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This  document  contains  text  that  can be  used to  communicate  with students  about  the  role   
of  the  Academic  Coach and suggested responsibilities  and best  practices  for  coaches  and  
instructors.   

 

            

 
        

            

        

ABOUT   ACADEMIC COACHES  AT   UNF   

An Academic Coach is an extension of the professor and operates under their direction. 

Role of the Academic Coach  (AC)  ( for students)   
The role of the AC includes, but is not limited to the following:  

•  Maintaining a  safe,  comfortable  online  learning  environment.  
•  Sending out  daily  or  weekly  announcements  to keep students  informed about  

upcoming assignments  or  changes  to the  course.  
•  Assisting students  with technical  and content  related questions.  In  a  designated 

discussion forum,  the  Academic  Coach can monitor  and respond to students’  
technical  issues  or  questions  about  course  content  or  policies.  

•  Responding to students’  emails  within  a  specified time.  Students  can be  informed 
to  contact  the  AC  before  contacting their  instructor.  

•  Grading students’  assignments  and providing feedback within a  given  
timeframe.  

•  Participating in  asynchronous  and synchronous  discussions.  

Role of the Academic Coach      AC) for instructors  
The role of the AC includes, but is not limited to the following:  

•  Communicating  with the  instructor  as  needed  
•  Grading assignments,  assessments,  and  discussions  
•  Participating in  or  facilitating asynchronous  and synchronous  discussions  
•  Documenting student  comments,  questions,  and concerns   
•  Monitoring student  engagement  in the  course  
•  Contacting students  individually to address  any issues  or  concerns  
•  Reviewing midterm  and final  course  surveys  and sharing feedback with  the  

instructor  
•  Recommending final  grades  to the  instructor  at  the  end of  the  course  
•  Handling student  questions  related to technology  and  content  
•  Documenting all  contact  with  students  
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Additional ideas for instructors:  
• Using the tasks outlined above, clearly identify who will be responsible for 

which duties during the course. 
• Consider whether you would like the AC to include you on email responses to 

student questions. Perhaps you would like to be copied only on responses to 
content-related questions. 

• Determine how you would like to inform the AC of your expectations for 
grading assignments. Do you want to grade one assignment as an example, 
and then have the AC grade the remaining assignments? Or would you like for 
the AC to grade one and have you give feedback before he/she grades the 
remaining assignments? 

• Consider creating Assignment Sheets for the AC, which would include the 
information the AC will need to grade the assignment, including the rubric 
and learning objectives. 

• Determine whether you would like the AC to also mentor students that are 
having difficulties with the content. 
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