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1. Purpose/ Introduction  

The purpose of this policy is to establish guidelines for the delivery of distance learning 

programs at East West College of Natural Medicine ensuring high-quality education that meets 

the needs of students and aligns with institutional standards. Distance Education promotes and 

supports the innovative use of technology in teaching, advising, and mentoring students while 

emphasizing academic excellence within a supportive environment. The Distance Education 

Policies & Procedures Handbook is intended to serve as a guide for students and faculty.  

2. Scope 

This policy applies to all faculty, staff, and students involved in distance learning programs at 

East West College of Natural Medicine (EWCNM)  

3. Definitions 

• Distance Learning: A mode of delivering education where instruction occurs remotely 

rather than in a traditional classroom setting. 

• Asynchronous Learning: Learning that does not occur in real-time, allowing students to 

access materials and complete assignments at their convenience. 

• Synchronous Learning: Real-time learning where students participate in classes 

simultaneously via online platforms. 
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4. Policy Statements 

• EWCNM is committed to providing equitable access to quality distance education. 

• All distance learning courses will meet the same academic standards as in-person 

courses. 

• Faculty members must complete training in distance learning pedagogy and technology 

during the year when teaching online courses. 

• EWCNM staff and faculty regularly assess the Distant learning aspect of the program.  

• All Distant learners are required to supply and utilize their own computer with a camera 

and have access to the internet.  

5. Student Procedures 

A. Enrollment / Orientation 

• Students must meet the admission criteria for EWCNM’s Master of Science in 

Acupuncture and Herbology (specialization in Chinese Herbology) programs as outlined 

in the college catalog. 

• Registration for online courses will follow the same timeline as traditional courses. 

• EWCNM offers a self- evaluation survey to gear the student to self-evaluate their 

readiness for online learning. 

• A member of EWCNM staff will provide an orientation where they will set the student 

up with a “myewcnm” email allowing which allows access the dashboard for information 

and classes.   

B. Authentication  

Student identity for online access is authenticated online by the utilization of their myewcnm 

college email to log into the EWCNM google classroom platform.   

C. Attendance:  

Online course requirement is the same as the EWCNM attendance policy as listed in the catalog. 

Weekly homework assignments, associated with weekly videos of course material, are used as 

attendance indicators. If attendance homework is not submitted by Friday midnight EST then 

that week is considered an absence unless further arrangements are made with the instructor to 

make up the absence. Absences must be made up within 3 weeks unless the instructor deems 

there is an unmitigated excuse. Options to comply with weekly attendance requirements include: 

Assignments, Quizzes, Discussions, Exams. 

D. Academic Integrity  

EWCNM Faculty and Students should adhere to Academic Integrity. 

• Academic Rigor: Distant education programs should meet the same academic standards 

as face-to-face programs.  
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• Honesty: Submit your own work and acknowledging the work of others  

• Fairness: Cite and quote your sources.  

• Respect: Respecting the work of others and not doing work for someone else.  

• Cheating: Avoid using unauthorized materials during tests or exams to gain an 

unfair advantage.  

• Plagiarism: Do not present the ideas of others as your own without proper citation.  

• Fabrication: Do not make up data or results and recording or reporting them.  

• Falsification: Refrain from manipulating research materials, equipment, or 

processes to misrepresent the research.  

• Academic misconduct: Any action that gives a student an unfair advantage or 

disadvantage  

• Inappropriate collaboration: Refrain from sharing work or ideas with another 

student on an assignment when it is not designated as a group assignment.  

B. Course Delivery 

• The Distant learning method is asynchronous. 

• Courses will be delivered using Google Platform “Google Classroom”  

• Faculty must provide a syllabus that includes course objectives, expectations, and 

technology requirements. 

C. Assessment and Grading 

• All assessments align with course objectives and be clearly communicated to students via 

the course syllabus. 

• Grading rubrics will be provided for all assignments and assessments. 

• Exams are delivered through Quilgo and will be proctored while taking exams via Quilgo 

camera system to assure academic authentication.  

• Separate from homework assignments, the courses will have scheduled exams at specific 

times schedule at the discretion of the instructor and syllabus outline.  

• Grades are posted within one week after the exam is taken. 

D. Communication 

• Faculty are required to communicate with students regularly via email and streaming. 

Students are provided with their instructor’s email for direct communication throughout 

the course, parameters of communication are set by the instructor.  

• Students should expect timely feedback from instructors on assignments or tests within 

one week. 
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E. Student Services 

• The college will provide technical support for both students and faculty using google 

classroom from the registrar and student services.  

• Academic advising and tutoring services will be available to distance learners. 

6. Responsibilities 

• Faculty: Responsible for developing and delivering quality online courses, engaging 

with students, and providing timely feedback.  

o Engagement and Communication –  
▪ Designing for interaction and communication is a vital factor when 

developing a DL course.  
▪ It is important to consider the methods and frequency of 

communication as well as the message and tone.  
▪ Good communication is a key factor in student retention and success 

because students who feel engaged in a course are more likely to 
complete the course and report a positive distance education 
experience.  

▪ Interaction may occur via telephone, email, electronic chats, on-site 
meetings, video teleconferencing, or other methods.  

▪ Appropriate interaction for a course depends upon the course delivery 
mode and the technologies used by the faculty member. 

• Students: Expected to engage actively in their learning, meet deadlines, and seek help 

when needed. 

• Administration: To ensure resources and training are available for faculty and students. 

7. Compliance and Review 

This policy will be reviewed annually to ensure compliance with accreditation standards and best 

practices in distance education. 

8. Contact Information 

For questions or further information, please contact: Student Services, Academic Dean, or 

Campus Director.  


