Appendix L — Frequently Asked Questions (FAQ) for Registrars
This FAQ section is intended to provide practical guidance regarding common registrar questions and operational situations encountered within North American Division academies. Because policies, state/provincial regulations, and local institutional procedures may vary, schools should always ensure that local practices align with:
· NAD Working Policy
· Conference educational expectations
· Accreditation standards
· Institutional policies and handbooks
This section may be updated periodically as operational needs and educational practices evolve.

Enrollment & Admissions
1. What documents should be collected for a new student enrollment?
Schools should generally collect:
· Enrollment application
· Birth certificate
· Immunization records
· Emergency contact information
· Official transcript/report cards
· Custody documentation when applicable
· Financial agreements when required
Schools may establish additional requirements according to local policy.




1. When should official transcripts be requested?
Official transcripts should be requested as soon as enrollment is confirmed to ensure:
· Proper placement
· Accurate scheduling
· Graduation pathway review
· Timely transfer credit evaluation

2. Can students attend before records are received?
Schools may establish provisional enrollment procedures while awaiting records; however, official records should be obtained promptly to support proper placement and transcript accuracy.

Transfer Credits & Course Equivalencies
3. How are transfer credits evaluated?
Transfer credits should be reviewed based on:
· Accreditation status of previous institution
· Course content
· Carnegie Unit equivalency
· Graduation applicability
· Institutional policy
Schools should document all transfer credit decisions.

4. Can schools accept credits from non-accredited institutions?
Schools may establish procedures for evaluating non-accredited coursework. Additional documentation or assessment may be required before credit is awarded.

5. How should home school credits be evaluated?
Schools should review:
· Transcripts
· Course descriptions
· Portfolios/work samples
· Standardized testing when applicable
· Instructional documentation
Institutional approval procedures should guide final decisions.

ACA & External Coursework
6. Are academies expected to accept ACA coursework?
Schools are strongly encouraged to recognize official coursework completed through approved Adventist Colleges Abroad (ACA) programs while following institutional procedures regarding credit acceptance and transcript notation.

7. How should schools transcript languages not offered locally?
Schools may transcript approved external language coursework even if the language is not taught locally. Registrars should establish consistent transcript notation and Carnegie Unit equivalencies.

8. Can digital transcripts be accepted?
Schools may accept official digital transcripts according to institutional policy and records security procedures.



9. How should dual-credit courses appear on transcripts?
Schools should establish consistent notation procedures clearly identifying dual-credit or dual-enrollment coursework according to institutional policy.

Scheduling & Graduation
10. How often should graduation audits be conducted?
Schools are encouraged to conduct graduation audits:
· Annually beginning in grade 9
· More frequently during grades 11 and 12
· Before graduation clearance and diploma approval

11. What should happen when deficiencies are identified?
Schools should:
· Notify students and families promptly
· Document deficiencies clearly
· Develop intervention or recovery plans
· Monitor progress regularly

12. Can students participate in graduation ceremonies if deficiencies remain?
Schools should establish clear policies regarding graduation participation and diploma release when deficiencies or financial obligations remain unresolved.

13. What is a Carnegie Unit?
A Carnegie Unit generally represents one year of secondary coursework completed successfully according to institutional instructional time and academic expectations.

Transcripts & Records
14. Who may request an official transcript?
Transcript release procedures should follow:
· Institutional policies
· Student authorization procedures
· Applicable legal regulations

15. How long should schools retain transcripts?
Permanent academic records and transcripts should generally be retained indefinitely according to institutional records retention procedures.

16. What should schools do if transcript errors are discovered?
Schools should:
· Investigate promptly
· Correct errors accurately
· Document corrections appropriately
· Notify affected parties when necessary

17. Should unofficial transcripts look different from official transcripts?
Schools are encouraged to clearly label unofficial transcripts to avoid confusion and protect transcript integrity.



SIS & Data Rollup
18. Why is SIS accuracy so important?
SIS data directly impacts:
· Transcripts
· Graduation verification
· Enrollment reporting
· Accreditation reviews
· Data Rollup submissions
· Institutional planning
Accurate SIS practices help maintain institutional integrity and operational effectiveness.

19. How often should transcript and SIS audits occur?
Schools are encouraged to conduct periodic audits:
· Each semester
· Before graduation
· During accreditation cycles
· Following SIS updates or migrations

20. What should schools do if Data Rollup information appears incorrect?
Schools should:
· Review SIS records carefully
· Verify enrollment and demographic data
· Correct discrepancies promptly
· Conduct administrative review before submission


Schools should ensure all staff understand confidentiality expectations and records release procedures.

21. Can parents access student records?
Access rights may vary depending on:
· Student age
· Enrollment status
· Custody arrangements
· Applicable legal requirements
Schools should follow institutional policy.

22. What information should never be shared publicly?
Schools should protect:
· Academic records
· Student identification information
· Financial information
· Discipline records
· Health information
· Sensitive personal information

Accreditation
23. Why are transcript audits important during accreditation?
Accreditation teams often review transcripts to verify:
· Graduation integrity
· GPA accuracy
· Course alignment
· Transcript consistency
· Institutional accountability
Transcript audits help identify and correct inconsistencies before accreditation reviews.

24. What accreditation documents should registrars maintain?
Registrars should maintain:
· Graduation audits
· Transcript samples
· Enrollment reports
· Course catalogs
· SIS verification procedures
· Transfer credit documentation
· Data Rollup reports

Junior Academies
25. How should junior academies manage grades 9–10 credits?
Junior academies should:
· Maintain accurate transcript records
· Monitor graduation pathways
· Communicate with partnering senior academies
· Conduct periodic credit audits

26. Should junior academies establish articulation agreements with senior academies?
Schools are encouraged to develop clear communication and operational agreements supporting:
· Credit transfer
· Scheduling alignment
· Graduation planning
· Student transitions

Operational Best Practices
27. What are some essential registrar best practices?
Registrars should:
· Maintain organized records
· Conduct regular audits
· Use operational checklists
· Communicate clearly
· Protect confidentiality
· Review procedures annually
· Participate in professional development

28. What is the most important responsibility of a registrar?
One of the registrar’s most important responsibilities is ensuring the accuracy, integrity, confidentiality, and reliability of student academic records and graduation documentation.

Suggested Future FAQ Topics
Schools may expand this section over time to include:
· International students
· NCAA eligibility
· Advanced Placement (AP)
· Credit recovery
· Attendance regulations
· Diploma types
· Online learning
· Hybrid instructional models
· AI and educational records management

Guiding Principle
Registrar operations should consistently reflect:
· Accuracy
· Integrity
· Confidentiality
· Accountability
· Professionalism
· Service-centered leadership
Registrars play an essential role in supporting student success, institutional effectiveness, and the mission of Seventh-day Adventist education through careful stewardship of academic records and operational systems.


