
 

CE Coordinator Checklist 

 
OFFERING CONCURRENT ENROLLMENT  

 
 

Annual  CE  Contract  – Distr ict  
adminis trat ion s igns & returns 
the CE cont ract  around Apr i l/May 
of  each year.  

 
 

Annual  CE  Staf f  Update –  Not i f y  
SLCC of  any changes in CE staff  at  
your school .  
 

 
 

New CE Coordinator Train ing  – 
Request  new CE Coordinator 
t ra in ing with the SLCC CE 
Coord inator.  

 
 

Counselor Col laborat ion – Work  
regular ly with counselors  to ident i f y 
changes to students’  CE schedules.  
 

 
 

MyCE Access –  Request  access 
for any staff  that  wi l l  be ass ist ing  
you with CE.  

 
 

Enro l lment  Checks –  Make sure 
students/classes  aren’t  v io lat ing 
any course rest r ict ions .  
 

 
STUDENT SUPPORT 

 
 

Screening – Al l  s tudents have 
been screened for el ig ib i l i t y .  
 

 
 

Regist rat ion – Al l  s tudents have 
registered themselves for  the 
course and appear on the MyCE 
c lass ro l l .  

 
 

Deadl ines – SLCC deadl ines  have 
been adhered to.  
 

 
 

Parent  Permiss ion Forms – 
Students have been d i rected to f i l l  
out  the parent  permission form. 

 
 

Admiss ions – A l l  s tudents are 
admitted .  
 

 
 

Pay ing Tu it ion – Students have paid 
their  tu i t ion .  

 
 

Test ing & Prerequis i tes –  
Student  test  scores,  t ranscripts ,  
and other qual i f iers  have been 
sent  to and received by SLCC.  
 

   

 

 
INSTRUCTOR SUPPORT 

 
 

Inst ructor Appl icat ions  – A l l  new 
and ongoing inst ructor  
appl icat ion have been submitted  
by March 31 for the upcoming  
academic year.  
 

 
 

Course Sect ions – I  have contacted 
the SLCC Coordinator wi th any 
changes to number of  sect ions 
or ig inal l y  requested on the 
inst ructor appl icat ions by Ju ly 31.  
 


