Appendix J — SIS Best Practices Checklist
NAD Academy Registrar Handbook
Student Information Systems (SIS) serve as the foundational platform for managing student records, enrollment data, scheduling, attendance, transcripts, grades, graduation tracking, and institutional reporting.

Section J-1: SIS Setup & Configuration Checklist
Institutional Setup
☐ School profile information updated
☐ Accreditation information current
☐ School year/calendar configured correctly
☐ Semester/quarter dates verified
☐ GPA scales configured accurately
☐ Weighted GPA settings verified
☐ Graduation requirement pathways entered correctly
☐ User permissions reviewed and updated
Course Setup
☐ Course titles align with course catalog
☐ Course codes reviewed for consistency
☐ Carnegie Units verified
☐ Honors/AP/Dual Credit weighting configured
☐ Graduation requirement categories assigned correctly
☐ Prerequisites entered when applicable
☐ Course descriptions updated annually

Section J-2: Student Enrollment Checklist
Student Demographics
☐ Legal name verified
☐ Date of birth verified
☐ Grade level verified
☐ Parent/guardian information updated
☐ Emergency contacts verified
☐ Enrollment dates entered accurately
☐ Residency/international status verified when applicable
Enrollment Documentation
☐ Enrollment forms completed
☐ Immunization records received
☐ Official transcripts requested
☐ Previous school information documented
☐ Student ID assigned correctly
☐ Graduation cohort assigned accurately

Section J-3: Scheduling & Course Assignment Checklist
Student Scheduling
☐ Student schedules reviewed for accuracy
☐ Graduation pathway alignment verified
☐ Required courses assigned
☐ Elective requests entered accurately
☐ Course conflicts resolved
☐ Schedule changes documented
☐ Add/drop dates monitored
Teacher Assignment Verification
☐ Teachers assigned correctly
☐ Course sections verified
☐ Certification alignment reviewed when applicable
☐ Gradebook access verified

Section J-4: Attendance Management Checklist
Attendance Procedures
☐ Attendance codes reviewed annually
☐ Faculty attendance procedures communicated
☐ Attendance entered consistently
☐ Absence documentation maintained
☐ Excessive absences monitored
☐ Attendance reports verified regularly
Attendance Audits
☐ Attendance discrepancies reviewed
☐ SIS attendance reports verified
☐ Enrollment dates aligned with attendance records
☐ Withdrawal dates confirmed

Section J-5: Grade Reporting Checklist
Gradebook Management
☐ Grading periods configured accurately
☐ Teacher gradebook access verified
☐ Grade entry deadlines communicated
☐ Missing grades monitored
☐ GPA calculations verified
☐ Grade changes documented and approved
Transcript Accuracy
☐ Semester grades verified
☐ Credits earned confirmed
☐ GPA reviewed for accuracy
☐ Honors/AP weighting verified
☐ External coursework notation reviewed

Section J-6: Graduation Tracking Checklist
Graduation Audits
☐ Credits verified
☐ Graduation requirements reviewed
☐ GPA verified
☐ Residency requirements confirmed
☐ Community service verified when applicable
☐ Honors calculations reviewed
☐ Deficiency notices sent when necessary
Diploma Verification
☐ Student legal names verified
☐ Diploma information reviewed
☐ Graduation dates confirmed
☐ Final transcript audits completed

Section J-7: Transfer Student SIS Checklist
Transfer Student Setup
☐ Official transcripts entered
☐ Credits transferred accurately
☐ GPA transfer procedures followed
☐ Course equivalencies verified
☐ Graduation pathway updated
☐ Previous enrollment history documented
Transcript Notation
☐ Transfer courses identified appropriately
☐ External coursework notation applied consistently
☐ ACA/dual credit notation verified when applicable

Section J-8: Data Rollup & Reporting Checklist
Reporting Preparation
☐ Enrollment totals verified
☐ Student demographic data reviewed
☐ Attendance data verified
☐ Graduation data confirmed
☐ Course coding consistency reviewed
☐ SIS/transcript consistency verified
Administrative Verification
☐ Principal review completed
☐ Reports archived appropriately
☐ Submission deadlines monitored
☐ Error correction procedures completed when necessary

Section J-9: Security Checklist
Data Security
☐ Password policies enforced
☐ User permissions reviewed annually
☐ Confidential information protected
☐ Secure file-sharing procedures followed
☐ Data backups completed regularly
☐ Multi-factor authentication enabled when available

Section J-10: End-of-Year SIS Checklist
Year-End Processing
☐ Final grades verified
☐ GPA calculations reviewed
☐ Graduation statuses finalized
☐ Transcript audits completed
☐ Student promotions processed
☐ Withdrawals finalized
☐ SIS backups completed
Archiving & Preparation
☐ Records archived appropriately
☐ Reports exported and saved
☐ User accounts reviewed
☐ Preliminary setup for next school year started



Recommended SIS Best Practices
Schools should:
· Conduct regular SIS audits
· Establish written operational procedures
· Train staff consistently
· Verify transcript accuracy regularly
· Maintain clear documentation practices
· Review graduation tracking frequently
· Maintain secure digital systems
· Establish internal reporting deadlines

Common SIS Operational Challenges
Schools should proactively monitor:
· Duplicate student records
· Incorrect enrollment dates
· GPA calculation errors
· Inconsistent course coding
· Transcript formatting inconsistencies
· Missing grades
· Graduation tracking errors
· Attendance discrepancies
Routine verification procedures help reduce operational risk and improve institutional accuracy.

Accreditation Considerations
Accreditation teams frequently review:
· Transcript accuracy
· SIS consistency
· Enrollment reporting
· Graduation verification
· Data management practices
· Institutional reporting integrity
Schools should maintain documentation supporting:
· Verification procedures
· SIS audits
· Reporting workflows
· Error correction practices
Strong SIS systems support accreditation readiness and institutional credibility.

Guiding Principle
SIS operational practices should consistently reflect:
· Accuracy
· Security
· Accountability
· Consistency
· Professionalism
· Stewardship
Registrars and school leaders play an essential role in ensuring that SIS systems remain organized, secure, accurate, and supportive of the mission and educational excellence of Seventh-day Adventist schools.

