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Best Practices 

Accreditation Calendar
C I N D Y  S H E L D O N

E L I Z A B E T H  D A V I S

R O B E R T  C A R R I G A N

Annual Meeting

November 16, 2021

PURPOSE

The purpose of this presentation is to provide critical information 

concerning a timetable of best-practices for accreditation 

compliance.

This seminar pertains to all member institutions and will present 

a month-to-month guide on compliance and associated 

documentation needed to fulfill COE requirements for 

accreditation. 
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COMPLIANCE BEST-PRACTICES 

CALENDAR

To support the following institutions:

Public

Non-Public

Job Corps

Registered Apprenticeship

Federal

Letôs break it down

Compliance at a Glanceé

¶There are 10 standards representing institutional aspects to be evaluated by the COE 

accreditation process.

¶ Institutions are required to provide documentation to demonstrate compliance with each 

criterion of the standards.

¶The following timetable and associated Best-Practices were created as a guide to help all 

institutions meet annual COE accreditation requirements.
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Some criteria identified in this presentation is not applicable to every 

institution. However, each institution should be aware of the criteria 

and consider how the timetable, and examples of evidence, can 

support their accreditation process as applicable to their institution.

Documentation of compliance of COE criteria often prepares 

institutions for reviews by other states and federal agencies, such as 

the Department of Education requirements. 

Letôs start by look at this month and some best-practices 

that will facilitate your accreditation.

As we review each month and best-practices, we will also 

identify potential exhibits.
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November

Planning for the New Year and Wrapping Up the Old

Å Update inventory of media equipment

Å Update inventory of media resources

Å Update instructional equipment inventories

Å Complete annual evaluation of health and safety plan using input from employees and 

students

Å Revise health and safety plan, if indicated

Å Maintain documentation on completed professional growth opportunities for faculty

Å Document each faculty member's visitations and contacts with employers

Å Finalize data for Annual Report
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November, cont.

ÅHave faculty submit requests for new books, equipment, uniforms, other 

materials for new school year

ÅReview and update syllabi, instructional materials, lesson plans, program 

objectives, competency tests, etc.

ÅConduct a self-audit of refunds and financial aid records

ÅBegin work on master course schedule for upcoming year

Å Identify potential team members that can participate on visits next year

December

ÅAudited Financials Due to COE for year ending June 30

ÅCOE Annual Report

ÅReview and update Employee Handbook

ÅReview and update Catalog/Publications

ÅReview and update website

ÅUpdate all recruitment and advertising materials 

ÅCollect all public relations materials for year 

ÅVerify all employee credentials and update personnel files (high school diploma, licensures, industry 

certifications, years of experience, etc.)

ÅReview and Update Organizational Chart (Positions match with job descriptions)

ÅVerify admission policies and procedures are current 

Remember: the Commission meets this month & donôt forget to review your list of approved programs 
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December, cont.

ÅReview and Update COE approved program list

ÅEnsure program names are correct on the website, catalog, and all  materials 

used for public relations 

ÅReview the items COE requires to be included in the catalog and/or on-line 

publications using the worksheet titled òCriteria for Publicationsó

ÅVerify correct use of COE Seal

ÅReview and revise student orientation form, if indicated

ÅPrepare Annual Budget

ÅConduct annual evaluations of both full-time and part-time employees

ÅDeep clean facility and address safety requirements (disposal of sharps 

containers, removal of HazMat waste/oil, fire extinguishers checked, etc.)

January

Å Update COE Permanent Accreditation File

Å Hold Annual Inservice/Meeting and cover Policies and Procedures Manual

Å Have employees sign that they have read the updated Policies and Procedures Manual

Å Update job descriptions, if indicated

Å Schedule orientation for all new employees and document participation

Å Document training has been provided for faculty who use technology in distance education 

instruction

Å Update community/school event calendar 

Å Restock First Aid Kits

Å Negotiate custodial service contracts
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February

ÅUpdate Occupational Advisory Committee Membership Lists

ÅVerify that advisory committee members meet all requirements 

to serve

ÅRenew written agreements with work-based activity partners

ÅDocument the institution plans, provides, and support 

professional growth opportunities for faculty
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February, cont.

ÅReview the adequacy and improvement of all facilities plan to identify 

additional needs and improvements made

Å Conduct safety inspection of all physical facilities

Å Complete annual evaluation of the operation and maintenance of all physical 

facilities plan and revise as needed

Å Make operation and maintenance plan available to employees and students

Å Update Occupational Advisory Committee Membership



11/11/2021

9

March

ÅHold Occupational Advisory Committee Meetings (Main and Branch 

campuses)

Å Utilize a standardized agenda/minutes format (Items may be added but 

not deleted.)

ÅMeeting Minutes and Employer Verification Forms should be checked for 

completeness and filed electronically by the Accreditation Liaison  

ÅComplete Employer Verification Forms

Remember: the Commission meets this month & donôt forget to review your list of approved programs 
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March, cont.

ÅDocument progress toward achieving strategic plan objectives

ÅConduct safety inspections of instructional equipment and 

supplies

ÅEvaluate the effectiveness of media service and use results to 

modify and improve media services

ÅSelect learning resources (media services, technology, facilities, 

and materials) with input from faculty

April

ÅUpdate InstitutionalAdvisory Committee Membership 

ÅDocument the Plan to Ensure the Privacy, Safety, and Security of Data 

is in use

ÅRevise Technical Infrastructure Plan, if needed

ÅMake basic information on the Technical Infrastructure Plan available 

to administration, faculty, and students

ÅEvaluate the written plan for determining the effectiveness of student 

services

ÅShare results of the evaluation of the written plan for determining the 

effectiveness of student services with faculty and staff
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May

ÅHold Institutional Advisory Committee Meeting 

ÅReview of Strategic Plan by IAC

ÅReview and approval ofMission Statement 

ÅDocument community involvement by IAC 

ÅReview and approve recruitment materials and media for truthfulness 

and accuracy 

ÅReview of Strategic Plan by faculty and administration

ÅRevise strategic plan, if indicated
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June

ÅAudited Financials Due to COE for year ending December 31

ÅConfirm programs using Course Prep hours meets requirements

ÅAssess the effectiveness of distance education infrastructure to determine if it is meeting the needs 

of students and staff

ÅUpdate file on all student and employee grievances

ÅVerify that students have received an orientation to technology

ÅLook out for COEs call for nominations

Remember: the Commission meets this month & donôt forget to review your list of approved programs

Note: For Federal schools, work with financial personal to identify funding requirements associated with next 

fiscal year travel to COE meetings, annual dues, volunteer team member/leader visits, etc.
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July

ÅAnnual Review of Follow-Up Plan by Faculty and Administration and revisions noted

ÅDocument how follow-up information is used to improve program outcomes

ÅDistribute Follow-Up information to faculty and administration

ÅDistribute Health and Safety plan to employees

ÅDocument that the Health and Safety Plan is in use

ÅMake Health and Safety plan available to students

ÅSpot check student records for accuracy and completeness

ÅSpot check personnel records for accuracy and completeness

July, cont.

Attend the COE Summer Conference

0 Attend the Self-Study Workshops (Part 1 and 2)

0 How to Host a Visiting Team Workshop

0 The Annual Report 

0 Reporting Student Data 

0 Team Member Training

Go on at least one COE Team Visit each year
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August

ÅDocument progress toward achieving strategic plan objectives

ÅDocument use of written, comprehensive student  loan  repayment program, if 

applicable

ÅDocument requests for reasonable accommodations and services provided

ÅPlan recruitment activities: 

Open House Social Media

Billboards Attendance at Community Events

School Tours High School Events 

September

ÅEvaluate the plan for addressing retention of students, and revise as necessary

Å Document faculty and student input regarding student retention

Å Document how the results of the evaluation of the retention plan are shared with faculty 

and staff

Remember: the Commission meets this month & donôt forget to review your list of approved 

programs 
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October

Å Hold Occupational Advisory Committee Meetings (Main and Branch campuses)

Å Update Advisory Committee Membership if changes have occurred since last meeting

Å Utilize a standardized agenda/minutes format (Items may be added but not deleted.)

Å Meeting Minutes and Employer Verification Forms should be checked for completeness and filed electronically 

by the Accreditation Liaison  

Å Complete Employer Verification Forms 

Å Evaluate written plan for placement services

Å Share evaluation results of written plan for placement services with faculty and staff

Å If not already started, review accreditation standards and verify evidence/exhibits to meet Annual Report 

compliance. 

Attend the COE Annual Meeting

Å Learn about and discuss any changes to COE policies/procedures

Å Read the updates to the Policies and Rules of the Commission Manual

Å Read the updates to the Handbook of Accreditation

Changes are highlighted in blue if voted on by the membership 

Changes are highlighted in yellow if a mandate from US DOE

ÅAttend the Self-Study Workshops (Part 1 and 2), How to Host a Visiting Team Workshop, The 

Annual Report, Reporting Student Data, and even the Team Member Training
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Red Letter Months: Indicates 

Commission Meetings

Note: If a school visit goes well, then it is 

very likely that:

Å Schools that had visits in Nov, Dec, 

or Jancan expect a Marchreview by 

the Commission.

Å Schools that had visits in Feb, Mar, 

or Aprcan expect a Junereview by 

the Commission.

Å Schools that had visits in May, Jun, 

or Julcan expect a September

review by the Commission.

Å Schools that had visits in Aug, Sept, 

or Octcan expect a December

review by the Commission.

Keep COE Requirements in Mind at All Times

Other Best-Practices for accreditation compliance:

Å Involve the entire staffñaccreditation is not a one person show.

Å Use the names of programs and job titles consistently in all documents.

Å Use the most current version of forms.

Å Date any revisions made to plans, policies, procedures, catalogs, etc.

Å Schedule staff meetings as needed and maintain minutes with dates, times, 

and attendance.
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Other Best-Practices for accreditation compliance, cont.

Å Encourage staff to attend state and federal conferences.

Å Photos used in marketing materials must represent programs, services, 

equipment, etc. that is specific to your institution.

Å Schedule staff responsible for accreditation compliance to attend COE 

Summer Conference and/or Annual Meeting.

Å Before a student exits the institution, obtain contact information for a friend 

or family member who will always know how to contact the student.

Å When questions arise about compliance, contact the COE staff for 

assistance.

Other Best-Practices for accreditation compliance, cont.

Å Use the same terminology that appears in the check sheets and manuals

Å Pay attention to detailñaccuracy of information, required signatures, etc.

Å Utilize the resources found on COEõs website-Manuals, Forms, Check Sheets, 

etc.
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Questions ???

Cindy Sheldon, Deputy Executive Director

cindy.sheldon@council.org

Elizabeth L. Davis, Assistant Executive Director

elizabeth.davis@council.org

Bob Carrigan, Evaluation Coordinator

robert.carrigan@council.org

mailto:cindy.sheldon@council.org
mailto:elizabeth.davis@council.org
mailto:robert.carrigan@council.org

