Appendix A — Sample Registrar Annual Calendar
The following sample annual calendar is intended to provide registrars and school leaders with a general operational framework for organizing responsibilities, deadlines, reporting requirements, and institutional processes throughout the academic year. Schools may adjust timelines as needed based on local conference expectations, school calendars, and institutional structures.
July
Beginning-of-Year Preparation
· Finalize master schedule
· Review course catalog updates
· Verify SIS rollover accuracy
· Update graduation tracking systems
· Prepare enrollment and registration materials
· Review staffing/course assignments
· Verify teacher access to SIS and gradebooks
· Prepare student schedules
· Review transcript templates and reporting systems
· Organize cumulative files and incoming records
Accreditation 
· Review previous accreditation recommendations
· Update School Overview document
· Verify handbook and website alignment
August
Enrollment & Scheduling
· Finalize student enrollment
· Process transfer records
· Verify immunization and required documentation
· Complete schedule adjustments/add/drop requests
· Confirm attendance procedures with faculty
· Verify senior graduation plans
Reporting
· Submit beginning-of-year enrollment reports as required
· Verify SIS demographic accuracy
· Conduct initial Data Rollup review
Communication
· Communicate transcript request procedures
· Provide graduation requirement information to seniors and families
September
Records Management
· Audit cumulative files
· Verify transfer credits and transcript entries
· Review GPA calculations and weighting systems
· Confirm course coding consistency
Academic Monitoring
· Identify students with scheduling conflicts or deficiencies
· Begin graduation audit reviews for seniors
Accreditation Support
· Organize institutional documentation
· Update course catalog revisions if needed
October
Reporting
· Conduct SIS data verification
· Review attendance records and enrollment accuracy
· Verify instructional minutes and course expectations
Communication
· Send deficiency notices when appropriate
· Support parent-teacher conference preparation
Graduation Planning
· Continue senior graduation audits
· Verify transfer student graduation pathways
November
Transcript & Records Review
· Conduct transcript audits
· Review GPA calculations
· Verify external coursework documentation
· Confirm dual enrollment records
Planning
· Begin preliminary scheduling discussions for next school year
· Review course requests and projected enrollment trends
December
Semester Closeout
· Verify semester grades
· Audit gradebook accuracy
· Process report cards
· Update transcripts
· Verify attendance records
· Conduct semester GPA audits
Graduation Monitoring
· Review senior deficiencies and intervention plans
Records Security
· Backup SIS and records systems
· Archive semester documentation


January
Second Semester Preparation
· Process semester schedule changes
· Verify new enrollments/transfers
· Update graduation tracking systems
· Review academic probation or intervention lists
Reporting
· Submit required semester reports
· Conduct Data Rollup verification review
February
Graduation Preparation
· Conduct detailed senior graduation audits
· Verify community service requirements
· Review diploma eligibility
· Identify unresolved deficiencies
Scheduling Preparation
· Begin course registration planning for next year
· Prepare registration materials and timelines
March
Registration & Scheduling
· Begin student course registration
· Meet with students/families regarding graduation pathways
· Review staffing implications for projected enrollment
Accreditation Readiness
· Organize evidence and documentation updates
· Review institutional reporting consistency
April
Scheduling & Academic Planning
· Finalize course requests
· Build preliminary master schedule
· Review teacher assignments and certification alignment
Graduation Preparation
· Final senior deficiency notices
· Verify transcript accuracy for graduating seniors
· Confirm honors and awards calculations
May
Graduation & Year-End Preparation
· Finalize graduation audits
· Verify diploma eligibility
· Prepare commencement documentation
· Process transcript requests for graduates
· Finalize honors recognition
Reporting
· Verify end-of-year enrollment data
· Prepare year-end reports
June
End-of-Year Closeout
· Finalize grades and transcripts
· Archive records
· Verify graduation records
· Process diploma distribution documentation
· Backup SIS systems and records
· Complete withdrawal and transfer processing

Planning & Reflection
· Review operational successes and challenges
· Update procedures as needed
· Begin preparation for upcoming school year
Ongoing Responsibilities Throughout the Year
Daily/Weekly Responsibilities
· Process enrollment updates
· Monitor attendance and grade reporting
· Respond to transcript requests
· Maintain SIS accuracy
· Communicate with students and families
· Verify records and documentation
· Support administration and faculty
Monthly Responsibilities
· Conduct data verification reviews
· Monitor graduation progress
· Review enrollment changes
· Update institutional reports
· Maintain records organization
Annual Responsibilities
· Conduct graduation audits
· Review handbook and catalog alignment
· Participate in accreditation preparation
· Maintain professional development
· Review operational procedures and expectations
Recommended Best Practices
Registrars should:
· Maintain a digital and printed operational calendar
· Use checklists for recurring responsibilities
· Establish internal deadlines before official deadlines
· Conduct periodic records audits
· Communicate proactively with administration and families
· Maintain organized digital and physical filing systems
· Document operational procedures annually
A well-maintained registrar calendar supports:
· Operational consistency
· Reduced errors
· Improved communication
· Institutional readiness
· Student success
· Accreditation preparedness

