Appendix K — Accreditation Preparation Checklist
NAD Academy Registrar Handbook
Accreditation preparation is an ongoing institutional responsibility that reflects the school's commitment to educational excellence, operational integrity, continuous improvement, and accountability.

Section K-1: Institutional Documentation Checklist
School Publications & Governance
☐ Current student handbook available
☐ Current course catalog available
☐ School Overview document updated
☐ Graduation requirements documented
☐ Constitution/bylaws accessible when applicable
☐ Board-approved policies available
☐ School mission/philosophy statements current
☐ Website information aligned with school publications
Academic Documentation
☐ Course descriptions updated
☐ Graduation pathways documented
☐ GPA calculation procedures documented
☐ Transcript notation procedures documented
☐ Credit recovery procedures documented
☐ Transfer credit procedures documented
☐ ACA/APLE/dual credit procedures documented

Section K-2: Student Records & Transcript Checklist
Transcript Verification
☐ Transcript samples prepared
☐ Transcript formatting reviewed
☐ GPA calculations verified
☐ Graduation dates verified
☐ Course titles aligned with catalog
☐ External coursework notation reviewed
☐ Honors/AP weighting verified
☐ Transfer credits documented appropriately
Cumulative Records
☐ Student cumulative files organized
☐ Enrollment documentation complete
☐ Withdrawal records maintained
☐ Transfer documentation filed properly
☐ Graduation audits completed
☐ Diploma verification records maintained

Section K-3: Graduation Audit Checklist
Graduation Verification
☐ Senior graduation audits completed
☐ Credits verified
☐ GPA verified
☐ Residency requirements reviewed
☐ Community service requirements verified when applicable
☐ Honors verified
☐ Graduation deficiencies documented
☐ Intervention records maintained
Diploma Preparation
☐ Student names verified
☐ Diploma wording approved
☐ Graduation dates confirmed
☐ Final transcript audits completed

Section K-4: SIS & Data Reporting Checklist
SIS Accuracy
☐ Student demographic data verified
☐ Enrollment dates reviewed
☐ Course coding verified
☐ Attendance records reviewed
☐ GPA calculations verified
☐ Graduation tracking reviewed
☐ User permissions reviewed
Data Rollup & Reporting
☐ Enrollment reports verified
☐ Graduation statistics reviewed
☐ Data Rollup submissions verified
☐ SIS/transcript consistency reviewed
☐ Institutional reports archived appropriately

Section K-5: Registrar Operations Checklist
Operational Systems
☐ Registrar procedures documented
☐ Operational calendars maintained
☐ Checklist systems utilized
☐ Records retention procedures followed
☐ Transcript request procedures documented
☐ Digital storage systems organized
Communication & Service
☐ Parent communication templates available
☐ Deficiency notification procedures documented
☐ Enrollment communication procedures reviewed
☐ Staff operational responsibilities clarified

Section K-6: Accreditation Evidence Preparation Checklist
Evidence Collection
☐ Enrollment trend reports prepared
☐ Transcript samples organized
☐ Graduation data prepared
☐ Course catalogs archived
☐ SIS reports available
☐ Graduation audit samples available
☐ Scheduling documentation available
☐ School improvement evidence prepared
Registrar Evidence Examples
☐ Transcript audit samples
☐ Graduation audit forms
☐ Transfer credit evaluation forms
☐ SIS verification procedures
☐ FERPA procedures
☐ Data verification workflows
☐ Operational calendars/checklists

Section K-7: FERPA & Confidentiality Checklist
Confidentiality Procedures
☐ Student records secured properly
☐ Access permissions reviewed
☐ Confidentiality training conducted
☐ Transcript release procedures documented
☐ Secure file-sharing procedures followed
☐ Digital security procedures reviewed
Records Security
☐ Backup systems functioning properly
☐ Archived records protected securely
☐ Password procedures reviewed
☐ Secure storage areas maintained

Section K-8: Interview & Visit Preparation Checklist
Visiting Team Preparation
☐ Registrar prepared to explain workflows
☐ Operational procedures reviewed
☐ Accreditation evidence accessible
☐ SIS demonstrations prepared when necessary
☐ Transcript samples organized
☐ Questions regarding graduation procedures anticipated

Common Accreditation Discussion Areas
Schools should be prepared to discuss:
· Graduation verification processes
· Transcript procedures
· SIS accuracy
· Enrollment reporting
· Transfer credit procedures
· Data Rollup practices
· Graduation pathway monitoring


Section K-9: Junior Academy Accreditation Checklist
Junior Academy-Specific Items
☐ Grade 9-10 credits verified
☐ Transition procedures documented
☐ Senior academy articulation procedures reviewed
☐ Scheduling practices documented
☐ Graduation pathway communication procedures reviewed
☐ Shared operational responsibilities clarified



Section K-10: Post-Visit Follow-Up Checklist
After Accreditation Visits
☐ Registrar recommendations reviewed
☐ Follow-up documentation organized
☐ Operational improvement plans updated
☐ Action items assigned
☐ Reporting deadlines monitored
☐ Accreditation evidence archived

Recommended Accreditation Preparation Timeline
	Timeline
	Suggested Activity

	12 Months Before Visit
	Begin documentation review

	6 Months Before Visit
	Conduct transcript and SIS audits

	3 Months Before Visit
	Finalize evidence organization

	1 Month Before Visit
	Verify operational procedures and reports

	During Visit
	Provide requested documentation promptly

	After Visit
	Organize recommendations and improvement plans



Recommended Best Practices
Schools should:
· Maintain accreditation readiness continuously
· Conduct annual transcript audits
· Review operational procedures regularly
· Organize evidence throughout the accreditation cycle
· Clarify staff responsibilities annually
· Maintain updated documentation systems
· Communicate expectations clearly
Continuous preparation reduces stress and improves institutional effectiveness.

Common Accreditation Challenges
Schools should proactively monitor:
· Transcript inconsistencies
· Missing documentation
· SIS inaccuracies
· Unclear operational procedures
· Graduation audit gaps
· Inconsistent course coding
· Data reporting discrepancies
Routine audits and operational reviews help minimize accreditation concerns.

Accreditation Readiness Indicators
Schools demonstrating strong accreditation readiness typically:
· Maintain organized documentation systems
· Conduct regular operational reviews
· Monitor transcript accuracy consistently
· Maintain clear procedures
· Communicate effectively across departments
· Utilize ongoing improvement systems
Strong registrar operations significantly strengthen institutional accreditation readiness.

Guiding Principle
Accreditation preparation should consistently reflect:
· Accuracy
· Accountability
· Organization
· Transparency
· Continuous improvement
· Institutional stewardship
Registrars play a vital role in helping schools demonstrate educational excellence, operational integrity, and commitment to the mission and standards of Seventh-day Adventist education.

