
The Out-of-State Learning Activity Compliance 
Organizer and Checklist

a.k.a.
the Distance Education Compliance 

Management Tool

Cheryl Carroll
Manager of Academic & Distance Education Compliance
University of Virginia Sarah Cheverton

Assistant Coordinator of Online Learning
James Madison University

SANsational Award Webinar ~ December 10, 2019



SANsational Award Webinar ~ December 10, 2019



Out-of-State Learning Activity Compliance Organizer and Checklist (version 2.0)
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Purpose of Out-of-State Learning Activity 
Compliance Organizer and Checklist
• User-friendly guide
• To-Do list and tracker
• Master with links to supplemental documents
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Organizer and Checklist Details
• Excel spreadsheet (easily sortable)
• Customizable and shareable (CC-BY-NC-SA license)
• 8 categories
• 42 tasks
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Categories 

• Leadership
• Institutional Policy
• Process Management
• Short Courses/Residency Programs
• Fully Distant Students
• Experiential Learning Placements (or Supervised Field Experiences)
• Licensure Programs
• International Students
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Task Data

• Category
• Category Sorting Code
• Task Description
• Important Details/Notes
• Ideas for How to Complete Tasks
• General Supplemental Resources
• Institution-Specific Resources
• Institution Notes
• Target Date for Completion
• Person/Group Responsible
• Completed/In Place (Y/N)

SANsational Award Webinar ~ December 10, 2019



The Organizer and Checklist in Action
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JMU Organizer and Checklist
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JMU Organizer and Checklist
• Organizes big picture and small details
• Guides in identifying and creating processes for tracking, data 

collection, and reporting
• Provides a central location to record notes, update, and link to 

reference documents
• Will serve as a guide and record for the next person
• Helped me to identify 

• 3 primary issues/groups to address first
• who should be involved
• who needs to do what
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Professional 
Licensure

JMU programs 
designed to lead to 

professional licensure 
for professions 

governed by state 
boards

Field Placement
Required for major or 
professional licensure 

AND formal 
agreement required

Fully Distant* 
Students

Online/Off-Site
*defined as “student and

faculty separated by physical 
distance”

U.S.A.
Location

State/Territory

Application for SARA 
Renewal

Agreement to comply 
with requirements and 

report data

Reviewed and 
signed by 

Provost in March

•Track and Report Location
•Monitor for special circumstances
and act as needed
•Partners: OIR and IT

•Research and Inform
•Partners: Researcher
and Academic Units

•Track and Report Location
•Monitor for special circumstances
and act as needed
•Partners: OIR and Academic Units
•Consulting Partners: Legal Counsel
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ME
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Groups
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Core Leadership and 
Coordination Team

• Associate Vice-Provost for 
Academic Development

• Coordinator of Online 
Learning

• Assistant Coordinator of 
Online Learning (Lead)

State Authorization 
Compliance Workgroup

• Associate Dean and Unit Heads 
of 2 Placement-Heavy Colleges

• Director of Career & Academic 
Planning 

• Assistant Dean of Outreach & 
Engagement/Adult Degree 
Program

• Core Leadership Team

Provost Leadership Team
• Vice-Provost for Academic 

Development
• Vice-Provost for University 

Programs
• Assistant Vice-President, 

Academic Resources

Data Collection Processes 
(Ad Hoc)

• Associate Director, Office of 
Institutional Research

• Assistant Director of 
Information Systems (IT)

• University Registrar
• Core Leadership Team Lead

FUTURE: 
Professional Licensure 

Research and 
Documentation

University 
Legal Counsel



Distance Education Compliance 
Management Tool

Smartsheet

Cheryl Carroll
December 10, 2019
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Tracking Distance Education
Compliance

q Categorize by Construct: Leadership, Institutional Policy, Process Management, On-
Premise Learning Activities, Professional Licensure Programs, Courses/Programs for fully
online students, Institutional Policy

q Tasks, Notes, Target Dates, Person Responsible
q Documents, Emails, Notes, Hyperlinks all incorporated within each task respectively
q Reports summarizing each Category
q Sending Update Request
q Input form to add new tasks
q Tracking via Smartsheet

https://app.smartsheet.com/sheets/5w3PrW2VwxcgjQqWRPpJRMV5V53G3VXM3G73cmh1?view=grid
https://app.smartsheet.com/sheets/5w3PrW2VwxcgjQqWRPpJRMV5V53G3VXM3G73cmh1?view=grid


UVA Programs Leading to 
Licensure/Certification (PLC) –

preliminary

• Curry School: 19 programs
• School of Nursing: 9 programs
• Engineering School: 3 programs
• Law School: 3 programs
• Architecture School: 4 programs
• School of Medicine: 1 program

https://app.smartsheet.com/sheets/gfqrq5345F4MPMpQVH8qfvXh9XG3r6Gpv239qFq1?view=grid


NC-SARA Annual Out-of-State Learning 
Placements Reporting by CIP

AY 2018 - 2019 University of  Virginia
Ø 04) Architecture and Related Services 67 students; 11 states
Ø 30) Multi/Interdisciplinary Studies 78 students; 1 state
Ø 22) Law Programs 25 students; 3 states
Ø 51) Health Professions and Related Programs 89 students; 25 states
Ø 52) Business Programs 26 students; 1 state

 

Ø Resulting authorization required in D.C., New York and Pennsylvania 
based on greater than 10 students placed in those locations in a 
particular CIP code. 



Fully Online Programs
AY 2018 - 2019 University of  Virginia

Ø Newly launched in 2019: Online Learning @ UVA
Tracked via Smartsheet

https://online.virginia.edu/
https://app.smartsheet.com/sheets/fFh3q96jxGm75vRf8FH7fM6qX57Fw6JMJJ95x931?view=grid


Opportunities

• Revise and share revisions
• Build a database for large-scale programs/large institutions
• Regular updates
• Sub-checklists/Other checklists
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http://www.jmu.edu/online/state-authorization/checklist/

Access Free Copy of Worksheet
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Access Free Copy of WorksheetAccess Free Copy of WorksheetAccess Free Copy of Worksheet

Access Free Sample of Smartsheet Tool 

https://app.smartsheet.com/sheets/7jp27jXr7jhjMfGPfHv3gV c9GxxH9fR8Hp76G6P1



Questions and Suggestions
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Contact Information
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Sarah Cheverton
Assistant Coordinator of Online Learning
James Madison University
cheverse@jmu.edu
540.568.5321

Cheryl Carroll
Manager of Academic & Distance Education Compliance
University of Virginia
cec2m@virginia.edu
434.982.2398
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