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International Transcript Review Process
Instructions
This template is a tool districts can use to document their transcript review process for international students. The goal is to identify and coordinate key steps that need to be taken when registering a new high school student who has arrived from another country. 
List how each step will be completed in the details column, the person(s) who will be responsible for each step under responsible party, and the expected number of days or weeks for completion based on when the student arrives in the timeline column.
	Step
	Details: 
How will this be completed?
	Responsible Party: Who will complete this?
	Timeline: 
When will this be completed?

	1. Conduct intake interview with student and family
	
	
	

	2. Conduct WIDA screening

	
	
	

	3. Make initial course placement decisions

	
	
	

	4. Collect transcript from student or family

	
	
	

	5. Coordinate translation of records

	
	
	

	6. Conduct transcript evaluation

	
	
	

	7. Document credits awarded in local transcript
	
	
	

	8. Communicate credit information with student and family
	
	
	

	9. Adjust grade-level and course placements as needed
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