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Accreditation Liaison Officer Policy 
 

Appointment of the Accreditation Liaison Officer 
The chief executive officer (CEO) of each institution selects an Accreditation Liaison Officer (ALO) to work 
with the Commission and its staff on matters of accreditation. When possible, the ALO has accreditation 
experience. The ALO has the appropriate skills, status, visibility, authority, and access to data as well as 
adequate workload capacity, support and resources to carry out the duties of the role. Meeting these 
expectations is enhanced when the ALO reports directly to the CEO or chief academic officer (CAO). 
 

Communication with WSCUC 
The CEO is the official representative of the institution. The CEO and the ALO are the primary points of 
contact; the ALO’s role in fostering communication within the institution and with WSCUC is critical. The 
ALO is copied on all WSCUC correspondence with the CEO and is in regular communication with the 
WSCUC staff, including the staff liaison who provides guidance and support with accreditation. 
 

Roles and Responsibilities 
In general, the ALO helps ensure a strong relationship between the Commission and institution and 
supports the institution in its accreditation activities. 
 
The duties of the ALO include: 

1. Administration 
a. Maintaining files of all accreditation materials, such as institutional reports, team reports, 

and correspondence from WSCUC including Commission Action Letters (CALs), Eligibility 
Review Committee letters, Interim Report Committee letters, Progress Report letters, and 
Substantive Change Committee actions. The ALO makes sure that faculty, administration, 
staff, and students know that these materials are available. 

b. Receiving Commission bills for dues, fees, review and visit expenses, and ensuring their 
prompt payment (see Dues and Fees Schedule). 

2. Translation and Communication 
a. Being familiar with and translating the Standards of Accreditation, policies, and procedures 

for the institution. The ALO calls attention to accreditation information provided in 
handbooks, manuals, policies and guides as that information applies to the institution, 
particularly when Standards or policies are adopted or revised. 

b. Disseminating information, including posting CALs and team reports on the institution’s 
website, and responding to inquiries about accreditation. In particular, when invited to 
comment on proposals to change WSCUC Standards or policies or on important higher 
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education issues, the ALO engages the appropriate constituencies to determine and 
communicate the institution’s position. 

3. Leadership and Facilitation 
a. Taking a leading role in planning and conducting the institution’s self-study in preparation 

for a review and/or visit and ensuring the timely preparation and submission of all 
institutional reports, including the Annual Report, Interim and Progress Reports, and 
information related to the Mid-Cycle Review. 

b. Working with the WSCUC staff liaison to develop and review visit schedules and prepare for 
and manage visits. Consulting with the staff liaison for interpretations of and advice about 
Standards, policies, and processes. 

c. Managing an internal process that oversees changes such as new programs, including 
distance education, and off-campus sites, and then submits these changes to WSCUC prior 
to implementation to determine if Substantive Change review is required according to the 
Substantive Change Policy. Managing the institutional proposal process for substantive or 
structural changes, including the review of proposals, before submission to WSCUC. 

d. Receiving and ensuring responses to complaints that WSCUC receives about the institution 
according to the WSCUC Complaints and Third-Party Comments Policy, referred by the 
Commission staff to the chief executive officer. 

4. Community Involvement  
a. Attending meetings of ALOs and participating in webinars in order to receive information 

and participate in policy development.  
b. Participating in the ALO community by sharing information and advice with other ALOs. 
c. Serving on review teams, WSCUC committees and working groups when invited. 
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