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Standard XIV.A Student Record Management 

 

 

 

 

 

 
 
COMTA STANDARD 
 

A. Student Record Management 
For all currently enrolled students, institutions maintain educational records, which 
include all admissions, academic, and financial records. 

 
1.  Educational records may be maintained electronically and/or in hard copy and both 

are accurate, organized, confidentially maintained, and secured from damage or loss 
(e.g., fire, water, theft, or tampering). 

 
2.   Institutions have and follow policies and procedures that comply with all applicable 

laws, including rights to access and confidentiality. 
 

 
 

Statement of Purpose: 

Institutions have a responsibility to 
maintain student records in 
compliance with all laws, including 
federal and state regulations (e.g., 
FERPA).  Laws and standard 

practices for the content, 
confidentiality, security, and access of records 
should be followed consistently by all school 
personnel. 

REFLECTION QUESTIONS: 

• How does your school keep student records:  hard-copy?  Electronic?  

Both? 

• How do you ensure student admission, academic, financial records are 

accurate and secure? 

 

Standard XIV.A is a complement 
to Standard VII which covered 
attendance/ grade tracking and 
transcripts (applicable to both 
institutional and programmatic 
accreditation). 

As your institutional accreditor, 
COMTA must also verify 
additional requirements that 
student records are kept safe 
and secure. 



 

 

What the Standard DOES…and Does NOT Require 

Standard XIV.A DOES Require Standard XIV.A Does NOT Require* 

Student files contain documentation of 
admission, academic performance and 
financial records.  (These can be kept 
together or separately.) 

Whether records must be kept in electronic 
format (or hard copy) 

 

Records are accurate A particular electronic database be used 

Records are organized 

 

Exactly what must be kept in student files  

Records are secured from damage or loss 

• Fire, water, theft, tampering 

That all tests and work be kept 

Policies & procedures related to student 
records follow state and federal laws* 

Where they must be kept 

Students have the right to access their 
records and this policy is published for them 

How long to keep student records (other than 
transcripts covered in Standard VII) 

*NOTE:  It is essential that you check your state requirements as well as Title IV (if 
applicable) for any regulations as they may have specific requirements relating to the 
items above 

  

TIPS 

• Make sure there are clear policies/procedures on how student 
records are maintained and used…and that all staff know and 
follow these rules. 

o Too often we can get cavalier in the daily operations of 
dealing with student files, so be aware of where files are 
traveling and who has access? 

• Make sure hard copy files are kept in locked, fire-proof, water-proof file cabinets.  If 
not, are there other ways to demonstrate compliance with Standard XIV.A.1? 

• Make sure electronic copies/databases are backed up regularly and these back-ups 
are then kept in a secure (off-site) location. 



 

 
Electronic Databases 

Though the Commission does not require nor endorse a particular 
electronic database, there are many commercial products specifically 
designed for career colleges which can formalize and automate student 
record keeping.  COMTA staff recommends researching these options 
(both small and large-scale), particularly to plan for growth and if applying for Title IV. 

For example, many databases offer automatic SAP tracking and transcript generation, 
as well as the ability to link financial records.  Many products are becoming more cost-
effective, even for small schools, and may be a better method than developing a 
proprietary database and/or relying on word documents and spreadsheets. 

 

Regardless of the system that best fits your mission/objectives, size/scope and budget, 
you will be asked to demonstrate in the SSR and onsite visit how your system meets the 
language of the standard.  


