


DISCLAIMER   
The contact information, rules, policies, and procedures in this handbook are intended to apply under normal 
circumstances. There may be situations that require immediate or nonstandard responses. This handbook 
does not limit the authority of ASA College to deviate from the normal rules and procedures set forth in this 
handbook, and to deal with individual circumstances as they arise in the manner deemed most appropriate 
by the college taking into consideration the best interests of itself, its faculty, employees, students or overall 
college community. Any information in this handbook may also be revised or updated periodically. You will 
be advised of any changes as they are made, via e-mail. Vendors of education technologies used in the Online 
Campus may release updates, and hence, may result to updates to this handbook. Any student with a question 
about any handbook policy or statement should feel free to speak with the Director of Distance Learning Department 
or the college’s Provost.
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Dear ASA Students,

ASA College would like to welcome you to the Online Campus! 
We are as excited as you are in taking this journey to becoming 
responsible professionals with firm academic foundation and 
career-specific competencies.

The Online Campus at ASA College offers courses in online format 
that have the same rigor as courses offered across all programs and 
campuses, allowing students the flexibility as they travel the road to 
success. If this is your first time studying online, please give yourself 
a bit of time to get comfortable. We have a team of academic and 
technical professionals who can help you along the way.

We sincerely hope that the academic, professional, and intrapersonal 
skills you will gain from this journey will be and remain valuable to you.

WELCOME  LETTER

Sincerely,

Dr. Shanthi Konkoth
Provost, ASA College



In memory of Dr. Paula Peinovich, one of the pillars of 
distance education at ASA College, who was passionate 
and dedicated to providing high-quality online education 
and services to students.
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INTRODUCTION

The ASA College Online Campus Student Handbook is designed as an addendum 
to the ASA College catalog. The handbook contains sections that explain how 
to get started in the Online Campus, technical requirements, Online Campus’ 
academic and student support services, and academic policies that apply to all 
students taking online classes.

Online Campus students must review the ASA College Student Handbook, as well 
as the ASA College Online Campus Student Handbook to be familiar with all policies 
that apply to them. The Distance Learning Department expects that students 
are familiar with both of these handbooks and follow the outlined policies and 
procedures as they attend classes in the Online Campus.

INTRODUCTION



ASA.EDU | ASA COLLEGE | ONLINE CAMPUS STUDENT HANDBOOK
7

INTRODUCTION

ASA VISION STATEMENT
The vision of ASA College is to be a premier provider of quality career-
oriented professional education to a diverse population of learners.

The Mission of ASA College is to educate a diverse and qualified student 
population to become responsible professionals committed to lifelong 
learning by equipping them with a firm academic foundation and career-
specific competencies. ASA offers high-quality degree and certificate 
programs that respond to the needs of students and employers in a global 
economy.  ASA faculty and staff are dedicated to maintaining professionalism 
and institutional integrity in a student-centered environment.

ASA MISSION STATEMENT

ASA ONLINE CAMPUS GOALS
The ASA Online Campus exists to support the Mission of ASA and extend its 
access to those whose personal circumstances or preferences prevent 
them from attending one of ASA’s campus based programs in New York City 
or Florida. The Online Campus provides the same academic quality, student 
retention, and  lifetime opportunities that are points of differentiation and 
indicators of excellence of all ASA campuses and programs. The Online 
Campus will provide a global reach for ASA beyond the United States to 
complement the already international student body at its campuses.
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OUR EXPECTATIONS FROM STUDENTS IN ONLINE CAMPUS
• Regularly check the ASA College student e-mail account. All correspondences from the 

college – your professors included – are sent to this e-mail account. Using your e-mail 
account to contact anyone or any office in the college allows personnel to verify that you are 
a legitimate student at ASA College. Messages sent using a personal e-mail account often 
end the “Spam” folder where it may remain unnoticed for many weeks.

• One of the basic responsibilities of a student taking an online class is to access the online 
class several times a week, starting at the first or second day of the week. At the minimum, 
students are expected to spend at least 9 hours a week per course to properly fulfill all 
required coursework every week.

• Every week, students of the Online Campus must fulfill all required coursework. This includes 
not only studying the learning materials posted by the professors, but also tests, assign-
ments, journals, and/or participating in the weekly discussion forums. In addition, course-
work must be fulfilled on or before the deadline. Failure to do so results to not only being 
marked as absent for that week, but also results to much more material to catch up with.

• Any questions about the class and its learning materials and coursework must be addressed 
to the designated professor. If you need academic counseling or guidance, please contact 
the online student success coordinator. Technical issues encountered while using the 
learning management system where courses are hosted, must be addressed to the online 
support specialist at the Distance Learning Department.

• One of the ways learning occurs in an online class is through Discussion Forums. As a student 
in an online class, you are expected to post a meaningful response to the forum question 
or topic assigned by the professor. Replying “I agree” or “I disagree” to someone’s post in 
a discussion forum is not considered substantive. Substantive posts are posts that contain 
meaningful message where others can learn from, or perhaps excite them to react to your 
post.

GETTING  STARTED

GETTING STARTED
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Students must have a basic knowledge of using a computer, regardless whether it is a PC 
or Mac. Equally important, students must have access to a computer with Internet connec-
tion, and have a basic set of software applications installed in it.

• Type of Computer: Any desktop or laptop that is equipped with Microsoft Windows 7 
(or newer), or Apple MacOS 10.8 Mountain Lion (or newer). 

A. Although we configured Blackboard Learn to work in tablets and smartphones better 
than before, Blackboard Learn still has limited functionality in the stated devices.

B. We do not recommend Google Chrome books because there are a few features in  
Blackboard Learn are not compatible with Google Chromebooks.

• Type of Internet Connection: DSL, Cable Internet, and Cellular Internet connections can 
be used, regardless whether the computer is connected wirelessly or not.

Computer must have a web browser. Recommended web browsers:

• Google Chrome, version 36 (or higher)

• Mozilla Firefox, version 31 (or higher)

• Apple Safari, version 6 (or higher)

To see if the web browser is ready to access ASA College’s Blackboard Learn, students must 
visit http://bit.ly/bbready.

Essential software applications:

• Microsoft Word, Excel, and PowerPoint – free for students and teachers, available at 
http://bit.ly/office4edu.

• Adobe Acrobat PDF Reader – free for everyone, available at https://get.adobe.com/reader/

The ASA Online Campus is not yet mobile enabled.  You must have access to a desktop 
or laptop computer. Public libraries in most locations around the world provide access to 
computers. ASA campus locations also have computer labs for student use. 

ONLINE CAMPUS HELP DESK
If you are experiencing any sort of technical issues, such as:

• Password is not working or you are unable to log into the Online Campus,

• Your computer is unable to open files, etc.,

• You are receiving error messages when accessing your online courses,

You can contact the Online Campus Helpdesk. The easiest and fastest way to do so 
is to email dl@asa.edu or call (212) 672-6450 extension 1470.

TECHNOLOGY SUPPORT AND REQUIREMENTS

TECHNOLOGY SUPPORT AND REQUIREMENTS

http://bit.ly/bbready
http://bit.ly/office4edu
https://get.adobe.com/reader/
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BLACKBOARD LEARN
0 1. In your computer, open a web browser. If you are using a Windows-equipped computer, 

you may use Microsoft Internet Explorer, or Microsoft Edge (whichever is available). Mean-
while, if you are using an Apple macOS-equipped computer, you may use Apple Safari.

02. In the web browser’s address box (usually found at the top part of the browser window), 
type: https://asa.blackboard.com and then, press the ‘Enter’ key on your keyboard.

03. Type your username in the box provided. The username is your student number, including 
the dash. Example: 099999-999.

04. Type your password in the box provided. If this is your first time logging in to ASA’s Black-
board, or you never changed the default password, your password is the same as your 
username. Otherwise, you must type the one you changed it to.

For further assistance, please visit the Distance Learning Department office, or send an 
e-mail to DL@asa.edu and include your full name, student ID number, date of birth, and 
zip code of the address you submitted to ASA College. Tutorials are also available at 
http://onlinecampus.asa.edu

The ASA student portal allows students to access the information and password protected 
resources that they need quickly and easily in one central place. Below are step-by-step 
directions how to access the student portal, ASA e-mail, and Blackboard Learn.

HOW TO LOG IN:

HOW TO LOG IN

https://asa.blackboard.com
http://onlinecampus.asa.edu
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ASA COMPUTER
0 1. From the Windows Welcome Screen, press the Ctrl, Alt, and Delete keys on the keyboard, 

at the same time.

02. Type your username in the box provided. The username is your first name combined with 
your last name, without spaces. Example: If a student is named John Doe, then the user 
name is johndoe.

03. Type your password in the box provided. If you are a first-time ASA computer user, or you 
never changed your Windows password, then your password is the same as your user 
name.

For further assistance, please contact or visit the nearest IT Department office, or send 
an e-mail to ASAHelp@asa.edu and include your full name, student ID number, date of 
birth, and zip code of the address you submitted to ASA College.

ASA E-MAIL SYSTEM
0 1. In your computer, open a web browser. We recommend using Google Chrome or Mozilla 

Firefox.

02. In the web browser’s address box (usually found towards the upper edge of the window), 
type: https://www.outlook.com and then, press the Enter key on your keyboard.

03. Type your username in the box provided. The username is your first name combined with 
your last name, without spaces, and then followed by asa@edu. Example: If a student 
is named John Doe, then the username is johndoe@asa.edu. If that does not work, try 
adding ‘ASA_’ before your student ID number. Example: ASA_099999-999

04. Type your password in the box provided. The password is your student number, including 
the dash. Example: 099999-999.

For further assistance, please use your personal e-mail account and contact the IT 
Support Team at ASAHelp@asa.edu.

STUDENT PORTAL
0 1. In your computer, open a web browser. We recommend using Google Chrome or Mozilla 

Firefox.

02. In the web browser’s address box (usually found towards the upper edge of the window), 
type: https://portal.asa.edu and then, press the Enter key on your keyboard.

03. On the upper right-corner, click the Login button. Then, click the link that says, “Student  
Portal Homepage”.

04. Type your username and password in their respective boxes. Enter the username and 
password you chose at that time you created your Portal account.

For further assistance, please contact or visit the nearest IT Department office, or send an 
e-mail to PortalAdmin@asa.edu and include your full name, student ID number, date of 
birth, and zip code of the address you submitted to ASA College.

HOW TO LOG IN

https://www.outlook.com
https://portal.asa.edu
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IT DEPARTMENT

DISTANCE LEARNING DEPT.

1293 Broadway, Rm 816, 
New York, NY 10001

+1 (212) 672-6450 Ext. 1470

1293 Broadway, Rm 623, 
New York, NY 10001

+1 (212) 672-6450 Ext. 1061

ASAHelp@asa.edu

151 Lawrence Street, Rm 304, 
Brooklyn, NY 11201

+1 (212) 672-6450 Ext. 1061

530 W 49th Street, Rm 245, 
Hialeah, FL 33012

+1 (786) 279-1741 Ext. 4912

Address: 

Phone:

Email:

Address: 

Phone:

Address: 

Phone:

Address: 

Phone:

MANHATTAN

MANHATTAN

BROOKLYN

HIALEAH

OFFICE LOCATIONS

OFFICE LOCATIONS
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Blackboard Learn is a web-based learning management system (LMS) designed to allow 
students and faculty to participate in classes delivered online or use online materials and 
activities. Blackboard Learn enables instructors to provide students with course materials, 
discussion boards, wikis, blogs, journals, virtual chat, online quizzes, exams, a grade center, 
an academic resource center, and much more.

HOW TO NAVIGATE BLACKBOARD LEARN
After logging in to Blackboard Learn, you are shown the contents of the “My ASA” tab.  Across 
the top of that page, other tabs might be available to you. This page provides you access to 
all of your courses as well as important announcements about the Online Campus. Modules 
on the My ASA tab collect information from all the courses you are enrolled in, giving you a 
total picture of news and activity for your courses. 

EXPLORE THE “MY ASA” TAB

A. The Global Navigation Menu and My Blackboard are available everywhere in Blackboard 
Learn. Click the arrow next to your name at the top of the screen to access the following 
functions:

•  All of your courses, as well as the Home and Help links. Users can change their settings, 
such as text size and personal information. The logout function is nearby. 

•  On the left side of the panel, My Blackboard pages display course communication, due 
dates, grades, and more. A number next to your name indicates how many new items 
are available. 

BLACKBOARD LEARN: THE ASA COLLEGE
LEARNING MANAGEMENT SYSTEM

B

A

BLACKBOARD LEARN: THE ASA COLLEGE LMS
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B. Modules: Modules on the My Institution tab collect information from all the courses you are 
enrolled in. Use links in the modules to view information and navigate to those areas  
in your courses. 

• My Courses: Access the courses you are enrolled in or teaching. 

• My Announcements: Displays announcements for courses and from your institution. 
Announcements communicate important, time-sensitive information. 

The Online Campus Website provides a variety of videos that are designed to assist you in 
learning how to make the most out of our learning systems and to be a successful online 
learner. To access the Online Campus Website, in your web browser’s address box, type 
http://onlinecampus.asa.edu

You will find the following videos.  More are being added continually as we learn about the 
areas of online campus life that students would like more help with.

• Registering for Online Classes

• Online Campus Student Orientation

• How to Log In to ASA College’s Blackboard Learn

• Navigating a Course

• How to submit an assignment

• How to take a test

• How to participate in a discussion forum

• How to check grades and instructor feedback

THE ONLINE CAMPUS WEBSITE

THE ONLINE CAMPUS WEBSITE

http://onlinecampus.asa.edu
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LIBRARY SERVICES
The ASA Libraries contain more than 400,000 resource materials to support the College’s 
educational programs. The library’s core collection includes books, periodicals and profes-
sional journals available in print and online. In addition, the Libraries host a growing collection 
of electronic resources such as e-books, databases and streaming media sources. The ASA 
Library system has access to over thirty web-based, state-of-the-art full-text electronic 
resources services both on and off campus.

HOW  TO SEARCH THE ASA LIBRARY CATALOG:

01. Go to: 
https://www.asa.edu/library/
Then, click on the link to find 
a book, located under the 
Library Catalog heading.

02. An Icon search may be per 
formed using: Author, Title, 
Subject, or All. In this tutorial,  
click on ALL (the magnifying  
glass icon).

Email: library@asa.edu
Phone: (212) 672-6450 Ext. 1402 or 1403

LIBRARY

ACADEMIC SUPPORT SERVICES

ACADEMIC SUPPORT SERVICES

https://www.asa.edu/library/
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03. A “Simple Search” can be done, by typing the keywords or phrase into the field and 
clicking Search. For example, type Nutrition in the search box and click Search. The results 
page will appear. Click on the title, Advanced Nutrition and Human Metabolism, to view 
the Record (details). Click on the Start Over button to clear the search field and selected 
options.

04. For an “Advanced Search”, hover over Search at top of page and click on Advanced 
Search. Click on the down arrow next to Item ID boxes and scroll up to select Word(s), to 
search keywords or a phrase. Then select Book next to Media Type, to limit search to Book 
format. Type in crime and white collar in the blank fields and click Search.

Click on the title, Blackmail and bribery, to view the record (details). 
Select AND to narrow results to records containing both search terms. 
Select OR to expand results to records containing either search term.

ACADEMIC SUPPORT SERVICES
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05. For a “Browse Search”, hover over Search at top of page and click on Browse Search. 
In field under Look for, change Title to Subject. Type in Nutrition for Subject and click on  
Search. Results show list of Titles for the subject.

ACADEMIC SUPPORT SERVICES
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Turnitin is a text-matching software that checks a student’s written work against electronic 
texts from the Internet, published works (such as journal articles and books), and assign-
ments previously submitted to Turnitin by other students.

WHY DOES ASA USE TURNITIN?
ASA College uses Turnitin as a teaching tool to help students develop a range of skills such 
as critical thinking, analysis, synthesis, paraphrasing and summarizing, and citing and refer-
encing. In particular, Turnitin helps students to demonstrate academic integrity in their work 
by teaching them how to use, generate and communicate information in an original, honest, 
and responsible manner.

WHAT HAPPENS WHEN YOU USE TURNITIN?
When assignments are submitted to Turnitin, an Originality Report will be created. This indi-
cates any text that matches to Turnitin’s database. The report also gives an indication of 
the overall proportion of matching text within an assignment, (the “similarity index”). Online 
Instructors can use Turnitin in a range of different ways and for several different types of 
assignments. It is always a good idea to check assignment guidelines for any instructions 
about the use of Turnitin.

TURNITIN STUDENT QUICKSTART GUIDE
This Student QuickStart will help you get started with Turnitin and will walk you through the steps 
for submitting your first paper. To begin, you need to first register with Turnitin and create a user 
profile. If you have received an e-mail from Turnitin with a temporary password, a user profile 
has already been created for you. To get started, log in to Turnitin website: www.turnitin.com 
with your e-mail address and password and proceed to Step 2 in this Quick Start.

STEP 1 - REGISTRATION
• To register and create a user profile, go to the top of the page and select your language 

from the drop down menu.

• Click on the ‘Create Account’ link on the homepage and the Create a User Profile page will 
open.  

• Click on the ‘Student’ link. Fill in the required information in the new user profile form. In order 
to create a profile, you must have a class ID and an enrollment password. You can get this 
information from your instructor.  

• Once you have created your profile, click the ‘I Agree’ button to log into Turnitin. 

ACADEMIC SUPPORT SERVICES

http://www.turnitin.com
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STEP 2 - STUDENT HOMEPAGE
• Your class will show up on your Student Homepage. Click on the name of your class 

to open your class portfolio.

STEP 3 - CLASS PORTFOLIO
• Your Class Portfolio shows the assignments your instructor has created and your 

submissions to the class.

STEP 4 - SUBMITTING A PAPER
• To submit a paper, click the ‘Submit’ button next to the paper assignment.

• The paper submission page will open. Enter a title for your paper.

• Students have a choice to upload a file from: the computer, Dropbox, or Google Drive. 
Click on one of the submission buttons: Choose from this computer, Choose from 
Dropbox, or Choose from Google Drive and select the file for submission.

• Turnitin accepts submissions in these formats:

- Microsoft Word™ (DOC and DOCX)

- Corel WordPerfect®

- HTML

- Adobe PostScript®

- Plain text (TXT)

- Rich Text Format (RTF)

- Portable Document Format (PDF)

- Microsoft PowerPoint (PPT, PPTX, and PPS)

- Hangul (HWP)

• After entering a title for your paper and selecting a file, click ‘Upload’ to upload your paper.

• If your paper is in a format that we do not accept, you can submit it by cut and paste. 
To submit a paper this way, select cut & paste upload using the pulldown menu at the 
top of the form.

• Copy the text of your paper from a word processing program and then paste it into the text 
box in the submission form. If you submit your paper using the cut and paste method, you 
can skip the next step.    

• If the assignment is set to accept any file type, students may upload any file type to the 
assignment.

ACADEMIC SUPPORT SERVICES
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STEP 5 - SUBMITTING A PAPER CONFIRMATION
• The paper you chose to submit will be in the preview. Look over all the information and 

make sure that it is correct. To confirm the submission, click the ‘Confirm’ button.

• After you confirm your submission, a digital receipt will be shown. A copy of the receipt will 
be e-mailed to you. To return to your portfolio and view your submission, click the ‘Return 
to Assignment List’ button.

STEP 6 - VIEWING AN ORIGINALITY REPORT
• To view your Originality Report, click on the ‘Originality Report’ icon to the right of the 

assignment.

• By default, students cannot see their own Originality Reports. If you see the text ‘Not 
Available’ instead of an Originality Report icon in your portfolio, then your instructor has 
disabled the ability for students to view the Originality Report for this assignment. If you 
would like to view your report, contact your instructor.

STEP 7 - VIEWING INSTRUCTOR FEEDBACK IN GRADE MARK
• If the class instructor provided feedback on the assignment within Grade Mark, students 

are able to view the feedback after the Post Date of the assignment. 

• When the Post Date passes, students are able to access the instructor feedback within 
Grade Mark by clicking on the blue ‘View’ button.

ACADEMIC SUPPORT SERVICES
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APA STYLE
APA Style is the set of procedures, or style rules, for writing and presenting academic papers. ASA 
faculty in the Online Campus require that all papers conform to APA style. Go to APAstyle.org for 
detailed information about APA style and how to use it. 

HOW TO CITE SOURCES USING APA STYLE
One of the most challenging aspects of writing college level papers is to cite the work 
of others correctly, using footnotes and other citation conventions. The purpose of citing 
sources is to credit the author whose ideas and notes you are using and allow readers 
to locate the sources. On the APA website there is a helpful section called Quick Answers: 
Formatting. The Online Campus highly recommends using this resource to  guide you 
as you write your papers. Go to APAstyle.org.

KEY POINTS FOR WRITING AN APA FORMATTED PAPER

TESTING INFORMATION
Many online courses require students to take an online final exam. If your course requires 
this, it will be clearly stated in the syllabus. ASA College uses Proctor Free for online testing. 
Proctor Free allows students to take exams from anywhere in the world with a high-speed 
internet connection. Rather than travel to a testing center or campus, students can conve-
niently access an on-demand proctoring system without pre-scheduling a time or location.  
Proctor Free is accessible 24/7 and only takes minutes to setup.

BASIC APA FORMAT REFERENCES PAGE FORMATTING
• 1-inch margins on all sides

• Left alignment

• Double-spaced

• Remove extra space between 
paragraphs

• First line of each paragraph 
indented 1/2-inch

• Times New Roman typeface

• 12-point font

• Title page is required

• Abstract page is required

• Page number in header (top-right)

• Running head in header (top-left)

• Use page-break feature to start 
  on a new page

• Center title References

• Format reference entries with a 
hanging indent (first line flush with 
1-inch left margin, and subsequent 
lines indented by 1/2-inch)

• Double-spaced with no extra space 
between entries

• Times New Roman typeface

• 12-point font 

• Sort citations alphabetically

ACADEMIC SUPPORT SERVICES

http://APAstyle.org
http://APAstyle.org
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STUDENT SUPPORT SERVICES

FINANCIAL SERVICES 
From the very first steps in the recruiting processes, students are encouraged to have a 
close relationship with Financial Aid, the business offices where they receive support services 
from highly qualified personnel regarding finance issues. Students enrolled in our fully online 
programs, or on-campus, receive the same level of support from our existing service structure. 

ADVISING INFORMATION
Ms. Eileen Garcia is your Online Student Success Coordinator. You can email her at egarcia@
asa.edu or call her at (212) 672-6450, extension 1480 for questions regarding your program of 
study, academic issues, student service issues, and the like.

REGISTERING FOR COURSES 
You may seek assistance in registering for your courses by contacting Ms. Eileen Garcia, 
Online Student Success Coordinator. Alternatively, you may follow the instructions shown 
in the video tutorial at http://bit.ly/asaregister.

Phone:

Hours:

BUSINESS OFFICE 
Phone:

Hours:

FINANCIAL AID
212-672-6457 Ext. 1026

Mon - Fri (9AM - 8PM)

212-672-6450 Ext. 1098

Mon - Fri (9AM - 8PM)

STUDENT SUPPORT SERVICES

http://bit.ly/asaregister
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ONLINE CAMPUS ATTENDANCE POLICY
For a student to be marked present in an online or hybrid class, the student must fulfill the 
following Discussion Forum participation requirements:

• The student must post a meaningful and relevant response to the topic posted by the 
instructor. This must be fulfilled by fourth day of the week.

• The student must post a meaningful and relevant comment to another student’s post. 
This must be fulfilled by the sixth day of the week.

• The student must achieve an overall score discussion forum participation score of 65 or 
higher (out of 100).

• Responses/comments must be at least consisted of 250 words, except for discussion 
forums that require posting illustrations, equations, and similar non-text content.

• If a student is unable to meet the participation standards for a week, he or she should let 
the faculty member know (preferably ahead of time) and together they can make plans 
for how the work will be completed.

• If after two weeks, the student fails to actively participate in the class, but does not officially 
withdraw, the online student success coordinator will notify the Office of the Registrar who 
will administratively withdraw the student from the College. The student may or may not 
receive a refund, following the College’s refund policy.

POLICY ON REGULAR AND SUBSTANTIVE STUDENT-
FACULTY ENGAGEMENT IN ONLINE COURSES
• The week begins on Tuesday morning and ends on Monday evening, unless otherwise 

posted by ASA College, via the academic calendar.

• Each week, students are expected to devote at least 3 hours for each online course credit 
for reading/watching presentations, lectures, and other reading materials; conducting 
research, writing papers or assignments, participation in discussion forum, and completing 
any assigned coursework.

• All coursework must be completed before the set deadline.

• Students must respond to threaded discussions at least twice a week, posting their own 
answers and observations based on the discussion forum topic at least once, and respond-
ing to others at least once. Responses must make substantive observations about the topic 
of the discussion and be at least 250 words in length.

• If students have individual questions and concerns, they should contact the faculty member 
during scheduled office hours.

ONLINE CAMPUS POLICIES

ONLINE CAMPUS POLICIES
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CHANGE OF SCHEDULE
Occasionally, students need to make a change in the schedule of courses for which they 
have registered. To drop or add a course, completely withdraw, or move from one section 
to another of the same course, students must consult their advisor. All changes must be offi-
cially recorded by the Registrar’s Office as soon as they occur. Withdrawal from one or more 
courses may affect some, or possibly all, financial aid awards.

WITHDRAWAL POLICY
Students who withdraw from courses for any reason must officially notify the college by 
completing a withdrawal form available in the Registrar’s Office. If a student fails to withdraw 
officially, ASA will determine his or her withdrawal date no later than 30 days after the end of 
the term.

RETURN OF TITLE IV FUNDS
ASA College is required by the Higher Education Amendments of 1998, Public Law 105-244 
(the Amendments of 1998) to comply with the “Return of Title IV funds” for any student receiv-
ing Title IV funds who withdraws from any of our programs. This requirement does not dictate 
an institutional refund policy. ASA College’s refund policy will follow the explanation of the 
“Return of Title IV Funds” as stated in the college catalog.

ADD/DROP PERIOD
For five-week courses, the last day is the third day of the term. For fifteen-week courses, 
the last day is the fourteenth day of the term.

Students may add a course load only during the first two weeks of the semester. No other 
classes can be added after the second week of regular classes. Students may drop or 
withdraw from registered courses prior to the beginning of the seventh week of the term 
to receive a grade of “W”. Students who withdraw after the seventh week of the term will 
receive grade of “F” which is considered an earned grade.

ONLINE CAMPUS POLICIES
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Each student is to read and sign the ASA College Online Campus Student agreement prior to register-
ing for an online course at ASA College. The agreement is available online and at the registrars’ office. 
It is to be returned to Ms. Eileen Garcia, Online Student Success Coordinator for Online Campus Students. 
A sample of the agreement is below: 

ASA COLLEGE ONLINE CAMPUS STUDENT AGREEMENT

ASA COLLEGE ONLINE CAMPUS STUDENT AGREEMENT



ASA College is an institution and a member of the Middle States Commission on Higher 
Education (MSCHE) www.msche.org. On October 28, 2021, the Commission acted on 
the institution’s accreditation status to warn the College that its accreditation may 
be in jeopardy because of insufficient evidence that the institution is currently in 
compliance with Standard VI (Planning, Resources, and Institutional Improvement) 
and VII (Governance, Leadership and Administration) and Requirements of Affiliation 
12, 13, and 14. It also asked the College to address its compliance with Standard II (Ethics 
and Integrity) and Requirement of Affiliation 5. 

The College has been asked to respond to the warning and is presently preparing 
its response.

ASA College remains accredited while on non-compliance warning.

MSCHE is an institutional accrediting agency recognized by the U.S. Secretary 
of Education and the Council for Higher Education Accreditation (CHEA).
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