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COMTA STANDARD 
 

B. Recruiting Practices and Personnel  
Institutions employ ethical and legal recruitment practices. 

 
1. Institutions conform to all recruitment laws and regulations of the jurisdiction(s) in 

which they operate, including any applicable regulatory requirements for 
recruitment personnel. 

 
2. Institutions have policies and procedures in place to ensure that ethical recruitment 

practices are followed and information provided to prospective students is accurate.  
These policies must also comply with the COMTA Advertising and Recruiting Policy. 

 
3. An institution’s recruitment efforts focus on attracting only students who are 

qualified and likely to complete and/or benefit from the education provided. 
 

4. Institutions may not promise prospective students that program completion will 
guarantee employment, licensure, or certification.  

 
5. Personnel are trained and qualified to engage in recruiting activities and may only 

use a title that accurately represents the individual’s primary duties. 
 

6. An institution does not provide a commission, bonus, or other financial incentive or 
payment to employees involved in the recruitment or admission of students, nor does 
it provide financial aid based directly or indirectly on the success in securing 
enrollment. 

 
 

REFLECTION QUESTIONS: 

• What are all the activities your school does to attract new students 

and encourage enrollments? 

• Who is responsible for these activities? 



 

 

Statement of Purpose 

Institutions must use ethical recruitment and enrollment practices and ensure that all 
recruitment and enrollment practices comply with applicable regulations. All activities 
should provide prospective students with complete and accurate information about the 
institution so that students can make informed enrollment decisions. 

 

Comparison to Standard V “Program Admission” 

Technically, Standard V Program Admission (covered in Programmatic & Institutional 
Standards) refers to the activity and documentation relating to the moment of being 
admitted into a particular program.  For larger institutions (e.g. community colleges), this 
is often a separate process than application and enrollment into the institution itself.   

However, for smaller schools with only one program, the process of recruiting, 
enrollment and admissions may be blended.  If this is the case for your institution, you 
may feel some duplication between Standard V and Standard XIII.  For Standard XIII, 
focus more on the activities leading up to the prospective student being admitted.  In 
addition, Standard XIII covers requirements for the personnel involved in these 
activities, whereas Standard V does not. 

If you have additional questions, contact COMTA staff at info@comta.org or  
202-888-6790 for clarifications or how the standards relate to your situation. 

 

  

 “Recruiting practices” include all activities designed to attract students 
and lead to student enrollment.  These include but are not limited to 
advertising, public outreach and promotion, correspondence with 
prospective students, and completing enrollment documents.  

“Recruiting personnel” refers to anyone whose primary responsibility is 
recruiting, contacting, or responding to prospective students.  These staff 
positions may have different titles at different institutions, but all must 
comply with the following standards.   
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Elements of the Standard 
 

  

Conform to all laws & regulations

• Includes COMTA standards, state regulations, federal regulations (Title IV)
• State regulations in this area are very common and will be submitted in SSR to 

verify compliance

Policies & Procedures are in place & implemented

• Recommend a P&P/training manual for the admissions/recruitment staff (even if 
small)

Recruitment efforts focus on attracting only those student who are qualified and 
likely to complete

• As opposed to the pressure to fill quotas.

May not guarantee employment or licensure

• Either published or implied verbally by admissions/recruiting personnel

Admissions/Recruiting personnel are trained and qualified

• Prohibition to use title of "counselor" removed from revised Standards and 
replaced with "only use a title that accurately represents the individual's primary 
duties"

• If state regulation requires these personnel to be "licensed/registered," this will 
be verified

Do not provide commission, bonus or other financial incentive or payment to 
admission/recruiting representatives

• This is new to 2015 version of Standards, mirroring TItle IV regulations



 

More Ethical Recruiting Guidelines 

The following is an excerpt from the COMTA 
Advertising and Recruiting Policy  
document (revised April 2015).   
 
Please read carefully and ensure all of your 
admissions/recruiting personnel have a copy. 
 
 
 
Ethical Advertising & Promotional Activities Require… 

 
• Advertising is ethical and does not include misleading or erroneous 

statements. Errors are expeditiously corrected through the same means of 
advertising (e.g., newspaper, website).  

• Letters of endorsement, commendation or recommendation may be used only 
with the written consent of the authors.  Remuneration may not be made for 
the endorsement or its use.  Letters are kept on file and readily available for 
review. 

• For those participating in financial aid, advertising includes an eligibility phrase 
(e.g., “financial aid available for those who qualify”). 

• Institutions are not permitted to survey, canvass or otherwise solicit at or about 
welfare offices, unemployment lines, soup lines and/or public housing projects 
without written permission of the agency operating the premises.  

o Written permission must be filed with COMTA in advance. 

• If institutions use surveys (printed or online) to identify prospective students, 
the survey must contain the name and address of the institution or program.  

o A copy of the completed survey must be left with the person being surveyed.  

o No appointments for the purpose of providing admissions information may be 
scheduled at the time that the survey is concluded.  

 

 
 For more guidelines on advertising, please see the policy document. 

http://comta.org/wp-content/uploads/sites/17/2015/04/COMTA-Advertising-Recruiting-Policy-2015_04.pdf
http://comta.org/wp-content/uploads/sites/17/2015/04/COMTA-Advertising-Recruiting-Policy-2015_04.pdf

