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Lesson 2 

Standard XI.B Management, Policies, & Procedures 

 

 

 

 

 

 

 

 
 
COMTA STANDARD 
 

B. Management, Policies, and Procedures  
 

1. Institutions have qualified and adequately staffed management in place. 
 

2. The institution develops, publishes, and follows internal policies and procedures to 
ensure consistent operation.   

 
3. Mechanisms exist for regular and effective communication between and among 

management and other staff.  
 

4. Institutional management engages in regular review and planning. 
a. The institution has a process for measuring success in meeting its mission and 

objectives. 
 

b. Planning is in alignment with the mission and objectives of the institution. 
 

c. A strategic plan includes both short-term and long-term goals that are linked to 
specific resources (e.g., timelines, finances, personnel, facilities). 

 
 

 
 

 

REFLECTION QUESTIONS: 

• Who do you consider on your management team?  Is it one person or a 

large team? 

• If any of these people were suddenly unavailable, how would the school 

continue to operate? 

• What are some of your short-term and long-term strategic goals? 

 



 

Qualified & Adequate Management (Standard XI.B.1) 

Accrediting agencies commonly use general terms such as “qualified” and “adequate” to 
convey the intent of a standard without being prescriptive. Though at times it may seem 
vague, using these terms is important because rarely does one exacting criteria apply to 
all types of institutions and situations.   

Therefore, in this case, the Commission relies on the institution to demonstrate that its 
management is both “qualified” and “adequately staffed.”  For example, perhaps one 
person in the management team is adequate for the size and scope of a very small 
school, whereas this would be insufficient at a larger institution.   

Many different pieces of evidence are used to create a complete picture of the 
management—from the school’s Self-Study Report narrative and resumes of those in 
charge, to onsite observation of operations and surveys/interviews of staff and students, 
to an analysis of compliance with regulations overall. 

 

Policies & Procedures (Standard XI.B.2) 

This expectation is fairly routine with larger organizations where internal policies and 
procedures are critical that groups of departments are operating together.  However, an 
important part of this standard is that these procedures are not just “developed” and 
“published” but followed in all daily operations.  This can be the challenge for large 
organizations and a critical part of the 
accreditation verification process. Once 
evaluators have reviewed the school’s 
SSR documentation, they must visit the 
campus to see that the policies are 
being implemented consistently. 

For small or new schools, the challenge 
is often formalizing policies at the start.  
It may seem unnecessary with few 
people involved, but this is an essential 
part of taking your school to the next level. Accrediting agencies must work to ensure 
that the organization can operate beyond one person. 

Effective communication (Standard XI.B.3) is also often related to this issue.  
Communication mechanisms need not be completely formal, but the Commission will 
review how effectively management is communicating to and responding to staff.  

TIP: 

Take time to develop Policy & Procedure 
Manuals for each position/department.   

If these are already created, take time to 
review and communicate with staff. 



 

Strategic Planning (Standard XI.B.4) 

This standard addresses a fundamental principle of good business:  Do you engage in 
regular review and planning for the organization to be healthy?  Admittedly, too often 
this step can get lost in the daily operations of a school, so it’s important to consider and 
formalize a process that becomes routine.   

The Self-Study Report asks you to reflect on your planning process; in particular how 
you measure your success in meeting your mission/objectives.  Based on this analysis, 
short-term and long-term goals should be set and reviewed.  A current strategic plan is 
also submitted to the Commission with enough details to link timelines, finances, 
personnel or facilities which are required for meeting your goals. 

 

The Commission does not have a template required for this plan; it can take 
many formats and done to meet the needs of each individual organization.   
 
If this is a new concept for you, we recommend researching “strategic 
planning” and perhaps taking one of the MaxKnowledge online training courses 
for career college management. 

http://www.maxknowledge.com/management.php

