Job Description

REGISTRAR

The job of the Registrar shall include, but may not be limited to, the following duties.  Any additional duties should be added as addenda to this list.  These jobs should, in some way, concern students' or families' records.

1. Maintaining Student Records

· Ensuring that all current students' files are complete and in order.

· Ensuring that new students do not begin until their files are complete and in order. 

· Student cannot begin until previous school is contacted and SAT (or other standardized test) scores are obtained along with a summary of the student's discipline history. 

· In cases where students are beginning after the beginning of the school year, a three-week deadline can be given them after they begin.  However, exceptions should not be made.  If, at the end of the three-week period, their records are not complete, this information should be forwarded to the Principal and a note should be sent home requesting that the student(s) remain(s) home until the files are completed.

2. Meeting with Prospective Parents/Students

· Giving out appropriate forms.

· Explaining, in detail, what is required.

3. Updating Family & Student Information

4. Updating Rolodexes

5. Ensuring That All Concerned Staff Are Aware of:

· Changes in Name, Address or Phone #

· Entry of Student into School

· Withdrawal of Student from School

Appropriate forms should be made available for transmission of such information.


Copies of such forms (filled out) should be kept in student and family files.

6. Forwarding Student Records

· Bookkeeper must be asked regarding any unpaid balances.  If any unpaid balances exist, only Health Records can be forwarded.

· Keep on file a form stating 'Date' and 'To Whom' records are forwarded.

7. Printing Transcripts & Sending Them Out as Needed

· Request forms should be filled out by student(s).

· Transcript should be made & checked for accuracy.

· Transcript should be sealed & signed.

· Copy of Request with 'Date Sent' and copy of transcript should be placed in student file.  Each time a transcript is sent, a new copy should be placed on file; unless, of course, more than one copy is sent out on the same day.  In this case, one copy would be sufficient.

8. Maintaining Report Cards

· Teachers should sign out Report Cards.

· Compiling grades from teachers.

· Entering grades into computer.

· Printing Report Cards.

· Ensuring that Report Cards do not go out if outstanding balances exist.

· Re-ordering Report Cards with Principal's approval

9. Printing Certificates & Notices (Elm Bulletin) for Students of the Quarter & Honor Roll Students

10. Maintaining Daily Attendance Records

· Entering Daily Student Attendance

· Returning Folders to Teachers

· Printing Quarterly Attendance Records by Class

· Maintaining File with Quarterly Attendance Records

· Keeping on File Teachers' Attendance Sheets

Break:
One 45-minute break per day.  Does not include bathroom & salaat break. 

Note:

Office should be closed for salaat.  Make sign to that effect to hang on doors.
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