Appendix G — Registrar Checklists
NAD Academy Registrar Handbook
Registrar checklists provide practical operational tools that help schools maintain organization, consistency, and accuracy throughout the academic year. These checklists are intended to support:
· Daily operational management
· Enrollment processing
· Graduation verification
· Accreditation readiness
· Transcript integrity
· Institutional accountability
Schools may adapt these checklists to fit local operational needs while maintaining alignment with:
· NAD Working Policy
· Accreditation standards
· Institutional policies
· Conference educational expectations

Appendix G-1: Beginning-of-Year Registrar Checklist
Beginning-of-Year Registrar Checklist

Enrollment & Records
☐ Verify SIS rollover accuracy
☐ Review enrollment procedures and forms
☐ Verify returning student information
☐ Process new student enrollment records
☐ Request transfer transcripts and records
☐ Verify immunization documentation
☐ Confirm emergency contact information
☐ Organize cumulative files
☐ Verify graduation tracking systems

Scheduling
☐ Finalize master schedule
☐ Verify student schedules
☐ Confirm teacher course assignments
☐ Verify course coding and GPA weighting
☐ Review course catalog alignment
☐ Process add/drop requests

Reporting 
☐ Review reporting deadlines
☐ Verify Data Rollup preparation
☐ Review transcript templates
☐ Confirm confidentiality procedures
☐ Update School Overview document

Appendix G-2: New Student Enrollment Checklist
Student Documentation
☐ Enrollment application completed
☐ Birth certificate received
☐ Immunization records received
☐ Official transcript/report card requested
☐ Emergency contact information verified
☐ Parent/guardian agreements completed
☐ Financial agreements completed when applicable
Academic Review
☐ Grade placement verified
☐ Graduation pathway reviewed
☐ Transfer credits evaluated
☐ Course schedule developed
☐ SIS enrollment completed
Communication
☐ Parent/student orientation completed
☐ Student handbook distributed
☐ Graduation requirements reviewed
☐ Technology access provided

Appendix G-3: Transfer Student Checklist
Records Review
☐ Official transcript received
☐ Previous school accreditation verified
☐ Transfer credits evaluated
☐ GPA reviewed
☐ Graduation requirements reviewed
☐ Course equivalencies determined
SIS & Scheduling
☐ Student entered into SIS
☐ Schedule created
☐ Transcript updated
☐ Graduation tracking updated
Communication
☐ Student/family meeting completed
☐ Graduation concerns discussed
☐ Deficiencies communicated when applicable

Appendix G-4: Transcript Processing Checklist
Before Releasing Transcript
☐ Student information verified
☐ Course titles reviewed
☐ GPA verified
☐ Graduation date confirmed
☐ Transcript formatting reviewed
☐ Official signature/seal included when applicable

Transcript Release
☐ Transcript request documented
☐ Release date recorded
☐ Digital security procedures followed
☐ Transcript archived appropriately

Appendix G-5: Graduation Audit Checklist
Academic Review
☐ Credits verified
☐ GPA verified
☐ Required courses completed
☐ Religion requirements completed
☐ Community service completed when applicable
☐ Residency requirements met
Institutional Clearance
☐ Financial clearance verified
☐ Technology/books returned
☐ Diploma information verified
☐ Graduation honors verified
☐ Transcript final review completed

Appendix G-6: End-of-Semester Checklist
Academic Records
☐ Grades verified
☐ GPA calculations reviewed
☐ Report cards processed
☐ Transcript updates completed
☐ Attendance records verified
SIS & Reporting
☐ SIS records audited
☐ Data backups completed
☐ Enrollment changes updated
☐ Semester reports prepared
Communication
☐ Deficiency notices sent when applicable
☐ Parent communication completed
☐ Faculty reporting deadlines verified

Appendix G-7: End-of-Year Registrar Checklist
Graduation & Transcripts
☐ Final graduation audits completed
☐ Diplomas verified
☐ Final transcripts completed
☐ Graduation records archived
☐ Honors verified
Records Management
☐ Cumulative files updated
☐ Records archived appropriately
☐ Data backups completed
☐ Withdrawal records finalized
☐ Transfer requests processed
Reporting & Planning
☐ End-of-year reports completed
☐ Data Rollup verification completed
☐ Operational review conducted
☐ Preliminary planning for next year started

Appendix G-8: Accreditation Preparation Checklist
Documentation Review
☐ Transcript samples prepared
☐ Graduation audits organized
☐ Course catalog updated
☐ School handbook reviewed
☐ Enrollment reports verified
☐ SIS reports prepared
☐ Data Rollup reports verified
Evidence Collection
☐ Graduation requirement documentation prepared
☐ Transfer credit procedures documented
☐ Scheduling procedures reviewed
☐ Registrar workflows organized

Appendix G-9: Data Rollup Verification Checklist
Enrollment Verification
☐ Enrollment totals reviewed
☐ Grade levels verified
☐ Student demographic information reviewed
☐ Attendance data verified
☐ Withdrawal dates confirmed
Academic Verification
☐ GPA calculations reviewed
☐ Graduation data verified
☐ Course coding verified
☐ SIS and transcript consistency reviewed

Appendix G-10: Junior Academy Transition Checklist
Student Transition Preparation
☐ Grade 9-10 credits verified
☐ Transcript updated
☐ Graduation pathway reviewed
☐ Receiving senior academy identified
☐ Transfer records prepared
Communication
☐ Parent/student meeting completed
☐ Senior academy communication completed
☐ Scheduling guidance provided
☐ Deficiencies communicated when applicable

Appendix G-11: FERPA & Confidentiality Checklist
☐ Student records stored securely
☐ Access permissions reviewed
☐ Staff confidentiality expectations reviewed
☐ Secure password procedures followed
☐ Transcript release procedures verified
☐ Confidential communication practices reviewed

Appendix G-12: Registrar Monthly Operational Checklist
☐ Verify enrollment updates
☐ Audit SIS records
☐ Monitor graduation deficiencies
☐ Review attendance reports
☐ Process transcript requests
☐ Verify GPA accuracy
☐ Review transfer documentation
☐ Organize cumulative files
☐ Update operational calendar

Recommended Checklist Best Practices
Schools should:
· Customize checklists for local operations
· Review checklists annually
· Maintain digital and printed copies
· Use checklists consistently throughout the year
· Incorporate checklists into onboarding and training
Operational checklists help reduce:
· Errors
· Missed deadlines
· Reporting inconsistencies
· Communication gaps

Accreditation Considerations
Accreditation teams often review operational systems supporting:
· Transcript accuracy
· Graduation verification
· Enrollment consistency
· Records security
· Reporting procedures
Consistent use of operational checklists supports:
· Institutional accountability
· Operational efficiency
· Accreditation readiness
· Student success

Guiding Principle
Registrar operational procedures should consistently reflect:
· Accuracy
· Organization
· Accountability
· Consistency
· Professionalism
· Stewardship
Well-developed operational checklists help ensure that registrar responsibilities are managed effectively, consistently, and in support of the mission and educational excellence of Seventh-day Adventist schools.
