Appendix D — Credit Evaluation Worksheets
NAD Academy Registrar Handbook
Credit evaluation worksheets provide schools with structured tools for reviewing, documenting, approving, and recording transferred or externally earned credits.

Appendix D-1: Transfer Credit Evaluation Worksheet
	Field
	Information

	Student Name
	

	Student ID
	

	Grade Level
	

	Date of Enrollment
	

	Previous School
	

	Accreditation Status of Previous School
	

	Registrar Completing Review
	

	Date Reviewed
	



	Item
	Verified

	Official transcript received
	☐

	School accreditation verified
	☐

	Course titles reviewed
	☐

	GPA reviewed
	☐

	Credits verified
	☐

	Graduation pathway reviewed
	☐



	Previous School Course
	Credit Earned
	Grade
	Equivalent Course
	Credit Accepted
	Notes

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 



Credit Evaluation Summary
	Area
	Credits Accepted

	English
	

	Mathematics
	

	Science
	

	Social Studies
	

	Religion
	

	PE/Health
	

	Fine Arts
	

	World Languages
	

	Electives
	



Evaluation Notes:
Final Recommendation:
☐ All credits accepted   ☐ Partial credits accepted   ☐ Additional documentation required   ☐ Administrative review required
Registrar Signature __________________   Administrator Signature ______________   
Date ___________________

Appendix D-2: Course Equivalency Evaluation Form
	Field
	Information

	Student Name
	

	School Year
	

	Evaluator
	

	Date
	



	Submitted Course
	Institution
	Proposed Equivalent
	Credit Value
	Approved

	 
	 
	 
	 
	☐

	 
	 
	 
	 
	☐

	 
	 
	 
	 
	☐



Evaluation Criteria
☐ Course syllabus reviewed
☐ Instructional time verified
☐ Learning outcomes reviewed
☐ Accreditation status reviewed
☐ Assessment methods reviewed
☐ Graduation alignment confirmed
☐ Approved   ☐ Approved with Conditions   ☐ Denied

Administrator Signature ______________   Registrar Signature __________________

Appendix D-3: Dual Enrollment / Dual Credit Evaluation Worksheet
	Field
	Information

	Student Name
	

	Grade Level
	

	Institution
	

	Semester/Year
	



	College Course
	College Credits
	HS Equivalent
	Carnegie Unit
	Grade
	Approved

	 
	 
	 
	 
	 
	☐

	 
	 
	 
	 
	 
	☐



Verification Checklist
☐ Official college transcript received
☐ Approved institution verified
☐ Course approved in advance
☐ Graduation applicability confirmed
☐ GPA weighting verified
☐ Transcript notation completed
Registrar Signature __________________   Administrator Signature ______________

Appendix D-4: ACA Credit Evaluation Worksheet
	Field
	Information

	Student Name
	

	ACA Program
	

	Summer/Year
	

	Registrar Reviewing
	



	ACA Course
	Credit Awarded
	Equivalent HS Course
	Carnegie Unit
	Accepted

	 
	 
	 
	 
	☐

	 
	 
	 
	 
	☐



Verification Checklist
☐ Official ACA transcript received
☐ Student eligibility verified
☐ Course equivalency reviewed
☐ Transcript notation completed
☐ GPA implications reviewed
☐ Graduation pathway updated
Suggested Transcript Notation: Course completed through Adventist Colleges Abroad (ACA).
Registrar Signature __________________   Principal Signature __________________

Appendix D-5: Online Coursework Approval & Evaluation Form
	Field
	Information

	Student Name
	

	Grade Level
	

	Online Provider
	

	Course Requested
	



	Review Item
	Verified

	Provider accreditation verified
	☐

	Course aligns with graduation requirements
	☐

	Administrative approval granted
	☐

	Monitoring plan established
	☐

	Transcript notation procedures reviewed
	☐



	Course Title
	Credit Value
	Completion Date
	Final Grade
	Approved

	 
	 
	 
	 
	☐



Registrar Signature _________________   Administrator Signature _______________

Appendix D-6: Home School Credit Evaluation Worksheet
	Field
	Information

	Student Name
	

	Previous Educational Setting
	

	Grade Level
	

	Date Reviewed
	



Documentation Review
☐ Transcript provided
☐ Course descriptions reviewed
☐ Portfolio/work samples reviewed
☐ Standardized testing reviewed
☐ Instructional hours reviewed
☐ Parent/guardian interview completed when applicable

	Course
	Proposed Credit
	Credit Accepted
	Equivalent Course
	Notes

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 


☐ Credits accepted   ☐ Partial credits accepted   ☐ Additional assessment required   ☐ Administrative review required
Registrar Signature ________________   Administrator Signature _________________

Appendix D-7: Graduation Requirement Credit Tracking Worksheet
	Requirement Area
	Credits Required
	Credits Earned
	Remaining

	English
	
	
	

	Mathematics
	
	
	

	Science
	
	
	

	Social Studies
	
	
	

	Religion
	
	
	

	PE/Health
	
	
	

	Fine Arts
	
	
	

	World Languages
	
	
	

	Electives
	
	
	



Graduation Status:
☐ On Track   ☐ Monitor Closely   ☐ Deficiencies Present
Recommended Intervention/Next Steps:

Recommended Best Practices
Schools should:
· Maintain completed evaluation forms in cumulative files
· Require official transcripts whenever possible
· Document all transfer and equivalency decisions
· Apply evaluation procedures consistently
· Review graduation implications carefully
· Ensure administrator oversight when appropriate

Accreditation Considerations
Credit evaluation procedures are frequently reviewed during:
· Accreditation visits
· Transcript audits
· Graduation reviews
· Institutional evaluations

Schools should maintain organized documentation supporting:
· Credit acceptance decisions
· Course equivalencies
· External coursework approvals
· Graduation pathway adjustments

Guiding Principle
Credit evaluation procedures should consistently reflect:
· Accuracy
· Fairness
· Academic integrity
· Consistency
· Transparency
· Institutional accountability

Careful credit evaluation practices help ensure that transcripts, graduation decisions, and academic records accurately reflect student achievement and institutional standards.

.
