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Purpose
Welcome distinguished faculty of Excelsior University!

It is our pleasure to extend a warm and heartfelt welcome to each one of you. Your dedication to 
fostering academic excellence and your unwavering commitment to our students’ success form the 
cornerstone of our prestigious institution. This playbook symbolizes our collective journey toward 
creating an enriching educational environment. It is a testament to the collaborative spirit that 
defines our university and a reminder of the transformative impact your expertise and passion have 
on the lives of our students.

Instructors of a course may include department chairs, full-time faculty, and part-time faculty. 
The terms faculty and instructor are used interchangeably when discussing teaching and learning.

Excelsior University Teaching Philosophy Statement
In conjunction with Excelsior University’s mission, vision, values, and CARES credo, Excelsior has 
established a university-wide teaching philosophy and corresponding tenets that convey the institu-
tion’s core belief that effective teaching is the cornerstone of student success.

Excelsior University’s Teaching Philosophy
At Excelsior University, we believe in fostering a student-centered learning environment that 
elevates students to a new career and promotes critical thinking, broad and integrative knowledge, 
collaboration, and creativity. Our commitment to excellence is rooted in the belief that education 
should be inclusive and accessible to all learners. By embracing diversity and equity, we strive to 
empower students to reach their full potential and become career-ready, lifelong learners. Our 
approach to teaching at Excelsior University is built upon the principles of experiential learning, 
innovation, collaborative learning, and continuous improvement of our pedagogy. We aim to 
inspire curiosity, passion for learning, and a growth mindset in our students. We create a dynamic 
educational experience that prepares students for success in a rapidly evolving global society through 
personalized instruction, holistic student support services, and cutting-edge technology. Excelsior 
students are uniquely positioned and encouraged to take risks and consider new, diverse perspectives.

Excelsior University’s 6 Tenets of the Teaching Philosophy:

1.	Pursue Excellence: We are committed to promoting a culture of academic excellence, encour-
aging our students to strive for their best while providing the necessary resources, services, and 
personalized support to help them succeed.

2.	Embrace Diversity: At Excelsior University, we value and celebrate diversity in all forms, foster-
ing an inclusive and supportive community for all students, faculty, and staff members.

Continued on next page
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3.	Foster Innovation: Excelsior University thrives on innovation and creativity, pushing boundaries 
and redefining the educational experience, and optimizing technology and innovative teaching 
methods grounded in pioneering research, creative exploration, and evidence-based practice.

4.	Promote Integrity: Upholding strong ethical values and integrity is essential at Excelsior 
University, guiding our actions, decisions, and relationships within our community.

5.	Career Ready: Whether entering the workforce for the first time, upskilling for a promotion, or 
embarking on a different career path, Excelsior University develops competent, capable, work-
force-ready employees equipped with the latest knowledge and skills.

6.	Serve Society: With a commitment to social responsibility, Excelsior University aims to empower 
our graduates to make a positive impact in their communities and beyond, creating a better 
world for all.

http://www.excelsior.edu
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Effective Teaching Requirements and Best Practices

Sharing Your Expertise: Active Engagement In the Course

A.	Preparation for Day One

	� Requirement: Utilize Salesforce to accept or decline teaching invitations and sign contracts for 
upcoming terms within three days of receipt and at least one week before the start of the course 
when possible. For late teaching invites, accept invite and sign contract ASAP after receipt.

	� Requirement: Review the syllabus, textbooks, and related learning resources and course 
materials at least five days prior to the start of the term whenever possible and confer with the 
department chair if there are questions or concerns about course content or requirements. 
Report any broken links or course content problems to the department chair. Use the provided 
preterm checklist to make sure you are prepared for the start of the course.

	� Requirement: Post a welcome video announcement and populate the Instructor Information 
area with a bio, contact information, and availability for office hours or individual synchro-
nous meetings.

	� Requirement: Excelsior University does not provide faculty with textbooks. Review the text-
book list sent out before term start to assure you have access to any materials. If a course has 
required materials, instructors must secure their own desk copy or instructor access code for 
ebooks from the publisher as soon as possible and request that any physical textbooks be deliv-
ered directly to their home address. If a publishing company will not mail the desk copy to 
your home, have it mailed to Excelsior in your name and the school will send it to your home 
address. Contact the College of Liberal Arts and Sciences at clas@excelsior.edu or the College 
of Nursing and Health Sciences at cnhs@excelsior.edu with any difficulties in acquiring a copy 
of the learning materials.

	� Best practices:
•	Review and populate your profile in Canvas—add an image, set preferred pronouns, 

and add a brief bio—and select your preferred notification settings.
•	Preload reusable weekly announcements, including any reusable video announcements, 

and set the announcements to release at the appropriate time and date.

B.	Discussion boards

	� Requirement: Post multiple substantial posts on at least three different days per week in every 
week where the course has an online discussion forum.

	� Requirement: If there is a Welcome & Introductions area of the course, respond to each stu-
dent’s introduction post during week 1 to welcome all students to the course and share points 
of commonality.

Continued on next page
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	� Best practices:
•	Respond to each student throughout the term. To do this, reply to different students in the 

forums each week, as much as possible. Create an inclusive and welcoming environment 
in which every student receives attention from the instructor.

•	Engage often in the online discussion forums in the LMS. Discussions are one of the pri-
mary modes of instruction and student-instructor and student-student interaction. Use 
these forums accordingly to share your expertise and guide student conversations.

•	Read every student post in the online discussion forum each week.
•	Substantial responses should include significant feedback, suggestions, questions, or added 

information to demonstrate your expertise. 
•	Praise in public, redirect in private. In most cases, avoid criticizing a student publicly 

or point out shortcomings in their writing or participation in a discussion that can be 
observed by others. This type of redirection and feedback should be saved for the privacy 
of the grade center feedback.

•	Provide an “exemplar” discussion post for students to read and emulate.
•	Use students’ preferred names to address them in all interactions.
•	Ask follow-up questions to individuals based on the content of their discussion.
•	Ask follow-up questions to the whole group on the topic at hand to drive the conversation 

in new directions throughout the module.
•	Quote an insightful point from an individual student in a reply to them.
•	Provide links to articles, videos, and resources from the course readings or one or two 

outside sources with additional information on the topic at hand. Consider excerpting a 
quote or main idea from these outside resources to highlight it.

•	Role model appropriate citation and academic integrity practices—use in-text citations 
and APA references to cite any sources you refer to in your posts or presentations.

•	Make links between students’ posts to help students see connections between ideas 
within the online discussion board and form relationships (i.e., John and Jane, you both 
explored X, but what do you think about how this relates to Y).

•	Synthesize common themes that emerge from the discussion near the end of the module.
•	For team discussions, read all team discussion posts, intervene as necessary, and 

contribute follow-up questions as necessary to the team project.

Continued on next page
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C.	Announcements

	� Requirement: Post a minimum of one substantial announcement with a video each week. 
Video announcements must include the faculty member appearing on camera (not solely a 
screencast or voiceover) directly addressing students. Each video should include at least 30 
seconds of the instructor visible on screen to establish presence and connection. Refer to this 
tip sheet on how to create and post video announcements.

	� Best practices:
•	Substantial announcements should add additional tips, resources, and information 

related to the week’s topic, not be a simple copy/paste from the module pages.
•	Post announcements to address upcoming university activities or synchronous class 

meetings, encourage use of resources and support services, clarify expectations, remind 
students of major upcoming assignments, and respond to common student questions.

•	Aim to keep the videos short (less than five minutes) and include closed captions or 
a written transcript. Consider screensharing videos to walk students through the 
course navigation and expectations for the week. Remind students of the importance 
of viewing your videos. To save time, these videos can often be reused from term to 
term.

•	If more than one student asks a question, it is likely that many students have the same 
question. Record a video announcement where you screenshare the course pages or a 
whiteboard to explain the answer.

•	Record video announcements after major exams to provide group feedback and 
review difficult content areas.

•	Create a document of standard or reusable announcements to copy/paste and set to 
the correct upcoming dates for each term.

D.	Other online course engagement

	� Requirement: Course attendance: Demonstrate a clear understanding of the Course 
Engagement policy. Review the weekly attendance report, verify its accuracy, handle student 
requests for excused absences and, if approved, note “Exception” in the LMS. Report any con-
cerns about suspected “AW fraud” to the department chair.

	� Requirement: Course Q&A/Course Help forum and students’ announcement replies: Students 
may also ask questions and seek additional information in the Course Q&A/Course Help 
discussion board or by replying to an instructor’s announcement. Faculty should subscribe to 
the Course Q&A/Course Help forum to be sure not to miss any posts and change notification 
settings to see announcement replies. Faculty should reply to questions in both areas within 
48 hours. If the post is of a personal nature, faculty should respond to the student that they 
will follow up privately via the inbox.

http://www.excelsior.edu
https://www.excelsior.edu/events/
https://support.zoom.com/hc/en/article?id=zm_kb&sysparm_article=KB0060596
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Personalized and Timely Grading Feedback

A.	Timely grade submission and grade center management

	� Requirement: Grade all assignments and discussions within four calendar days of the assign-
ment due date for 8-week courses and seven calendar days of each assignment due date for 
15-week courses.

	� Requirement: Submit all final grades by 5 p.m. ET on the fifth calendar day after the end of 
the term.

	� Best practices:
•	Aim to return grades and feedback on Module 1 assignments and discussion boards 

in fewer than four calendar days to help set expectations for upcoming work.
•	Keep grade book current; fill in 0s for missing work.
•	Use the Notes function in the grade book to keep track of late work requests and other 

pertinent information about students, like preferred names.
•	Review your Canvas notification settings to assure you receive notifications when 

students post comments within Speedgrader or in reply to a grade center comment.

B.	Use of the provided rubric

	� Requirement: Always use the provided rubric to assess student learning.

	� Requirement: If the rubric contains ungraded program or university learning outcome assess-
ment rows, complete these rows as indicated for all students who completed the assignment.

	� Best practices:
•	If the rubric includes columns with a possible range (i.e., 1–10 points), include an 

explanation within the rubric for why the score is on the higher or lower end of that 
range.

•	Communicate with the department chair if the rubric contains errors or does not 
provide accurate scores for the assignment.

C.	Grading written assignments, team projects, and discussion board posts

	� Requirement: Provide each student with timely, individualized, substantial feedback on all 
assignments and discussion board posts that contribute to the final grade.

	� Requirement: Use Speedgrader to mark up all written assignment submissions that are more 
than one page in length(highlighting, comments, etc.) with specific, individualized comments 
on their work.

	� Best practices:
•	While pasting common feedback items from a comment bank can save time, all 

students must also receive feedback that is individualized.
•	Provide summary comments in the grade center comments box for all assignments 

and discussion board posts.
Continued on next page
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•	Use students’ preferred names to address them in grade center comments.
•	Focus most feedback on higher-order skills (argument, use of evidence) vs. lower-

order skills (formatting, grammar, APA) in Speedgrader markup and summary 
comments.

•	Ideal comments on significant assignments include at least one item of positive 
feedback, two or three key takeaways or areas for improvement, and links to resources 
such as the OWL, Library, and tutoring (linked on left tab in the course), as needed 
for each individual student.

•	The “sandwich method” is a helpful way of making sure to provide all students 
with positive feedback that includes acknowledging strengths and areas of growth. 
Additional teaching methods to provide both encouragement, positive reinforcement, 
and opportunities for growth through feedback include the SBI Model, COIN Model, 
GROW Model, and CEDAR Model. Review descriptions of these concepts here.

•	Focus most of your feedback on the content of the student’s work or discussion posts 
and not just logistical issues (timeliness, number of posts, etc.).

D.	Turnitin and academic integrity

	� Requirement: Review all students’ Turnitin reports for all assignments where Turnitin is 
embedded. Review both the similarity score (indicated by the flag color in the grade center) 
and the AI score (which can only be seen by opening each individual report).

	� Requirement: Report all academic integrity incidents to CLAS and CNHS via the Academic 
Integrity Reporting form. Follow guidance provided by the colleges for the current AI score 
thresholds to report as an academic integrity incident.

	�  Requirement: After submitting the reporting form and receiving guidance from CLAS/
CNHS, communicate directly with the student about the academic integrity incident and next 
steps, including allowing for a rewrite for any teachable moments. Provide the student with a 
link to the Academic Integrity policy.

	� Best practices:
•	When communicating with the student about an AI incident, ask questions about 

the student’s writing process and any editing tools they may have used. If necessary, 
discuss the issue further with the student via Zoom or a phone call and record notes 
about the conversation in the Canvas Inbox.

•	Academic integrity best practices, especially as it relates to artificial intelligence 
usage, change over time so make sure to follow the latest guidance around AI usage 
and the reporting process from the department chair and University.

•	Uphold a culture of academic integrity in the classroom by modeling appropriate 
attribution and citation in your own work and discussion board posts, providing 
resources related to citation and academic integrity, and answering student questions 
about academic integrity without judgment.

Continued on next page
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E.	Extensions

	� Requirement: Adhere to the Course Extension policy guidelines and timeline. Input a 
final grade of “I” for any student with an extension and alert ORR@excelsior.edu.

	� Best practices:
•	Provide students completing extensions with deadlines and checkpoints along 

the way. This will allow time to grade each assignment to provide feedback to use on 
the following assignment and will prevent the student from waiting until the last day 
of the extension to complete the work.

F.	Late work

	� Requirement: Instructors should be familiar with and uphold the Late Course Work policy.

	� Best practices:
•	Instructors have the discretion to accept late course work without penalty based on 

their assessment of a student’s extenuating circumstances.
•	If you are asking a student for documentation of an extenuating circumstance, direct 

the student to submit the documentation to studentsupport@excelsior.edu.
•	When unsure of how to handle an individual student’s late work needs, contact the 

department chair or full-time faculty mentor for input.

G.	Other graded elements

	� Requirement: Some courses include additional graded elements in third-party tools like 
labs, textbooks, and other publisher resources. Follow guidelines from the department 
chair on required engagement and any individual student grading feedback required 
for these course items. Contact the department chair about faculty expectations in a 
particular course activity or tool.

Communication and Responsiveness
Direct communication with all students in the course is an essential component of effective 
teaching. Instructors should plan to communicate directly with each student in the course at 
least twice per week. These communications should be substantive and may include formative 
or summative feedback, praise and encouragement, support, and/or direction to resources. This 
communication may occur through the inbox, grade center, office hours, or scheduled one-on-
one meetings. More information about each of these channels is described below.

1.	 Inbox communication

	� Requirement: Use the inbox tool within Canvas for student communication. Respond to 
student inbox messages within a maximum of 48 hours. Refrain from deleting any student 
messages in the inbox in case documentation is needed for an appeal.

	� Best practices:
•	Aim to respond to student questions in the inbox within 24 hours, especially if the 

questions relate to an upcoming assignment.
Continued on next page

http://www.excelsior.edu
https://www.excelsior.edu/policy/course-extension/
mailto:ORR@excelsior.edu
https://www.excelsior.edu/policy/late-course-work-policy/
studentsupport@excelsior.edu


© 2025 Excelsior University  |  excelsior.edu

10

•	Review your notification settings in Canvas to make sure you have inbox messages 
set to alert you to new messages, whether by mobile alerts or forwarding to your 
email address.

•	Avoid using “text speak” when communicating by inbox.
•	If engaged in a heated discussion over email, take a few hours or the evening to 

respond, allowing everyone to take a moment and de-escalate. Video announcements 
must include the faculty member appearing on camera (not solely a screencast or 
voiceover) directly addressing students. Each video should include at least 30 seconds 
of the instructor visible on screen to establish presence and connection. In-person 
discussions should also remain civil and professional. Review the de-escalation 
techniques provided on Faculty Connects.

2.	 Synchronous individual meetings (office hours) and synchronous group meetings

	� Requirement: Post information about your availability for synchronous individual meetings 
in your welcome announcement and in the Instructor Information area in the course.

	� Requirement: Conduct a minimum of one regularly scheduled office hours (synchronous 
individual meeting availability) per week. Give notice if the office hours are rescheduled or 
canceled. Alternatively, clearly state in the Instructor Information area of the course that syn-
chronous individual meetings can be scheduled by appointment and note your weekly times 
of availability.

	� Best practices:
•	Synchronous tools can be extremely effective for one-on-one communication with 

a student who has questions or needs additional help. Aim to use a tool that allows 
screenshare or a whiteboard as needed (i.e., Zoom or Brainwave) to proactively 
address tough or confusing course topics or help students with navigational or course 
content questions.

•	 If communicating with a student by phone or a synchronous tool, document any 
decisions made via the inbox afterward (i.e., in our phone call today we discussed an 
extension until Tuesday at 11:59 p.m. to submit the assignment).

•	Hold synchronous group meetings using a university-supported tool (Zoom, Teams, 
or Brainwave) and record any group meetings for those who cannot attend. Some 
topics to cover in these synchronous group sessions include:

1.	 An overview of the course navigation, syllabus, and expectations in week 1.

2.	 A session covering tips and tricks for an upcoming major assignment or exam.

3.	 A session covering a difficult topic that students are struggling with or have frequent 
questions about.

4.	 A midpoint check-in session to set up students for success in the second half of the term.

http://www.excelsior.edu
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Student Success Collaboration

A.	Individual outreach to struggling and absent students

	� Requirement: Outreach to individual students to promote student success is a fundamental 
component of instruction. After a week ends, an instructor should reach out via the inbox to 
offer support to all students who were absent, participated inconsistently, struggled signifi-
cantly with the work, or are displaying inconsistent behaviors.

	� Best practices:
•	Reach out to all students who scored poorly on the previous week’s major assignment 

or exam.
•	Follow up on struggling student outreach with synchronous phone calls or 

Zoom sessions with individual students as needed (see above).
•	If the student is unresponsive to outreach or needs additional interventions, 

collaborate with the student’s academic advisor by raising a flag (see below).

B.	Collaboration with Academic Advisors: Raising flags

	� Requirement: In addition to midpoint feedback (see below), instructors should also “raise a 
flag” in Salesforce when students need intervention from their academic advisor.

	� Best practices:
•	Instructors should raise a flag when a student is absent or participating inconsistently, 

struggling significantly with the work, or needs additional outreach around personal 
issues or referrals to college resources. When raising a flag, make sure to provide context 
for the student’s academic advisor on what specific issue the student is having, what 
intervention you have already taken, and what you would like the academic advisor to 
do (i.e., call the student and remind them to participate in the upcoming module, etc.). 
Instructors will be alerted by email notification when the flag has been resolved.

•	Raised flags can be especially effective as a means of early intervention support for 
struggling students in weeks 1–3 of a course to give a student time to change their 
participation habits or work with their instructor to get caught back up and succeed.

C.	Leveraging student data: Using the teaching and learning dashboard

	� Requirement: Student data in the teaching and learning dashboard should be reviewed by 
instructors at regular intervals for student risk factors, including low grades, missing work, 
and absences. Instructors should then use the data to drive decision-making about individ-
ual student interventions and communicate interventions that are working or not working to 
other relevant stakeholders, including the academic advisor and the department chair.

D.	Participation in Student Success Collaboration meetings

	� Requirement: Full-time faculty will come prepared to participate in regular student success 
collaboration meetings to individually review student progress data to determine and deploy 
interventions for students in their classes.

Continued on next page
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	� Best practices:
•	Student success collaboration meetings offer an opportunity for all faculty to better 

understand trends and data impacting their students and courses and to build productive, 
collaborative relationships with academic advisors. All faculty are strongly encouraged to 
participate in synchronous meetings and asynchronous information gathering.

E.	Midpoint feedback

	� Requirement: Instructors should submit midpoint feedback in Salesforce EXCELerate for 
every student enrolled in their course(s) between weeks 3 and 6 for 8-week courses and 
between weeks 7 and 9 for 15-week courses. Midpoint feedback should include the student’s 
course average, attendance and participation, assignments, and discussion.

	� Best practices:
•	Instructors should leave constructive midpoint feedback specific to each student.
•	In addition, instructors should recommend resources from a list provided in the 

midpoint feedback system. The list includes the library, bookstore, OWL, accessibility 
services, ComPsych, Brainfuse tutoring, and Career Readiness.

•	Instructors should select “needs an intervention” in the midpoint feedback system to 
create a flag for the academic advisor.

F.	Other cross-university collaborations

	� Requirement: When necessary, instructors should be available to collaborate with other units 
at the university to aid in their students’ academic success, including advising, accessibility 
services, tutoring, the writing lab, the bookstore, and others.

	� Requirement: Accessibility services staff will provide instructors with accommodations 
documentation for any students in their course who have a documented disability. This com-
munication will be sent in an email during the first week of the term. The Americans with 
Disabilities Act mandates that instructors uphold these accommodations and maintain the 
student’s right to privacy. Instructors should contact the Student Support team (studentsup-
port@excelsior.edu) with any questions or concerns.

G.	Student behavioral issues, conflict, and appeals

	� Requirement: Report all student behavioral issues like bullying or aggressive responses to 
others to the department chair and take a screenshot of the posts before asking the student to 
modify the posts or deleting them, depending on the severity of the issue.

	� Requirement: Review and follow the plan of action for students with mental health issues and 
immediate crises.

	� Requirement: Students may submit a complaint or appeal about faculty, grade, or course. 
Faculty are expected to provide information and communication regarding the student and 
their activities and be a part of the resolution process, if appropriate.

http://www.excelsior.edu
https://excelsior.brainier.com/%23/object/4798
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Outside Of Your Course— 
Engagement with the Excelsior Community

A.	University-wide preterm meetings

	� Requirement: All full-time faculty and all part-time faculty teaching in an upcoming term 
are expected to attend the preterm meetings, offered three times per year, the week before the 
Fall I, Spring I, and Summer I term start. The preterm meeting provides university updates, 
reports from various departments, and departmental breakout sessions. Those who cannot 
attend the live sessions are expected to complete the preterm meeting course in Brainier by the 
end of the first week of the new term.

B.	Department and college meetings

	� Requirement: Unless you are told otherwise, your department chair is typically the primary 
point of contact for most questions and student/course issues that arise during the term. 
Faculty are expected to be in communication with their department chair whenever needed 
and reply promptly to emails from the department chair.

	� Requirement: Full-time faculty are expected to attend all departmental, school, and 
college meetings.

	� Best practices:
•	Part-time faculty may also be invited to attend periodic departmental, school, 

or college-wide (CLAS and CNHS) meetings. Departmental meetings offer the 
opportunity to engage with other faculty members who teach in a similar field, share 
best practices, and address issues of common concern.

C.	Professional development opportunities

	� Requirement: Full-time faculty are expected to attend nine professional development activ-
ities within an academic year. At least six sessions should be internal workshops and at least 
three should be  external sessions. Full-time faculty are eligible for conference and professional 
development funding. Faculty should track their own professional development for perfor-
mance evaluations.

	� Best practices:
•	Excelsior part-time and full-time faculty are role models for lifelong learning. The 

university offers many internal and external professional development opportunities.
•	Faculty should plan to attend and/or watch recordings of professional development 

demonstrations on new procedures or tools that impact their courses.
•	Full-time faculty are encouraged to seek professional development in their field. 

Approved funding is available to support faculty development opportunities.
•	Part-time faculty are required to attend or watch a recording of at least nine hours of 

Excelsior-sponsored professional development sessions each academic year.

Continued on next page
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D.	Excelsior rope teams, committee service, and other opportunities

	� Best practices:
•	All faculty are encouraged to engage in opportunities to interact with students, 

faculty, and staff outside of the classroom.
•	Committee service: Faculty may be recruited by the dean or designee to participate 

on university committees, including curriculum committees, university governance, 
advisory, and ad hoc committees.

•	Faculty are encouraged to interact with students and other faculty and staff on areas 
of common interest in any of Excelsior’s identity/allyship rope teams.

•	Faculty are also encouraged to interact with students and the university via social 
media channels (e.g., Excelsior Student Group, Excelsior Graduate Students).

E.	Additional requirements and best practices for clinical faculty

	� Requirement: Review the Clinical Faculty Playbook.

http://www.excelsior.edu
https://communities.excelsior.edu/resources/what-are-rope-teams/
https://www.facebook.com/share/g/16BBC5eG39
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https://home.excelsior.edu/faculty/clinical-faculty-handbook/
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Appendix A: Who to Contact
TOPIC/QUESTION INDIVIDUAL/OFFICE

Teaching assignments and contracts in Salesforce CLAS and CNHS:  �CLAS@excelsior.edu 
CNHS@excelsior.edu

Academic Integrity

CLAS and CNHS, and 
complete the Academic Integrity 
Reporting Form: �CLAS@excelsior.edu 

CNHS@excelsior.edu 
Reporting Form

Course Issues 
(i.e., broken links, content issues) Department chair

Student Support: 
Outreach for absent or struggling students

Raise a flag in Salesforce EXCELerate for 
the student’s academic advisor.

Brainfuse Online Tutoring learn@excelsior.edu

Online Writing Lab owl@excelsior.edu

Library Services library@excelsior.edu

Accessibility Services Office of Accessibility Services 
studentsupport@excelsior.edu

Student Complaints/Appeals Department chair and 
student support@excelsior.edu

Issues related to payments, benefits, and 
human resources forms

Human Resources 
odhr@excelsior.edu

Technology problems with the website, 
logins, courses, and Salesforce Technical Support Help

All other questions and issues Department chair

http://www.excelsior.edu
mailto:CLAS@excelsior.edu
mailto:CNHS@excelsior.edu
mailto:CLAS@excelsior.edu
mailto:CNHS@excelsior.edu
https://forms.office.com/pages/responsepage.aspx?id=cQEwFMSUdkmcGXuHQ-p4HCOMCXsrnnpGtGx99Ylq48ZUNlM1QUZUME9XNFBETTBUR1pMM1FYWk1OMy4u
mailto:learn@excelsior.edu
mailto:owl%40excelsior.edu?subject=
mailto:library@excelsior.edu
mailto:studentsupport@excelsior.edu
mailto:student support@excelsior.edu
mailto:odhr@excelsior.edu
https://www.excelsior.edu/support-resources/technical-support-help/
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Appendix B: Best Practice Examples
The following are examples from various Excelsior instructors used to illustrate the best practices 
described above.

Examples of effective discussion board posts by instructors

Role model appropriate APA in discussion posts

Continued on next page

http://www.excelsior.edu
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Quote insightful points by students in reply to them

Ask questions of individual students when replying to them

Ask questions of the whole group to consider in their replies

Continued on next page

http://www.excelsior.edu
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Ask questions of the whole group to consider in their replies

Synthesize common themes and ideas emerging from the conversation by the end of the week

Continued on next page

http://www.excelsior.edu
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Examples of effective grading feedback

Providing descriptive narrative feedback inside the rubric

Continued on next page

http://www.excelsior.edu
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Using Speedgrader comment bubbles: 
focus primarily on content and argument (higher-order skills)

Using Speedgrader features:  
highlighting, writing on the doc, drawing, etc.:

Continued on next page

http://www.excelsior.edu


© 2025 Excelsior University  |  excelsior.edu

21

Grade center summary comments: including areas of growth, including links to resources for help

Continued on next page

http://www.excelsior.edu
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Grade center summary comments: identify areas of strength and growth during the term. 
Point to 1–3 overarching areas to improve for the next submission (summarizing the feedback 
inside Speedgrader)

Examples of effective announcements

Video announcement examples (with screenshares)

	� Module 2 of Cornerstone: Screenshare of DAACs and Cornerstone Writing Refresher: 
https://www.youtube.com/watch?v=oQ2CRyDhcTg

	� Video walk-through of an ideal discussion post: 
https://www.screencast.com/t/vzsJFTpZ

Make an announcement to walk through a concept when multiple students are struggling with the 
same issue or there are common questions

	� Using the library’s citation generator: 
https://youtu.be/teAfZT3Ef5A?si=saJgMf- 7YOnnA_8o&t=149 [start at 2:29]

	� How to post video files to a discussion board: 
https://youtu.be/DbxkNwQq4VY?si=GSLj-w2ZKLwEGqKA&t=189 [start at 3:09]

22
Continued on next page

http://www.excelsior.edu
https://youtu.be/teAfZT3Ef5A?si=saJgMf- 7YOnnA_8o&t=149
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Announce upcoming Zoom workshops or office hours

Providing additional clarification or examples for an upcoming assignment

Using an announcement for a midpoint check-in opportunity

Continued on next page

http://www.excelsior.edu
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Using announcements to connect the week’s topic to the real world, share additional content, and 
share your area of expertise

Celebrate their success with a last day of the term announcement

http://www.excelsior.edu
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Appendix C: Faculty Checklist

Visit the Faculty Checklist Hub in Faculty Connects for the most up-to-date information.

http://www.excelsior.edu
https://home.excelsior.edu/faculty/new-faculty-playbook-and-instructional-checklist/
https://home.excelsior.edu/faculty/
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