This includes 
allowing others to complete an academic 
assessment or a portion of an academic 
assessment or assignment. 

Contract Cheating is when a student engages 
with, or attempts to engage with, a third party 
to complete their assignment, assessment, 
or activity. This includes, but is not limited 
to, hiring a third party to complete work, 
downloading a paper from a “free” essay site 
or paid essay mill, or asking a friend or fam-
ily member to complete student work. This 
includes the trading of an already submitted 
and graded assignment in return for help on 
a new assignment. For more information on 
what constitutes contract cheating, see: 
Turnitin: What is Contract Cheating and Why 
Does it Matter?

Collusion is any kind of cooperation between 
students that gives an unfair advantage to one 
student, or a group of students, over others in 
the course or exam, including using a friend 
or family member’s assignment and submit-
ting it as one’s own. 

https://owl.excelsior.edu/plagiarism/
https://www.turnitin.com/blog/what-is-contract-cheating-why-does-it-matter
https://www.turnitin.com/blog/what-is-contract-cheating-why-does-it-matter
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Fabrication/Falsification is the action or process 
of falsifying any information, data, academic 
documents, records, or citations. Falsification 
of records and/or official documents sub-
mitted to the College may occur prior to or 
otherwise independent of a student’s enroll-
ment. This policy applies with equal force to 
such conduct. 

Misrepresentation is any act or omission that is 
intended to deceive for an academic advan-
tage. This also includes misrepresenting 
oneself or one’s status in the College.  

Investigation is the act of gathering and assess-
ing any necessary data, facts, and evidence 
related to a suspected academic integrity 
violation. 

Resources

Excelsior College believes that student aware-
ness and understanding of academic integrity 
is key to maintaining a culture of academic 
integrity. Therefore, the College provides the 
following resources to build awareness and 
understanding: 

	 The Excelsior College Honor Code 

	 Excelsior College OWL includes tutorials 
and information on avoiding plagiarism, 
copyright violations, and proper citation 
and attribution 

	 CCS 101 Academic Integrity Tutorial: a 
non-credit bearing self-paced course in 
Canvas that explains academic integrity 
violations and how to avoid them and 
offers students chances to apply their 
knowledge to specific examples 

	 The Excelsior College Cornerstone 
Course: a required first course at the 
College that includes information on 
Excelsior’s policies and procedures regard-

ing academic integrity and instruction on 
avoiding plagiarism through proper para-
phrasing, quoting, and citation methods 

	 The Excelsior College Library tutorial on 
citing and writing 

	 Excelsior College Anti-Plagiarism Tool 

	 Instructors and Academic Advisors: 
Students should also view their 
instructor and academic advisor as 
valuable resources if they have any 
questions or concerns about what 
constitutes an academic integrity vio-
lation in their course or exam.

Use of Third-Party Plagiarism and 
Cheating Detection Services 

Excelsior College has the right to determine 
the originality and authenticity of a student’s 
academic work (e.g., papers, projects, discus-
sion posts). Reports by a designated service 
such as Turnitin and Authorship may be used 
as part of regular course instruction and as 
evidence in an Excelsior College investigation 
of academic integrity policy violations and 
in support of Excelsior College disciplinary 
action(s). 

Academic Integrity Incident Types 

When a student is suspected of violating the 
Academic Integrity Policy, the incident is 
evaluated individually to determine both the 
severity and persistence of the behavior. Stu-
dent incidents will be categorized according 
to the types indicated below, which provides 
guidance on the necessary course of action. 

The types of violations indicated below are 
not cumulative; rather, they are based on the 
severity of the incident. 

https://owl.excelsior.edu/plagiarism/
https://libguides.excelsior.edu/tutorials-and-tip-sheets/using-citing-sources
https://libguides.excelsior.edu/tutorials-and-tip-sheets/using-citing-sources
https://home.excelsior.edu/students/content/anti-plagiarism-tool/
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Penalties for violations of the academic 
integrity policy depend upon the severity of 
the incident and can range from being asked 
to review academic integrity resources up 
through withdrawal from the college. 

A.	 TEACHABLE MOMENTS 	  
In some cases, a student may uninten-
tionally or unknowingly commit a minor 
academic integrity violation, for example, 
minor issues of improper paraphrasing, 
citation, missing quotation marks, and/
or minor self-plagiarism incidents. The 
decision of whether an incident should 
be considered a “teachable moment” is 
at the discretion of the instructor and/or 
Faculty Program Director. 

B.	 TYPE 1 INCIDENTS 
Repeat instances of poor writing or cita-
tion “teachable moments” that require 
more intense guidance, instruction, and 
intervention. 

C.	 TYPE 2 INCIDENTS 
Intentional plagiarism in student work. 
For example, this can include a copied 
passage or passages from another source 
in a paper, presentation, or other media 
submission without proper paraphrasing, 
citations, and/or use of quotations. 

D.	 TYPE 3 INCIDENTS 
Serious infractions of the academic 
integrity policy including:  

	 TYPE 3A: Multiple documented pla-
giarism violations. The student has 
been officially warned and docu-
mented in a previous incident and 
is aware that plagiarism violates the 
college policy. Repeated instances of 
Type 3A may constitute grounds for 
withdrawal from the college. 

	 TYPE 3B: Cheating, contract cheat-
ing, fabrication, falsification, and/or 
collusion (see definitions above). A 
single instance of a Type 3B Incident 
may constitute grounds for withdrawal 
from the college. 

Possible College Responses 

In response to alleged violations of the 
Academic Integrity Policy, the College 
administration (School Deans, Registrar, and 
the Office of the Provost) reserves the right to 
take any or all of the following actions: 

	 Bar the student from enrolling in the 
College or registering for a course or 
examination. 

	 Assign a failing grade for an examination, 
assignment, or course. 

	 Look back at courses or exams from pre-
vious terms or the same term for other 
violations 

	 Gather and review a student’s course or 
exam activity, IP address, and other data 
necessary for the academic integrity 
investigation 

	 Administratively withdraw the student. 
If the student is administratively with-
drawn, the College reserves the right to 
revoke all credits. 

	 If the student has withdrawn or gradu-
ated, any credits and/or degree and 
certificate previously awarded may 
be revoked. The student will be asked 
to return the certificate or diploma. 
Suspend or terminate selected College 
services previously available to the 
student. 

	 Retain all tuition and fees paid by the 
student. 
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	 Permanently annotate a student’s record 
to reflect academic withdrawal by the 
College in response to the student’s viola-
tion of this policy. 

	 Notify educational institutions, licens-
ing or certification boards, employers, 
or others, who have previously received 
a transcript or similar certification, e.g., 
Letter of Completion (LOC), Letter of 
Qualification (LOQ) of any action taken 
by the College. 

	 Take other action, as appropriate. 

Procedure

Process and Procedures for Teachable 
Moments, Type 1, and Type 2 Incidents 

The College strives to build student awareness 
of expectations for academic integrity and 
remediate violations as soon as they occur. 

A.	 TEACHABLE MOMENTS 
For minor issues determined to be 
“teachable moments” the following 
should occur: 

1.	Investigation: The instructor and/
or school administrator will gather, 
review, and assess the evidence 

2.	Communication between instructor 
and student: When appropriate, the 
instructor will discuss the academic 
integrity issue with the student and 
provide the student with an opportu-
nity to offer a reasonable explanation. 

3.	Determination of whether it is a repeat 
occurrence: The instructor and/
or school administrator will assess 
whether the student has previous 
documented academic integrity inci-
dents or previous teachable moments 

recorded with the college, which may 
impact how the new incident is cat-
egorized and handled. 

4.	Providing feedback and resources: The 
instructor will provide the student 
with individualized feedback and 
information about academic integrity 
and resource to improve the student’s 
awareness and understanding. The 
resources may include any or all of 
those listed above, including CCS101 
and Excelsior OWL tutorials on pla-
giarism, writing, and citations. 

5.	Documentation: The teachable moment 
will be logged in a college “teachable 
moments” database to be used only to 
determine whether multiple incidents 
have occurred. The incident will not 
be logged in the student information 
system. 

6.	Remediation: Remediation is contextu-
alized based on the individual student 
and course circumstances and the 
type of minor incident that occurred. 
For minor “teachable moment” inci-
dents, this may include some or all the 
following: 

a.	 Feedback and resources from the 
instructor. 

b.	 Required completion of CCS 101. 

c.	 A low grade or a grade of 0 on 
the assignment or exam with the 
opportunity to revise and resubmit 
the work with corrections for a 
new grade.
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TYPE 1 AND TYPE 2 INCIDENTS 

For Type and 2 academic integrity incidents 
the following should occur: 
1.	 Investigation: The instructor and/or 

school administrator will gather, review, 
and assess the evidence 

2.	 Communication between instructor and 
student: When appropriate, the instructor 
will discuss the academic integrity issue 
with the student and provide the student 
with an opportunity to offer a reasonable 
explanation. 

3.	 Determination of whether it is a repeat 
occurrence: The instructor and/or school 
administrator will assess whether the stu-
dent has previous documented academic 
integrity incidents or previous teach-
able moments recorded with the college, 
which may impact how the new incident 
is categorized and handled. 

4.	 Providing feedback and resources: The 
instructor will provide the student with 
individualized feedback and information 
about academic integrity and resource 
to improve the student’s awareness 
and understanding. The resources may 
include any or all of those listed above, 
including CCS 101 and Excelsior OWL 
tutorials on plagiarism, writing, and cita-
tions. 

5.	 Documentation: The student will receive a 
letter from the Dean or Dean’s designee 
explaining the incident, steps taken, and 
any consequences. This letter will be 
noted in the student information system. 
Students will be provided with an oppor-
tunity to contest the allegations and 
respond within 14 business days.  

6.	 Remediation and Disciplinary Action: 
Remediation and disciplinary actions are 
contextualized based on the individual 

student and course circumstances, the 
severity of the incident, and any record of 
previous incidents. For Type 1 and Type 
2 academic integrity incidents, this may 
include some or all of the following: 

a.	Feedback and resources from the 
instructor 

b.	Required completion of CCS101 

c.	A low grade or a grade of 0 on the 
assignment or exam with the oppor-
tunity to revise and resubmit the work 
with corrections for a new grade 

d.	A low grade or a grade of 0 on the 
assignment or exam without the 
opportunity to resubmit 

APPEALS OF TEACHABLE MOMENTS, 
TYPE 1, AND TYPE 2 INCIDENTS 

Student appeals related to Teachable 
Moments, Type 1, and Type 2 incidents 
should be submitted in writing to the Dean 
of the school in which the incident occurred 
within 30 days of the initial decision: 

	� School of Undergraduate Studies: 
ugstudent@excelsior.edu 

	� School of Nursing: 
SON-courses@excelsior.edu 

	� School of Graduate Studies: 
grad@excelsior.edu 

The Dean will render a final decision on the ap-
peal within 21 business days of receipt. 
Note: Teachable moments, Type 1, and Type 2 
incidents are school-level violations and at the 
sole discretion of the school in which the inci-
dent occurred. The Dean’s decision on teachable 
moment, Type 1, and Type 2 incident appeals is 
final. 

mailto:ugstudent@excelsior.edu 

mailto:SON-courses@excelsior.edu
mailto:grad@excelsior.edu
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Process and Procedures for Type 3 Incidents 

1.	 Investigation: The instructor and/or 
school administrator will gather, review, 
and assess the evidence 

2.	 Communication between college and 
student: When appropriate, the instruc-
tor or college administrator will discuss 
the academic integrity violation with the 
student and provide the student with an 
opportunity to offer a reasonable expla-
nation. 

3.	 Activity Pause for Investigation: The 
instructor or college administrator will 
notify the student to pause any activity in 
the course, if necessary pending investi-
gation and recommended action. 

4.	 Documentation: The student will receive a 
letter from the Dean or Dean’s Designee 
or Registrar explaining the incident, 
steps taken, and any disciplinary action. 
This letter will be noted in the student 
information system. 

5.	 Remediation and Disciplinary Action: 
Type 3 incidents are serious academic 
integrity violations with corresponding 
serious disciplinary action, which may 
include some or all of the following: 

a.	A low grade or a grade of 0 on the 
assignment or exam without the 
opportunity to resubmit 

b.	Failure of the course or exam 

c.	Withdrawal from the college 

d.	Revocation of an Excelsior College 
degree 

APPEALS OF TYPE 3 INCIDENTS 

Student appeals related to Type 3 incidents 
should be submitted in writing to the Office 
of the Provost within 30 days of the initial 
decision. 

	� ECprovost@excelsior.edu 

Or by mail: 

�Excelsior College/ Office of the Provost 
and Chief Academic Officer 
7 Columbia Circle  
Albany, NY 12203-5159

Appeals of Type 3 incidents in which the 
disciplinary action includes administrative 
withdrawal from the college or revocation of an 
Excelsior College degree are escalated to Excel-
sior College’s Academic Integrity Council. 

Academic Integrity Council Hearing 
Procedures 

The Academic Integrity Council, made up 
of faculty and staff members appointed by 
the Provost, reviews all appeals made to 
the Provost for Type 3 incidents resulting in 
withdrawal from the college or revocation of a 
degree and follows the following procedures: 
1.	 Students must submit an appeal in writing 

to the Provost’s Office within 30 days of 
the Type 3 incident decision. Additional 
information or documentation relevant 
to the appeal may be required. 

2.	 Upon receipt of the letter of appeal by the 
Provost’s office, the Provost’s assistant will 
respond to the student acknowledging 
their appeal within three business days. 

3.	 To facilitate this investigatory process, 
AIC offers the student the opportunity 
to teleconference with the Council to 
speak on their own behalf; attorneys 
are not authorized to attend such hear-
ings. In developing their presentation to 

mailto:ECprovost@excelsior.edu
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AIC, a student advocate is offered to the 
student to assist them in developing their 
case before the Council. Students are 
not, however, required to work with the 
student advocate. 

4.	 The assistant to the Chair of AIC con-
tacts members to notify them of the 
student appeal, providing the student 
appeal letter and description of the rea-
son for appeal, and to identify a suitable 
date for the student hearing. 

5.	 The student advocate is informed of the 
appeal, reviews the documents associ-
ated with the case, and upon contact 
from student will fact find and counsel 
the student in preparation for the formal 
hearing of the appeal. 

6.	 The assistant to the Chair of the AIC will 
work with the appropriate unit to gather 
and organize information to clarify all 
points of the appeal for the AIC mem-
bers, and to schedule a pre-hearing 
meeting to discuss the case, as necessary. 

7.	 The AIC members meet with the student 
and the student advocate to hear the case. 

8.	 The AIC follows Robert’s Rules of Order. 
A simple majority carries a motion. 
Quorum and majority votes are neces-
sary for all recommendations made by 
the Council. The Chair of AIC is an Ex 
Officio non-voting member and will only 
vote when a tie has been reached.  

9.	 The AIC gives their recommendation to 
the Provost, who notifies the student of 
the decision regarding the outcome within 
30 days from the date of the hearing. 

10.	The assistant to the Chair notifies the 
council of the Provost’s decision and 
routes all documentation pertaining to 
the appeal to the Registrar’s Office for 
storage in the student’s record and for 
potential student status adjustments.

Student Appeals

The College’s Appeals Policy provides students 
with a fair process to address their grievances 
on academic and non-academic issues.

Academic Appeals include: 

	 Appeals of Final Grades

	 Petition for reenrollment after administra-
tive withdrawal due to academic dismissal 
including credit accumulation and academic 
probation 

	 Administrative withdrawal from Excelsior Col-
lege courses (lack of participation in courses)

	 Academic Clean Slate

	 Clinical Performance in Nursing Examina-
tion (CPNE®) issues 

	 Appeals regarding Excelsior College® 
Examinations and UExcel® exams includ-
ing exceptions to the wait time to repeat an 
Excelsior College or UExcel exam

	 Satisfactory academic progress 
	 INL 102 appeals (School of Liberal Arts)
	 Academic integrity appeals

Non-Academic Appeals include:

	 Requests for fee and tuition refunds beyond 
the normal refund policy 

	 Waivers of late fees, reactivation fees, 
degree change fees, graduation fees, Student 
Services Annual Fee, Graduate Student 
Service Fee 

	 Fee extensions

	 Medical/personal leaves of absence

	 Student Service Annual Fee applied to 
Graduation Fee

	 Military active duty deployment extensions 
	 Course extensions due to military 

deployment 

	 Military Withdrawals (MW) from courses 
due to military deployment
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	 Requests for refunds of Excelsior College® 
Examinations and UExcel® exams

Accomodation Appeals: Please see Student 
ADA policy.

Procedure

The nature of the appeal determines which 
office reviews the appeal. Academic appeals 
are submitted to the appropriate academic 
dean, designee or unit. Non-academic appeals 
are submitted to the Ombudsperson office, 
except for requests for exam refunds, which are 
handled by the Director of One Stop.

	 Students must submit an appeal in 
writing to the appropriate academic 
dean or designee, One Stop, the Center 
for Educational Measurement, or the 
Ombudsperson Office. Additional 
information or documentation relevant 
to the appeal may be required.

	 Receipt of appeal letters will be acknowl-
edged within three calendar days. 

	 Appeals shall be reviewed and decisions 
rendered within 30 days of receipt of a 
completed student appeal, unless otherwise 
notated by a specific policy. 

	 Appeal decisions shall be documented in 
SIS. All documentation pertaining to the 
appeal shall be scanned into the SIS. 

	 CPNE appeals are handled directly by the 
School of Nursing’s associate degree in 
nursing program office; refer to the CPNE 
Study Guide for further details.)

	 Appeals regarding Excelsior College® 

Examinations and UExcel® exams are 
handled by One Stop (for issues involving 
the testing conditions) or the Executive 
Director of the Center for Educational 
Measurement and Prior Learning 
Assessment or their designee (for issues 
involving test content or scoring).

How to Appeal a Decision Made by the 
School

Academic Decisions

Appeals of academic decisions made by the 
Deans (with the exception of appeals of 
final grades, which cannot be appealed) can 
be  submitted to the Office of the Provost at 
ECProvost@excelsior.edu or by U.S. postal 
mail, Excelsior College, 7 Columbia Circle, 
Albany, NY 12203-5159. The Provost or 
designee will determine if  the appeal should be 
reviewed by AIC (Academic Integrity Council) 
or decided by the Provost or designee.

	 Students must submit a letter to the Office 
of the Provost. Additional information or 
documentation relevant to the appeal may 
be required. 

	 Receipt of appeal letter will be acknowl-
edged within three calendar days. 

	 Appeals shall be reviewed and decisions 
rendered within thirty days of receipt of a 
completed a student letter.

	 Appeal decisions shall be documented in 
SIS. All documentation pertaining to the 
appeal shall be scanned in SIS. 

The Academic Integrity Council (AIC)

The Academic Integrity Council reviews all 
appeals of decisions made by the schools or 
Center for Educational Measurement and 
Prior Learning Assessment related to the 
Academic Integrity and Student Rights and 
Responsibilities policies and is composed of 
members appointed by the Provost or the Pro-
vost’s designee for up to a two-year term. 

If the appeal is sent to AIC:

	 AIC reviews all documentation related to 
the appeal:

1.	 The student appeal letter and descrip-
tion of the reason for appeal and any 

mailto:ECProvost@excelsior.edu


32

Student Policy Handbook

supporting documentation. 

2.	 AIC is not bound to receive and con-
sider further documentation. 

3.	 To assist in its review, however, AIC 
may, in its sole discretion, submit 
questions either to the individual who 
submitted the violation notice, the stu-
dent defending against an allegation, 
the official whose recommendation 
forms the basis of the appeal, and/or 
any other individual with knowledge 
relevant to the case. 

4.	 All such inquiries shall be made and 
responded to in writing in as prompt a 
fashion as may be feasible and proper. 

5	 All parties must be made aware of 
AIC-initiated questions.

6.	 To facilitate this investigatory process, 
AIC offers the student the opportunity 
to teleconference with AIC to speak 
on their own behalf. In developing 
their presentation to AIC, an advocate 
is offered to students to assist them 
in developing their case before the 
Council. Students are not, however, 
required to work with the student 
advocate.  

	 Quorum and majority votes are necessary 
for all decisions made by the committee. 
The chair of AIC is an ex officio member 
and will only vote when a tie has been 
reached. 

	 AIC shall render and report its final deci-
sion to all parties.  In the event AIC has 
determined a student is guilty of the viola-
tion of policy for which such student has 
been accused, AIC may certify or alter the 
disciplinary measures to be imposed.

Non-Academic Decisions made by 
One Stop or the Ombudsperson Office

Appeals of decisions made by One Stop or 
the Ombudsperson Office  are submitted to 
the provost or designee.

	 Students must submit a completed student 
appeal letter to the Office of the Provost. 
Additional information or documentation 
relevant to the appeal may be required.

	 Receipt of appeal letters will be acknowl-
edged within three calendar days. 

	 Appeals shall be reviewed and decisions 
rendered within 30 days of receipt of a 
completed student appeal letter.

	 Appeal decisions shall be documented in 
SIS. All documentation pertaining to the 
appeal shall be scanned in SIS. 

Student Complaint Policy

Excelsior College fosters an environment in 
which students are treated with fairness and 
respect. Any student who has a concern with a 
College employee, department, school or pro-
cess is encouraged to resolve the concern first 
through direct communication with the indi-
vidual or department involved. If the student is 
not satisfied with the response, they may file a 
written formal request for review to the Aca-
demic Dean or the Ombudsperson, who will 
determine whether the request is a complaint 
or an appeal.

In general, a request for review is an appeal 
if it concerns an exception to a policy, an 
action taken by the College or an action 
requested by the student. See the Student 
Appeals policy for a list of types of appeals. 
If the request for review is an appeal, the 
Student Appeals policy will be followed. If 
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the request for review is not an appeal, it is 
classified as a complaint, and the procedure 
below will be followed. All concerns, com-
plaints and appeals are addressed promptly, 
appropriately and equitably.

Procedure
1.	 Students should attempt to resolve their 

concern with the individual or the depart-
ment involved. 

2.	 Students may file a formal written request 
for review to the Academic Dean or the 
Ombudsperson if they are not satisfied 
with the response. 

3.	 If it is determined that the request for 
review submitted by the student is an 
appeal, the student will be notified and 
informed of the next steps, following the 
Student Appeals policy.  

4.	 If it is determined that the request for 
review submitted by the student is a com-
plaint, the student will receive a written 
response to their complaint within 30 cal-
endar days

5.	 If the student is not satisfied with the for-
mal complaint resolution they may submit 
their complaint in writing to the Provost, 
who will consider all aspects of the issue 
and respond to the student in writing 
within 30 calendar days. 

Notification to Accrediting Agency

If the student is not satisfied with the resolu-
tion provided by the College the student may 
file a written complaint with the College’s 
accrediting agency, the Middle States Com-
mission on Higher Education. Complaints 
to the Commission must be in writing and 
signed by the complainant. They should be 
sent to:

	� President  
Middle States Commission 
on Higher Education 
3624 Market Street 
Philadelphia, PA 19104-2680

Notification to State Authorities

A student may also file a complaint with the 
appropriate state agency within the state in 
which the student resides. A list of contact 
information for the appropriate state agencies 
is available on the College’s Web site at  www.
excelsior.edu/consumer-complaint-process.

Degree Requirements

Time Limit for 
Academic Programs Completion

Statement of Policy

Excelsior College degree programs are 
designed, within limits, to be completed at 
a student’s own pace. However, students 
must make continuous progress toward their 
academic goals. Students will be academi-
cally dismissed if they do not complete their 
program within the published program time 
limits. For the purposes of this policy, the 
time limit for program completion is calcu-
lated based on the academic policy date. 

Time limit for completion of Excelsior College 
Degree Programs 

The time limit to program completion is 
cumulative for all Excelsior degree programs. If 
enrollment is not continuous, all previous 
enrollment will be considered for these time 
limits. 

www.excelsior.edu/consumer-complaint-process
www.excelsior.edu/consumer-complaint-process
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In the School of Nursing, the time limit to 
program completion is cumulative between 
all undergraduate programs and between all 
graduate programs. 

With the exception of the programs listed in 
the table below, all undergraduate degree pro-
gram must be completed in seven years and all 
graduate degree programs must be completed 
in five years. All certificates, undergrad and 
graduate must be completed in two years.

An official leave of absence granted by the 
Ombudsperson will extend the time limit for 
up to one year.

Associate in Applied Science (Nursing) ...................... 6 years

Associate in Science (Nursing) .................................. 6 years

LPN to Bachelor of Science (Nursing) ........................ 6 years

Bachelor of Science (Nursing) .................................... 6 years

RN-MS (Nursing) ...................................................... 10 years

Master of Science (Nursing) ....................................... 6 years

Bachelor of Science in 
Electrical Engineering Technology ............................ 10 years

Bachelor of Science in 
Nuclear Engineering Technology ............................... 10 years

The time limit to program completion will not 
reset when the student applies for admission for 
re-enrollment to the College. Students will have 
the balance of time remaining to program 
completion upon each enrollment in the same 
degree program (i.e., if student withdraws after 
3 years in the Associate in Science (Nursing) 
degree and re-applies after one year, they 
will have 3 years remaining to complete the 
program). 

Request for Time Limit Extensions

Requests for exception to this policy must be 
submitted to the school of enrollment, include 
justification for the exception and be received 
no less than six months prior to the completion 
deadline. Extensions are granted at the discre-
tion of the Dean/designee.

General Education 
Curriculum Requirements

Statement of Policy

Principles of General Education

General education at Excelsior College pro-
vides a framework for learning that empowers 
adult learners to be informed and active 
citizens in a pluralistic society. The principles 
below are the foundation of general education 
at Excelsior College:

	 promotion of lifelong learning

	� a liberal education that integrates knowl-
edge across disciplines

	 expansion of students’ academic horizons

The college-wide undergraduate general 
education requirements were established by 
the General Education Review Committee 
(2009) and revised by the College Curriculum 
Council (2018), as convened by the Office of 
the Provost.

The model consists of three features: 

1.	 a set of seven interconnected general edu-
cation competency areas;

2.	 a standardized credit distribution model 
that ensures breadth across the liberal 
arts, as well as basic skills in writing and 
information literacy; 

3.	� a critical thinking component that sup-
ports each of the seven areas.

The seven general education competency areas 
are:

1.	� Oral and Written Communication,

2.	 Mathematical and Scientific Problem 
Solving, 

3.	 Information Literacy, 

4.	 Cultural Diversity and Expression, 

5.	� Global Understanding,
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6.	� Ethical Reasoning 

7.	� Professional Presence and Self-Awareness

Each of these areas has several measurable 
competencies as listed in the Excelsior College 
General Education Career Readiness Compe-
tencies document.

Distribution Requirements

The credit distribution requirements for every 
Excelsior College undergraduate student:

Minimum Distribution Requirements
Undergraduate Degrees

Degree  
Requirement

Associate 
Degree

Bachelor’s 
Degree

Humanities* 6 9

Social Sciences/History 6 9

Natural Sciences and Math** 6 9

Written English 3 6

Information Literacy 1 1

TOTAL 22 34

* �Humanities 
A minimum of 3 credit hours (4 quarter hours) 
must be in a subject area other than writing.

	 To meet the humanities core requirement, 
students must take at least one examination 
or course (at least 3 credit hours or 4 quarter 
hours) within such disciplines as art, music, 
literature, foreign language, philosophy, reli-
gion, speech, or creative/advanced writing. 
Examinations or courses used to satisfy the 
Written English Requirement and lower-level 
applied, technical or professional writing 
courses may not be applied toward the humani-
ties core requirement.

** �Natural Sciences and Math 
A minimum of 2 credit hours in math and 
2 credit hours in natural sciences are required.

	 To meet the math core requirement, students 
must take a minimum of 2 credit hours (3 quar-
ter hours) in mathematics. Math courses may 
not be developmental or remedial, and must 
include computation or quantitative reasoning. 
The number of mathematics courses below the 
level of calculus is restricted to three.

	 To meet the natural science core requirement, 
students must take a minimum of 2 credit hours 
(3 quarter hours) in a science discipline, e.g., 
biology, chemistry, physics, etc. Courses in 
applied science will not apply toward the core 
requirement.

Any exceptions to the distribution require-
ments will be noted in the respective school’s 
catalog.

This model ensures that all students 
develop basic competence (at least 100-level 
courses/examinations) in the distribution 
areas of arts and sciences (humanities, social 
sciences/history, natural sciences and math-
ematics), as well as specific abilities in written 
English and information literacy.

C. Disciplinary Areas

Guidelines for descriptions of the key dis-
ciplinary areas in the general education 
curriculum are provided below.

Information Literacy 

In this age of information proliferation, 
students must acquire the necessary skills 
to understand and discern the wide range 
of content across all mediums. Students 
must be able to determine where to locate 
and effectively access information, critically 
evaluate the source and use the informa-
tion within legal and ethical parameters. For 
these reasons, Excelsior College graduates 
will demonstrate competency in information 
literacy as part of the general education cur-
riculum for an undergraduate degree.

A minimum grade of P is required in INL 102 
Information Literacy. Students admitted prior 
to Nov. 1, 2019 were also able to fulfill the infor-
mation literacy requirement through transfer 
or by taking CCS112 or CCS120. For these 
students, a minimum grade of C, and verifica-
tion that the student passed the information 
literacy assignments, was required in CCS 112  
Success Strategies for Military and Veterans 
and CCS 120 EC Success Seminar. A minimum 



36

Student Policy Handbook

grade of C (or a P grade that equates to C) was 
required for all courses transferred from other 
sources. 

Written English

Students are required to demonstrate compe-
tency in expository writing in English. 

A minimum grade of C is required.

Humanities 

The humanities focus on the reflection and 
interpretation of the human experience. 
Through the development of knowledge and 
skills in critical reading, logical thought and 
aesthetic appreciation, courses examine the 
human environment with particular attention 
to diverse heritage, traditions and cultures.

Examples of subject areas in the humanities 
include, but are not limited to:

	 communication

	 ethics

	 fine arts

	 foreign languages

	 literature

	 music

	 philosophy

	 religion

	 theater

A minimum grade of D is required for any 
applicable Excelsior College course. A mini-
mum grade of C is required for applicable 
UExcel® (Excelsior) examinations, and for 
courses transferred from other sources.

Social Sciences and History

Social sciences and history study individuals 
and society and the processes individuals use 
to order and understand their world. The 
social sciences focus on theories that explain 
verifiable phenomena of individual and group 

human behavior, using the scientific method. 
History is the systematic study of people and 
events in the past.

Examples of subject areas in the social sci-
ences/history include, but are not limited to:

	 anthropology

	 criminal justice (theory based, not applied 
criminal justice)

	 economics

	 geography

	 government

	 history

	 political science

	 psychology

	 sociology

A minimum grade of D is required for any 
applicable Excelsior College course. A mini-
mum grade of C is required for applicable 
UExcel® (Excelsior) examinations, and for 
courses transferred from other sources.

Natural Sciences and Mathematics

The natural sciences are those branches 
of science that examine the natural world 
through scientific methods and are measured 
by quantitative data. There are five major 
branches of the natural sciences: astronomy, 
biology, chemistry, earth science, and physics.

Examples of subject areas in the natural 
science include, but are not limited to:

	 anatomy

	 astrophysics

	 atmospheric science

	 biochemistry

	 biophysics

	 botany

	 environmental science

	 geochemistry

	 geology

	 geophysics



37

© 2022 Excelsior College. All rights reserved.

	 meteorology

	 oceanography

	 physiology

	 quantum mechanics

	 zoology

Mathematics is the study of patterns, 
often relating to quantity, space, and change, 
within a foundation of logic. Core branches 
of mathematics include but are not limited to: 
algebra, geometry, analysis (which includes 
calculus) and a´pplied mathematics (which 
includes probability and statistics).

A minimum grade of D is required for any 
applicable Excelsior College course. A mini-
mum grade of C is required for applicable 
UExcel (Excelsior) examinations, and for 
courses transferred from other sources.

Satisfactory Academic Progress 
for Financial Aid and Veterans’ Benefits

Excelsior College has established institutional 
requirements for minimum Satisfactory 
Academic Progress (SAP) for undergraduate 
and graduate students. These requirements, 
developed in accordance with Excelsior Col-
lege academic standards and federal financial 
aid statutes and regulations governing stu-
dent eligibility, are designed to ensure that all 
students make timely progress toward their 
educational goals. Students who achieve these 
standards are considered to be making SAP 
at Excelsior College. 

All students are required to maintain SAP 
toward their degree requirements during each 
term for which they are enrolled at Excelsior 
College. It is the College’s intention that all 
students make satisfactory academic progress 
toward their degrees so that their educational 
goals can be achieved in a reasonable time 
frame.

Procedure

A.	 Satisfactory Academic Progress 
Standard

	 Academic progress for students receiving 
financial aid and Veterans’ Benefits will be 
assessed for all students after every term a 
student attempts to earn Excelsior College 
credit. This will ensure standards are met 
according to the following three measures: 

	 Minimum Excelsior College grade point 
average (EC GPA) : A matriculated 
undergraduate student must maintain a 
minimum Excelsior College grade point 
average of 2.0 (C) to meet the minimum 
standards for SAP. A matriculated grad-
uate student must maintain a minimum 
Excelsior College GPA of 3.0 (B) to meet 
the standards for SAP. 

	 Minimum completion rate: A matriculated 
undergraduate or graduate student must 
maintain a minimum completion rate 
of two-thirds (67 percent) of the total 
Excelsior College credits attempted and 
transfer credits (accepted and applied to 
the degree). The completion ratio is often 
referred to as “pace” and is calculated by 
dividing the number of credits earned by a 
student by the number of credits attempted. 
This calculation excludes EC sources of 
credit which have been determined to have 
reached a predetermined age limit (varies 
by school and program) and are no longer 
applicable to a student’s degree program.

	 Maximum time frame to completion 
to maintain financial aid eligibility: In 
accordance with the federally man-

*	 The Excelsior College GPA is based on grades 
awarded from Excelsior College sources of 
credit attempted by matriculated students. The 
overall GPA is based on grades awarded from 
ALL sources of credit that are entered on the 
student’s transcript. The overall GPA is not used 
to monitor Satisfactory Academic Progress. This 
calculation excludes EC sources of credit which 
have been determined to have reached a prede-
termined age limit (varies by school and program).
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dated maximum time frame to complete 
the program or degree, a matriculated 
student must complete her or his educa-
tional program within a time frame not 
longer than 150 percent of the published 
length of the educational program, as 
measured by credits attempted and 
including transfer credits. For instance, a 
student must complete her or his pro-
gram after attempting a maximum of 180 
credit hours for a 120-credit program. 
Or, if a student has 60 credits remaining 
after her/his initial academic evaluation 
is completed, she/he must complete the 
degree from Excelsior College by the time 
she/he has attempted 90 credit hours. 
Maximum time frame is different than 
time limitations for programs of study. 
Please refer to the school catalogs, for 
time limits in specific programs.

	� Maximum time frame for dual degree 
programs is calculated in two phases: 
undergraduate and graduate. The dual 
degree student must complete the under-
graduate portion of the program after 
attempting a maximum of 150 percent of 
the remaining credits required of the bac-
calaureate phase of the program. Upon 
achieving graduate status the dual degree 
student must complete the master’s degree 
within a time frame that is not longer 
than 150 percent of credits attempted. 

	 For example, an RN-MSN student must 
complete the 116 credit undergraduate 
portion of the program after attempting 
a maximum of 174 credits for the bac-
calaureate phase of the program. If the 
student has 56 credits remaining after his/
her initial evaluation, s/he must complete 
the undergraduate phase by the time 84 
credit hours are attempted.

B.	Warning. Matriculated students who fail 
to achieve the minimum standard for 
satisfactory academic progress as defined 
by the Satisfactory Academic Progress 
Standard (Procedure A) will receive a 

notice of warning from the Financial Aid 
Office. Matriculated students using VA 
Benefits will receive a notice of warn-
ing from an Excelsior College Certifying 
Official.

	 When students are in warning they are 
allowed one term to Reestablish Aid/
Veteran Benefits Eligibility (Procedure D) 
to the minimum standard for satisfactory 
academic progress. The “warning period” 
will enable students to take corrective 
action by working with academic 
advisors, financial aid counselors/
VA Certifying Officials, and faculty 
(instructors) to correct their academic 
status. Students retain their financial aid 
eligibility during this time. 

C.	 Loss of Eligibility. If a financial aid or 
Veterans’ Benefits student is not able to 
achieve SAP during the Warning period 
(Procedure B), the student is no longer be 
eligible for financial aid.

	 Students who lose eligibility will be noti-
fied in writing by the Financial Aid Office 
or VA Certifying Official.

D.	 Reestablish Aid Eligibility. A student 
can reestablish financial aid or Veterans’ 
Benefits eligibility by achieving the 
Satisfactory Academic Progress Standard 
(Procedure A). 

E.	 Appealing Loss of Eligibility (item C). If 
special circumstances prevent a student 
from meeting SAP, the loss of financial 
aid eligibility may be appealed to the 
provost or designee via the Financial Aid 
Office or via a VA Certifying Official. An 
appeal reviewed by the provost or desig-
nee does not guarantee reinstatement of 
financial aid. 

	 1.	� Appropriate circumstances for 
appeal include: 

	�	 Serious medical illness or injury 
to the student.
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	�	 Death of an immediate family 
member.

	�	 Significant change in employment 
or military status that prevents 
the student from attending class. 

	�	 Significant trauma in the student’s 
life that impairs the student’s 
emotional and /or physical health. 

		 �If after a term on Warning 
(Procedure B) a student 
demonstrates significant progress 
toward Reestablished Aid 
Eligibility (Procedure E), he/she 
may appeal if:

	 The student has no withdrawals 
(exception military withdrawals 
MW) in that term.

	 There are no incompletes in 
that term.

	 All grades earned at Excelsior 
College are C or better for an 
undergraduate or B or better for 
graduate students.

2.	 Appeals must be submitted with sup-
porting official documentation within 
or prior to the period of enrollment or 
term for which financial aid or Veterans’ 
Benefits are requested. 

3.	 All appeals must be submitted to the 
Financial Aid Office or VA Certifying 
Official with the supporting documenta-
tion. Appeals that qualify as “appropriate 
circumstances” will be forwarded to the 
provost or designee for review and action. 

4.	 Students will be informed of the decision 
of their appeal within 30 calendar days of 
submission. 

5.	 All students approved for an appeal will 
be placed on SAP Probation (Procedure 
F) and must work with their academic 
advisor to develop an academic plan to 

Reestablish Aid Eligibility (Procedure 
D). Academic plans may require the 
student to take fewer credit hours, take 
specific courses and/or achieve a certain 
grade point average. 

F.	 Probation. A student that is successful in 
their Appeal (Procedure E) will be placed 
on probation for financial aid. The student 
is eligible for one trimester (15-week term 
or two consecutive 8-week terms) of finan-
cial aid. At the end of the trimester the 
student will be reevaluated to determine if  
they meet the satisfactory academic prog-
ress standard (Procedure A). 

�Academic Probation Policy for 
Undergraduate Degree and 
Certificate Students 

Statement of Policy

Fundamental to the Excelsior College mission 
is the expansion of educational opportu-
nity with efficiency, economy, and academic 
excellence while supporting students as they 
progress toward earning their degrees and 
certificates. Excelsior College is open to all, 
and is responsible for ensuring that students 
are provided with options that can lead to 
academic success while maintaining academic 
rigor. Therefore, a policy on academic proba-
tion exists in order to:

1.	 Identify matriculated students whose 
academic performance places them in 
jeopardy of not achieving the minimum 
standards for Satisfactory Academic 
Progress as outlined in Satisfactory Aca-
demic Progress for Financial Aid; and 

2.	 Assist and support those students who 
need to regain academic good standing. 
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The College may dismiss the student after 
12 consecutive months on academic probation  
if  they are not making satisfactory progress 
toward academic good standing and degree 
completion.

Procedure

A student who does not meet the SAP stan-
dards will be placed on academic probation. 
The student will be notified in writing by the 
Provost. Students on academic probation will 
have a maximum of 12 months from the date 
they are placed on probation to show satis-
factory academic progress or have a plan in 
place toward this goal. 

Academic Probation

The following actions will be taken when an 
undergraduate student is placed on academic 
probation:

	 The student’s SIS record will be annotated, 
a block on registration will be in effect, 
and the 12-month probation time limit 
will be set. During this period an academic 
progress GPA and completion ratio will be 
calculated upon an update to a student’s 
record. 

	 A letter from the Provost will be sent to the 
student to inform him/her of the probation-
ary status and its consequences. 

	 The student will be encouraged to take 
advantage of advising services.

	 The student will be limited to registering 
to one course per term. The registration 
restriction is removed when a student 
regains academic good standing. 

	 An SIS work item will be generated to 
prompt a phone call from an academic 
advisor during the first two weeks after 
being placed on Academic Probation

	 Advisors will limit course approvals to one 
course per term throughout the duration of 
Academic Probation. 

	 If  the student has not shown academic 
progress in six months from the date of pro-
bation, an academic advisor will contact the 
student to discuss strategies for returning to 
good academic standing.

	 If the student has not shown academic 
progress in nine months from the date of 
probation, an academic advisor will contact 
the student to discuss strategies for return-
ing to good academic standing.

	 A student can be on academic probation for 
a total of 12 consecutive months.

	 If after 12 months on academic probation, 
there has been no progress (defined as mak-
ing and following through with a plan to 
register for and successfully pass a course or 
exam with a C or better for undergraduate, 
B or better for graduate) a letter will be sent 
from the dean dismissing the student from 
the College.

	 Consideration should be given for stu-
dents with extraordinary circumstances 
that might prevent them from earning 
credit toward good academic standing 
that extends beyond the 12 month period 
(especially in cases where the level of poor 
performance is not egregious or there has 
been recent good progress).  Advisor dis-
cretion should be used in these cases.

	 Students can graduate on Academic Pro-
bation as long as they have achieved the 
minimum GPA required by the program.  
In cases where a student is on fiscal hold 
and degree complete while still on proba-
tion any work items that are generated for 
probation outreach should be closed.

Removal of Academic Probation Status

Students will be removed from academic pro-
bation once they have achieved Satisfactory 
Academic Progress as defined in 007 Satisfac-
tory Academic Progress.
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Bridge Programs

Students in the undergraduate portion of 
any bridge program (e.g. MRN) are governed 
by the standards set forth for undergraduate 
students in this policy. Students in the graduate 
portion of a bridge program are governed by 
the standards set forth for graduate students in 
this policy.

Transferring to a Different Degree Program 

A student may request a transfer to another 
degree program while on academic probation. 
Students should refer to Academic Clean Slate 
policy (for Sources of EC Credit).

Transfer options may be limited for students. 
Not all programs may be appropriate for 
students who have not been successful in other 
programs. Program transfer may not be fea-
sible for all certificate students, as the College 
offers fewer certificate programs than degree 
programs, and there may not be an appropriate 
certificate program for the student to pursue.

Note: Prior to July 1, 2013, when an associate degree 
nursing student transferred to another school within 
Excelsior College, the initial evaluation for the 
new degree included only associate degree nursing 
examinations posted on the student’s evaluation. 
Associate degree nursing examination failures were 
not posted unless it was the final attempt. Final 
attempt was defined as the point after which the 
student is not eligible to repeat the examination. 
After July 1, 2013, all associate degree nursing exam 
attempts appear on the student’s evaluation.

Disciplinary Actions

The following actions will be taken when 
an undergraduate student is academically 
dismissed:

	 After being on academic probation for 
12 months, the student will be sent a  
dismissal letter from the dean.

	 The student is dismissed from the program 
and administratively withdrawn from the 
College. 

	 The student’s status will be designated as 
WAP (withdrawn academic probation). 

	 All College services will cease. 

Academic dismissal is a result of any of the 
following:

1.	 Failure to regain an acceptable Academic 
Progress GPA. 

2.	 Academic Dismissal is a result of 
failure to achieve satisfactory academic 
progress.

See Administrative Withdrawal and Aca-
demic Dismissal for further details.

Appeals

Refer to Student Appeals for details on how to 
appeal disciplinary actions described above.

Special Student Policy

High School Equivalency

Individuals who have not earned a high 
school diploma, or its equivalent, are eligible 
for admission to Excelsior College. However, 
under New York law, the College cannot con-
fer an earned degree on such a student unless 
and until the student has met articulated 
preliminary education requirements. 

For students who are of compulsory school 
age (under New York law, in most instances, 
a child must attend school full-time from age 
6 to the end of the school year when the child 
turns 17), the student must hold a high school 
diploma or have completed the substantial 
equivalent of a high school diploma, as certi-
fied by the superintendent of schools or a 
comparable chief school administrator. If a 
student of compulsory school age has not yet 
completed a four-year high school program 
and seeks to enroll in full-time college study 
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rather than attending high school, the student 
must, prior to enrollment, submit a verified 
statement to the College from the school 
superintendent or chief school administrator 
for the school district in which the student 
resides indicating that the student will be 
meeting the compulsory education require-
ment through full-time college attendance. 

For students who are beyond compulsory 
school age, the student must: hold a high 
school diploma, or its equivalent, as certi-
fied by the superintendent of schools or a 
comparable chief school administrator; or 
hold a high school equivalency diploma; or 
have completed 24 semester hours of credit 
distributed as follows toward their Excelsior 
College degree program: 6 semester hours 
English language arts including writing, 
speaking, and reading (literature), 3 semester 
hours mathematics, 3 semester hours natural 
science, 3 semester hours social science, 3 
semester hours humanities, and 6 semester 
hours in any other courses within the degree 
program; have previously earned and been 
granted a degree from an approved degree-
granting institution of higher education or 
from a postsecondary institution authorized 
by the Board of Regents to confer degrees; 
from a degree-granting institution located in 
a jurisdiction outside the United States that 
is approved, authorized, or recognized by the 
jurisdiction’s ministry of education or other 
governmental agency responsible for higher 
education; or have passed five designated 
Regents examinations (English, mathematics, 
United States history and government, sci-
ence, and global history and geography).

Procedure 

Students must meet preliminary education 
requirements in order to qualify for a degree 
from Excelsior College.

Students who are 17 or younger must 
hold a high school diploma or equivalent 
within their state of residence. Students 17 
or younger who do not hold a high school 

diploma or its equivalent must, prior to 
enrollment, submit a verified statement to 
the College from the school superintendent 
or chief school administrator for the school 
district in which the student resides indicating 
that the student will be meeting the compul-
sory education requirement through full-time 
college attendance. Such verified statement 
must also be accompanied by an Individual-
ized Home Instruction Plan (IHIP) consistent 
with Section 100.10(d) of the Regulations of 
the NYS Commissioner of Education. 

Students who are 18 or older must hold a 
high school diploma or its equivalent from 
their state of residence or have completed  
24 semester hours of credit distributed as 
follows toward their Excelsior College degree 
program: 6 semester hours in English lan-
guage arts including writing, speaking, and 
reading (literature), 3 semester hours in math-
ematics, 3 semester hours in natural science, 
3 semester hours in social science, 3 semester 
hours in humanities, and 6 semester hours in 
any other courses within the degree program; 
have previously earned and been granted a 
degree from an approved degree granting 
institution of higher education or from a post-
secondary institution authorized by the Board 
of Regents to confer degrees; from a degree-
granting institution located in a jurisdiction 
outside the United States that is approved, 
authorized, or recognized by the jurisdiction’s 
ministry of education or other governmental 
agency responsible for higher education; or 
have passed five designated Regents examina-
tions (English, mathematics, United States 
history and government, science, and global 
history and geography). 

All states offer General Education Devel-
opment Certificate (GED) programs for 
individuals beyond the age of compulsory 
school attendance who wish to earn a high 
school diploma or who have already earned 
college-level credit toward this certification. 
Interested individuals should contact their 
State Education Department for information. 
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New York State residents who have earned 
24 credits with a minimum of 6 semester 
hours in English language arts, 3 semester 
hours in mathematics, 3 semester hours in 
natural science, 3 semester hours in social 
science, 3 semester hours in humanities, and 
6 semester hours in any courses creditable 
toward their Excelsior College degree pro-
gram will meet New York State requirements 
for a High School Equivalency (GED) certifi-
cate and should contact the State Education 
Department, Office of Elementary and 
Secondary Education, Division of Education 
Testing at 518-474-5099.

International students should request a 
Subject Analysis evaluation report from Edu-
cational Credentials Evaluators (ECE). ECE 
will indicate on their respective reports if 
an international student’s educational back-
ground meets a U.S. high school diploma/
equivalency. In cases where the student has  
no university credit and ECE does not 
have adequate documentation to indicate 
completion of a U.S. high school diploma/
equivalency, the student will be advised to 
contact ECE for additional instructions.

Policies on  
Sources of Credit

Recognition of Accredited Institutions

Regionally Accredited 
Colleges and Universities

Degree-level credit from any degree-granting 
college or university accredited by one of the 
regional accrediting agencies may be applied 
toward Excelsior College degrees. To verify 
the accreditation status of all postsecond-
ary institutions, Excelsior College refers to 
the Accredited Institutions of Postsecondary 
Education manual published for the Council 

for Higher Education Accreditation (CHEA–
www.chea.org). Additional verification from 
a specific institution will be required if the 
student attended prior to its accreditation.

If an institution holds regional accredi-
tation candidacy status, but was not yet 
regionally accredited when the student 
completed their credits (yet held national 
accreditation), credit will be considered under 
the Transferring Credit from Non-Regionally 
Accredited Schools policy.

Excelsior College reserves the right to accept 
or deny credit from any specific institution or 
program.

Regional Accrediting Organizations  
and Their Websites

	 Middle States Association of Colleges and 
Schools (MSA) Middle States Commission 
on Higher Education www.msche.org

	 New England Association of Schools and 
Colleges (NEASC-CIHE) Commission on 
Institutions of Higher Education 
www.neasc.org

	 North Central Association of Colleges 
and Schools (NCA-HLC) The Higher 
Learning Commission www.ncahlc.org

	 Northwest Commission on Colleges and 
Universities (NWCCU) www.nwccu.org

	 Southern Association of Colleges and 
Schools (SACS) Commission on Colleges 
www.sacscoc.org

	 Western Association of Schools and 
Colleges (WASC-ACSCU) Accrediting 
Commission for Senior Colleges and 
Universities www.wascsenior.org

	 Western Association of Schools and 
Colleges (WASC-ACCJC) Accrediting 
Commission for Community and 
Junior Colleges www.accjc.org

http://www.chea.org
www.msche.org
www.neasc.org
www.ncahlc.org
www.nwccu.org
www.sacscoc.org
www.wascsenior.org
www.accjc.org
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�New York State Registered  
and Chartered Colleges

Transcripts will also be accepted from higher 
education institutions within New York State 
that are authorized by the New York State 
Board of Regents to award college degrees 
and whose programs are registered by the 
New York State Education Department. 
Courses required for associate in occupa-
tional studies and associate in applied science 
degree programs at proprietary schools in 
New York State are acceptable. The College 
and University Campuses in New York State 
website information is used to verify the 
degree-granting status of schools in New York 
State (www.highered.nysed.gov).

Excelsior College will award upper-level 
credit for courses taught at a two-year col-
lege if the college (e.g., SUNY Cobleskill) is 
approved to award bachelor’s degrees.

�Distance Education and Training  
Council Accredited Institutions

College-level credit from any degree granting 
institution accredited by the Distance Educa-
tion and Training Council (DETC) that also 
has been approved and recommended by 
the American Council on Education’s Col-
lege Credit Recommendation Service (ACE 
Credit) or the National College Credit Rec-
ommendation Service (National CCRS) will 
be applicable. (See Transferring Credit from 
Non-Regionally Accredited Schools.)

�Transferring Credit from  
Non-Regionally Accredited Schools

Statement of Policy

Excelsior College remains loyal to its philoso-
phy of “What you know is more important 
than where or how you learned it.” The 
College offers flexibility in its credit trans-

fer policies to individual students; however, 
partnerships or contractual relationships with 
educational institution or corporations are 
subject to special policies. 

Excelsior College will consider degree level 
transfer credits from non-regionally accred-
ited institutions, recognized by the Council 
for Higher Education Accreditation (CHEA) 
and the U.S. Department of Education 
(USDE), that award college-level degree 
programs. Institutions chartered by the NYS 
Board of Regents are exempt from this policy 
as they are covered in Policy 023 Recogni-
tion of Accredited Institutions. Noncredit 
programs must follow the process outlined 
in Policy 071 Assessment of Training and 
Credentials for Credit unless already assessed 
by the American Council on Education (ACE) 
or the National College Credit Recommen-
dation Service (NCCRS) as per Policy 024 
Non-Collegiate Sources of Credit. 

Credits from non-regionally accredited insti-
tutions submitted by individual students will 
be evaluated and considered as long one of 
the following criteria are met:

1.	  Non-regionally accredited institutions 
with USDE recognized accreditation 
All credits submitted by students will be 
considered if at the time of the student’s 
attendance, the institution was accred-
ited and the accrediting body was only 
recognized by the Council for Higher 
Education Accreditation (CHEA).  The 
CHEA maintained Directory of CHEA-
Recognized Organizations includes a 
listing of CHEA recognized accrediting 
organizations. Only 25% of the num-
ber of credits required for the Excelsior 
degree may be transferred into Excelsior. 
Courses completed at a non-regionally 
accredited institution after a student 
is admitted (enrolled) into Excelsior 
College will not be applied to degree 
requirements, thus course approval will 
not be considered.

www.highered.nysed.gov
http://www.chea.org/4DCGI/cms/review.html?Action=CMS_Document&DocID=38&MenuKey=main
http://www.chea.org/4DCGI/cms/review.html?Action=CMS_Document&DocID=38&MenuKey=main


45

© 2022 Excelsior College. All rights reserved.

2.	  Non-regionally accredited institutions 
holding only CHEA recognized 
accreditation 
Credits submitted by students will be 
considered if at the time of the student’s 
attendance, the institution was accred-
ited and the accrediting body was only 
recognized by the Council for Higher 
Education Accreditation (CHEA). The 
CHEA maintained “Directory of CHEA-
Recognized Organizations.” Only 25% 
of the number of credits required for 
the Excelsior degree may be transferred 
into Excelsior. Courses completed at a 
non-regionally accredited institution 
after a student is admitted (enrolled) 
into Excelsior College will not be applied 
to degree requirements, thus course 
approval will not be considered.

	 In both options listed above, credits com-
pleted during candidacy status will not be 
acceptable toward degree requirements. 
Excelsior College reserves the right to 
accept or deny credit from any institution 
or program.

	 Restrictions on acceptance of credit 
from institutions that are not regionally 
accredited are listed below: 

a.	 Associate in Applied Science in nursing 
(no core courses/professional or other 
requirements specified by Excelsior 
College faculty will transfer)

b.	 Associate in Science in nursing (no core 
courses/professional or other require-
ments specified by Excelsior College 
faculty will transfer)

c.	 Bachelor of Science in nursing (no core 
courses/professional or other require-
ments specified by Excelsior College 
faculty will transfer). Credit for lower 
level nursing courses will be awarded 
from such institutions if they hold full 
accreditation at the time of attendance 

from either the National League for 
Nursing Accrediting Commission 
(NLNAC), Accreditation Commission 
for Education in Nursing (ACEN) or 
the Commission on Collegiate Nursing 
Education (CCNE) and the student 
holds a valid and current RN-license. 
Additional General Education credits 
will not be awarded.

d.	 Master of Science in Nursing (No core 
courses/professional or other require-
ments specified by Excelsior College 
faculty will transfer)

e.	 The undergraduate component of the 
RN to MS in nursing (no core courses/
professional or other requirements 
specified by the faculty from Excelsior 
College will transfer. Credit for lower 
level nursing will be awarded from such 
institutions if they hold full accredita-
tion at the time of attendance from 
either the Accrediting Commission 
for Education in Nursing (ACEN), 
formerly known as National League 
for Nursing Accrediting Commission 
(NLNAC), or the Commission on 
Collegiate Nursing Education (CCNE) 
and the student holds a valid and cur-
rent RN-license. Additional General 
Education credits will not be awarded. 

f. 	 Syllabi must be provided for credits 
submitted for acceptance under Policy 
134 for the following degree pro-
grams: Bachelor of Science in Nuclear 
Engineering Technology (including 
dual degree with MBA), Bachelor 
of Science in Electrical Engineering 
Technology, Bachelor of Science in 
Information Technology (including 
dual degrees with MBA and MS in 
Cybersecurity), Bachelor of Science in 
Cybersecurity.

http://www.chea.org/4DCGI/cms/review.html?Action=CMS_Document&DocID=38&MenuKey=main
http://www.chea.org/4DCGI/cms/review.html?Action=CMS_Document&DocID=38&MenuKey=main
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Excelsior College may engage in partnerships 
with Non-Regionally Accredited institu-
tions if they appear in the USDE Database 
of Accredited Postsecondary Institutions and 
Programs and are currently participating in 
the Title IV federal aid program. 

Procedure

Students seeking to transfer credit from non-
regionally accredited institutions must have 
official transcripts submitted to receive credit 
(See the Official Transcripts policy). Students 
should request that an official transcript of 
the credits they have successfully completed 
be sent to:

Office of the Registrar 
Excelsior College 
7 Columbia Circle 
Albany, NY 12203-5159

Credit for Prior Learning Assessment 
Presented As Transfer Credit on Official 
Transcripts

Excelsior College awards credit for learning 
that current and prospective students have 
obtained through non-traditional sources, 
including but not limited to non-accredited 
educational programs, workplace train-
ing, professional development activities, 
certifications, examinations, and portfolio 
assessment. Such credit is termed Prior 
Learning Assessment (PLA) credit. This pol-
icy applies to PLA credit that appears on an 
official transcript from regionally accredited 
schools meeting the criteria of the Recogni-
tion of Accredited Institutions 2 policy and 
non-regionally accredited schools meeting 
the criteria of Transferring Credit from Non-
Regionally Accredited Schools.

Sources of PLA credit that do not appear on 
an official transcript from an accredited school 
are not covered by this policy; please see appli-
cable policies, as noted below:

	 Learning experiences evaluated by the 
American Council on Education (ACE) or 
the National College Credit Recommenda-
tion Service (NCCRS): See Non-Collegiate 
Sources of Credit 2 policy.

	 Specific proficiency exams, such as CLEP, 
DSST, and UExcel: See policy 033.

	 Proficiency exams not mentioned in policy 
033 or Non-Collegiate Sources of Credit 2 
policy: See Accepting Examination Pro-
grams for Credit 2 policy.

	 Training and credentials not evaluated by 
ACE or NCCRS: See policy 071.

	 Credits for teaching: See policy 020.

	 Military education and training courses 
offered at the Medical Education and 
Training Campus (METC): See policy 067.

	 Military credit posted to a transcript from 
a regionally accredited institution: See 
Policy 046 Military Credit Awarded by 
Regionally Accredited Colleges. 

Excelsior College will not accept transfer 
credit based on prior learning assessment if  it 
is determined that the originating college has 
not provided sufficient information to justify 
applying that credit to the student’s degree pro-
gram or to permit Excelsior College to classify 
the credit. Excelsior College may accept trans-
fer credit based on prior learning assessment 
if  supporting documentation provided by the 
originating school is deemed acceptable accord-
ing to current federal, state and accreditation 
standards. 

To be considered acceptable, credit for prior 
learning must be transcribed as course analogs 
with specific course titles included. The credits 
on the issuing college’s transcript are acceptable 
if  listed as “P”,”CR,” or letter grades. 

The College does not accept block credit, 
with an exception made for the acceptance 
of block credit for Law Enforcement prior 
learning. When law enforcement block credit 

http://ope.ed.gov/accreditation/Search.aspx
http://ope.ed.gov/accreditation/Search.aspx
http://ope.ed.gov/accreditation/Search.aspx
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is awarded for prior learning and the student 
presents additional course work in criminal jus-
tice, then the academic evaluator must obtain 
all relevant syllabi and program materials to 
ensure that the course work is not duplicative. 
It is not necessary to implement this policy if  
the law enforcement academy is listed in the 
originating college’s catalog as awarding degree 
applicable credit. Credit from law enforcement 
academies that are listed in block credit will 
not be applied toward Criminal Justice degree 
programs..

International Transcripts

To be considered for credit by Excelsior 
College, academic work from countries other 
than the United States must generally be 
degree-level study completed at an approved 
university or university-parallel institution. 
An approved university is one that has been 
officially recognized as degree granting or 
diploma granting by the regulating agency 
for higher education in the country in which 
the institution is located. Often this agency is 
either the national ministry of education or 
national department of education. Courses 
taken at postsecondary institutions without 
this status will not be considered for credit, 
unless the courses have been: (1) accepted by 
an approved institution and favorably reviewed 
using the Credit for Prior Learning Assess-
ment Presented as Transfer Credit on Official 
Transcripts policy; (2) favorably reviewed 
for credit under the Assessment of Training, 
Non-Accredited Educational Programs, and 
Industry Credentials for Credit policy; or 
(3) evaluated and carry recommendation 
for college credit under the Non-Collegiate 
Sources of Credit policy.

Students who wish to submit transcripts 
from post-secondary institutions outside the 
United States should check the publication 
“Institutions Outside the United States Whose 
Transcripts are Accepted Directly” on the 
College’s Web site. Transcripts from institutions 

on this list may be submitted directly following 
guidelines in the Official Transcript policy. For 
all other institutions, students must forward 
their official documents to an evaluation 
agency recommended by Excelsior College 
for evaluating and interpreting international 
credentials. International transcripts should 
not be submitted directly to Excelsior College 
in this case. All evaluation agencies charge a fee 
for their services. 

 �Students who are seeking enrollment in 
a graduate program and have completed 
a degree from international institutions 
should submit a Course-by-Course from 
World Education Services (WES) for 
consideration into Excelsior graduate 
programs.

 �Students who are seeking enrollment in an 
undergraduate program and have com-
pleted a degree or some college credits from 
international institutions should submit a 
Subject Analysis Transcript from Educa-
tional Credential Evaluators (ECE).

 �Nursing students with credentials from 
international nursing programs must sub-
mit their credentials to the Commission 
on Graduates of Foreign Nursing Schools 
(CGFNS) for evaluation to determine Reg-
istered Nurse or Licensed Practical Nurse 
equivalency.

The evaluating agency makes recom-
mendations to Excelsior College about the 
accreditation status of the international post-
secondary institution, the amount of credit to 
be granted, courses to which the study is equiv-
alent in the United States, and the degree status 
of students. In general, international institu-
tions which are recognized by the regulating 
agency for higher education in the respective 
countries are considered to be equivalent to 
regionally accredited institutions in the United 
States.

Students who have already received a 
post-secondary degree from an interna-
tional institution which is recognized by the 
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evaluating agency as comparable to an accred-
ited institution in the United States are subject 
to the college policies on second and third 
degrees. 

Procedure

A.	Students who plan to submit international 
transcripts for evaluation should visit the 
Excelsior College Web site prior to enroll-
ing to obtain current information about 
the evaluation agencies’ (ECE or CGFNS) 
services, fees and type of evaluation report 
required i.e., Subject Analysis from ECE.

B.	Nursing and technology students must have 
official catalog descriptions or the official 
syllabi of study submitted for all courses to 
be applied toward the professional compo-
nent and any other core requirements in the 
arts and sciences. Students in the bacca-
laureate degrees in liberal arts must submit 
descriptions for any courses to be applied 
toward a major. Other course descriptions 
or syllabi may be requested when necessary. 

C.	When credit from an institution outside 
the U.S. appears on the transcript of a col-
lege/university from which we accept credit 
directly: 

	  �The Academic Evaluator will verify 
through SIS or the PLA on Official Tran-
script database if  Excelsior College has 
awarded credit for this study previously. If  
credit was awarded previously, then credit 
can be awarded

	  � If  Excelsior College has not previously 
granted the credit, then the Academic 
Evaluator can initiate a request for evalu-
ation per the Credit for Prior Learning 
Assessment Presented as Transfer Credit 
on Official Transcript policy. Credit 
will be awarded if  the PLA appeal is 
approved.

D.	Students will be required to submit evalu-
ations from ECE or CGFNS (nursing 
students only) at the time the student 
submits an application to Excelsior Col-
lege. Once the preliminary review has been 
completed using an evaluation from ECE 
or CGFNS, a student will not be able to 
submit an evaluation from one of the other 
approved foreign credentials agencies for 
the same credits.

Accepting Examination Programs for Credit

Excelsior College will accept for credit 
examinations which meet the psychomet-
ric and academic standards of the College. 
This includes examination programs recom-
mended for credit by the American Council 
on Education (ACE) as published in their 
Guide to Educational Credit by Examination. 
The College reserves the right to establish 
local policies for minimum acceptable scores 
and amount of credit awarded examinations 
included in this ACE guide. 

Examination programs which are not 
evaluated by the American Council on Edu-
cation will be evaluated by Excelsior College 
using the criteria established by the American 
Council on Education. These criteria include:

	1.	 the content validity of the examination

	2.	 the currency of the knowledge, skills, or 
competencies assessed by the examination

	3.	 the representativeness of the test’s content 
with respect to the values, issues, and 
knowledge in the subject area

	4.	 the clarity and precision with which the 
test’s items are written

	5.	 the adequacy of pre-testing before opera-
tional administrations 

	6.	 the availability of evidence on the reliabil-
ity of the test scores for relevant examinee 
population(s) 

Student Policy Handbook
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	7.	 the procedures for setting minimum 
scores for credit 

	8.	 the clarity of the instructions for adminis-
tering and scoring the test, and adequacy 
of time limits (permitting most examinees 
to finish the test)

	9.	 adequacy of testing security

	10.	 evidence of continuity of the testing  
program 

	11.	 faithfulness to the documented procedures 
and policies of the program

	12.	 evidence that the program monitors, 
updates, and revises the examinations to 
keep them responsive 

	13.	 procedures and criteria used by the 
developer to select content specialists who 
represent the subject area, disciplinary 
field, or program of study

	14.	 evidence that the qualified content 
specialists have played a substantive, 
systematic role in the development of the 
examination

Review of examination programs which are 
developed by regionally accredited colleges 
or universities will also include the following 
criteria:

	1.	 faculty involvement in the development 
and rating of the examination program

	2.	 acceptability of the examination program 
toward the institution’s own degree 

	3.	 endorsement of the college or university 
curriculum committee

	4.	 examinations correspond to course ana-
logues offered by the institution

	5.	 degree to which access to higher edu-
cation opportunity provided by the 
examination program is not available 
through other sources

Challenge examinations from regionally 
accredited colleges and universities which 
have been developed for the matriculated 
students of that institution and reported for 

credit on their transcripts will be accepted for 
credit without being reviewed following the 
procedures described below. It is not neces-
sary for the Excelsior College student to have 
been matriculated at the college/university 
in order to have the challenge examination 
considered for credit.

Procedure 

A.	 When a member of the faculty, staff, or 
student body requests that the College 
accept credit for an examination program 
which has been endorsed by ACE, the 
appropriate faculty will classify the exami-
nation for the number and level of credits 
the College will award, and for the degree 
requirements to which these credits are 
applicable.

B.	 When a member of the faculty, staff, or 
student body requests that the College 
accept for credit an examination program 
or an individual examination which has 
not been endorsed by ACE, the College 
will review the examination through a 
three-stage process:

	 1.	� When transcripts from regionally 
accredited institutions list credit by 
examination, the dean of the appropri-
ate academic program (or designee) 
will determine if  the examination 
is a college or university challenge 
examination, or if  it is an examination 
program offered to the public. If  the 
dean determines that the examina-
tion is an institution-based challenge 
examination, she or he will have the 
examination entered on the examina-
tion database maintained in the Office 
of the Provost—chief academic officer 
and credit will be granted for the 
examination.

	 2.	� For examinations or programs other 
than institutional challenge examina-
tions, the dean of the appropriate 
academic program (or designee) will 
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conduct a preliminary review of the 
examination program, gathering infor-
mation about how it meets the ACE/
EC criteria. This information will be 
presented to the faculty for their con-
sideration as an additional source of 
credit. 

	 3.	� If a full review is approved by the faculty, 
the dean of the program and the Dean of 
Assessment will together assemble a team 
of specialists to review the examination 
and prepare a report. The report will be 
presented to the appropriate academic 
program faculty committee for approval 
of the credit recommendation. If an 
examination is proposed for General 
Education credit, the recommendations 
will then be forwarded to the Liberal 
Arts/General Education faculty for 
approval of this use. 

If  the faculty approves the examination 
program as a source of credit, they will deter-
mine the amount, area, and level of credit the 
College will award for successful performance 
on the examination. The dean will then notify 
enrollment management, the Office of the Reg-
istrar, the academic evaluation specialists, the 
military liaison, the academic advisors, and the 
Publications Office of the faculty’s decision, 
that the College has certified the examina-
tion as acceptable for credit. The Office of the 
Registrar will secure a sample score report 
and make arrangements with the examina-
tion sponsor to receive and verify scores from 
students wishing to use this examination as a 
source of credit.

Graduate Credit Used Toward 
Undergraduate Degrees

It is the policy of Excelsior College, in 
accordance with New York State Educa-
tion Department policies, to limit and in 
some cases, prohibit the application of 
post-baccalaureate coursework toward an 

undergraduate or dual degree. It is at the 
purview of Excelsior College to determine if 
post-baccalaureate credits can be used toward 
an Excelsior College degree.

Procedure 

Excelsior College recognizes that there are 
varying scenarios in which post-baccalaureate 
credit may be considered toward undergradu-
ate or dual degree programs.  Each scenario 
will be reviewed on a case-by-case basis.

In cases when Excelsior College determines 
that the post-baccalaureate credit would ben-
efit the student’s undergraduate or dual degree 
program, the student must provide written 
permission permitting Excelsior College to 
apply post-baccalaureate credit toward degree 
requirements.

Course approval will not be provided 
for undergraduate students seeking to take 
post-baccalaureate level courses except in the 
instance of the bridge and graduate compo-
nents of registered dual degree programs.   

Post- baccalaureate transfer credit listed on 
an Excelsior College transcript is not distin-
guished as graduate level credit.

Non-Collegiate Sources of Credit

1.	 Non-collegiate learning experiences must 
be evaluated and recommended for col-
lege credit by the National College Credit 
Recommendation Service (National 
CCRS) or the American Council 
on Education (ACE College Credit 
Recommendation Service — CREDIT), 
Center for Lifelong Learning.

2.	 The non-collegiate learning experience 
must have been successfully completed 
during the time period for which credit 
was recommended by the National 
CCRS or ACE CREDIT. When organi-
zations decide to terminate participation 
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in either program, the company becomes 
“inactive.” Course recommendations are 
given an ending date and the company 
is “dropped” from the next guide or 
directory publication. Excelsior College 
accepts the inactive recommendations 
provided they are listed on the National 
CCRS and ACE CREDIT websites. 

	 In most cases, these courses are offered 
only to employees or members of the 
sponsoring organization and are not 
usually available to the general public. 
In all cases, Excelsior College students 
should not enroll in these courses for 
the purpose of obtaining degree credit 
without first contacting their advi-
sors to be sure the credit will apply 
to their degree programs. Employees 
should consult their training offices to 
find out if their organizations have, or 
plan to have, any of their course offer-
ings evaluated for college credit.

Course descriptions and credit recommen-
dations for eligible courses are located in the 
following publications available at the specific 
institution’s website:

	 National CCRS’s Directory, College 
Credit Recommendations (CCR) Online, 
http://www.nationalccrs.org/ccr

	 �American Council on Education’s 
Directory, The National Guide to 
College Credit Workforce Training,  
http://www.acenet.edu/nationalguide

3.	 The Excelsior College School of 
Nursing will limit acceptance of credit 
from these sources to 25 percent of the 
general education component toward 
the degree requirements, and no credit 
from these sources will be accepted 
for core requirements. Excelsior 
College nursing graduates who were 
awarded credit toward the degree 
from these sources will be able to 
apply those credits to another nursing 
degree providing they meet degree 

requirements. Acceptance of credit 
earned from military training, CLEP, 
and DSST examinations will not be 
limited (for students who enroll after 
October 1, 2012). 

Procedure

Students seeking credit for National CCRS or 
ACE College Credit Recommendation Ser-
vice (CREDIT) must have official transcripts/
documents submitted to receive credit. To 
request a National CCRS transcript, contact 
the office within the organization responsible 
for administering the National CCRS-eval-
uated non-collegiate learning experiences. 
Students need to request that an official tran-
script/documentation of the experiences they 
have successfully completed be sent to:

	�Excelsior College/ Office of the Registrar 
7 Columbia Circle  
Albany, NY 12203-5159

The official transcript/documentation will 
enable Excelsior College to verify successful 
completion and the dates of attendance. To 
request an ACE CREDIT transcript (pre-
ferred documentation), contact:

	�ACE Transcript Service 
American Council on Education 
One Dupont Circle 
Washington, DC 20036-1193 
202-939-9434 

Transcripts/documentation submitted in 
a sealed envelope mailed directly from the 
company on company letterhead or in an 
approved transcript format are also  
acceptable.

The transcript/documentation must have 
an original signature and a date not more 
than one year old. Photocopies of training 
records or transcripts are not acceptable.

http://www.nationalccrs.org/ccr
http://www.acenet.edu/nationalguide
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Accepting Credit-Bearing 
Documentation Provided by the Student

The primary method for submitting credit for 
review toward a program at Excelsior Col-
lege is an official transcript or official letter 
of verification sent from an eligible credit 
source. Excelsior College will identify when a 
learning experience can be submitted through 
a student copy of a credential (certificates 
and licenses), a badge or letter of verification 
for learning experiences evaluated by Excel-
sior College or NCCRS in lieu of an official 
transcript. This only occurs if the learning 
experience host provides a verification web 
site containing sufficient data to confirm suc-
cessful completion of the experience.

Time Limitations on Applicability of 
Transfer and Excelsior Credit

Generally, there is no time limit on the use of 
credit from proficiency examinations, college 
courses or other approved sources of credit to 
satisfy the requirements of the general educa-
tion component of Excelsior College degree 
programs.   The only exception is the Infor-
mation Literacy requirement, which must 
have been taken within ten years of the date 
the student becomes admitted into Excelsior 
College.

There are time restrictions on the accept-
ability of courses or examinations used to 
satisfy some of the professional component 
or core requirements of the College’s degree 
programs listed.Refer to Appendix A: Time 
Limitations on Transfer Credit, page 107 for 
a detailed view of time limit restrictions for 
specific degree programs.

Laboratory Credits

Laboratory credits, when required for Excelsior 
College degrees, may come from college courses, 
National CCRS-evaluated courses, and military 
courses. Any other form of credit for laboratory 
work must have the approval of the appropriate 
degree program faculty.

Credits for Teaching

Students who have been the sole instructor of 
a degree-level college course at a regionally 
accredited college or university will be granted 
credit for the course toward an Excelsior Col-
lege degree. The number of credits granted 
and level of the course will be the same as the 
credit earned by a student in the course.

Students who have been the sole instruc-
tor of a military service school course will be 
granted credit toward an Excelsior College 
degree if the course has been evaluated by 
ACE, carries a college-level credit recom-
mendation, and is applicable to the degree 
requirements.

Students who have been the sole instructor 
of a business or industry course which has 
been evaluated by ACE College Credit 
Recommendation Service, National CCRS 
or Excelsior College Faculty* will be granted 
credit toward an Excelsior College degree 
if ACE, National CCRS, or Excelsior 
College Faculty have made a college-level 
credit recommendation for the course and 
if it is applicable to the student’s degree 
requirements.

No credit will be awarded for team 
teaching or teaching only part of a course.

*	 (ie. CAPITAL and Non-Reg Appeal Evaluations)
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Physical Education Courses

Excelsior College will accept toward the 
degree programs up to two (2) semester hours 
of credit from college-level physical education 
activity courses.

Developmental or Remedial Transfer Courses

This policy governs transfer of developmental 
and remedial credits and not Excelsior College 
course or exam offerings.

Excelsior College awards transfer credit 
only for academic study that carries regular 
college -level credit that can be used to satisfy 
degree requirements at the institution where 
they were completed. Transfer courses and 
exams that are designated as developmental 
or remedial will not apply to degree require-
ments or be listed on the Excelsior College 
transcript.

A written statement from the institution 
will be required to have these courses con-
sidered for credit. This statement, on official 
college letterhead, must be sent directly to 
Excelsior College by the issuing institution. 
In instances where the coursework is clearly 
developmental or remedial, the College 
reserves the right to withhold credit. 

�Evaluation of CLEP and DANTES Subject 
Standardized Tests

Statement of Policy

Excelsior College accepts credit recommenda-
tions by ACE for CLEP General and Subject 
Exams and DANTES Subject Standardized 
Tests (DSSTs). 

 �ACE re-evaluates credit recommendations 
periodically for CLEP and DSST examina-
tion programs. Often the recommended 
credit allotments change what had previ-
ously been reviewed (e.g., title, level, credit 
amount, cut-off score). 

 � For Examinations Administered August 31, 
2016 or before, we will utilize the current 
scores/levels/credit amounts currently in SIS:  
The Assessment Unit maintained a set of 
conversion charts (historical score rule 
chart) for translating scores on these exam-
inations into letter grades based on the 
average scores earned by students in the 
norming samples who earned each letter 
grade. Data on older examinations (includ-
ing those that have retired) and prior test 
forms are included where available. All of 
these scores have been frontloaded in SIS 
and will be end dated for August 31, 2016. 
(There will be no change other than end-
dating these examinations). 

  �For Examinations Administered September 
1, 2016 or later: 
Excelsior College will accept the credit rec-
ommendation designated by the American 
Council on Education (ACE) website only. 
These examinations will only be awarded 
Pass/Fail grades. The credit recommen-
dation as stated on the ACE website will 
determine the level and credit amount 
awarded for each examination.
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ABET Degrees Student Work Policy

To support program compliance with ABET, 
Excelsior College requires that ABET accred-
ited degree seeking students provide additional 
documentation prior to the acceptance of spe-
cific external credits taken after admission to 
the degree program.  Students are required to 
submit examples of graded coursework includ-
ing homework, examinations, term papers, 
reports, labs, etc. for the following programs:

Bachelor of Science, Nuclear Engineering 
Technology (BNX): Calculus I and II; Phys-
ics I/Lab; Physics 2/Lab; Chemistry/Lab; 
Atomic/Nuclear Physics, Thermodynamics, 
Nuclear Engineering Technology Component

Bachelor of Science, Electronic Engineering 
Technology (BEL):  Calculus I and II; Dif-
ferential Equations; Physics I/Lab; Physics 2/
Lab, Chemistry, Electrical Engineering Tech-
nology Component

Bachelor of Science, Information Technol-
ogy (BIX): Statistics; Discrete Mathematics; 
Information Technology Component

The external coursework will be posted to the 
student’s academic record after the additional 
documentation and the official transcript list-
ing the course(s) have been received.

Procedure

Course Approval

Prior to taking and completing one of the 
specific external courses indicated in the 
policy, ABET degree seeking students must 
seek course approval from their Academic 
Advisor. The Academic Advisor will review 
the external course to determine if it meets 
the specified degree requirement.

Applying Credit to Degree Programs

Upon completion of one of the specific exter-
nal courses indicated in the policy, students 
should forward copies of graded course 
materials, including homework, examina-
tions, term papers, reports, labs, etc. to the 
Transcript Analysis Center Academic Evalu-
ator. The external coursework will be posted 
to the student’s academic record only after 
the additional documentation and the offi-
cial transcript listing the course(s) have been 
received.

In some cases students will be restricted from 
accessing and providing copies of proprietary 
information. When this arises it will be noted 
on the student record.

Academic Clean Slate  
(for sources of Excelsior College credit)

Excelsior College strives to maintain aca-
demic integrity in its degree programs while 
still allowing flexibility for the adult popula-
tion it serves. The academic clean slate gives 
the student the flexibility to start fresh when 
first enrolling in a degree program at Excel-
sior College.

An academic “clean slate” means that 
a student who has never been enrolled in 
Excelsior College or who has graduated from 
a degree program at Excelsior college and is 
returning for a new degree may have his or 
her Excelsior College grades removed from 
the My Academic Plan (MAP) and placed in 
the non-applicable section of the Excelsior 
College transcript. The non-applicable sec-
tion appears below the credits applied toward 
the student’s degree. Credits that fall into a 
“Clean Slate” will be removed from all cal-
culations of GPA and Satisfactory Academic 
Progress.
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The academic Clean Slate Policy applies 
to both successful and unsuccessful grades. 
Once the clean slate is applied the credits can-
not be placed back in the applicable section of 
the transcript.

Students and advisors will work together 
to select the best credits to apply toward the 
student’s degree program before the student 
matriculates. Students have 30 calendar days 
from the date of the first sign-off on their 
My Academic Plan (MAP) to make any 
changes. Students for whom this is their first 
enrollment at Excelsior College may remove 
Excelsior College sources of credit.

Clean Slate may also be applied to any 
student who has taken Excelsior College 
sources of credit prior to Title IV Financial 
Aid eligibility (January 1, 2008). This Clean 
Slate is restricted to courses with a grade of 
F or W and exams with a grade of D or F. All 
other Excelsior College sources of credit must 
count toward a student’s academic record at 
Excelsior College.

In addition, a student that has been with-
drawn for more than five years may appeal to 
dean/designee for a one-time only Clean Slate 
by Appeal. If  a student is granted a Clean 
Slate by Appeal, they cannot apply for another 
Clean Slate by Appeal at a later date. Credits 
removed during a Clean Slate by Appeal may 
be applied to Satisfactory Academic Progress 
measures as outlined in Satisfactory Academic 
Progress for Financial Aid.

Procedure 
Advisor will refer to the SIS status line to 
determine if the student is eligible for:

	  �Clean Slate: The student is enrolling 
in the College for the first time, or has 
graduated and is re-enrolling in a new 
degree program.

	  �Clean Slate Appeal: Five years have 
passed since the student withdrew or 
graduated and if the student has not 
had a Clean Slate by Appeal applied in 
the past.

Student may appeal in writing to the dean 
(or dean’s designee) of the school the student 
is applying to for the Clean Slate by Appeal.

NOTE: When an associate degree nursing 
student transfers to another school within 
Excelsior College, the initial evaluation for 
the new degree will include only associate 
degree nursing examinations posted on the 
student’s evaluation (see Academic Probation). 
For examinations taken prior to July 1, 2013, 
associate degree nursing examination failures 
are not posted unless it is the final attempt. 
Final attempt is defined as the point after 
which the student is not eligible to repeat the 
examination. All nursing examination attempts 
on or after July 1, 2013 are posted to the 
student record regardless of the grade earned.
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Grading Policies

�Grades Awarded and Accepted 
by Excelsior College 

Statement of Policy 

Individual School and Program Requirements

The following grading policies apply to all 
Excelsior College schools and programs. There 
are some variations in grading policies between 
Excelsior College sources of credit, and 
Excelsior’s acceptance of transfer credits; these 
issues are addressed individually in the under-
graduate and graduate degree requirements.

Excelsior College sources of credit include 
Excelsior College courses, Excelsior College 
Examinations, UExcel Examinations, 
Focused Clinical Competencies Assessment 
and the Clinical Performance in Nursing 
Examination.

Grading System: Numerical Equivalents

Excelsior College uses a grading system in 
which the numerical equivalents of grades are 
as follows: 

A =	 4.0 D =	 1.0

B =	 3.0 F =	 0.0

C =	 2.0

For Excelsior College® Examinations, and 
UExcel® Exams and credit is not awarded for 
grades of D. The College uses the following 
numerical equivalents for Excelsior College 
Examinations, and UExcel Examinations:  

A =	 4.0 D =	 0.0

B =	 3.0 F =	 0.0

C =	 2.0

Grading System: Courses
Letter grades are assigned for Excelsior Col-
lege courses that are based on percentage 
equivalents. The course grade equivalents are 
as follows:

A =	 90–100% D =	 60–69%

B =	 80–89%
F

=	� 59%  
or belowC =	 70–79%

Grading System: Excelsior College® 
Examinations and UExcel® Exams 
Following standards established by the 
American Psychological Association, Ameri-
can Educational Research Association, and 
National Council on Measurement in Edu-
cation, letter grades for Excelsior College® 
Examinations and UExcel® Exams are based 
on standard-setting and equating processes 
that generate unique minimum percentage 
scores required for each letter grade awarded, 
based on the characteristics of the items 
on each form of the exam. There is no one 
percentage equivalents table that applies to 
all exams. A grade of “C” represents a level 
of proficiency equivalent to that of someone 
earning a grade of C in a corresponding 
college-level course. See the Exam Technical 
Handbook for details on these processes. 

Grading System: FCCA
The College uses the following grading sys-
tem for the Focused Clinical Competencies 
Assessment and the Clinical Performance in 
Nursing Examination:

Pass / Fail

Plus and minus grades are not listed on 
the Excelsior College undergraduate and 
graduate My Academic Plan documents or 
transcripts; consequently, A+ and A- are both 
recorded as A. 
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Unit of Credit

Excelsior College operates on a trimester 
calendar. One unit of credit is equivalent to 
one semester credit. A unit of credit earned 
at colleges on the quarter-hour system will 
be multiplied by two-thirds to produce the 
semester credit equivalent (i.e., one quarter-
hour equals two-thirds of a semester credit). 
All other credit-hour systems listed on other 
college transcripts will be researched and 
converted to semester credit equivalents. 

Grade Point Average 

Excelsior College requires an overall 2.0 GPA 
for completion of an undergraduate degree 
and an overall 3.0 GPA for completion of a 
graduate degree.

Excelsior College maintains one transcript 
for each student. There are some exceptions to 
this policy if a student is an Excelsior College 
graduate. 

A record of all Excelsior College sources 
of credit is maintained in the student 
information system (SIS). All grades received 
for Excelsior College sources of credit appear 
on the My Academic Plan document and 
transcript. If an Excelsior College source 
of credit is repeated, the most recent grade 
earned for the source of credit will be used in 
all GPA calculations.  

Computing the GPA

Each student will have two GPAs calculated:

	 The Excelsior College GPA (EC GPA) is 
based on grades recorded for all Excelsior 
College sources of credit that are applied 
to the student’s degree program, whether 
taken before or after matriculation.  The 
EC GPA cannot be modified by removing 
grades earned.

	 The Overall GPA is based on letter grades 
(other than P for passing) for all courses 
and exams and other sources of credit that 
are entered on the student’s transcript. 

Prior to matriculation, the Academic 
Evaluator develops a document listing the 
credits the student previously earned that will 
be applied toward the student’s degree pro-
gram, based on transcripts submitted by the 
student. Student has 30 days to request any 
changes to the initial evaluation. Student has 
30 days to request any changes to the initial 
evaluation.  After 30 days no changes can be 
made to the initial evaluation and the student 
is officially matriculated. Credits earned for 
Excelsior College sources of credit prior to 
matriculation, and applied toward the stu-
dent’s degree program, will be calculated into 
the Overall and EC GPAs. These credits will 
be factored into the credit attempted/credits 
earned ratio.   

The letter grades (other than P for passing) 
of all work qualifying for credit toward an 
Excelsior College degree are converted to the 
numerical equivalents system listed above for 
purposes of computing the Excelsior College 
and the Overall GPAs. Grade Point Averages 
will not be rounded. For example, a 1.92 GPA 
will not be rounded to 2.0. 

Undergraduate Policies

1.	� Repetition of an Excelsior College source 
of credit 
All grades for repeated Excelsior College 
sources of credit will be listed on the My 
Academic Plan document and transcript. 
The most recent grade will be computed 
into both GPAs.

2.	� Replacing an Excelsior College® course using 
an outside source of credit. 
Some sources of credit can only be taken 
at Excelsior College (e.g., capstone course, 
nursing requirements). A grade of C is 
required (or pass where appropriate). 
These sources of credit cannot be 
replaced by sources of credit from another 
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institution. 

	� For sources of credit that may be taken 
elsewhere, students must receive course 
approval from their advisor to take a 
comparable source of credit at another 
institution to replace an Excelsior College 
source of credit on their transcript. If 
a student successfully completes the 
replacement source of credit at another 
institution after matriculation, the grade 
will appear on the My Academic Plan 
document and transcript. The Excelsior 
College source of credit will be flagged 
with a symbol designating that the source 
of credit has been replaced by another 
source of credit. All attempts will be 
factored into the credits attempted/cred-
its earned ratio. The replaced Excelsior 
College source of credit will no longer be 
computed into either GPA. The replace-
ment course from the outside institution 
will be factored into the overall GPA. If 
the student is unsuccessful in the replace-
ment course, it will not be added to the 
My Academic Plan document, factored 
into the attempted/earned credit ratio, 
or factored into either GPA, because 
Excelsior College does not accept D 
grades in transfer. 

	� Example: A business degree student wants 
to replace the D grade received for Excelsior 
College’s BUS 323 Business Ethics with a 
comparable course from another institution. 
The student gets course approval for a 
business ethics course from the University 
at Albany. The student takes the course and 
receives a higher grade. The credits from 
University at Albany will apply toward the 
student’s degree, toward credits attempted/
credits earned ratio, and will be calculated 
into the overall GPA. Excelsior College’s 
BUS 323 will be flagged as a repeated course 
and the credits will not apply to the degree. 
Excelsior College’s BUS 323 will count 
toward credits attempted/credits earned ratio 
but will not be factored into either GPA. 

Both Excelsior College’s BUS 323 and the 
University at Albany course will be listed 
on the My Academic Plan document and 
transcript.

3.	� Courses taken through a federal financial 
aid consortium agreement 

	� All courses taken through a federal 
financial aid consortium agreement will 
be counted into the overall GPA and 
credits attempted/credits earned ratio. 
This includes all possible grading out-
comes including D or F grades. Courses 
taken through a federal financial aid 
consortium will not apply toward the EC 
GPA. All grades earned through a federal 
financial aid consortium will be listed on 
the My Academic Plan document and 
transcript.

4.	� Comments on specific grades for  
Excelsior College sources of credit

	� Grade of “D” 
Course grades of D will generally be 
accepted toward an Excelsior College 
undergraduate degree as long as they are 
balanced by enough grades of B or better 
to produce a 2.0 average upon graduation. 
Course grades of D will not be accepted 
to satisfy the Written English Requirement 
or certain other requirements (see General 
Education Curriculum Requirements and 
degree-specific requirements). Grades of 
D on UExcel Exams are not accepted for 
credit toward an Excelsior College under-
graduate degree

	� Grade of “F” 
�Failing grades received for Excelsior 
College sources of credit are listed on 
the Excelsior College My Academic Plan 
document and transcript and are factored 
into both GPAs. 

	� A student who fails a required capstone or 
a nursing requirement three times cannot 
complete the program. The College offers 
the student the opportunity to transfer 
to an appropriate degree program within 
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60 days. Failure to transfer will result in 
academic dismissal from the program 
and administrative withdrawal from the 
College. 

	 Grade of “I”
	� The grade of I indicates that a student 

has been granted an extension of time to 
complete the work in an Excelsior College 
course or Excelsior College Examination. 
All extensions are granted at the dis-
cretion of the instructor  (see Course 
Extensions). Grades of I will convert to 
F if  not completed within the time the 
extension has been granted. Extensions for 
UExcel Exams do not result in a grade of 
I. Failure to complete a UExcel Exam does 
not result in any grade on the transcript. 

	� Students with two or more I grades for 
Excelsior sources of credit will not be 
allowed to register for any additional 
Excelsior sources of credit.  

	� Students with I grades will not be 
approved for graduation. 

	 Grade of “P” (“Pass”)
	� Grades of P denote Pass and these grades 

will be listed on the student’s Excelsior 
College undergraduate My Academic Plan 
document and transcript. A P grade is 
equivalent to a C or better. A Pass grade 
does not affect a student’s GPA. A P grade 
will be factored into the credits attempted/
credits earned ratio but not into the GPAs. 

	 Grade of “W” 
	� The grade of W indicates withdrawal with-

out academic penalty from an Excelsior 
College undergraduate course. It is not cal-
culated in overall and EC GPAs, but will 
appear on a student’s undergraduate My 
Academic Plan document and transcript. 
Refer to  Courses and Nursing Theory 
Conference Examinations Withdrawal and 
Refunds for details. A W grade will be 
factored into the credits attempted/credits 
earned ratio. 

	� Students who fail an Excelsior College 
Examination in nursing cannot request a 
withdrawal from that examination. Should 
a withdrawal be requested and an exami-
nation score report is reported to Excelsior 
College validating that the examination 
was completed prior to the withdrawal 
request date, the grade of W will convert 
to the letter grade received on the exami-
nation. 

	 Grade of “MW”
	� The grade of MW indicates withdrawal 

without academic penalty from an 
Excelsior College undergraduate course. 
It is not calculated in the overall and EC 
GPAs but will appear on the student’s 
undergraduate My Academic Plan docu-
ment and transcript. Refer to Courses and 
Nursing Theory Conference Examinations 
Withdrawal and Refunds for details. An 
MW grade will not be factored into the 
credits attempted/credits earned ratio.  

	 Grade of “AW”
	� The College assigns the grade of AW 

when a student has been administratively 
withdrawn from an Excelsior College 
course because of excessive absenteeism. 
An AW grade is not calculated in the 
overall and EC GPAs, but will appear 
on the student’s undergraduate My 
Academic Plan document and transcript. 
An AW grade will be factored into the 
credits attempted/credits earned ratio.  

	� A student may withdraw (W or AW) 
from the same Excelsior College course a 
maximum of three times. After the third 
withdrawal, the student is not allowed to 
register for the course without seeking 
permission from the dean or designee. 
Military Withdrawals (MW) are exempt 
from this restriction. 

5.	� Transfer Credit Grades

	 a.	 Grade of C and above  
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	�	�  Grades of C and above are accepted 
in transfer toward undergraduate 
degrees. 

	 b.	 Course grades of D 
	�	�  Grades of D will not be accepted in 

transfer toward an Excelsior College 
undergraduate degree and do not 
count toward the overall GPA or cred-
its attempted/credits earned ratio. 

	 c.	� Course grades of F, I, W, and other 
grades indicating no credit awarded  

		�  F, I, W, or other grades indicating no 
credit awarded, do not transfer and 
do not count toward overall GPA or 
credits attempted/credits earned ratio.

	 d.	� Satisfactory and Pass P grades 
		�  The originating institution must verify 

that the passing P grade is equivalent 
to a C or better for all transfer credit. 

		�  In the case of numerical grades, the 
originating institution must verify that 
passing grades are equivalent to a “C” 
or better. In cases when the institution 
does not provide a letter grade equiva-
lent but does state the percent (%), 70 
percent or higher will be considered 
equivalent to a C. For such transfer 
grades to apply to the nursing com-
ponent requirements of the School of 
Nursing degree programs, the % must 
be equivalent to a 75 percent or higher 
to be considered equivalent to a C. 

		�  Exception – In response to the COVID-
19 crisis, the College will accept in 
transfer P graded undergraduate 
coursework from regionally and non-
regionally accredited schools taken 
during the Spring 2020 semester for 
ALL degree requirements, even if the 
external school equates P grades to a 
D or higher, and even if the Excelsior 
College requirement indicates the stu-
dent must have earned a letter grade of 
B/C or higher. 

		�  Courses and examinations reported on 
a Pass/Fail or standard score system 
are not included in computing the 
overall GPA. Students whose Excelsior 
College degree programs are com-
posed entirely of Pass grades will be 
considered as meeting the required 2.0 
average for the undergraduate degree. 

		�  Passing numerical grades and oth-
ers such as S for satisfactory and H 
for honors will be shown as Pass on 
Excelsior College My Academic Plan 
documents and transcripts. 

		�  If  the originating institution pro-
vides the letter grade equivalent (e.g., 
A=4.0, B= 3.0, etc.) the letter grade 
will be awarded. When double grades 
such as AB or BC are earned at other 
institutions, they will be shown as 
the lower grade unless documenta-
tion from the originating institution 
is received stating the specific grade 
equivalent.

	 e.	� Deletion or repeating of Transfer 
Credit Grades 

		�  Transfer credit cannot be deleted from 
a student’s My Academic Plan docu-
ment or transcript once the student 
has matriculated. For information 
on repeating transfer credit, see (See 
Repeating Excelsior College Sources of 
Credit.

Graduate Policies

1.	� Excelsior College Graduate Course Grades
a.	 Repetition of an Excelsior College course
	�  All grades for repeated courses will be 

listed on the My Academic Plan document 
and transcript. The original course grade 
will be flagged with a symbol designating 
it as a repeated course. The most recent 
grade will be calculated into both GPAs. 
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b.	 Comments on specific grades

		  Grade of “D”
		�  A final course grade of D or lower 

does not meet graduate degree 
requirements. 

		  Grade of “C”
		�  Grades of C will generally be accepted 

toward an Excelsior College graduate 
degree as long as they are balanced 
by enough grades of B or better to 
maintain a 3.0 average. In Excelsior 
College graduate programs a student 
must obtain an overall GPA of 3.0 
or greater for graduation. If  a stu-
dent’s overall GPA falls below 3.0, the 
student will be placed on academic 
probation (see Satisfactory Academic 
Progress). Exception: The Master 
of Arts in Liberal Studies program 
requires students to earn a grade of B 
or higher in the capstone class in order 
to be eligible for graduation.

		  Grade of “F”
		�  Failing grades received after matricula-

tion for an Excelsior College graduate 
course are listed on the Excelsior 
College My Academic Plan docu-
ment and transcript and are factored 
into both GPAs. If  a student’s overall 
GPA falls below 3.0, the student will 
be placed on academic probation (see 
Satisfactory Academic Progress).

		  Grade of “I”
		�  The grade of I indicates that a stu-

dent has been granted an extension 
of time to complete the work in an 
Excelsior College graduate course. All 
extensions are granted at the discre-
tion of the instructor  (see Course 
Extensions). Grades of I will convert 
to F if not completed within 60 days 
unless an additional extension has 
been granted.  

		�  Students with two or more I grades in 
Excelsior College courses will not be 
allowed to register for any additional 
Excelsior College courses. 

		  Grade of “P”
		�  Grades of P denote Pass, and these 

grades will be listed on the student’s 
Excelsior College graduate My 
Academic Plan document and tran-
script. A P grade is equivalent to a B 
or better. A Pass grade does not affect 
a student’s GPA. A P grade will be fac-
tored into the credits attempted/credits 
earned ratio but not into the GPAs. 

		  Grade of “W”
		�  The grade of W indicates withdrawal 

without academic penalty from an 
Excelsior College graduate course. 
It is not calculated in overall and 
Excelsior College GPAs but will 
appear on a student’s graduate My 
Academic Plan document and tran-
script. (See Withdrawal or Dismissal 
from the College: Undergraduate and 
Graduate, Withdrawal from a Course, 
and Courses and Nursing Theory 
Conference Examinations Withdrawal 
and Refunds). A W grade will be fac-
tored into the credits attempted/credits 
earned ratio. 

		  Grade of “MW”
		�  The grade of MW indicates withdrawal 

without academic penalty from an 
Excelsior College graduate course. It 
is not calculated in overall and EC 
GPAs, but will appear on a student’s 
graduate My Academic Plan docu-
ment and transcript. (See Withdrawal 
or Dismissal from the College: 
Undergraduate and Graduate) An MW 
grade will not be factored into the 
credits attempted/credits earned ratio. 
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		  Grade of “AW”
		�  The grade of AW indicates withdrawal 

from an Excelsior College course 
because of excessive absenteeism. It 
is not calculated in overall and EC 
GPAs, but will appear on the student’s 
graduate My Academic Plan document 
and transcript. An AW grade will be 
factored into the credits attempted/
credits earned ratio. 

		�  A student may withdraw (W/AW) from 
the same Excelsior College course for 
a maximum of three times. After the 
third withdrawal, the student is not al-
lowed to register for the course without 
seeking permission from the Dean or 
designee. Military Withdrawals (MW) 
are exempt from this restriction. 

2.	 Transfer Grades Credit
	 a.	 Grade of “B” and above
		�  Only grades of B and above are 

accepted in transfer or to waive a 
graduate course. 

	 b.	� Course grades of “F,” “I,” “W,” and 
other grades indicating no credit 
awarded

		�  F, I, W, or other grades indicating no 
credit awarded do not transfer and do 
not count toward the overall GPA or 
credits attempted/credits earned ratio. 

c.	 Satisfactory and pass “P” grades

	� The originating institution must verify that 
the P grade is equivalent to a B or better 
for all transfer credit. 

	� Courses reported as Pass/Fail are not 
included in computing the overall GPA. 
Excelsior College My Academic Plan docu-
ments and transcripts composed entirely of 
Pass grades will be considered as meeting 
the required 3.0 average for the graduate 
degree. 

	� Passing numerical grades and other grades 
such as S for satisfactory and H for honors 
will be shown as Pass on Excelsior College 
My Academic Plan documents and tran-
scripts. In the case of numerical grades, 
the originating institution must verify the 
equivalent letter grade (e.g., A=4.0, B=3.0, 
etc.) for the credit to be considered for 
transfer and the letter grade to be awarded. 

	� Exception—In response to the COVID-19 
crisis, students with P grades for graduate 
coursework from regionally and non-
regionally accredited schools taken in the 
Spring 2020 semester, which the external 
institution equates to a D or C and higher 
can appeal to the Dean of their school 
to have the credit accepted. Such appeals 
may include the submission of the instruc-
tor recommendation, copies of completed 
assignments, and/or a letter from the 
transfer institution providing the student’s 
P grade equivalency. 

	� When double grades such as AB or BC are 
earned at other institutions, they will be 
shown as the lower grade unless documen-
tation from the originating institution is 
received stating the specific grade equiva-
lent. 

d.	 Deletion or repeating of transfer credit grades
	� Transfer credit cannot be deleted from 

a student’s My Academic Plan docu-
ment or transcript once the student has 
matriculated. For information on repeat-
ing transfer credit (see Repeating Excelsior 
College Sources of Credit).

 

	� Waiver: Courses waived are not computed 
in the overall GPA. They are given a P for 
the course and do not count toward credits 
attempted/credits earned ratio. 
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Course Policies

Maximum Credit Hour Policy

Statement of Policy 

The purpose of this policy is to ensure that 
students do not register for an excessive 
amount of credit hours in any given term that 
would adversely affect their academic success.  

Undergraduate Students

An undergraduate admitted or enrolled stu-
dent can register for no more than 24 credits 
in a trimester. Students are also limited to 
registering for no more than 12 credits in 
8-week courses per term. The maximum 
number of credits that an undergraduate 
admitted, or enrolled student can be reg-
istered at any given time is 18. This policy 
pertains to all Excelsior College sources of 
credit. In addition to these restrictions, the 
maximum number of UExcel exams a person 
can be registered for at any given time is 4. 
This UExcel-specific restriction applies to 
everyone, regardless of enrollment status.  

Graduate Students

Graduate admitted or enrolled students may 
be registered for no more than 16 credits in a 
trimester. Students are also limited to regis-
tering for no more than 8 credits in 8-week 
courses per term. The maximum number of 
credits that a graduate admitted, or enrolled 
student can be registered at any given time is 
12. This policy pertains to all Excelsior Col-
lege sources of credit. 

Note: See Full-time and Part-time status of 
Students for details of how students may 
maintain full-time or half-time status. 

Cornerstone Course Requirement

In order to provide students with the founda-
tional skills and resources for academic and 
career success, and assure a “smart start” to 
the Excelsior academic experience, Excelsior 
College is implementing a Cornerstone course 
requirement. 

All students who enroll in an undergraduate 
degree program on or after November 1, 2019 
will be required to complete a Cornerstone 
course in their first term of credit-bearing 
activity after admission to Excelsior College. 

Students must achieve a minimum grade of 
C to meet this requirement. 

Procedure
1.	 The Cornerstone course must be taken at 

Excelsior College and cannot be trans-
ferred in.

2.	 Students with fewer than 60 prior transfer 
credits on their initial evaluation will be 
approved to take IND 101 Cornerstone A: 
Foundations. Students with more than 60 
prior transfer credits will be approved for 
IND 301 Cornerstone B: Pathways.

3.	 Students will take either IND 101 or 
IND 301 and may not receive credit for 
both.

4.	 Students are required to take the 
Cornerstone course in their first term of 
credit-bearing activity after admission 
to Excelsior College. Exception: students 
who are admitted after late registration 
may still register for INL 102 or a UExcel 
or Excelsior College exam while they wait 
to take the Cornerstone course in the 
next term.

5.	 Students are permitted to take other 
courses or exams simultaneously with the 
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Cornerstone course, with the exception of 
the Capstone course. 

6.	 Students must successfully complete the 
Cornerstone course to graduate.

7.	 Students who are unsuccessful in their 
first attempt are required to re-register for 
the course in their next available term of 
credit-bearing activity. 

8.	 Students are allowed three attempts of the 
Cornerstone course if they received an 
F or D grade, in accordance with Policy 
075. Grades of I, W, AW, and MW are 
excluded from this policy.  (See Policy 
059 Grades Awarded and Accepted and 
Policy 075 Repeating Excelsior College 
Source of Credit).

9.    Students who have graduated from 
Excelsior with a bachelor’s degree enter-
ing a subsequent degree will have the 
Cornerstone waived if the bachelor’s 
degree was issued within 10 years of the 
ADM date for the new degree. 

10.  Students who have graduated with an 
associate’s degree from Excelsior and 
are returning for a subsequent degree 
will have the Cornerstone waived if the 
associate’s was issued within 5 years of 
the ADM date for the new degree and 
the student completed at least 9 course 
credits at Excelsior and had an EC GPA 
of 3.0 or higher.

Written English Requirement

	� Associate Degree students must com-
plete one expository writing course or 
examination (minimum three credit 
hours or four quarter hour credits) with 
a minimum of C grade. This must be com-
pleted within the first thirteen (13) Excelsior 
College credits attempted. 

	� Bachelor’s degrees students must com-
plete two expository writing courses or 
examinations (minimum six credit hours 
or eight quarter hour credits) with a 
minimum of C grade 

	 OR 

	� one expository writing course or exami-
nation (minimum three credit hours 
or four quarter hour credits) and one 
applied writing or disciplinary writing 
course that meets the criteria provided 
below (minimum three credit hours 
or four quarter hour credits). In some 
cases, with the approval of the FPD for 
Writing, a writing-intensive (or similarly 
named) courses may also be used meet 
the second half of the written English 
requirement if it meets the criteria out-
lined below. The expository writing course 
must be completed within the first thirteen 
(13) Excelsior College credits attempted.

For students enrolled in the ¡Adelante! Program, the 
expository writing requirement must be completed 
within the first thirteen (13) Excelsior College 
credits, excluding courses with the SP and ESL 
designation.

Criteria 

To be eligible to count toward Excelsior’s 
Written English Requirement, a course must 
meet the following criteria: 

	� The primary focus of the course must 
be instruction in expository, applied, 
or disciplinary writing (see definitions 
below). 

	� Course work must be from an English-
speaking institution. 

	� The course must be college-level, not 
developmental. English as a Second 
Language courses will be assumed to be 
developmental unless otherwise stated 
in the course description. 



65

© 2022 Excelsior College. All rights reserved.

	� Basic skills such as grammar, sentence-
level writing, and formatting may be 
included, but they should not be the 
primary focus of the course. 

	� For non-collegiate sources of credit 
or writing intensive courses, the Tran-
script Analysis Center will confirm 
that writing assignments comprise at 
least 60 percent of the course grade (as 
opposed to other forms of assessment, 
such as multiple choice, oral presenta-
tions, etc.). 

Definitions

Expository Writing: Expository writing conveys 
information, explains or describes something, 
or makes an argument. The “traditional” 
thesis-based research paper is a form of 
expository writing. Other common expository 
genres include the five-paragraph essay, cause 
and effect essay, problem and solution essay, 
comparison and contrast essay, definition 
essay, and process essay. 

Applied Writing: Applied writing is writing 
for the workplace or a profession. Applied 
writing courses focus on a range of 
documents used in the workplace to transact 
business in a variety of communication 
situations. While some applied writing 
courses may require more advanced forms 
of academic writing, such as researching 
and writing journal articles for publication, 
courses typically cover non-academic genres 
of business, technical, professional, or 
medical/scientific writing.    

Disciplinary Writing: Disciplinary writing 
is writing within the genres and using the 
writing conventions of a specific academic 
discipline or group of related disciplines, such 
as history, literature, the social sciences, or 
sciences. Creative writing falls within this 
category. 

Writing-Intensive: There is no universally 
agreed-upon definition of what constitutes 
a writing-intensive course (sometimes called 
writing-enhanced, writing-enriched, etc.). 
The meaning of this term differs between 
institutions. With the approval of the FPD 
for Writing, a writing-intensive course may 
potentially be allowed to meet the second half 
of the Written English Requirement. In order 
to be approved, a primary focus of the course 
must be on teaching expository, applied, or 
disciplinary writing. 

Methods of Satisfying the Written English 
Requirement 

1. Examination: 

a. Excelsior College® Examination, 
ENGx111 English Composition (fulfills 
the requirement for associate and 
bachelor’s degrees) 

b. UEXCEL® examination, ENGx110 College 
Writing (fulfills the requirement for the 
associate degrees; partially fulfills the 
requirement for the bachelor’s degrees) 

 c. Advanced Placement (AP) English 
Examinations (fulfills the requirement 
for associate and bachelor’s degrees) 

NOTE: Excelsior College does not accept the 
CLEP General Examination in English Com-
position with Essay toward this requirement. 

2. College course work: 
See statement of policy and definitions 
above. 

NOTE: Course work must be from an Eng-
lish-speaking institution. English as second 
language courses may not be used to satisfy 
this requirement. 

3. Statement of Equivalency:
Submission of an official statement from 
an accredited institution, from which 
transfer credit is being accepted, verifying 
satisfactory completion of the student’s 
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writing requirement, will be reviewed on a 
case-by-case basis.

4. Noncollegiate-sponsored instruction:
Successful completion of a noncollegiate-
sponsored instructional writing course 
or program that has been evaluated 
by either the National College Credit 
Recommendation Service (NCCRS) or the 
American Council on Education (ACE) 
and contains a recommendation of at least 
three semester-hour credits for the course; 
this course must contain a direct assess-
ment of expository written work completed 
by the student. A maximum of two courses 
that are 3–4 semester-hour or three courses 
that are quarter hours in English composi-
tion/freshman English courses will apply 
toward degree requirements. Courses or 
examinations used to fulfill the Written 
English Requirement may not be used to 
satisfy the Humanities requirement.

A maximum of two 3–4 credit hour courses 
or three quarter-credit courses in English 
composition/freshman English courses will 
apply toward degree requirements. Courses or 
examinations used to fulfill the Written English 
Requirement may not be used to satisfy the 
Humanities requirement. 

Information Literacy Requirement

Statement of Policy 

Excelsior students must acquire the necessary 
skills to understand, evaluate, and use infor-
mation across a wide range of mediums in a 
world where information is easily published, 
widely disseminated, and accessed digitally. 

Excelsior College graduates are required 
to demonstrate competency in information 
literacy as part of the general education 
curriculum for an undergraduate degree by 
completing Excelsior College’s 1-credit Infor-

mation Literacy course with a passing grade 
within the first 13 Excelsior College credits 
attempted.

Information Literacy provides foundational 
knowledge and skills in the following areas:

	 Cyber literacy

	 Information literacy

	 Library and online research

	� Evaluation of the quality of information 
in academic and non-academic contexts

	� Attribution and integration of sources in 
research-based writing

	� Excelsior policies concerning academic 
integrity and information ethics

Time Limits and Exceptions to the Policy

Students who have completed a U.S. master’s 
or higher degree from a regionally accredited 
or otherwise approved source of credit, or 
who have earned a degree from an institution 
outside the U.S. deemed equivalent to a U.S. 
master’s degree or higher by the College’s 
international credential evaluators, may be 
exempt from the information literacy require-
ment if the degree was earned within 10 years 
prior to admission at Excelsior. 

Admitted and enrolled students who have 
satisfied the information literacy require-
ment and transfer to another Excelsior degree 
program will not be required to satisfy the 
requirement again. Students who remain con-
tinuously enrolled at Excelsior will be required 
to satisfy the information literacy requirement 
only once during their period of enrollment, 
regardless of whether they transfer between 
degree programs, and regardless of a resultant 
change in their academic policy date.

Excelsior College alumni and previously 
withdrawn students who have satisfied the 
information literacy requirement, and then 
enroll/re-enroll in another Excelsior College 
degree program will be required to satisfy the 
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requirement again if the original Information 
Literacy course is older than 10 years from the 
admission date for the new degree program. 

Any exceptions to the completion of the 
information literacy requirement will be man-
aged on a case-by-case basis by the dean or 
designee of each School. 

The College reserves the right to modify 
this time limit as needed in response to tech-
nological changes in the information field.

Writing Across the Curriculum

Writing is a complex cognitive skill that 
develops over time through repeated prac-
tice.  Writing also takes place in many genres 
shaped by the practices of distinct disci-
plinary fields and professions.  As a result, it 
is not realistic to expect students to develop 
a high level of competence in the kinds of 
writing they will use in the workforce solely 
through completion of their required General 
Education writing courses.  Students will 
require multiple writing experiences (in 
the curriculum and/or “on the job” in their 
professional lives) in order to develop the kind 
of writing skills expected by employers.

The Writing Across the Curriculum (WAC) 
Group has developed this policy in order to 
increase student exposure to Writing in the 
Disciplines within the Excelsior curriculum.  
While other college policies focus on writing 
as part of the general education program (See 
General Education Curriculum Requirements 
policy and Written English 2 policy), this 
policy is intentionally focused on classes that 
students take beyond the general education 
level, especially in their major degree field.  
The policy does not add any new course-
taking requirement for students.  Instead, it 
emphasizes ways that students can be exposed 
to additional writing opportunities within the 
classes they already take.

Policy Details
1.	  Every undergraduate degree program at 

the college will have at least one student 
learning outcome that addresses written 
communication in a way that is meaning-
ful for that discipline.  This outcome may 
deal exclusively with writing or it may 
deal with writing as one facet of effective 
professional communication.

2.	  Every undergraduate degree program will 
identify at least one class to be designated 
with the Writing in the Disciplines (WID) 
label. FPDs are encouraged to develop 
additional WID classes as necessary to 
increase the exposure of the students in 
their program to disciplinary writing. 
For the purposes of this requirement, 
associate and bachelor’s level classes in 
the same subject area will be considered 
separate degree programs.  Each must 
include at least one WID class.  

	  Since the intention of this policy is to 
provide students with additional exposure 
to writing beyond the General Education 
level, FPDs should select classes for the 
WID designation that do not already 
meet Part I or Part II of the college’s 
general education Written English 
Requirement. (For example, existing 
“Writing-Enriched” classes should not be 
selected for the WID designation unless 
they will no longer be used to meet the 
General Education requirement.) Since 
the purpose of this initiative is also to 
prepare students for writing in their cap-
stone class, the capstone class should not 
be designated as the sole WID class in a 
program.

	  Although this policy does not introduce 
any new course-taking requirements for 
students, the goals is to expose as many 
students as possible to writing-in-the-
disciplines experiences. When selecting 
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classes for the WID designation, FPDs 
should choose classes that are likely to 
be taken by a large number of students.  
This may be a course that is required for 
all students or another high-enrollment 
class.

3.	  WID classes must meet the following 
requirements.

a.	� These classes should be capped at no 
more than 25 students, with the goal of 
having no more than 20 students at the 
end of the add/drop period.

b. �WID classes emphasize exposure to 
high-quality writing assignments, 
rather than focusing on the quantity 
of writing completed by students in 
a course. WID classes will be devel-
oped/revised in consultation with 
the Writing Center Director and/or 
members of the WAC Group and will 
include the following elements:

•    Instructional materials (such as 
instructions, templates, exemplars, 
etc.) tailored to the writing genres in 
the degree or disciplinary area;

•   At least one multi-part or scaffolded  
writing assignment;

• An emphasis on high-quality forma-
tive feedback and revision.

“Scaffolded” is defined for the pur-
poses of this requirement as an 
assignment in which students 
submit some portion of their 
work (either a rough draft or a 
preliminary document such as an 
annotated bibliography, outline, 
etc.), receive substantial formative 
feedback, and use that feedback to 
directly inform subsequent work.

c. Faculty designing or teaching WID 
classes are expected to complete a 
Writing in the Disciplines training, 
emphasizing best practices for assign-

ment creation and formative feedback 
on student work. The WAC Group will 
maintain a list of qualified faculty for 
WID courses.

d. FPDs will collaborate with the Writing 
Center Director or other members of 
the WAC Group to develop classes that 
meet the requirements for the WID 
designation. The WAC group will 
maintain a master list of WID desig-
nated classes.

Late Registration

Excelsior College offers the opportunity for 
students to register for a course during late 
registration week. Late registration begins 
Saturday after the established registration 
deadline and continues through Wednesday 
of the first week of the term 11:59 pm Eastern 
time. ONLY online registrations are accepted 
during the late registration week.

Add Drop, Cancel, Withdrawal, and 
Refunds for Excelsior College Courses 
and UExcel Examinations 

This policy applies to all Excelsior College 
course takers and all UExcel Exam takers.

Students registered for Excelsior College 
courses may add/drop, cancel, or withdraw 
from them. Refunds will be granted as 
appropriate, according to the schedule in the 
Procedures section below. 

Students registered for UExcel examina-
tions may switch the registration to a different 
exam, cancel the registration, or cancel or 
reschedule the testing appointment. Refunds 
will be granted as appropriate, according to 
the schedule in the Procedures section below. 

Students registered for the UExcel exam 
Value Package may not switch their exam 
registration. 
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Students registered for UExcel practice 
examinations will not be granted refunds 
except in extenuating circumstances, includ-
ing technical problems attributed to Excelsior 
College.

Procedure

A.	 Course Add/Drop: Prior to term start 
through Day 3 of term 

Prior to the start of a term and until 
11:59 pm Eastern Time on Wednesday of 
the first week of the term, students who 
are registered for a course may drop it 
and add a different course. The added 
course must be scheduled within the 
same trimester as the original course. 

Students seeking to add/drop should 
contact their academic advisor prior 
to starting the process to ensure that 
they are selecting a new course that fits 
into their degree plan and to obtain 
approval. Then they must log in to their 
MyExcelsior page, click on My Courses 
and Exams, select Cancel, Add/Drop 
and Withdraw, and follow the prompts. 
The add/drop process closes at 11:59 pm 
Eastern Time on Day 3 (first Wednesday) 
of the term. 

Military students (those serving on 
Active Duty, in the Reserves, or in the 
National Guard) using tuition assis-
tance who wish to add/drop must 
submit the tuition assistance form for 
the new course, or in the case of Army 
students, have approved TA through 
ArmyIgnitED. Tuition assistance will 
not be approved by the branch of service 
after the start of the course. 

B.	 Course Cancel: Prior to the start of term 
through Day 15 of term 

Students who are registered for a course 
may cancel it before the start of the term 
and within the first 15 calendar days of 
the start of the term. 

Students seeking to cancel a course 
must log into MyExcelsior, click on My 
Courses and Exams, select Cancel, Add/
Drop and Withdraw, and follow the 
prompts. 

Students may register for INL 102 up to 
20 days after the term begins. If stu-
dents register for INL 102 after the term 
begins, the refund for INL 102 will be 
calculated using the date of registration 
as the first day of the course. 

There is no academic penalty for cancel-
ling a course, and no record of it will 
appear on the MAP or Excelsior College 
transcript. 

Students who cancel a course will be 
granted a full or partial refund of tuition 
and the technology and academic 
services fees according to the refund 
schedule below. Refunds are calculated 
based on the full cost of tuition and fees. 
Due to federal regulations, tuition and 
fees for students residing in California, 
Maryland, New Mexico, and Oregon will 
be refunded following their state refund 
guidelines. Students in these states should 
contact the Student Accounting Office for 
details. 

Calendar Days Student Liability Refund Amount
Day 0–Day 3 0% 100%
Day 4–Day 7 25% 75%
Day 8–Day 15 50% 50%

Students who cancel and have used finan-
cial aid to pay for tuition and fees must 
undergo a re-evaluation of their eligibil-
ity. This may result in a loss of funds. 

Military students (those serving on 
Active Duty, in the Reserves, or in the 
National Guard) using tuition assis-
tance may cancel a course within the 
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first 15 calendar days with no academic 
or financial liability, through the online 
withdrawal process. Excelsior College 
is required to return unearned tuition 
assistance funds to the military branch of 
service in accordance with Department 
of Defense (DOD) policy. In the case of 
Army students, notice of the cancellation 
will be transmitted to the ArmyIgnitED 
account overnight and the TA invoice will 
be cancelled. 

C.	 Course Withdrawal: Day 16 until 7 days 
before the end of term 

Students who are registered for a course 
may withdraw from it any time between 
Day 16 of the term until seven calendar 
days prior to its end. A withdrawal will 
result in a grade of W on the MAP and 
Excelsior College transcript. There is a 
restriction on the number of W grades 
students may incur; see Limitations on 
Multiple W/AW Grades in Excelsior College 
Courses for Undergraduate Students for 
details. 

Students seeking to withdraw from a 
course must log into MyExcelsior, click 
on My Courses and Exams, select Cancel, 
Add/Drop and Withdraw, and follow 
the prompts. There will be no refund of 
tuition/fees upon withdrawal. 

Students who withdraw and have used 
financial aid to pay tuition and fees must 
undergo a re-evaluation of their eligibility. 
This may result in a loss of funds. 

Military students (those serving on Active 
Duty, in the Reserves, or in the National 
Guard) who withdraw from courses will 
incur full liability for them. 

Department of Defense (DOD) regula-
tions require Excelsior College to return 
unearned tuition assistance funds to 
the military branch of service based on 
how much of the course was completed. 
Students using military TA who withdraw 

from a course may owe a portion of the 
tuition to Excelsior College and a por-
tion to the military branch. See Return 
of Unearned Tuition Assistance Funds for 
additional information. 

Military students seeking a withdrawal 
due to deployment should see Military 
Deployment Policy. 

D.	 UExcel Exam Switch 

Students registered for a UExcel exami-
nation may switch their registration 
to another exam. To do so, students 
must contact Excelsior College through 
the MyExcelsior Message Center or at 
testadmin@excelsior.edu. 

Examination candidates may switch exam 
registrations at any point before or during 
their eligibility window. 

E.	 UExcel Exam Cancel 

Students may cancel an exam registration 
at any point before or during their eligi-
bility window. If they have a scheduled 
examination appointment with Pearson 
VUE, they must cancel the appointment 
before cancelling the exam registration. 
Students may cancel examination appoint-
ments online at www.pearsonvue.com/
excelsior or by phone to the Pearson VUE 
Call Center at 888-926-9488. Advance 
notice requirements vary between method 
of contact as follows: 

  �Students who cancel an exam 
appointment online must do so by 
7 pm Central Time at least one busi-
ness day (a minimum of 24 hours) in 
advance of the scheduled appoint-
ment time. 

  �Students who cancel an exam 
appointment by phone must do so 
at least 8 calendar days prior to the 
scheduled appointment, or they will 
incur a fee. 

mailto:testadmin@excelsior.edu.
https://home.pearsonvue.com/uexcel
https://home.pearsonvue.com/uexcel
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After cancelling an exam appointment, 
students must contact Excelsior College 
to cancel their exam registration and 
request a refund, either online through the 
MyExcelsior Message Center or by email at 
testadmin@excelsior.edu. The cancellation 
request must include the student’s name, 
last four digits of their Social Security 
number or Excelsior College student iden-
tification number, and the title of the exam 
being cancelled. The cancellation request 
must be received by the end date of their 
test eligibility window as indicated in the 
Authorization to Test (ATT) letter. 

Exam fees will be refunded when exami-
nations are cancelled in a timely manner 
and requested within the eligibility win-
dow as indicated in the Authorization to 
Test (ATT) letter and as described above. 
Refunds will be issued according to the 
chart below: 

Calendar Days Student Liability Refund Amount
Prior to 
Eligibility 
Window Start 

0% 100%

Day 0–Day 15  0%  100%  
Day 16–end 
of eligibility 
window 

50%  50%  

Students who have cancelled an exam will 
not be permitted to place money on their 
account in lieu of a 50% refund within the 
eligibility window. 

Students who do not comply with Excelsior 
College and/or Pearson VUE registration, 
cancellation, and rescheduling procedures 
will forfeit payment. In such cases students 
will be required to re-register and pay all 
fees again if they want to take the exam. 

F.	 UExcel Examination Reschedule 

Students registered for a UExcel exam who 
wish to reschedule it within the same term 
testing window must contact Pearson VUE 
online at www.pearsonvue.com/excelsior or 
by phone to the Pearson VUE Call Center 
at 888-926-9488, at least 24 hours before 
their examination appointment to request 
the change. 

Students registered for a UExcel exam 
who wish to reschedule it outside the term 
testing window should see Course and 
Examination Extensions. 

Limitations on Multiple W/AW Grades 
in Excelsior College Courses for 
Undergraduate Students

Policy

In keeping with Excelsior College’s mission 
to provide educational opportunity to adult 
learners with an emphasis on those historically 
underrepresented in higher education, the 
College supports students as they transition 
to college while balancing personal and 
work demands. Some students, however, 
underestimate the amount and quality of work 
required to be successful at the college-level and 
may struggle to succeed during the transition 
period. An indication that a student may be 
struggling to meet academic expectations is 
when the student withdraws from courses 
multiple times. Interventions have been put 
in place in the Academic Probation Policy 
and Certificates Students and Satisfactory 
Academic Progress for Financial Aid policy.

Graduate students are allowed to accumulate 
a maximum of four W grades (not including 
AW and MW) in Excelsior College courses. 
After four W grades, the student will not be 
allowed the option to withdraw from a course. 
The student will receive the grade that is earned 
for the amount of work completed and the level 
of achievement for that work.

mailto:testadmin@excelsior.edu
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Graduate students are allowed to accu-
mulate a maximum of four AW grades (not 
including W or MW). After four AW grades, 
the graduate student will be Academically 
Dismissed from Excelsior College. The stu-
dent’s status would be changed to WAW. See 
the Administrative Withdrawal and Academic 
Dismissal policy and the Student Appeals 
policy for additional information.

Undergraduate students may withdraw 
from the same Excelsior College course or 
NTCX a maximum of three times. After the 
third withdrawal from the same course or 
NTCX, the student is not allowed to register 
for the course or NTCX without permission 
from an academic advisor.

An undergraduate student may receive a 
maximum of six W grades in Excelsior Col-
lege courses and/or NTCX (not including AW 
or MW). After six W grades, the student will 
not have the option of withdrawing from a 
course or NTCX. The student will receive the 
grade that is earned for the amount of work 
completed and the level of achievement for 
that work. 

If a student withdraws from an NTCX 
between 1–6 times, the student will earn a W 
and will automatically be withdrawn from the 
corresponding exam. A grade of “W” will be 
placed on the student’s MAP and transcript. 
Fee reimbursement follows course reimburse-
ment policy. 

After 6 W grades, the student can no longer 
withdraw from the NTCX and must finish the 
NTCX. Student will earn either a P (partici-
pation) or an AW in the conference. If student 
receives a “P” (participate) in the conference 
the student can take the corresponding exam. 
If the student earns an AW in the conference, 
the student will automatically be removed 
from the corresponding exam. 

After six AW grades, the undergraduate 
student will be Academically Dismissed from 
Excelsior College. See the Administrative 

Withdrawal and Academic Dismissal Policy 
and the Student Appeals Policy for additional 
information. 

Enrolled undergraduate students are 
allowed to accumulate a maximum of six W 
(not including AW and MW) grades in Excel-
sior College courses and/or nursing theory 
conference examinations (NTCX). After six 
W grades, the student will not be allowed the 
option to withdraw from a course/NTCX. 
See also “Grades Awarded and Accepted by 
Excelsior College” policy, and “Courses and 
Nursing Theory Conference Examinations 
Withdrawal and Refund Policy.”

Limitation on Multiple F Grades 
in Excelsior College Courses for 
Graduate Students

Statement of Policy

In keeping with Excelsior College’s mission 
to provide educational opportunities to adult 
learners, the College believes it is important 
to support students as they proceed with their 
education. Because the College is committed 
to student success, and to academic quality, 
this policy addresses needs of students who 
receive multiple F-grades by setting limits on 
the number of Fs that they may receive.

School of Liberal Arts, School of Public Service, 
School of Health Sciences, School of Business 
and Technology

Graduate students are limited to two F-grades 
that have not been replaced by an equivalent 
course. Upon receipt for the third F, the stu-
dent will be academically dismissed from the 
program and administratively withdrawn from 
the College.

Graduate students who have not yet earned 
more than two F-grades may elect to repeat the 
courses in which a grade of F has been earned 
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(no more than two). If students elect this option 
and are successful in repeating the courses for 
a passing grade, the grades are replaced when 
calculating how many Fs have been earned. Stu-
dents who repeat the courses and fail again will 
be subject to academic dismissal and adminis-
trative withdrawal. If students are successful in 
replacing the two F-grades, but subsequently 
earn more than two more Fs, they will be sub-
ject to academic dismissal and administrative 
withdrawal from the College. 

School of Nursing

Graduate students are limited to two F-grades. 
Upon receipt for the third F, the student will be 
academically dismissed from the program and 
administratively withdrawn from the College.

Procedure

After reaching the limit on F grades 

Students receiving more than two F-grades 
(that have not been replaced if allowed) 
in Excelsior College courses will be aca-
demically dismissed and administratively 
withdrawn from the College. The student’s 
academic file will be annotated to reflect this 
action and the file will be flagged to block 
future enrollment, except through appeal, and 
all advising and evaluation services previously 
available to the student will be terminated.

�Course Student Participation

Statement of Policy 

Students are expected to engage early in 
Excelsior College courses and remain active 
participants in academic-related activities 
throughout the term.  Participation will be 
monitored on a weekly basis. Students who 
do not meet expectations may be administra-
tively withdrawn (AW) from the course. 

Procedure

The College will take the following steps to 
monitor course/NTCX participation and to 
retain students enrolled in its courses/NTCXs:

1.	 An automated process will be run weekly 
to identify students who have not been 
actively participating in academic-related 
activities for the preceding week. All aca-
demic-related activity must be relevant 
to course content in the module posted/
submitted. 

2.	 Students who were not active will receive 
an automated message informing them of 
their inactivity.  The message will con-
tain contact information for advising and 
resources at the College. 

3.	 Three consecutive notifications (between 
weeks 1 and 6 in an 8-week course or 
weeks 1 and 13 in a 15-week course) will 
automatically result in an administrative 
withdrawal from the course.  Repeated 
instances of non-relevant participa-
tion will be reviewed and may result in 
manual withdrawal from the course. 

4.	 Students with extenuating circumstances 
preventing them from participating must 
contact their instructor immediately.  An 
excused absence is at the discretion of the 
instructor. 

5.	 Students who are AW will not be eligible 
for a refund of tuition and will owe any 
balance due. 

6.	 Financial aid recipients who receive AWs 
risk losing eligibility for some or all 
awarded aid for the trimester.   

7.	 Accumulation of six AW grades will 
result in dismissal from the College. See 
related policy: Limitation on Multiple 
W and AW grades in Excelsior College 
Courses. 
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AW Appeal Process

	 �Students have the right to appeal an AW 
grade.

	 �They must do so by Tuesday at 11:59 pm ET 
during the week that they were assigned 
the AW.

	 �The appeal must be sent to the School 
offering the course; see the list below.  

	 �All School of Nursing Courses: 
son-courses@excelsior.edu

	 �Undergraduate Studies Courses: 
ugawappeal@excelsior.edu

	 �Graduate Studies Courses: 
grstudent@excelsior.edu

	 �The School will investigate and a decision 
will be made no later than noon on Friday.  

	 �If the appeal is approved, the School 
will notify the student, instructor and 
the Office of Registration and Records 
to remove the AW grade. The student’s 
access to the course will be restored.  

	 �In the event the student’s appeal is denied; 
the School will notify the student of this 
decision. 

Late Course Work

This policy governs the acceptance and 
grading of late work (including assignments, 
quizzes and exams, and discussion posts) 
in Excelsior College courses. The intention 
of the policy is to promote consistency and 
academic rigor in Excelsior College courses, 
while also providing faculty with the flex-
ibility to respond to students experiencing 
extenuating circumstances.

A.	  Students are expected to submit work for 
Excelsior College courses by the due date 
stipulated in the course.

B.	  Students who are unable to submit course 
work by the due date because of an exten-
uating circumstance should contact their 
instructor prior to the due date to request 
an extension for the work. If  it is not pos-
sible to contact the instructor prior to the 
due date, they should do as soon after the 
due date as possible.

Extenuating circumstances include, but are 
not limited to, the following:

	 an illness or injury 
	 a death of a family member or 

significant other 
	 a significant change in employment 

or military status 
	 a trauma in the student’s life 
	 technical issues 
	 a natural disaster (see Assistance to 

Students in  
Disaster and Emergency Areas) 

	 other significant unplanned events 

C.	  Instructors have the discretion to offer 
an extension or to accept late course 
work without penalty based on their 
assessment of a student’s circumstances. 
Documentation of extenuating circum-
stances may be required.

D.	  Unless otherwise stipulated in the instruc-
tions or grading rubric, the following 
penalties will apply to late course work 
that has not been granted an extension by 
the instructor: 

	 Course work submitted less than a 
week (seven calendar days) after the 
due date will be subject to a 10% pen-
alty (10 points out of 100); 

	 Course work submitted more than a week 
after the due date will receive a zero.

E.	  Discussion posts will receive a zero after 
the due date for the discussion without 
prior permission from the instructor. 

mailto:son-courses@excelsior.edu
mailto:ugawappeal@excelsior.edu
mailto:grstudent@excelsior.edu
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F.	  Course work submitted after the final 
day of the term will receive a zero unless 
an official course extension has been 
granted. (See Course and Examination 
Extensionss). 

G.	  At the discretion of the provost, the col-
lege may waive the requirements in this 
policy for students experiencing a disaster 
or emergency. See Assistance to Students 
in Disaster and Emergency Areas). 

H.	 Students may appeal the decision of their 
instructor by contacting the school offer-
ing the course. Contact information for 
each of the schools is located below.

	 School of Undergraduate Studies: 
ugappeal@excelsior.edu 

	 School of Graduate Studies: 
grstudent@excelsior.edu

	 School of Nursing: 
SON-courses@excelsior.edu

Course and Examination Extensions

Excelsior College recognizes that students 
may encounter extraordinary circumstances 
that make it difficult to complete course 
work within the time frame of a course term. 
Students are eligible to request a course 
extension if they have successfully completed 
a minimum of 50% of the course work and 
request the extension no less than 7 calendar 
days before the end of the course term.
	 �Extensions for an 8-week course should 

not exceed 30 calendar days from the end 
of the term.

	� Extensions for a 15-week course should not 
exceed 60 calendar days from the end of 
the term. 

	 �Course extensions and their duration are 
at the discretion of the instructor.

	 �Course extensions for INL 102 Informa-
tion Literacy should be submitted to 

UGappeal@excelsior.edu. These requests 
must include an explanation of extraordi-
nary circumstances and appropriate docu-
mentation.  Since there is no instructor of 
record for this  course, these requests will 
be reviewed at the discretion of the Dean/
designee of the School of Undergraduate 
Studies.

Extensions to Eligibility to Test windows 
for UExcel and Excelsior College 
Examinations
	 �The test taker must submit a request 

(through their MyExcelsior Message 
Center link) prior to the end of the term.

	 �ORR will grant the student a 30 calendar 
day extension. The extension request must 
be received prior to the end of the term.

	 �If there is an extenuating circumstance 
and the student requests another exten-
sion, ORR will grant the student another 
30 calendar days. The extension request 
must be received prior to the end of the first 
extension.

	 �In rare instances, if a student requests a 
third extension for the same exam, their 
request with documentation support-
ing the request should be sent to ORR@
excelsior.edu. The extension request must 
be received prior to the end of the second 
extension. ORR will forward the informa-
tion to SON for ECEs and the Ombuds 
Office for UExcel exams for review and 
approval/denial. SON/Ombuds will notify 
the student of their decision.

	 �ORR will adjust the test taker’s exam eligi-
bility expiration date for upload to Pearson 
VUE when an extension is granted.

Grades and extensions—Courses and ECE

The end date of the extension will be entered 
into SIS. The instructor notifies the ORR at 
the end of the extension period that a letter 
grade has been assigned. The grade through 
auto update will post to the student’s record in 

mailto:ugappeal@excelsior.edu
mailto:grstudent@excelsior.edu
mailto:SON-courses@excelsior.edu
mailto:ORR@excelsior.edu
mailto:ORR@excelsior.edu
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48 hours. If  the instructor doesn’t indicate in 
their email to ORR that they have entered the 
grade in the grade book, the ORR sends the 
instructor an email reminding them to enter 
the final grade earned in the gradebook. The 
ORR updates the extension report and con-
tinuously checks this report and reaches out to 
instructor in cases where the extension period 
has expired and no grade has been reported.

Students with two or more “I” grades in 
Excelsior College courses will not be allowed 
to register for any additional Excelsior 
College courses (See Grades Awarded and 
Accepted by Excelsior College). 

Students with a grade of Incomplete “I” in 
any courses will not be permitted to graduate 
until a final letter grade has been received.

Students with a grade of Incomplete “I” in 
any Excelsior College exam will be assigned a 
grade of F if the exam is not completed by the 
end of their extension.

Students requesting an extension due to a 
military deployment should refer to Military 
Deployment Policy.

Procedure

Students
1.	 Students must meet eligibility require-

ments outlined above.
2.	 Students must request a course extension 

by messaging the instructor through the 
course in Canvas.

3.	 If requested, students must provide docu-
mentation to support the extraordinary 
circumstances.

4.		 If an extension is granted, it is the 
student’s responsibility to complete all 
coursework prior to the end date of the 
course extension or in accordance with 
due dates outlined by the instructor. Late 
penalties may apply

Instructors
1.		 Upon receipt of a course extension 

request, instructors will evaluate the cir-
cumstances to determine if an extension 
is warranted.

2.		 If an extension is granted, the instructor 
must email orr@excelsior.edu with the fol-
lowing information:

		 a) Course number and title
		 b) Course term
		 c) Name of student
	 d) �End date of extension: The end date 

should not exceed the limits set above 
for eight and 15 week courses.

3.		 Once the extension has expired, the 
instructor notifies the ORR at the end of 
the extension period that a letter grade 
has been assigned. The grade through 
auto update will post to the student’s 
record in 48 hours.  If  the instructor 
doesn’t indicate in their email to ORR 
that they have entered the grade in the 
grade book, the ORR sends the instruc-
tor an email reminding them to enter 
the final grade earned in the grade book. 
The ORR updates the extension report 
and continuously checks this report and 
reaches out to instructors in cases where 
the extension period has expired and no 
grade has been reported.

4.		 It is strongly advised that instructors set a 
schedule for submission of missing work 
throughout the extension. Late penalties 
may apply if  due dates are not met.

Office of Registration and Records
1.	 Once notified of a course, or standalone 

ECE extension, the Office of the Registrar 
will enter a grade of “I” in the student’s 
record and confirm by email to instruc-
tor (for courses) or the student (for stand 
alone ECE) that the request was received 
and processed. (Exception: for third 
extensions, SON will communicate with 
the student.).

2. 		 The end date of the extension will be 
entered into SIS. The instructor noti-
fies the ORR at the end of the extension 

mailto:orr@excelsior.edu
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period that a letter grade has been 
assigned. The grade through auto update 
will post to the student’s record in 48 
hours. If  the instructor doesn’t indicate in 
their email to ORR that they have entered 
the grade in the grade book, the ORR 
sends the instructor an email reminding 
them to enter the final grade earned in 
the grade book. The ORR updates the 
extension report and continuously checks 
this report and reaches out to instructors 
in cases where the extension period has 
expired and no grade has been reported.

3. 		 For UExcel extensions, the Office of the 
Registrar will adjust the eligibility window 
in SIS, without entering an “I” grade, and 
notify the student that the request was 
received and processed. (Exception: for 
third extensions, the Ombuds Office will 
communicate with the student.)

An exam extension can be granted even if 
the student has made an appointment to test 
with the College’s designated testing center. 
Students need to be notified that an extension 
from Excelsior does not affect their scheduled 
appointment. Excelsior cannot cancel stu-
dent examination appointments. Students are 
responsible for canceling their appointment and 
rescheduling within the new eligibility window. 

Appeal of Final Grades

The Appeal of Final Grades Policy applies 
only to students taking Excelsior College 
(EC) sources of credit. A formal grade appeal 
will be pursued only if the student presents 
evidence of error, bias or capriciousness in 
determining/scoring the student’s final grade 
for a course, UExcel® exam or ECE.  

Note: Refer to Academic Integrity if Academic 
Integrity violation is suspected and involved 
in determining the final grade.

Procedure:

A.	 Appeal of Final Grade Process for 
Excelsior College courses

1.	 Students with questions regarding their 
final course grade should contact the 
instructor using the course message sys-
tem within 10 calendar days after the end 
of the course term. (while they still have 
course access).

2.	 Students who are unable to resolve the 
issue with the instructor should contact 
the school offering the course for assis-
tance. See contact information in item B.   

3.	 If the student has been unsuccessful with 
resolving the grade issue, they have the 
right to file a written appeal with the 
dean of the school within 60 days of the 
end of the course. The appeal should 
include:

	 course name,
	 course department and number,
	 term,
	 student’s name and ID number,
	 instructor’s name, and
	 a detailed explanation of the grounds 

for appeal including supporting 
documentation.

Receipt of formal appeal will be acknowl-
edged within 72 hours. The dean or designee 
will investigate the appeal and the dean will 
render a final decision within 30 days of 
receipt of the appeal.

The grade appeal decision is final.  
No further appeal will be accepted.

B.	 Appeal of Final Grade Process for INL 102 
Students who want to appeal a 
final course grade of F for INL 102 
Information Literacy must submit 
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their appeal in writing to the School of 
Undergraduate Studies within 10 calendar 
days after the end of the course term. 

C. 	� Appeal of Final Grade Process for UExcel 
Exams and Excelsior College Examinations 

1. 	 Students with questions regarding their 
UExcel or ECE grade should contact 
CEMPLA at examcredit@excelsior.edu 
within 10 calendar days after the grade 
is posted. (For most exams this is within 
48 hours of taking the exam; for exams 
that must be hand-rated, such as English 
Composition, the grade posting may be up 
to 45 days after the exam was taken.) 

2. 	 If the student has been unsuccessful with 
resolving the grade issue, they have the 
right to file a written appeal with the dean 
of the school within 30 days of the date 
the grade was posted. The appeal should 
include: 

	 exam name, 
	 exam department and number, 
	 term, 
	 the student’s name and ID number, and 
	 a detailed explanation of the grounds 

for appeal including supporting docu-
mentation. 

Receipt of formal appeal will be acknowledged 
within 72 hours. The dean or designee will 
investigate the appeal and the dean will render 
a final decision within 30 days of receipt of the 
appeal. 

The grade appeal decision is final. No further 
appeal will be accepted. 

D.	Contact Information for Schools
	 Excelsior Colleges offers a toll-free number 

for course issues and concerns that students 
can utilize for contact information for their 
instructor or school designee. 

	 Call 877-852-5692, toll free, and listen for the 
extension of the office you need to reach. 

	 Option 1: School of Undergraduate Studies 
Courses Option 2: School of Graduate 
Studies Courses Option 3: School of 
Nursing Courses (all levels) 

Undergraduate Courses Email Addresses

Undergraduate courses 
ugappeal@excelsior.edu

Graduate courses 
grstudent@excelsior.edu

School of Nursing courses (all levels) 
SON-courses@excelsior.edu

ECEs and UExcel Exams  
examcredit@excelsior.edu

Excelsior College 
Examination Policies

Repeating Sources of Credit

Note: Repeating any Excelsior College source 
of credit will require students to pay all tuition 
and/or fees that are associated with repeating 
the requirement.

A.	 Repetition of an Excelsior source of credit 
for which a student earned a failing grade 
Students enrolled in an Excelsior College 
degree program are allowed three attempts 
of an Excelsior College course, UExcel 
exam, or Excelsior College Examination 
for which they have received a failing grade 
(a grade below what is required by their 
program to meet the requirement).

	 Students are permitted three attempts 
to earn a passing grade for each nursing 
program requirement, regardless of the 
source of credit—course or examination—
for the specific program requirement.

	 A student who fails a required capstone or 
a nursing requirement three times cannot 

mailto:examcredit@excelsior.edu
mailto:ugappeal@excelsior.edu
mailto:grstudent@excelsior.edu
mailto:SON-courses@excelsior.edu
mailto:examcredit@excelsior.edu


79

© 2022 Excelsior College. All rights reserved.

complete the program. The College offers 
the student the opportunity to transfer 
to an appropriate degree program within 
60 days. Failure to transfer will result in 
academic dismissal from the program 
and administrative withdrawal from the 
College. Prospective students who have 
failed the same nursing requirement three 
times will be denied admission to the 
nursing program (Refer to Administrative 
Withdrawal  and Academic Dismissal for 
further details).

B.	 Repetition of sources of credit for which a 
student earned a passing grade 
Students may repeat an Excelsior College 
source of credit where a passing grade has 
been earned. Credit which has been trans-
ferred in may also be repeated.

	  Exception: 
�Students who have passed an Excelsior 
Nursing Theory course, Excelsior College 
Examination in nursing theory, Nursing 
Theory Conference Examination, and/or 
the FCCA may not repeat those credits. 
If the student chooses to repeat one of 
these requirements it will not apply to the 
degree.

	   �Note: Federal Student Aid [Title IV] 
can only pay for one repeat of a source 
of credit for which a passing grade was 
earned.

C.	 Waiting periods 
Students who wish to retake a UExcel 
Exam or an Excelsior College Examination 
in nursing must wait one term (approxi-
mately 60 days) before repeating the 
examination and two terms (approximately 
120 days) after any subsequent attempts. 
A UExcel Exam or Excelsior College 
Examination in nursing can be taken no 
more than three times in a given year from 

the first time the student tested.

	  In the event that an Excelsior College 
examination is administered beyond the 
third time, the examinee’s grade will not be 
reported, or if the grade has already been 
reported, the grade will be invalidated. 
In the latter case, any credit granted by 
Excelsior College will be withdrawn, and 
examination registration fees will not be 
refunded.

D.	 Withdrawals 
A student may withdraw (W or AW) 
from the same Excelsior College course a 
maximum of three times. After the third 
withdrawal, the student is not allowed to 
register for the course without seeking per-
mission from the dean or designee. Military 
Withdrawals (MW) are exempt from this 
restriction.

E.	 Transcripting repeated sources of credit 
All grades for repeated Excelsior College 
sources of credit will be listed on the My 
Academic Plan document and transcript, 
and the most recent grade earned for the 
course will be used in all GPA calculations. 
If a student repeats an external source of 
credit that has already been transcripted 
by Excelsior and wishes to use the newer 
source of credit, the original source of 
credit will be marked as duplicative in the 
student information system, removed from 
the My Academic Plan document and 
transcript, removed from GPA and hours 
earned and attempted calculations, and 
replaced with the replacement source of 
credit. Withdrawals (M/AW/MW) do not 
count as earned grades for the purposes of 
this policy.

.Procedure

A.	 Repeating Excelsior College sources 
of credit for which a failing grade 
was earned 
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The student can work with their advisor 
to take a comparable source of credit 
from another institution or take another 
Excelsior College source of credit to meet 
the requirement.

B.	 Repeating Capstone Course, Excelsior 
College Examination or Nursing Theory 
course, FCCA or CPNE 
A student who fails one of these 
requirements may repeat this requirement 
two more times for a total of three 
attempts. If a student fails for a third time, 
the student may transfer to an appropriate 
degree program within 60 days. Failure to 
transfer will result in academic dismissal 
from the program and administrative 
withdrawal from the College. (Refer to 
Administrative Withdrawal  and Academic 
Dismissal for further details). 

		 Nursing students are eligible to appeal 
to the dean of the School of Nursing 
to reenroll one year from the date of 
their dismissal from the nursing degree 
program. (Refer to Administrative 
Withdrawal  and Academic Dismissal 
for further details).Some Excelsior 
College degrees have time limits on the 
acceptance of UExcel examinations to 
meet degree requirements. In such cases, 
the requirement can be repeated for 
the degree regardless of previous grade 
earned.

Honors

Academic Honors

Excelsior College recognizes the academic 
achievement of its graduates by designating 
Academic Honors to students with the follow-
ing overall GPAs:

Associate Degrees
Honors	 3.5 – 3.74

High Honors	 3.75 – 3.89

Highest Honors	 3.9 and above 

Baccalaureate Degrees (Latin Honors)
Cum Laude	 3.5 – 3.74

Magna Cum Laude	 3.75 – 3.89

Summa Cum Laude	 3.9 and above

Diplomas

Diploma Reissuance 

Degrees are conferred upon satisfactory 
completion of all requirements following the 
final evaluation and transcript posting by the 
Registrar’s Office. Diplomas are mailed to 
graduates after the student’s conferral date and 
verification that all financial obligations have 
been met. The conferral record is considered 
permanent and cannot be changed after the 
student has graduated.

Graduates may submit a request for a 
replacement diploma through the Registrar’s 
Office. Replacement diplomas shall carry the 
following information contained on the origi-
nal—name, degree program, conferral date, 
diploma number and honors designation.  
Students seeking a legal name change should 
follow the process outlined in the Change of 
Records policy.

Replacement diplomas will be issued in the 
current format and all signatories will be cur-
rent administrators. To protect the institution 
and continuity of records, the new diploma 
will have the following printed on its face 
“Diploma Reprint.” Graduates requesting a 
replacement diploma will be subject to the 
current fee for such diplomas.
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Transcripts

Official Transcripts and 
Transcript Requests 

Statement of Policy 
An official transcript is a copy of a student’s 
academic record.  Official transcripts will 
remain permanently on file in the student’s 
Student Information System (SIS) record. 
One Excelsior College transcript will be 
maintained for each student and credits 
listed on the official transcript remain on the 
transcript permanently. Individuals who have 
earned credit toward an academic program, 
taken an Excelsior course, an UExcel Exam, 
an Excelsior College Examination, who have 
established a OneTranscript® (formerly known 
as Credit Bank) record or participated in the 
NCCRS Transcript Service may request  copies 
of their transcript at www.excelsior.edu/
transcriptrequest. Transcripts are released in 
compliance with the Family Rights and Privacy 
Act of 1974, with the condition that no third 
party may be given access to this information 
without the written consent of the student. 
There is a fee for issuing a transcript.

Excelsior College transcripts contain the 
following information: student name, address, 
Excelsior student identification number, the 
last four digits of the U.S. Social Security 
Number, day and month of birth date, most 
recent degree program, most recent degree 
program major or concentration (if applicable), 
date of most recent enrollment, date of degree 
conferral(s) (for graduates only), sources of 
credit, amount of credit awarded, grades, 
Excelsior College GPA, overall GPA and 
academic honors.  If applicable, transcripts 
for Associate in Science nursing students will 
include only the Overall GPA.  A standard 
score is provided for Excelsior exams taken 
prior to Fall 1999. 

See Posting Credits to the Official Transcript 
policy for further information regarding credits 
posted to the transcript.

Excelsior College OneTranscript®

OneTranscript® is a service for non- enrolled 
students who want to consolidate their aca-
demic records for employment or educational 
purposes onto a single master transcript. 
OneTranscript® will list college-level credits 
normally applied towards an Excelsior College 
degree such as: credits from an approved 
college or university; military, business and 
industry education and training evaluated 
and recommended for academic credit by the 
American Council on Education (ACE), the 
National College Credit Recommendation 
Service (NCCRS), and Excelsior College’s 
Prior Learning Assessment Office; Excelsior 
College courses and examinations; and credits 
appearing on international credentials evalu-
ated by an Excelsior College-approved agency. 
Once credits are posted to the official tran-
script, they cannot be removed.

Procedure

A.	 Who is Eligible to Pursue the 
OneTranscript® service?
Non-enrolled individuals, Admitted 
Students (ADM), Admitted Withdrawn 
Students (ADMW), Admitted Expired 
Students (ADME) and Withdrawn 
Students are eligible to pursue the 
OneTranscript® service.

B.	 Who is Not Eligible to Pursue the 
OneTranscript® service?
Enrolled student and Excelsior graduates 
are not eligible to purse the OneTranscript® 
service. Enrolled students and Excelsior 
graduates have the option to request the 
addition of non-Excelsior college-level 
credit to the non-applicable section of 

www.excelsior.edu/transcriptrequest
www.excelsior.edu/transcriptrequest
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the official Excelsior College transcript 
per Posting Credits to the Status Report 
and Official Transcript 2.

C.	 What is Listed on the Transcript?

College-level credits to include:

•	 Duplicative credits
•	 Physical education credits
•	 Orientation courses 
•	� Excelsior College courses and exams, 

regardless of grade. Excelsior courses 
and exams cannot be removed, includ-
ing repeats 

•	� Non-Excelsior College college-level 
credits earning a D grade or better 

•	� Learning experiences that have been 
repeated at the same institution. These 
will only list the higher grade

D.	 What is Not Listed on the Transcript
•	 Continuing education units (CEUs)
•	� Developmental courses not offered by 

Excelsior College
•	� Certificate courses which do not carry 

college level credit
•	 Grade Point Averages (GPAs)

E.	 Fees
•	� OneTranscript® Service Fee – The 

OneTranscript® service consolidates 
student’s accredited college-level 
academic records onto a single 
Excelsior College transcript (known 
as the Credit Bank transcript). The 
OneTranscript® service and fee 
entitles students to receive an offi-
cial evaluation of the credit applied. 
The fee includes one full year of the 
OneTranscript® service. When students 
submit additional credit, they can be 
added to their record with no addi-
tional payment within the year.

•	� OneTranscript® Update Fee – After a 
full year of using the OneTranscirpt® 
service has expired, an update fee will 
be applied if students would like to 
use the OneTranscirpt® service for a 
second or additional year. 

•	� Federal Emergency Management 
(FEMA) Independent Study Course 
Fee – There is an additional charge 
for FEMA Independent Study courses 
based on the number of courses 
awarded using the OneTranscript® 
service. 

•	� Official Transcript Fee – The 
transcript fee covers the cost of pre-
paring an official copy of the Excelsior 
College Credit Bank transcript. 

•	� Excelsior College courses/exams will 
be added to the OneTranscript® record 
at no additional cost to the student if a 
written request is received.

F.	 Refunds
•	� Students requesting a refund of the 

OneTranscript® Fee must submit 
a signed refund and withdrawal 
request to the OneTranscript® team. 
The OneTranscript® fee minus a $50 
processing fee will be refunded upon 
written request within six months of 
registration in the OneTranscript® 
service if the evaluation has not taken 
place. 

G.	 Additional Information
•	� Official transcripts are required and 

must be submitted directly from the 
issuing institution to Excelsior College, 
per policy 123 Official Transcripts. 

•	� Credit will be transcribed onto 
OneTranscript® within 10 business 
days from the arrival of credit-bearing 
document(s).

•	� Students may request that certain non-
Excelsior College learning experiences 
be excluded from their OneTranscript® 
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record by submitting a written request 
with the application. Once credits are 
posted to the official transcript, they 
cannot be removed

•	� The transcript will note clearly that 
it is an Excelsior College Credit Bank 
Transcript. The reverse side of the 
transcript will include the follow-
ing statement defining Credit Bank 
Services; “The Excelsior College 
OneTranscript® is a service to students 
not enrolled in Excelsior College who 
want to consolidate their academic 
records for employment or educa-
tional purposes. The Excelsior College 
OneTranscript® lists college-level 
credits that could be applied toward an 
Excelsior College degree. A grade of D 
and higher in transfer from acceptable 
institutions is listed on the Excelsior 
College OneTranscript®.

•	� If a One Transcript® student enrolls in 
an Excelsior College degree program, 
they will be under the degree program 
policies in effect upon admission. 
All course work listed on the One 
Transcript® will be evaluated accord-
ing to their applicability toward the 
degree program the student enrolls 
in. Not all credits listed on the One 
Transcript® will apply toward a degree 
program (example: external D grades 
are not applicable to Excelsior College 
degrees).

�Posting Credits to the Official Transcript

Statement of Policy

Excelsior College’s support of lifelong learning 
includes a method to record and report a stu-
dent’s accumulated college credit on a single 
transcript. The final record of credits applied 
to the degree will be approved by the Board of 
Trustees at degree conferral and becomes the 
body of the student’s official transcript. 

Procedure

1.	 Excelsior College sources of credit must 
be listed on the transcript and cannot be 
removed. 

2.	 Students have 30 calendar days from the 
completion of the official initial evalu-
ation to contact the college to request 
changes they want to make to the official 
evaluation, such as removing non-Excel-
sior course work. After the 30 calendar 
days, students may not request changes 
to the credit applied to their degree 
program. If the student agrees with the 
official evaluation and does not wish 
to make changes, no further action is 
required. 

3.	 Only credits applied toward the Excelsior 
College degree are listed in the body of 
the transcript. 

4.	 Previously awarded credit will not be 
removed from Excelsior College tran-
scripts if students re-enroll for additional 
degrees. 

5.	 After degree conferral, additional 
credits submitted may not be used to 
replace credits used to complete degree 
requirements, nor can additional degree 
components, such as a concentration or 
major, be added. 

6.	 Non-Applicable Transcript Section 
Requests: Graduates and enrolled degree 
program students have the option to 
request the addition of non-Excelsior 
college-level credits to the non-appli-
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cable section of the official transcript. 
Only college-level credit from the list 
of approved sources of credit will be 
considered. The addition of this credit 
will not affect the EC or Overall GPA or 
Satisfactory Academic Progress (SAP) 
requirements. Once credits are added to 
the transcript they may not be removed. 

Student Status 
and Source of 
Credit 

Request Process 

Transcript 
Update 
Fee 
Required* 

Enrolled  

Submit signed request 
to Office of the 
Registrar at ectran-
scriptsteam@excelsior.
edu 

No 

Specialist 
Approved for 
Graduation 
Up Until 
Two Weeks 
Before Degree 
Conferral—For 
External Credit  

 Submit signed 
request to Office of the 
Registrar at ectran-
scriptsteam@excelsior.
edu 

 No

Specialist 
Approved for 
Graduation 
Less than 14 
Days Prior to 
Conferral—For 
External Credit 

Submit Transcript 
Update Request form 
or signed request to 
Office of the Registrar 
at ectranscriptsteam@
excelsior.edu 

Yes 

Graduates 

Submit Transcript 
Update Request form 
or signed request to 
Office of the Registrar 
at ectranscriptsteam@
excelsior.edu 

Yes

Specialist 
Approved for 
Graduation—
Excelsior 
College source 
of credit 

No request needed; 
Excelsior sources of 
credit completed after 
the student is approved 
for graduation are 
automatically listed on 
the transcript in the 
non-applicable section.  

Yes 

Graduates—
Excelsior 
College source 
of credit

No request needed; 
Excelsior sources of 
credit completed after 
the student graduates 
are automatically listed 
on the transcript in the 
non-applicable section.  

No 

*	� Note: Student must pay a transcript 
request fee for each official transcript 
request. 

Military Deployment Policy

�Military Deployment/Training Extension 
and Withdrawal Policy

Statement of Policy

Excelsior College recognizes the hardships 
faced by military service members (active-
duty, guard, and reserves).The College 
acknowledges that military students who are 
deployed away from their homes or perma-
nent duty stations may experience difficulties 
with completing their degree requirements 
and/or distance learning courses. In support 
of military forces, the College has adopted the 
following deployment/training policies:

Payment Deferral and Extension 
of Degree Enrollment

Military students who have enrolled in a 
degree program under the Excelsior College 
Course Option for Military or Multi-source 
Option for Military may have their degree 
status held from the point of deployment 
until their return without penalty or fees. The 
deployment (temporary duty) or training must 
span 21 consecutive days or more in duration. 
The College will suspend payment due dates 
for the enrollment fee and the Student Service 
Annual Fee for service members during this 
time.

Military service members who have been 
deployed from their normal duty stations and 
National Guard and Reserve personnel called 
to federal active duty may have their degree 
enrollment extended to the amount of time 
they served in support of these operations.

mailto:ectranscriptsteam@excelsior.edu
mailto:ectranscriptsteam@excelsior.edu
mailto:ectranscriptsteam@excelsior.edu
mailto:ectranscriptsteam@excelsior.edu
mailto:ectranscriptsteam@excelsior.edu
mailto:ectranscriptsteam@excelsior.edu
mailto:ectranscriptsteam@excelsior.edu
mailto:ectranscriptsteam@excelsior.edu
mailto:ectranscriptsteam@excelsior.edu
mailto:ectranscriptsteam@excelsior.edu
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Course Extension Due to 
Military Deployment/Training

Military students currently registered for one 
or more courses, can be granted extensions 
for the number of days deployed/ in training 
up to a maximum of 45 days for an 8-week 
course and 75 days for a 15-week course if all 
of the following occur:

1. The deployment (temporary duty) or train-
ing is at least 21 consecutive days or more 
in duration.

2. The request for the course extension is 
received no later than seven days prior to 
the term end date.

Military Withdrawal from Courses 
Due to Deployment

A Military Withdrawal (MW) withdraws 
a student from a course allows a student to 
receive a grade of MW instead of grade of 
F. The grade of MW on the academic tran-
script indicates withdrawal without academic 
penalty from an Excelsior College course. It 
is not calculated in the Overall, Academic 
Probation and EC GPAs, but will appear on 
a student’s transcript. Refer to Withdrawal 
from a Course Policy for details. 

A grade of MW does not relieve the student 
of financial responsibility. Students should 
contact their military education center 
directly to pursue a possible waiver of their 
tuition assistance liability. 

To be eligible to request an MW, the dura-
tion of deployment/training must exceed 21 
consecutive days during the course term. In 
addition, students who request a Military 
Withdrawal (MW) from a course must meet 
one the following conditions:

	 The student was unable to complete the 
course and has earned a grade of F due to 
military deployment/training. 

	 or

	 During a course, student determines that 
they cannot complete a course due to mili-
tary deployment/training.

Requests for a MW can be submitted 
up to 12 months from the end date of the 
deployment/training.

Procedure

Students wishing to request any of the 
provisions outlined above should notify the 
college of their intent in writing as soon as 
possible through the Ombudsperson Office.

Students should submit either a copy of 
their deployment orders or a “signed” veri-
fication letter from their Education Service 
Officer or Commanding Officer certifying the 
dates and the length of deployment (tempo-
rary duty)/training.  

IMPORTANT: The timeframe of deployment 
(temporary duty)/ training must account for 
the time the student is requesting a payment 
deferral and payment extension.

Documentation can be sent to the 
following:

Mail: 

�Ombudsperson Office 
Excelsior College 
7 Columbia Circle 
Albany, NY 12203-5159

Fax: 518-464-8777

Email: ombudsperson@excelsior.edu

mailto:ombudsperson%40excelsior.edu?subject=
mailto:ombudsperson%40excelsior.edu?subject=
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Attendance

Leave of Absence

Statement of Policy 

Excelsior College will grant a leave of absence 
of up to a one-year maximum to an enrolled 
undergraduate or graduate student who has 
a medical or personal reason that prohibits 
the student from progressing in his/her degree 
program. 

Leaves of absence will extend the maximum 
time students have to complete a degree 
program with a time limit by up to one year. 
A leave of absence does not affect the 150 
percent of program for Title IV eligibility. 
The maximum times to completion listed here 
exceed the allowable for Title IV eligibility of 
150 percent of a full-time equivalent. Once a 
student passes the 150-percent point, the stu-
dent is no longer eligible for federal assistance.

Procedure

A.	 Student will submit a signed request for a 
leave of absence to the ombudsperson.

	 1.	� For a medical leave of absence, 
the student request must be 
accompanied by a letter from a 
physician, physician’s assistant, or 
nurse practitioner. The letter must 
be on official letterhead and must 
include the diagnosis, the limitations 
it imposes on the individual, and an 
estimation of the time required for 
recovery. Excelsior College reserves 
the right to verify qualification of the 
certifying professionals.

	 2.	� For a personal leave of absence, 
the student request may require 
documentation supporting the need 
for the leave. 

B.	 The ombudsperson, in consultation with 
the dean or designee, will decide whether 
to grant the leave, and will notify the 
student. At the time of notification, the 
ombudsperson will clarify the student’s 
eligibility for various student services on 
a case-by-case basis. The ombudsperson 
will notify the Office of the Registrar 
and the appropriate academic unit dean 
or designee that the student has been 
granted a leave of absence. 

C.	 Any student placed on a leave of absence 
is not eligible to receive student services 
(e.g., advisement, transcript evaluation, 
course approval). A student registered 
for an Excelsior College course prior 
to the leave of absence may continue in 
the course. If the student chooses not 
to continue in the course, the student 
would be required to withdraw from the 
course according to the Withdrawal from 
a Course policy. A student registered for 
an Excelsior College examination prior 
to the leave of absence will be allowed to 
take the examination at any time during 
the remainder of the six-month eligibility 
window. If the student elects not to take 
the examination(s) during the leave of 
absence, the student is expected to follow 
the standard procedures for requesting a 
refund as outlined in Exam Registration 
and Information: A User’s Guide.

D.	 Six to eight weeks prior to the end of 
the leave of absence the student will be 
billed the Student Services Annual Fee 
(SSAF) or the Graduate Student Services 
Fee (GSSF). If the SSAF/GSSF is paid 
within the required time frame, the 
student’s enrollment will be reactivated 
and the student will retain the original 
academic policy. If the SSAF/GSSF is 
not paid within the required time frame, 
the student’s status will be changed to 
withdrawn (WA). 
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�Administrative Withdrawal  
and Academic Dismissal

Excelsior College reserves the right to aca-
demically dismiss students from a degree 
program and may administratively withdraw 
them from the college when warranted.

Administrative Withdrawal

Administrative withdrawal from the College 
may result for the following reasons:

1.	 by student request.

2.	 failure to resolve student account 
balances. 

3.	 failure to meet credit requirement to be 
enrolled as outlined in the Admission and 
Enrollment policy. 

4.	 violation of college policies. 

5.	 involuntary withdrawal to maintain the 
health, safety, or welfare of the campus 
community.

6.	 behavioral misconduct.

Students administratively withdrawn from 
the College for reasons 1, 2 and 3 are eligible 
for reactivation to their original academic 
policy date within 90 days of withdrawal. 

1.	  at their signed request. 

2.	  by resolving any balance on their student 
account. 

3.	  by contacting their academic advisor 
with a plan for degree progression. 

After 90 days, they will need to reapply 
and/or reenroll if they meet admission 
criteria in place at the time of application or 
enrollment.

Students administratively withdrawn from 
the College for reason 4 should refer to the 
specific policy for additional information 
about reengagement with the College.

Students administratively withdrawn from 
the College for reason 5 are eligible to appeal 
to the Provost to be allowed to reapply to 
Excelsior after one year. They will need to 
provide information on what has changed 
that will allow them to be successful since 
their previous enrollment. If granted, students 
will need to reapply to the college and will be 
under policies in effect at the time of applica-
tion/enrollment.

Students withdrawn from the college for 
reason 6 are not eligible for reengagement 
with the college.

Academic Dismissal

Students can be academically dismissed 
from their degree program for the following 
reasons:

1.	 Failure to maintain good academic stand-
ing (Academic Probation). 

2.	 Accumulation of 6 Administrative course 
Withdrawals (AW) in undergraduate 
courses or 4 AWs in graduate courses. 

3.	 Exceeding program time limits. 

4.	 Failure to complete non-nursing courses 
that are required to be taken at Excelsior 
after three attempts. 

5.	 Failure to achieve the minimum grade 
requirement in any undergraduate 
nursing component requirement of an 
undergrad nursing program within two 
attempts (exception, see point 7 below). 

6.	 Failure to maintain a minimum Nursing 
Component GPA of 2.00 in all under-
graduate nursing programs. 

7.	 Failure of an associate degree nursing 
phase 3 required nursing course.
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Students academically dismissed from 
a program for reasons 1 and 2 are admin-
istratively withdrawn from the college and 
cannot appeal their dismissal. Non-Nursing 
students are eligible to appeal for readmission 
to a program one year after administrative 
withdrawal. Nursing students are eligible to 
appeal for readmission to the program five 
years after administrative withdrawal. The 
appeal needs to be submitted to the Dean of 
the school offering the program. They will 
need to provide information on what has 
changed that will allow them to be successful 
since their previous enrollment. If granted, 
students will need to reapply to the college 
and will be under policies in effect at the time 
of admission. 

Students academically dismissed from a 
Program for reasons 3, 4, 5, 6, and 7 cannot 
appeal their dismissal but may be eligible 
to transfer to a different program within 60 
days of their dismissal. When transferring, 
students must meet the admission require-
ments of the new program. After 60 days if 
the student has not transferred, they will be 
administratively withdrawn from the College. 
Non-Nursing students are eligible to appeal 
for readmission to a program one year after 
administrative withdrawal. Nursing students 
are eligible to appeal for readmission to the 
program five years after administrative with-
drawal. The appeal needs to be submitted to 
the Dean of the school offering the program. 
They will need to provide information on 
what has changed that will allow them to be 
successful since their previous enrollment. If 
granted, students will need to reapply to the 
college and will be under policies in effect at 
the time of admission. 

See Student Appeals for further details. 

Procedure

Administrative Withdrawal

1. 	 Student Request for Withdrawal from 
the college. 
Students who wish to withdraw from 
the College should either use the online 
withdrawal request form (login required) 
or send a signed request to the Office of 
The Registrar.

2. 	 Administrative Withdrawal for Violation 
of College Policies 
The College reserves the right to admin-
istratively withdraw students for violation 
of College policies:

The student will be notified in writing that 
they have been suspended pending admin-
istrative withdrawal from the College.

Students will have 30 calendar days to 
appeal the pending administrative with-
drawal. The appeal must be submitted 
to the Provost. See Policy 003 Student 
Appeals for further details.

Students withdrawn from the College for 
violation of policy should refer to the spe-
cific policy for additional information.

4. Involuntary Withdrawal 
The College reserves the right to invol-
untarily withdraw a student if there is 
sufficient evidence that the student is 
engaging in, or is likely to engage in, 
behavior that either poses a danger or 
disrupts the learning or living environ-
ment of others.

The student will be notified in writing 
that he/she has been withdrawn from the 
College. Students involuntarily with-
drawn may not appeal their withdrawal.
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�Assistance to Students in  
Disaster and Emergency Areas 

Major Disasters and Emergencies  
Within the United States

In the event of a major disaster or emergency 
that is natural or human-made, Excelsior 
College will use reasonable and humane 
judgment to waive late registration fees and 
provide extensions for courses, Student Ser-
vices Annual Fee, and graduate student fees 
for any impacted student. The student’s time 
to complete the degree will also be adjusted. 
(See below for information for students who 
are registered to take UExcel® exams and 
Excelsior College® Examinations who are 
impacted when Pearson Vue test sites close.) 

This policy applies to Excelsior College 
students who reside in areas located within 
the United States that are declared major 
disaster or emergency areas as defined 
by the Federal Emergency Management 
Agency (FEMA) of the U.S. Department of 
Homeland Security. A “major disaster or 
emergency” is defined by FEMA as:

	 Major disaster: Any natural catastro-
phe (including any hurricane, tornado, 
storm, high water, wind driven water, 
tidal wave, tsunami, earthquake, vol-
canic eruption, landslide, mudslide, 
snowstorm, or drought) or, regardless 
of cause, any fire, flood, or explosion, in 
any part of the United States, which in 
the determination of the President causes 
damage of sufficient severity and magni-
tude to warrant major disaster assistance 
under the Robert T. Stafford Disaster 
Relief and Emergency Assistance Act, 42 
U.S.C. §5121 et seq., to supplement the 
efforts and available resources of States, 
local governments, and disaster relief 

* �(Source: http://www.fema.gov/government/
grant/pa/stat1.shtm)

organizations in alleviating the dam-
age, loss, hardship, or suffering caused 
thereby.

	 Emergency: Any occasion or instance 
for which, in the determination of the 
President, federal assistance is needed to 
supplement state and local efforts and 
capabilities to save lives and to protect 
property and public health and safety, or 
to lessen or avert the threat of a catastro-
phe in any part of the United States.

�Major Disasters and Emergencies  
Outside the United States

This policy also applies to students who reside 
in major disaster or emergency areas outside 
the United States. The same benefits that 
apply to Excelsior College students who reside 
in declared major disaster or emergency 
areas in the United States will apply to those 
students who reside in areas outside the 
United States that are declared as areas of 
catastrophe by the International Federation 
of the Red Cross and Red Crescent 
Federation or similar organizations.

Extreme Situations

In the case of extreme situations on par with 
disasters such as Hurricane Katrina, the 
College will grant blanket extensions to all 
students who reside in the disaster area.

Individual Disasters or Emergencies

In the case of individual disasters or emer-
gencies that are not declared major disasters 
or emergencies by FEMA, Excelsior College 
will use reasonable and humane judgment to 
accommodate the student. Accommodations 
to the student will depend on the special cir-
cumstances, but may be similar to those given 
to students in declared major disaster areas.

Students should contact the Ombudsperson 
Office for assistance.

http://www.fema.gov/news/disasters.fema#sev1
http://www.fema.gov/news/disasters.fema#sev1
http://www.fema.gov/government/grant/pa/stat1.shtm
http://www.fema.gov/government/grant/pa/stat1.shtm
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Procedure

Whenever there is major natural or human-
made emergency, the Provost or their designee 
will decide the best plan of action to take. A 
team comprised of representatives from the 
offices of the Provost, Bursar, Financial Aid, 
Legal Affairs, and Communications may be 
convened by the Provost or their designee to 
serve as an Emergency Response Team.

The Administration of UExcel® Exams and 
Excelsior College® Examinations During 
Natural Disasters and Inclement Weather

Natural Disaster

Pearson VUE is proactive in notifying the 
College when one or more of their testing 
centers close due to a natural disaster. 

In the event of a natural disaster (flood, 
hurricane, tornado, fire, etc.) at a Pearson 
VUE testing site, the Pearson Candidate Call 
Center representatives identify those students 
who may be scheduled to take a UExcel® 
exam or Excelsior College® Examination and 
contacts them as quickly as possible to have 
their appointment times rescheduled. 

Students can also contact Test Adminis-
tration through their MyExcelsior Message 
Center to inform the staff that they were 
unable to keep an appointment due to a natu-
ral disaster.

If a natural disaster makes it impossible 
for a student to take a scheduled exam, every 
effort will be made to reschedule the exam at 
no extra cost to the student.

Inclement Weather and Pearson VUE Exams

In the case of inclement weather (ice storm, 
heavy snowfall, etc.), the Testing Services staff 
in the Center for Educational Measurement 
adheres to the following guidelines as stated 
in the Exam Registration and Information: A 
User’s Guide: 

“If your scheduled test center closes 
due to inclement weather, Pearson VUE 
will try to contact you to reschedule 
your exam for another date within your 
eligibility test window. You may also call 
Pearson VUE toll free (888-926-9488) 
to reschedule the appointment yourself. 
If the test center remains open and you 
decide not to attend, your examination 
fee will be forfeited. ”

If the Pearson Testing Center where you are 
scheduled to test is open:

	 Decide if you wish to keep your scheduled 
appointment.

	 If you decide not to keep your scheduled 
appointment, we regret that your examina-
tion fee will be forfeited and no portion of 
the exam fee will be refunded to you.

If the Pearson Testing Center where you are 
scheduled to test is closed:

	 In most cases you should be contacted 
by a Pearson representative to reschedule 
your examination for another date within 
your six-month test window.

	 If you are not contacted by a Pearson rep-
resentative to reschedule your examination 
appointment, you can call Pearson’s Can-
didate Services toll free at 888-926-9488 to 
reschedule your appointment.

We can refund your fees and allow you to 
reschedule your examination only if you fol-
low the procedures specified previously.
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Fees
There are basic fees a student must pay to 
maintain enrollment at Excelsior College. 
For a listing of the fees that correspond to the 
enrollment option you have selected, please 
refer to the Undergraduate Tuition and Fee 
Schedule. 

Understanding Federal 
Student Financial Aid
�Return of Title IV Funds Policy

When the Financial Aid Office (FAO) of 
Excelsior College awards Federal Title IV 
financial aid to a student, the assumption is 
that the student will attend the College for the 
entire period for which the aid was awarded. 
When a student withdraws, they may no longer 
be eligible for the full amount of the Federal 
Title IV financial aid funds they were sched-
uled to receive. 

Title IV aid recipients that withdraw from 
Excelsior College are subject to the Return of 
Title IV Funds regulations. The calculation for 
Return of Title IV Funds will determine the 
amount of grant and loan assistance a student 
“earned” for the period of the students enroll-
ment at the College. This calculation will be 
done by the Financial Aid Office using Depart-
ment of Education Return of Title IV software.

Up through the 60-percent point in each 
payment period or period of enrollment, a pro 
rata schedule is used to determine the amount 
of federal funds the student has earned at the 
time of withdrawal. After the 60 percent point 
in the payment period or period of enroll-
ment, the student has earned 100 percent of 
the Title IV student financial aid funds they 
are scheduled to receive during the period. The 
“unearned” portion of the aid will be returned 

to the appropriate Title IV student financial 
aid programs (see “Refunds” below to deter-
mine the order in which funds will be returned 
by the Bursar’s Office). The College will 
invoice the student for the amount of tuition 
that was returned that exceeds the College’s 
institutional refund policy.

The “unearned” portion of the aid that was 
disbursed directly to the student will also be 
calculated. If  applicable, the student will owe a 
repayment to the Title IV student financial aid 
programs. The student will be sent an over-
payment letter by the Bursar’s Office and will 
be given 45 days to make the repayment. The 
student will be ineligible for further Title IV 
student financial aid until the funds are repaid 
or satisfactory payment arrangements have 
been made with the Department of Education. 

Repayment of a State Need Grant is also 
calculated for any student completing 60 
percent or less of the hours in a given payment 
period.

For a student who withdraws after the 60 
percent point-in-time, there are no unearned 
funds. However, Excelsior College will still 
complete a Return Calculation in order to 
determine whether the student is eligible for a 
post-withdrawal disbursement.

The calculation of federal student financial 
aid funds earned by the student is a separate 
from and has no relationship to institutional 
charges incurred by the student. Any over/
under payment of institutional charges will 
be handled in accordance with the College’s 
institutional refund policy.

�Refunds for Financial Aid Recipients 
Who Do Not Receive Title IV Federal 
Student Financial Aid 

Refunds for financial aid recipients who do not 
receive Title IV federal student financial aid 
will be issued in accordance with the College’s 
institutional refund policy, as stated in the 
Excelsior College policy for Fee Refunds.
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Distribution of refunds, repayments, and 
return of Title IV federal student financial aid 
funds by the Bursar’s Office will be done in the 
following order:

	 Federal Family Education Loan Programs

	 Federal Pell Grant

	 ACG and SMART Grants 

	 State Need Grant

	 Other programs providing aid

�Return of Unearned Tuition 
Assistance Funds

Statement of Policy

Students using Military Tuition Assistance 
(TA) to pay for Excelsior College course tuition 
are subject to the Department of Defense 
(DoD) policy that requires Excelsior College to 
return any unearned TA funds to the military 
branch of service based on how much of the 
course was completed. Students using Military 
TA who withdraw from a course may owe a 
portion of the tuition to Excelsior College and 
a portion to the military branch. 

In accordance with the DoD Voluntary 
Education Partnership Memorandum of 
Understanding, this policy requires the return 
of unearned tuition assistance (TA) funds on 
a prorated basis through the 60% mark of an 
academic course. TA funds are earned pro-
portionally during an enrolled period with the 
unearned funds returned to the military branch 
from which the funds were provided, if  the stu-
dent’s last day of attendance is on or before the 
60% attendance date.

Before withdrawing from a course, students 
are recommended to contact their Excelsior 
College Academic Advisor to determine 
how this policy could impact military tuition 
assistance and potential repayment obligations. 
If a service member stops attending or 
has to withdraw due to a military service 
obligation, the College will work with the 

affected service member to identify solutions 
that will mitigate any student debt. Please see 
Military Deployment/Training Extension and 
Withdrawal Policy.

Procedure

The standard formula for determining the 
amount of TA earned by the institution is cal
culated on a percentage basis as outlined in the 
charts below. This calculation, if less than the 
60% completion rate, determines how much TA 
the student has earned and for how much the 
military branch may be invoiced. Should there 
be any remaining TA funds prior to the 60% 
period of a course, these funds will be reimbursed 
directly to the military branch from which the 
funds were provided, not to the student.

NOTE: After the 15th calendar day from the start 
any term, a student will be responsible for 100% of 
the tuition. If the student drops a course after the 15th 
calendar day the student is billed by Excelsior for the 
portion of TA sent back to the branch of service. The 
branch of service may require repayment of the remain-
ing tuition percentage based on their policy.

8-week Course Term Withdrawal

Week Student Liability to 
Excelsior College 

Possible 
Student Liability to 
Branch of Service 

Before or during week 1–2 0% 0% 

During week 3 60% 40% 

During week 4 50% 50%

During week 5 40% 60% 

During week 6–8 
(more than 60% of 
course is completed)

0% 100% 

Notes://notes1/852572D4005C62A7/08E66376438468D4852572D4005CD8A5/C59688A71F855B4C85257DF80076CB8E
Notes://notes1/852572D4005C62A7/08E66376438468D4852572D4005CD8A5/C59688A71F855B4C85257DF80076CB8E
Notes://notes1/852572D4005C62A7/08E66376438468D4852572D4005CD8A5/C59688A71F855B4C85257DF80076CB8E
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15-week Course Term Withdrawal

Week Student Liability to 
Excelsior College 

Possible 
Student Liability to 
Branch of Service 

Before or during week 1–2 0% 0% 

During week 3–4 75% 25% 

During week 5–7 50% 50%

During week 8–9 40% 60% 

During week 10–15 
(more than 60% of course 
is completed)

0% 100% 

Privacy Rights

�Family Educational Rights  
and Privacy Act (FERPA) 

Excelsior College complies with the Family 
Educational Rights and Privacy Act (FERPA). 
This Act affords students over 18 years of age 
(“eligible students”) certain rights, with respect 
to their education records. 

They are: 

1.	 The right to inspect and review the 
student’s education records within 45 days 
of the day the College receives a request for 
access. Students should submit to the Office 
of the Registrar a signed written request 
that identifies the record(s) they wish to 
inspect. The Office of the Registrar will 
make arrangements for access and notify 
the student of the time and place where the 
records may be inspected. If  the records 
requested are not maintained by the 
College, the Office of  the Registrar shall 
advise the student of that fact. 

2.	 The right to request the amendment of the 
student’s education records that the stu-
dent believes are inaccurate or misleading. 
Students may ask the College to amend a 
record that they believe is inaccurate or  the 
Registrar, clearly identifying the part of 
the record they want changed, and specify 

why it is inaccurate or misleading. If  the 
College decides not to amend the record 
as requested by the student, the College 
will notify the student of the decision and 
advise the student of his or her right to a 
hearing regarding the request for amend-
ment. Additional information regarding 
the hearing procedures will be provided to 
the student when notified of the right to a 
hearing. 

3.	 The right to consent to disclosures of per-
sonally identifiable information contained 
in the student’s education records, except to 
the extent that FERPA authorizes disclo-
sure without consent. In accordance with 
the Act, the following directory informa-
tion will be released upon request unless a 
written notice to the contrary is received 
by the Excelsior College Registrar: name, 
address (permanent, mail, temporary, and 
email), telephone number, enrollment sta-
tus, degree program and concentration, 
major area of study, dates of attendance, 
degrees and awards received, and date and 
place of birth. An exception which permits 
disclosure without consent is disclosure 
to school officials with legitimate educa-
tional interests. A school official is a person 
employed by the College in an adminis-
trative, supervisory, academic or research, 
or support staff  position (including law 
enforcement unit personnel and health 
staff); a person or company with whom the 
College has contracted (such as an attor-
ney, auditor, or collection agent); a person 
serving on the Excelsior College Board of 
Trustees; or a student serving on an offi-
cial committee, such as a disciplinary or 
grievance FERPA committee, or assisting 
another school official in performing his or 
her tasks. A school has a legitimate educa-
tional interest if  the official needs to review 
an education record in order to fulfill his or 
her professional responsibility.
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4.	 The right to file a complaint with the U.S. 
Department of Education concerning 
alleged failures by the College to comply 
with FERPA. The name and address of 
the office that administers FERPA is: 

�Family Policy Compliance Office  
U.S. Department of Education 
400 Maryland Avenue SW 
Washington, DC 20202-5920 

Students who would like a copy of the 
Excelsior College Family Educational 
Rights and Privacy Act compliance policy 
can receive this information by writing to 
Excelsior College, The Office of the Registrar, 
7 Columbia Circle, Albany, New York 12203-
5159. 

Excelsior College is committed to providing 
a learning environment that is free from ille-
gal discrimination based upon an individual’s 
race, ethnicity, national origin, age, religion, 
gender, sexual orientation, physical or mental 
disability, or veteran status in the educational 
programs and activities which it operates. This 
policy is in compliance with Title IX of the 
Educational Amendments of 1971. 

Right to Access

With a few exceptions as provided by law, stu-
dents may see any of their educational records 
upon request. Access will be granted upon 
written request to the Office of the Registrar. In 
some cases, students are also entitled to copies 
(at their own expense) of all records to which 
they have access. Students have the right, under 
established procedures, to challenge the factual 
accuracy of the records and to enter their view-
points in the records.

Students may waive their right to access rec-
ommendations and evaluations in the cases of 
applications for employment and application to 
other colleges and universities that have been 
placed in their educational records.

Listing of Education Records

At Excelsior College, the permanent record 
and official file for each student is maintained 
by the Office of the Registrar. The file contains 
copies of documents relating to the student. 
It may also include information supplied to 
the College, copies of transcripts for academic 
work completed, and copies of letters related 
to academic or disciplinary action taken 
against the student.

Other offices may hold such information as 
is necessary to provide services or assistance to 
students or for the administration of various 
programs. Incidental and/or official files may 
also be kept by academic advisors, other staff  
members, and academic deans.

Disclosure of Student Records

With several exceptions, identified in the fol-
lowing paragraphs, the College cannot release 
information concerning students to prospec-
tive employers, government agencies, credit 
bureaus, or other third parties without the 
written consent of the eligible student. Stu-
dents and alumni applying for jobs, credit, 
graduate school, etc., must provide the Col-
lege with signed and dated written consents 
to release their records, specifying the records 
that may be disclosed, the purpose of the dis-
closure, and the party or class of parties to 
whom disclosure may be made.

The College has designated the follow-
ing categories of information as “directory 
information,” which, at the College’s discre-
tion, may be released without consent of the 
student: student’s name, address, telephone 
number, date and place of birth, enrollment 
status, degree program and major (major area 
of study), dates of attendance, end date, and 
degrees and awards granted.
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A student may request that directory informa-
tion not be released without his or her written 
consent. Such requests must be submitted in 
writing to the Office of the Registrar at the time 
of admission and must include the student’s 
name, address, student identification number, 
date, and signature.

Excelsior College accords to its students 
all rights under this law. No one outside the 
institution shall have access to students’ edu-
cational records, nor will Excelsior College 
disclose any information from these records 
without the written consent of students except, 
in accordance with the Act:

1.	 to personnel within the institution or 
appropriate officials of the colleges and 
universities in which the student seeks to 
enroll;

2.	 to persons or organizations providing stu-
dent financial aid;

3.	 to accrediting agencies carrying out their 
accreditation function;

4.	 to persons in compliance with a judicial 
order or a lawfully issued subpoena (pro-
vided that the College will first make a 
reasonable attempt to notify the student);

5.	 to organizations conducting studies to 
develop, validate, and administer pre-
dictive tests, to administer student aid 
programs, or to improve instruction;

6.	 to authorized representatives of federal or 
state government agencies for the purpose 
of audit and evaluation of government 
programs; and

7.	 to persons in an emergency, in order to 
protect the health or safety of students or 
other persons.

8.	 to the victim of an alleged perpetrator of 
a crime of violence or a non-forcible sex 
offense concerning the final results of a 
disciplinary hearing with respect to the 
alleged crime.

9.	 to any third party the final results of a 
disciplinary proceeding related to a crime 
of violence or non-forcible sex offense if 
the student who is the alleged perpetra-
tor is found to have violated the School’s 
rules or policies. The disclosure of the 
final results only includes: the name of the 
alleged perpetrator, the violation commit-
ted, and any sanction imposed against the 
alleged perpetrator. The disclosure must 
not include the name of any other student, 
including victim or witness, without the 
written consent of that other student.

10.	In addition to permitting the disclosure of 
directory information, as set forth above, 
FERPA permits disclosure of educational 
records without a student’s knowledge 
or consent under certain circumstances. 
For example, disclosure is permitted to 
Excelsior College officials with a legitimate 
educational interest in the records, mean-
ing that the person needs the information 
in order to fulfill his or her professional 
responsibilities, including instructional, 
supervisory, advisory, administrative, 
academic or research, staff support or 
other duties. “Excelsior College officials” 
include: faculty; administrators; clerical 
employees; professional employees; agents 
of Excelsior College, such as independent 
contractors or vendors performing func-
tions on behalf of Excelsior College; and 
members of Excelsior College’s govern-
ing boards; and students serving on an 
official College committee, or assisting 
other Excelsior College officials in per-
forming their tasks. A student’s education 
record also may be shared with parties 
outside the College under certain condi-
tions, including, for example, in situations 
involving a health and safety emergency. 

All of these exceptions are permitted under 
FERPA. Information will be released only 
on the condition that the party to whom the 
information is released will not disclose it to 
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subsequent parties without the written con-
sent of the student. Furthermore, the College 
will maintain records of any access provided 
without the expressed consent of the student, 
and these records will be made available to the 
student on request.

Further Notice

This notice is not intended to be fully explan-
atory of students’ rights under the Family 
Educational Rights and Privacy Act. Copies 
of the Excelsior College Compliance Policy 
and the Family Educational Rights and Pri-
vacy Act are available from the Office of the 
Registrar of Excelsior College.

Right to File a Complaint

Inquiries and complaints may be filed with 
the Family Policy Compliance Office, U.S. 
Department of Education, 400 Maryland 
Avenue SW, Washington, DC 20202-4605.

Security and Safety

Drug-Free Schools and Workplace Policy

Statement of Policy 

In compliance with the Drug-Free Work-
place Act of 1988 and the Drug-Free Schools 
and Communities Act Amendments of 1989, 
Excelsior College has a long-standing com-
mitment to providing a safe, quality-oriented, 
and productive work environment. Alcohol 
and drug abuse pose a threat to the health 
and safety of Excelsior staff, our students, 
and to the security of our facilities. For these 
reasons, Excelsior College is committed to the 
elimination of drug and/or alcohol abuse in 
the workplace and College community. Excel-

sior College is committed to maintaining an 
alcohol- and drug-free workplace and College 
community. 

The College is also committed to rigorous 
enforcement of applicable laws and policies 
and to support those trying to cope with 
alcohol- or drug-related problems.

Illegal drug use and alcohol abuse can 
seriously injure the health of employees, 
adversely impact the performance of their 
responsibilities, and endanger the safety and 
well-being of fellow employees. In addition, 
illegal drug use and alcohol abuse by our 
students can lower academic achievement, 
diminishing student success at Excelsior 
College.

Individuals who wish to obtain 
information on drug and alcohol abuse 
prevention programs may contact the U.S. 
Department of Health and Human Services 
and the Substance Abuse & Mental Health 
Services Administration’s (SAMHSA) 
National Clearinghouse for Alcohol & Drug 
Information: http://www.health.org, (800) 729-
6686, TDD: (800) 487-4889, or the Excelsior 
College Office of Human Resources. 

Information and referrals to treatment  
centers in your local community may be 
obtained by contacting the National Institute 
on Drug Abuse Hotline (800) 662-HELP, 
(800-662-4357). 

For its employees, Excelsior College has 
retained the services of Human Resources 
Associates, an employee assistance provider, 
that provides awareness, counseling, and 
rehabilitation referrals related to the abuse of 
alcohol and drugs. For more information, call 
Human Resources Associates and speak with 
any of the professional staff at (518) 434-1799.

Excelsior College will assist and support 
employees and students who voluntarily 
seek help for such problems before becom-
ing subject to discipline and/or termination 
under this or other Excelsior College poli-
cies. Such individuals will be allowed to use 
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accrued Paid Time Off, placed on leave of 
absence, referred to treatment providers, and 
otherwise accommodated as required by law. 
Such individuals are required to document 
that they are successfully following prescribed 
treatment. 

Requirement

Whenever Excelsior College employees 
are present on Excelsior College premises 
(whether or not Excelsior College students are 
on the premises) or conducting Excelsior  
College business, they are prohibited from: 

	 Using, possessing, buying, selling, 
manufacturing, or dispensing an illegal 
drug (including possession of drug 
paraphernalia);

	 Being under the influence of alcohol or 
an illegal drug, as defined by law;

	 Abusing illegal, prescribed, or over-the-
counter drugs.

Excelsior College reserves the right to 
inspect all portions of its premises for drugs, 
alcohol, or other contraband. All employees, 
visitors, and students may be asked to coop-
erate in inspections of their persons, work 
areas, and property that might conceal a 
drug, alcohol, or other contraband. Employ-
ees who possess such materials and/or refuse 
to cooperate in such inspections are subject 
to appropriate discipline, up to and including 
discharge. Law enforcement personnel shall 
be notified, as appropriate, when criminal 
activity is suspected.

Notification Requirements for Students

As an institution receiving federal grant 
funds, Excelsior College is required to 
observe certain requirements related to crimi-
nal drug convictions: 

	 As a condition of enrollment in Excelsior 
College, a student must notify either the 
director of financial aid or the assistant 
vice president for enrollment management 
(tel: 518-464-8500, press zero for the recep-
tionist) if he/she is convicted of a criminal 
drug offense within five calendar days of 
such a conviction;

	 In the event of any such conviction, 
Excelsior College will notify the appropri-
ate federal agency (i.e., Department of 
Education for Title IV) within 10 days of 
receiving notice of a conviction;

	 Within 30 calendar days of receiving such 
notice, Excelsior College may: 

	 Take action against such student, 
as appropriate, up to and including 
administrative withdrawal from the 
college, consistent with the Rehabilita-
tion Act of 1973, as amended; or

	 Require such student to participate 
satisfactorily in a drug abuse assistance 
or rehabilitation program approved for 
such purposes by a federal, state, or 
local health, law enforcement, or other 
appropriate agency;

	 In addition to the foregoing, students 
convicted of a drug-related offense may 
lose federal financial aid under Title IV 
and/or other financial aid. 

Notification Requirements for Employees

As an institution receiving federal grant 
funds, Excelsior College is required to 
observe certain requirements related to crimi-
nal drug convictions: 

	 As a condition of employment, an 
employee of Excelsior College must notify 
the Excelsior College Office of Human 
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Resources (518-464-8545) if he/she is con-
victed of a criminal drug offense within 
five calendar days of such conviction;

	 In the event of any such conviction, 
Excelsior College will notify the appropri-
ate federal agency (i.e., Department of 
Education for Title IV) within 10 days of 
receiving notice of a conviction;

	 Within 30 calendar days of receiving notice 
with respect to any employee who is con-
victed, Excelsior College may:

	 Take personnel action against such 
an employee, as appropriate, up to 
and including termination, consistent 
with the Rehabilitation Act of 1973, as 
amended; or

	 Require such employee to participate 
satisfactorily in a drug abuse assistance 
or rehabilitation program approved for 
such purposes by a federal, state, or 
local health, law enforcement, or other 
appropriate agency;

	 Require such employee to make a good 
faith effort to maintain a drug-free 
workplace. 

This policy and its requirement are promul-
gated in accordance with the requirements 
of the Drug-Free Workplace Act of 1988 
(34 CFR 668.14(c)) and the Drug-Free Schools 
and Communities Act Amendments of 1989 
(P.L. 101-226; 34 CFR 86), both of which were 
enacted by Congress. Excelsior College will 
continue its efforts to maintain an alcohol- 
and drug-free environment by adhering to the 
above policy.

Anti-Discrimination Policy and 
Procedure for the Resolution of Student 
Discrimination Complaints

Statement of Policy

Excelsior College is committed to providing a 
learning environment that is free from illegal 
discrimination based upon an individual’s 
race, ethnicity, national origin, age, religion, 
gender, sexual orientation, physical or 
mental disability, or veteran status. Illegal 
discrimination in any form will not be 
tolerated at the College.

Procedure

In the event a student believes that she/he 
has experienced illegal discrimination, she/
he can report the matter following the steps 
outlined below. In view of the sensitivity of 
such charges, all College officials investigating 
discrimination complaints will exercise care 
to observe and protect the dignity, rights and 
privacy, and interests of all parties involved to 
the maximum extent possible. 

STEP 1: Office of the Provost 

If a student believes she/he has experienced 
unlawful discrimination, the student should 
promptly file a written report of the incident 
with the Office of the Provost. 

1.	 Within 10 calendar days of receipt of such 
report, the provost or her/his designee 
will conduct a confidential investigation 
to determine whether the alleged conduct 
has in fact occurred and will attempt to 
resolve the issue in a satisfactory way 
with all individuals involved.

2.	 As part of the investigative process, 
the provost may consult with the 
Advisory Ad-hoc Committee on Student 
Discrimination. This ad-hoc committee 
includes the following: 



99

© 2022 Excelsior College. All rights reserved.

a.	 dean of the school where the alleged 
incident took place or his/her desig-
nee from within the same school

b.	 disability services coordinator or his/
her designee

3.	 The provost shall issue a written report 
of the results of her/his investigation 
to the student initiating the complaint 
within 30 calendar days of such 
complaint. 

STEP 2: President of the College 

If, in the student’s opinion, the issue has not 
been satisfactorily resolved by the provost, 
she/he may file a written appeal to the presi-
dent of the College or her/his designee within 
30 calendar days of the provost’s written 
report to the student who initiated the com-
plaint. The president will review the findings 
from the provost’s investigation and render  
a written finding/determination within  
30 calendar days of receipt of the appeal  
from the student.

Federal/State Discrimination Complaints

Excelsior College encourages students to use 
the Excelsior College Anti-Discrimination 
policy and the Procedure for Resolution of 
Student Discrimination Complaints to resolve 
discrimination concerns. However, students 
also have a right to file discrimination com-
plaints directly with the U.S. Department of 
Education’s Office of Civil Rights or the New 
York State Division of Human Rights. 

Notification to Accrediting Agency

If the student has exhausted all options to 
resolve a complaint within the College, the 
student may file a written complaint with 
the College’s accrediting agency, the Middle 
States Commission on Higher Education. 
Complaints to the Commission must be in 

writing and signed by the complainant. They 
should be sent to the president of the Com-
mission at the following address:

�President  
Middle States Commission  
 on Higher Education 
3624 Market Street, 2nd Floor West 
Philadelphia, PA 19104-2680

Notification to State Authorities

A student may also file a complaint with the 
appropriate state agency within the state in 
which the student resides. To access contact 
information for the appropriate state agency, 
go to the Consumer Complaint page on the 
College’s website at https://www.excelsior.
edu/consumer-complaint-process.

�Sexual Assault, Domestic Violence, 
and Stalking Prevention on the 
Excelsior College Campus

Excelsior College seeks to provide a safe 
environment for employees and students 
and does not tolerate any type of violence 
committed against students or employees. 
Though Excelsior is a nontraditional college 
community and its students learn at a dis-
tance rather than on a campus, the College is 
always mindful of issues of personal safety. 
Nontraditional students are not immune to 
incidents of violence. Everyone in the Excel-
sior College community should be educated 
about the issues of sexual assault, domestic 
violence, and stalking with the goal of becom-
ing knowledgeable and responsible for their 
own security and personal safety.

Excelsior College has designed this docu-
ment to provide its students with information 
regarding how to prevent, handle, and report 
incidents. Included is information regarding 
reporting procedures and support services 

https://www.excelsior.edu/consumer-complaint-process
https://www.excelsior.edu/consumer-complaint-process
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available. Interpersonal violence can happen 
to anyone regardless of age, race, sex, socio-
economic status, or location.

This information is provided to assist in 
the prevention of violence in any form, while 
meeting requirements of New York Education 
Law 6432. The College’s intent is to heighten 
awareness. This document will complement 
the many programs that are available in stu-
dents’ local communities.

Definitions

Sexual assault is a crime in New York State 
and includes conduct ranging from touch-
ing intimate parts of the other party, without 
consent, to rape. The possible penalties range 
from imprisonment for not more than 25 
years for rape to imprisonment for not more 
than one year for touching intimate parts 
without consent.

Domestic violence and emotional abuse are 
behaviors used by one person in a relation-
ship to control the other. Partners may be 
married or not married; heterosexual, gay, or 
lesbian; living together, separated or dating. 
The actual crimes that constitute a domestic 
violence offense are assault, rape, menacing, 
stalking, sex abuse, kidnapping, harassment, 
aggravated harassment, and the violence can 
even rise to the level of murder. When the 
criminal acts occur between people living 
in the same dwelling and have an intimate 
relationship or a familial connection or blood 
relationship, the criminal court considers this 
domestic violence.

Stalking is generally defined as specific 
repeated harassing or threatening behavior 
toward another person. A stalker can be a 
stranger, but most stalkers know their victims 
and can be a partner, an ex-partner, a family 
member, co-worker, or an acquaintance. In 
the U.S., every state has laws against stalking. 
Although laws vary by state, stalking is gener-

ally considered to be any unwanted contact 
between a stalker and his/her victim which 
directly or indirectly communicates a threat 
or places the victim in fear. There are four 
degrees of stalking under the NYS Penal law 
ranging from stalking in the fourth degree, 
which is a Class B misdemeanor, to stalking 
in the first degree, which is a Class D felony. 

Protecting Against Sexual Assault 
and Other Violence

Sexual assault, domestic violence, and stalk-
ing are not just women’s issues and can 
happen anywhere and to anyone. On tra-
ditional college campuses, occurrences of 
sexual assault and other violence are fre-
quently associated with alcohol, and many 
victims know their assailants. Students who 
study at a distance from Excelsior College 
should be aware of personal safety and wary 
of potentially dangerous situations in their 
daily lives.

Excelsior College is committed to making 
certain that its offices located in Albany, New 
York, are secure and safe environments for 
employees and visitors. With this in mind, the 
College has established the following policies 
and practices:

	 The possession, abuse, or distribution of 
illicit drugs and/or alcohol by students 
and employees on College property or as 
part of any Excelsior College activities is 
strictly prohibited.

	 All visitors to Excelsior College buildings, 
including students, must sign in at the 
reception desk at the main entrance. 
Staff meet visitors at the main reception 
desk and escort them to the appropriate 
destinations.
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	 During evening hours and when the 
College is officially closed, all entrances 
to College buildings remain locked. Only 
employees with prior authorization are 
admitted to the buildings during these 
times.

	 Excelsior College provides security per-
sonnel for regular evening work hours.

	 The Office of Human Resources sends 
email broadcasts to all employees with 
periodic reminders about personal safety 
and security issues.

Personal Safety and Crime Prevention

Many Excelsior College students take tradi-
tional classroom courses through accredited 
colleges and universities to fulfill Excelsior 
degree requirements. These students should 
visit those institution’s websites or campus 
security offices to find out about the safety 
programs at those schools (see Campus  
Security Report).

	 Many colleges have “blue light” systems 
that aid in expediting calls concerning 
emergencies or criminal incidents. Such 
“blue light” call boxes are traditionally 
placed in areas of high pedestrian traffic 
on campus.

	 Services are available on many college 
campuses to escort students to their cars 
during evening hours.

	 Colleges may have personal safety work-
shops, which you can attend while a 
student on that campus.

	 View national Campus Crime Statistics at 
the following website: http://ope.ed.gov/
security.

Students and employees are encouraged to 
take a proactive approach to crime prevention 
and become responsible for their own security.

	 Make it a practice to avoid walking in 
poorly lit areas, whether a city street, local 
college campus, public library, or shop-
ping mall parking lot.

	 When walking in any parking lot, espe-
cially at night, students should have their 
car keys ready.

	 Students should be watchful of alcohol 
consumption and its effects on their 
behavior and the behaviors of others.

	 Students should pay attention to their 
own emotions. If they feel threatened 
or uncomfortable in any situation, they 
should leave immediately and seek safety.

Additional Resources Available

Local Police. 
Hospitals. 
Rape Crisis Centers. 
Counseling Centers. 
Crime Victims Programs.

NYS Domestic and Sexual Violence Hotline 

1-800-942-6906. 
TTY: 1-800-818-0656. 
Spanish language 1-800-942-6908. 
Spanish language TTY: 1-800-780-7660. 
In NYC: 1-800-621-HOPE (4673) or dial 311. 
TTY: 1-866-604-5350.

For a listing of domestic violence hotlines 
by county, go to the NYS Coalition Against 
Domestic Violence website New York State 
Domestic Violence Programs County Listing.

National Domestic Violence and  
Crime Victims Hotlines:

Safe Horizon’s Domestic Violence Hotline: 
800-621-HOPE (4673).

Safe Horizon’s Crime Victims Hotline: 
866-689-HELP (4357).

http://www.excelsior.edu/campus-security-report
http://www.excelsior.edu/campus-security-report


102

Student Policy Handbook

Safe Horizon’s Rape, Sexual Assault,  
and Incest Hotline: 
212-227-3000.

TDD phone number for all hotlines: 
866-604-5350.

Stalking Resource Center
www.ncvc.org/src

Reporting Sexual Assault or Other Violent 
Crimes on the Excelsior College Campus

Contact the vice president of human resources 
to report an incident of assault or other 
violence at Excelsior College, to confidentially 
discuss an incident, if  you are undecided about 
proceeding with charges, or if  you have general 
questions about aggressive actions.

Any potentially dangerous situation must 
be reported immediately to a representative 
in the Office of Human Resources. Reports 
of incidents warranting confidentiality will be 
handled appropriately, and information will 
be disclosed to others only on a need-to-know 
basis. The College will actively intervene 
when there is evidence of a possible hostile or 
violent situation.

Emergency Procedures to Address Sexual 
and Other Types of Violence

1.	 Ensure the victim’s safety. If the victim is 
in danger, dial 7 + 911 for the police. It is 
important that you and the victim be safe 
and that you not place yourself in a dan-
gerous situation.

2.	 Seek immediate medical treatment. In the 
case of sexual assault, it is important not 
to encourage the victim to wash, bathe, 
or change clothes before seeking medical 
attention in order to protect valuable evi-
dence, should the victim decide to report 
the assault and prosecute the assailant. A 
medical examination does not commit her/
him to pressing charges. 

Staff members should help to arrange the 
transport of the victim to the hospital as 
soon as possible. Not all injuries are imme-
diately apparent. A medical evaluation is 
necessary to evaluate internal injuries, sexu-
ally transmitted disease, pregnancy, and to 
gather information for the police. The mode 
of transportation depends on the victim’s 
condition and preference.

3.	 With the victim’s consent, referral to the 
emergency room and rape crisis interven-
tion, as appropriate.

4.	 Students and employees are encouraged 
to report all incidents of assault or other 
violence to the College in order to receive 
help in accessing support services and in 
prosecuting the alleged offender. How-
ever, the decision whether or not to report 
the incident and whether or not to press 
charges must be made by the victim and 
respected by all members of the College. 
If  the victim does not give permission to 
disclose identity, with the sole exception of 
the threat to personal safety, the identity 
of the victim cannot be given. Reporting 
information can include only time, place, 
manner, and current condition of the vic-
tim. All information must be devoid of all 
demographics about the victim and other 
identifying information.

When a College staff  member is 
informed of an assault or other violent 
incident, the staff  member will seek the 
victim’s consent to notify the vice president 
of human resources or a Human Resources 
representative. The staff  member will not 
disclose either the name or other iden-
tifying information without the victim’s 
consent. College staff  members are encour-
aged to consult their supervisors when 
they have concerns or doubts regarding the 
safety and well-being of a victim or other 
person, in order to take steps to ensure 
the safety of the victim and others. In rare 
cases, this consultation may need to occur 
even without the victim’s consent.

www.ncvc.org/src
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College Procedures

Once an assault or other violent incident has 
been officially reported to the College for 
administrative and/or criminal action, the 
vice president of human resources will initiate 
action on the student’s or employee’s behalf.

Students should be aware that the Col-
lege does not have jurisdiction over actions 
and activities that occur off-campus and/or 
involve non-students. Hence, College officials 
will be somewhat limited in the amount of 
assistance they will be able to provide to the 
victim of a crime of this type. Students who 
are victims of a crime committed off-campus 
who wish to initiate criminal action should 
contact the police department with jurisdic-
tion over the locale in which the offense was 
committed. In this type of incident, and in 
those involving non-student perpetrators, 
the College will continue to make all reason-
able efforts to assist the student in reporting 
crimes and in receiving medical, legal, aca-
demic, and psychological support.

If the accused is a member of the College 
community, the Office of Human Resources 
will review evidence and statements made 
by the victim and conduct an investigation. 
Students will be encouraged to seek out coun-
seling resources for emotional support.

Program Availability

Excelsior College provides videos, educational 
guides, and other materials that promote 
the awareness of sex offenses. Information 
about specific programs is generally available 
through the Office of Human Resources.

Contact the Office of Human Resources 
at 518-464-8532 for assistance or more  
information.

�Prevention of Bias-Related Crime on the 
Excelsior College Campus

Introduction

Excelsior College is first and foremost an 
adult learning community. Each under-
graduate degree program has a liberal arts 
component designed to help students develop 
a broad-based understanding of multiple 
disciplines, provide a depth of academic 
experience to enrich students’ personal lives, 
and allow students to become more informed 
citizens of an increasingly complex and 
diverse world. Students are encouraged to 
plan their degree program to include study of 
the perspectives of various ethnic and cultural 
groups within society, understanding and 
valuing diversity. 

Bias-related crimes occur most frequently 
when intolerance and lack of respect replace 
understanding the value of diversity in our 
world. Guided by the President’s Committee 
on Inclusion and with the approval of our 
Board of Trustees, the College has an active 
program to bring awareness and diversity 
education to all staff. The College seeks 
faculty and administrators who will diversify 
its curriculum and business environment. 
Students, faculty, and staff are expected to 
demonstrate respect for others and an aware-
ness of the ethical implications of actions. 
This atmosphere of respect for others will 
foster an environment that will diminish the 
instance and opportunity for bias-related 
crime.

One of the purposes of this document is to 
provide students with information regarding 
how to prevent, handle, and report incidents 
of bias-related crimes. Included is informa-
tion regarding reporting procedures and 
support services available. This information 
is provided to assist you in understanding and 
preventing bias-related crimes, while meeting 
requirements of Article 129-a of New York 
Education Law.
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Definitions

Penal Law §485 provides that a person 
commits a bias-related/hate crime when he 
or she commits assault, menacing, reckless 
endangerment, manslaughter, murder, 
stalking, rape, a criminal sexual act, sexual 
abuse, unlawful imprisonment, kidnapping, 
coercion, criminal trespass, burglary, 
criminal mischief, arson, petit larceny, grand 
larceny, robbery or harassment, and either 
intentionally selects the person against whom 
the offense is committed or intentionally 
commits the act constituting the offense “in 
whole or in substantial part because of a 
belief or perception regarding the race, color, 
national origin, ancestry, gender, religion, 
religious practice, age, disability or sexual 
orientation of a person.” It is important to 
note that a hate crime can be committed 
against an individual or their property.

Penalties

A bias-related crime is a “violent felony 
offense,” which increases the charge for the 
underlying criminal act to a higher category 
crime with a maximum term of imprisonment 
ranging up to 20 years.

Protecting Against Bias-Related  
Crimes and Other Violence

Excelsior College is committed to making 
certain that its offices located in Albany, New 
York, are secure and safe environments for 
employees and visitors. With this in mind, the 
College has established the following policies 
and practices:

	 The possession, abuse, or distribution of 
illicit drugs and/or alcohol by students 
and employees on College property or as 
part of any Excelsior College activities is 
strictly prohibited.

	 All visitors to Excelsior College buildings, 
including students, must sign in at the 
reception desk at the main entrance. Staff 
meet visitors at the main reception desk 
and escort them to the appropriate desti-
nations.

	 During evening hours and when the 
College is officially closed, all entrances 
to College buildings remain locked. Only 
employees with prior authorization are 
admitted to the buildings during these 
times.

	 Excelsior College provides security 
personnel for regular evening work hours.

	 The Office of Human Resources sends 
email broadcasts to all employees with 
periodic reminders about personal safety 
and security issues.

Prevention of Bias-Related Crimes 

Excelsior College is committed to making 
certain that its offices located in Albany, 
New York, are bias-free environments for 
employees, the students who are supported 
and advised via telephone, Internet and 
correspondence, and all visitors. With this 
in mind, the College has established the 
following policies and practices supporting 
diversity:

	 The Student Rights and Responsibilities 
policy requires that students treat each 
other, Excelsior College staff and faculty, 
and test center staff with respect and 
understanding.

	 The College supports the elimination of 
potentially biased language in its written 
and oral communication and requests that 
staff employ bias-free language principles 
in the preparation of all courses, exami-
nations, content guides, catalogs, and all 
print-based and electronic publications 
and communications.
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	 The Excelsior College Diversity and 
Inclusion Vision Statement celebrates an 
environment where all students, faculty, 
and staff are valued.

	 The President’s Committee on Inclusion 
provides leadership, direction, and sup-
port for sustaining our diversity initiatives 
and priorities. 

	 All staff attend one or more training 
sessions in areas that cover a broad 
spectrum of issues, including diversity in 
hiring, advanced phone skills, diversity as 
a business imperative, and legal strategies 
to promote diversity within the College 
community. 

�Reporting Bias Crimes or Other Violent 
Crimes on the Excelsior College Campus

Contact the vice president of human 
resources to report an incident of assault 
or other violence at Excelsior College, to 
confidentially discuss an incident, if you are 
undecided about proceeding with charges, or 
if you have general questions about aggressive 
actions.

	 Any potentially dangerous situation 
must be reported immediately to a 
representative in the Office of Human 
Resources. Reports of incidents 
warranting confidentiality will be handled 
appropriately, and information will be 
disclosed to others only on a need-to-
know basis. The College will actively 
intervene when there is evidence of a 
possible hostile or violent situation.

College Procedures

Once a bias-related crime or other violent 
incident has been officially reported to the 
College for administrative and/or criminal 
action, the vice president of human resources 
will initiate action on the student’s or 
employee’s behalf.

Students should be aware that the Col-
lege does not have jurisdiction over actions 
and activities that occur off-campus and/or 
involve non-students. Hence, College officials 
will be somewhat limited in the amount of 
assistance they will be able to provide to the 
victim of a crime of this type. Students who 
are victims of a crime committed off-campus 
who wish to initiate criminal action should 
contact the police department with jurisdic-
tion over the locale in which the offense was 
committed. In this type of incident, and in 
those involving non-student perpetrators, 
the College will continue to make all reason-
able efforts to assist the student in reporting 
crimes and in receiving medical, legal, aca-
demic, and psychological support.

If the accused is a member of the College 
community, the Office of Human Resources 
will review evidence and statements made 
by the victim and conduct an investigation. 
Students will be encouraged to seek out coun-
seling resources for emotional support.

Additional Resources

	 Directory of Crime Victims Services: 
http://ovc.ncjrs.gov/findvictimservices/.

	 National Organization for Victim 
Assistance 9–5 Eastern time, 
Monday through Friday: 
Call 1-800-TRY-NOVA (1-800-879-6682) or 
703-535-NOVA (6682).

Excelsior College students take traditional 
classroom courses through other accredited 
colleges and universities to fulfill Excelsior 
degree requirements. These students should 
inform themselves about diversity initiatives 
on their local campuses. Since many of our 
students studying on other campuses will 
not attend a traditional campus orientation 
session, we encourage students to contact 
the Office of the Dean of Student Affairs at 
the institution they attend with questions or 
concerns about diversity on that particular 
campus.

http://ovc.ncjrs.gov/findvictimservices/


106

Student Policy Handbook

Students who complete Excelsior College 
distance courses are bound by our Student 
Rights and Responsibilities policy. Indi-
viduals who complete online or Web-based 
courses through other colleges will typically 
be bound by the Student Code of Conduct of 
the institution offering those courses. Honor, 
integrity, and respect for the rights of others 
are signature components of these codes and 
often address concerns of bias.

Campus Security Report

This report is prepared in compliance with 
the Federal Jeanne Clery Disclosure of 
Campus Security policy and Campus Crime 
Statistics Act (Clery Act) of 1998. It informs 
students, faculty, and staff about the Col-
lege’s campus security policy. As a distance 
learning education service provider, Excelsior 
College has no residential facilities. Located 
in Albany, the capital city of New York State, 
the College’s administrative operations are 
housed in four buildings in an office complex 
that borders a combination of residential, 
professional, and retail properties. 

Crime-Emergency Reporting Policy

All actual or suspected crimes, emergencies, 
fires, accidents, or injuries should be reported 
to:

	 Excelsior College Office of 
Human Resources: 518-464-6975.

	 Excelsior College Facilities Manager:  
518-464-8533.

	 Excelsior College Security Office: 
518-464-8533.

	 City of Albany Police Department: 
Emergency # 911. 
Non-emergency 518-438-4000.

	 City of Albany Fire Department: 
Emergency # 911. 
Non-emergency 518-462-3261.

Upon notification, Excelsior College staff 
will contact public law enforcement or fire 
fighting authorities as appropriate. Excelsior 
staff has a cooperative relationship with the 
City of Albany police and fire authorities and 
will work with such authorities to facilitate 
the resolution of all criminal or emergency 
incidents. All Excelsior students and employ-
ees are likewise encouraged to cooperate with 
law enforcement and fire fighting authorities 
as necessary.

Campus Security

The Excelsior College campus is comprised of 
four office buildings at 3, 5, and 7 Columbia 
Circle in Albany, New York 12203. On week-
days, during normal operating hours (between 
8:30 am and 5:00 pm) a receptionist is on duty 
at Excelsior’s main administrative building 
at 7 Columbia Circle. During the College’s 
extended hours, on Mondays and Wednes-
days from 5:00 to 8:00 pm, a security officer is 
stationed at 7 Columbia Circle and monitors 
all buildings at regular intervals. All buildings 
are locked after business hours and can only 
be accessed using an authorized security fob. 
Policing of Excelsior College’s facilities falls 
under the jurisdiction of the City of Albany 
Police Department. The parking area servicing 
the office buildings comprising the Excelsior 
campus is lit and the College’s security officer 
is available to escort College employees from 
the workplace to their vehicles during extended 
hours between 5:00 and 8:00 pm on Mondays 
and Wednesdays.

Alcohol and Drug Abuse

Alcohol and drug abuse by Excelsior College 
students and employees is strictly prohibited 
on Excelsior College property consistent with 
the College’s Alcohol- and Drug-Free Work-
place policy.
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Appendix A: Time Limitations on Transfer Credit
Description of Degree Programs
The following degree programs have established a time-related restriction on the application of certain 
subject areas meeting degree requirements.

Request for Time Limit Appeal
Students may request an appeal on any of the time restrictions outlined in the description above. 
Appeals must include proof of currency in the subject area, and are granted at the discretion of the 
Faculty Program Director overseeing the program.

View table on next page
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Degree Program Subject Area Time Limit Restriction
Bachelor of Science in Cybersecurity Cybersecurity Component 5 years
Bachelor of Science in Electrical Engineering Technology Computer, Electrical (not AC/DC), Electronics 10 years
Bachelor of Science in Information Technology Information Technology Component 5 years

Bachelor of Science in 
Nuclear Engineering Technology

Calculus I, Calculus II,  
Natural Science, Computers, 
Nuclear Engineering Technology, 
Electrical (not AC/DC), Electronics

10 years

Bachelor of Science in Liberal Arts with a concentration 
in Technical and Professional Writing Concentration courses 10 years

Bachelor of Science in Liberal Arts with a concentration 
in Logistics Operations Management Concentration courses 15 years

Bachelor of Science in Natural Sciences Natural Science component, Science courses 10 years

Associate in Science in Nursing and 
Associate in Applied Science in Nursing

Human Anatomy and Physiology core, 
Microbiology 5 years

All Nursing requirements

Eligible Credit: 
Excelsior College courses completed since 2020 
AND no more than 5 years prior to the academic 
policy date, C graded or higher, are eligible.

Ineligible Credit: 
Previously completed Excelsior College Exams, 
Nursing Theory Conference Exams (NTCX), 
awarded waivers and pre-2020 Excelsior College 
courses and courses completed more than 5 years 
prior to the academic policy date are not eligible.

LPN to Bachelor of Science in Nursing

Human Anatomy and Physiology core, 
Microbiology 5 years

All Nursing requirements

Eligible Credit: 
Excelsior College courses completed since 2020 
AND no more than 5 years prior to the academic 
policy date, C graded or higher, are eligible.

Ineligible Credit: 
Previously completed Excelsior College Exams, 
Nursing Theory Conference Exams (NTCX), 
awarded waivers and pre-2020 Excelsior College 
courses and courses completed more than 5 years 
prior to the academic policy date are not eligible.

Bachelor of Science in Nursing All nursing requirements 5 years
Master of Science in Nursing Education All nursing requirements 5 years
Master of Science in Nursing Leadership 
and Administration of Health Care Systems All nursing requirements 5 years

Master of Science in Nursing Informatics All nursing requirements 5 years
All dual-degree programs in Nursing All nursing requirements 5 years

Bachelor of Science in Business (including Dual Degree)
Business component courses 15 years
Graduate level courses for Dual Degree 10 years

Bachelor of Science in Health Care Management 
(including Dual degree)

Professional business core 20 years
Graduate component 10 years

 All non-nursing graduate level degrees All credits applied toward the degree 5 years
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