Compliance Notes from Meeting with CAOs
October 28, 2025
Continuing Education (CE) 
· For Public Safety fee waivers, students must sign their name attesting to their agency affiliation and job classification for each class.  They may sign electronically or with a physical signature.
College and Career Readiness (CCR) 
· CCR membership-hour classes:
· Class must be held for all scheduled hours reported. 
· Instructors must be paid for all scheduled hours reported.
Basic Law Enforcement Training (BLET)
· Ensure that limited enrollees are reported for only the hours they attended the class. It is helpful to enroll these students in their own contact hour section.
Career and College Promise (CCP)
· Check to make sure CCP pathways and pathway classes have been approved by the System Office.
· Be sure to update student records in Colleague each semester with the correct pathway as well as update their education levels.
· Save an Excel list of CCP students each semester after the students have been placed in their correct pathways. Provide this list to Compliance Staff for the Compliance Review process.
Overlap Internal Audit (XPAQ) Report
· Review the report and make notes concerning any adjustments made. Include these adjustments in the class files.
· It is recommended that colleges adopt a CE/CCR Official Withdrawal Policy.
· Limiting staff with course conflict override access is highly recommended to avoid risk of over-reporting hours where class times overlap.
All Areas
· Official attendance records must be signed (certified) by the instructor who taught the class.
· It is important to check all the files and attendance records before submitting the Institutional Class Report (ICR). This ensures that the data being submitted is correct and the college has accounted for all class files. 
· Be sure to check BLET and WBL class files for correctness prior to submitting the ICR as they are reported for several hundred hours per student.

