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COMTA STANDARD 
 

C. Human Resources 
Management uses human resource strategies to ensure effective staff performance. 

 
1. Management recruits and hires staff with appropriate training and experience. 

 
2. Management and staff are fully aware of their job descriptions and are provided 

adequate orientation, supervision, ongoing training, and routine evaluation to ensure 
proficiency in their positions. 

 
3. Management has in place reasonable measures to ensure the continuity of staff 

knowledge regarding school policies, regulation, and accreditation standards.  
 

D. Employment Policies  
1. Non-discrimination  

The institution practices are non-discriminatory with respect to race, gender, 
religion, nationality, age, disability, sexual orientation or other status protected by 
law.  

 
2. Sexual harassment  

The institution develops, publishes and strictly adheres to a sexual harassment policy 
that is in compliance with federal and state government requirements and includes a 
definition of sexual harassment.  

 
3. Grievance Policy 

Management develops, publishes, and adheres to a grievance procedure for all 
employees. 
a. Records of staff and faculty grievances are maintained and are available for 

inspection by the accrediting agency.  
 

REFLECTION QUESTIONS: 

• In addition to the Management Team, what staff positions do you employ? 

• How often do you experience staff turnover?  Are you satisfied with your  

staff retention? 



 

 
Human Resources (Standard XI.C) 

“Management uses human resource strategies to ensure effective staff performance.” 

Standard XI.B addressed the management team.  Standard III addressed the faculty.  
This standard addresses the remaining non-instructional staff essential for the effective 
operation of a school. 

Even if your school is not large enough to justify a “Human 
Resources Department,” this standard applies to all hiring and 
supervision practices for the non-instructional staff. 

The requirements outlined in the standard are listed in the 
graphic below.  Note that the Commission has added a 
specific standard which reads:  “Management has in place reasonable 
measures to ensure the continuity of staff knowledge regarding school policies, 
regulation, and accreditation standards.”   

This is really the heart of utilizing the other practices.  The Commission does not 
necessarily regulate staff attrition, but encourages schools to take measures which 
discourage it and/or ensure that essential knowledge is not lost when there is turnover. 
Often this area is a culprit if there are a significant number of other standard violations, 
so quality staff is not to be overlooked in an effective educational institution. 
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Employment Policies (Standard XI.D) 
 
The publication of an official Employee Manual is an important part of effective human 
resource practices. This manual legally protects both you and your employees and 
should be done even if there is only one staff member.  In addition, submitting it as part 
of the Self-Study Report helps reviewers and the Commission better understand the 
school culture and policies. 

The content of this standard has not changed in the 2015 revisions.  Instead, the 
Commission simply separated it from the student policies and reorganized it.  This puts 
all employment policies together in one standard and emphasizes the need for both 
policies which protect both students and employees.  

Therefore, you must have these policies published in the student catalog for students.  
And you must have them clearly published in the Employee Manual as well.   
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