OFFICE PROCEDURE MANUAL


VIEnna Christian SChool

Guidance Counselor
Daily Responsibilities

· Assist all students as needed on a daily basis
· Assist in student adjustment to school life and to help evaluate academic, social, and spiritual progress.

· Assist students in completing the college application process.

· Encourage students to plan and to utilize their time appropriately for academic, social, spiritual, and leisure activities.

· Provide students with appropriate future-oriented (especially college-related) guidance and counseling.

· Check email.
· New students 

· Create schedule

· Get locker key from secondary secretary

· Assign a “buddy” for the week 

· Collect all orientation material for each student.

· Meet student on the first day and explain block scheduling, expectations, etc.

· Help research and communicate with prospective colleges on behalf of the students.
· Meet w/ parents and students to discuss issues about student’s grades, scheduling, behavior, etc.

· Promote upcoming events such as college placement tests, and college fairs and visits

· Purchase materials, set test schedules, report test results, and communicate with parents.

· Schedule, organize, and execute standardized achievement and aptitude testing, as well as testing needed for college entrance requirements.

· Send updated transcripts to colleges as requested.
· Test prospective students entering grades 6-12.
Weekly Responsibilities

· Email parents who request updates on their student.
· Email teachers to get updated information in regards to the afore mentioned student.
· Meet with Secondary Team to discuss prospective students and current student issues.

Monthly Responsibilities

· August

· Test new students and assign classes
· Finalize Schedule and give to registrar
· Review student schedules and give to registrar
· Update and finalize classroom list
· Update and finalize forms
· Add/Drop Form
· Register students during the first day of school
· Work with secondary secretary to make sure all necessary information and materials are given to students
· Meet with students who need to change their schedules
· Communicate with teachers about any changes that occur
· Meet with ESL/Special Needs instructors to create schedule and a list of accommodations/modifications to give to teachers.
· Work with secondary secretary and registrar to make sure all schedules are kept up to date
· September

· Remind students about SAT testing Registration

· Plan College Night

· Prepare Student Handbook

· Email Parents/Send Letters Home

· Present information

· Prepare for ACSI Student Leadership Conference

· Finalize add/drops and pass out class rosters

· Send out 1st Quarter Progress Reports

· October 

· Post Sign-Up list for Upcoming tests

· administer the ACT to Seniors
· administer the PSAT to Juniors and interested Sophomores

· November

· Review report cards and give to registrar

· Work with secondary secretary to set up Academic Probation meetings

· Attend all Academic Probation meetings and document the discussion

· December

· Administer the PLAN test to Sophomores

· Send out 2nd Quarter Progress Reports

· Create 1st Semester finals schedule for core classes

· January

· Prepare 2nd Semester Master Schedule

· Finalize add/drops and pass out class rosters

· Review report cards and give to registrar

· Work with secondary secretary to set up Academic Probation meetings

· Attend all Academic Probation meetings and document the discussion

· February

· Send out 3rd Quarter Progress Reports

· March

· Prepare materials for standardized testing

· Instruct 6-9 grade teachers of their role in standardized testing

· Distribute/Collect all materials and send off

· Order new materials for next year

· April

· Administer the ACT to Juniors and interested Seniors
· Begin Scheduling Process

· Work with/secondary principal to prepare classes being offered

· Get teacher recommendations and referrals for honors/AP courses

· Meet with students to review the class selection criteria

· Give form to students to choose classes
· Email the schedule to the new and returning staff as soon as it is set.
· May

· Administer all Advanced Placement tests

· Create 2nd Semester Finals Schedule for both seniors and the rest of the high school
· Finish Preliminary Schedule and assign students to each class

· Review credit checklist and make sure each student is in the appropriate classes

· Middle School Electives Assembly

· 5th Grade Welcome Assembly

· Graduation Preparation

· Plan Awards Ceremony and get teacher nominations

· Choose Students for ACSI Student Leadership Conference

· Add to school calendar

· Reserve school van

· June

· Register for the ACT Administration

· Order PSAT/PLAN

· Send out final transcripts for seniors

· Check 4th quarter grades: notify parents in writing if middle school students will be repeating the grade.

· July

Yearly Responsibilities

· Order ACT/PSAT/PLAN Tests
· Order AP Test material

· Order Stanford Test

Quarterly Responsibilities

· Review Progress Reports and meet with students who are in trouble

· Review Progress Reports and meet with students who are on Academic Probation

· Decide issues of eligibility based upon Progress Reports/Report Cards

· Prepare finals schedule

· Assign rooms and proctors

· Coordinate MS schedule and classrooms

· Adding/Dropping Classes

Academic Probation

· (See Student Handbook for Policy)
· Letters: The Secondary Secretary will insure that copies of all Academic Probation Letters are to be permanently kept in the students’ CUM files.
· Progress Report: A student who has two Ds, an F and a D, or two Fs at the mid-point in the quarter is sent a warning letter stating that any student with two or more Fs on their report card will be placed on Academic Probation. 

· Report Cards: All students (except those with special needs or ESL students)  who receive two or more Fs receive a letter with their report card stating that they have been put on Academic Probation. The Guidance Counselor will keep a running list that includes all secondary students for each year in the appropriate year’s folder in G:\Secondary Office\Academic Probation.  The Guidance Counselor and Secondary Secretary will work together to create and include a letter for each student who has been placed on Academic Probation.

· Meeting: The Secondary Secretary sets up a meeting at which each of the members of the Academic Probation Committee (Secondary Principal, Guidance Counselor, parent, student, and teachers (at least those who gave the Fs)) can be present. The meeting time is included in the letter to the parents. At the meeting, the student and teachers work together to create a plan to help the student be more successful. The Guidance Counselor takes minutes on the meeting and sends a copy to all of the student’s teachers as well as the parents and the Secondary Principal to insure that everyone understands the expectations decided upon at the meeting. In addition, the Guidance Counselor places a copy of the minutes in the student’s CUM folder. The Guidance Counselor maintains primary responsibility for checking in with the student and teachers until the next grading period.

· Following Grading Period: The Guidance Counselor takes note of the student’s status the following quarter when Progress Reports are turned in. 

Students Remaining On Academic Probation: If the student is still in danger of receiving at least two Fs, the Guidance Counselor notifies the Secondary Secretary so that he/she can set up another appt. with the Academic Probation Committee. Once the meeting has been set, the Secondary Secretary generates a letter to the parents stating that the student will remain on Academic Probation and giving the time of the meeting. 

Students Removed From Academic Probation: If a student’s grades have improved and he/she is no longer in danger of receiving two or more Fs, the Guidance Counselor notifies the Secondary Secretary and a letter is sent to the parents explaining that the student is OFF Academic Probation.

ACSI Student Leadership Conference

· Receive registration information in early May

· Have interested students (grade 10-12) complete essay questions of your choice

· Choose 5 - 7 students who fit the qualifications as stated in the registration information

· Send in registration and deposit by deadline date listed on packet (usually mid-June)

· Prepare either a song or a drama with the students who are attending

· Arrange transportation to and from conference (van or train)

· Collect half of the total fee from each student (the school pays the other half)

· Follow all the required functions of a chaperone as outlined in the registration packet

AP Tests

· Set up a meeting in the spring with all students interested in taking ANY of the AP classes that will be offered the following year
· Have each teacher present their expectations, guidelines, and summer work

· Reserve the Library for the entire first week of May

· Register with AP Central in mid-October (after receiving the information by mail)

· Monitor the progress of each student throughout the year (grades, etc.)

· Order the appropriate number of AP tests using www.collegeboard.com sometime between February 1st  and April 15th
· Check order once received and verify that all the correct items are there

· Send out final permission letter to parents indicating when the test will be administered, what the student needs to bring, and how much the student owes for the test

· Collect all required fees before the student takes the test

· Administer each AP test as directed by the Administrator’s Guide

· Immediately send all required information back to AP Central; this includes used and unused tests, tape recordings, master CD’s, answer sheets, packing list, etc.

· Send in the final payment using the invoice given to you on the website
Awards (Graduation)
· Give secondary teachers the nomination sheets by the end of April

· Include list of current senior class

· Have each teacher vote on the following awards (further descriptions available in the teacher handbook)

· International Christian Citizenship Award

· Blue and Gold Award (one boy and one girl)

· Have the specified departments give their choice for the following awards:

· Outstanding Thespian (drama department)

· Outstanding Male and Female Athlete (athletic department)

· Outstanding Musician (music department)

· Choose the senior who will receive the TOEFL award

· Print out certificates 

· Put the appropriate amount of money in an envelope to present with the certificates

· Hand out awards at graduation
Awards (Middle School Character)

· Assign two middle school teachers for each grade to nominate students for each character award

· Hand out character award list (found in G: Secondary Office/Guidance/Awards /MS Character Awards)

· Give list of current middle school students to the designated teachers

· Create certificates for each middle school student indicating their specific award

· Use current certificate formats

· Work with computer class to create new templates

· Awards will be handed out at the awards ceremony the last day of school by the teachers who nominated the students

Awards (Secondary)
· Give secondary teachers the nomination sheets by the end of April

· Have each teacher (grades 6-12) vote on the following awards (further descriptions available in the teacher handbook).  

· Salt Award

· Barnabus Encouragement Award

· Paul Evangelistic Zeal Award

· James Perseverance Award

· Pursuit of Excellence Award

· Have each teacher record the student with the highest GPA in the class for the subject awards

· Record all the information

· Create certificates for each student

· Input information for Awards Ceremony program (located in G:\Secondary Office\Guidance Office\Awards\Secondary Awards\Awards Program TEMPLATE.pub) held the last day of school

· Work with principal to coordinate the awards ceremony

ACT Administration
· Order the appropriate number of ACT test booklets and information for the following year in June
· Put the nationally set test dates on the school calendar

· Reserve the AP room in advance

· Review the material and be thoroughly versed in the administration procedures
· Read the instructor’s manual and all other material sent in regards to administering the test

· Post information well in advance of the test dates, fees, etc.

· Provide information to those outside of VCS who are interested in taking the test 

· Encourage Seniors (in the fall) and Juniors (in the spring) to participate in the test

· Administer the ACT on the set date

· Arrange desks in the AP room

· Provide #2 pencils and extra calculators

· Oversee the testing as indicated in the manual

· Collect unpaid fees and contact information

· Send the appropriate information back to ACT as directed in the manual

· Provide the scores to the registrar for transcripts and filing
Adding/Dropping Classes – Schedule Changes
· Students must see the Guidance Counselor to make schedule changes within the first 2 weeks of the new semester. 

· An add/drop form must be completed

· Fill out add/drop form with student and sign

· Student gets all required signatures (as designated) and returns it to the Guidance Counselor
· Make the changes in Access and School Minder.

· Print off 4 copies of the new schedule for:

· Student (final confirmation of new class changes)
· Secondary Secretary

· Receptionist

· School Counselor

· Registrar files it away into the student’s red CUM folder

· Guidance Counselor signs final copy of schedule for student as his/her pass into the class.  (Students are NOT allowed into class until final approval has been given)
College Night

· College Night is scheduled for the beginning of each year

· Parents and students in grades 9-12 attend each year.

· Prepare a “College Handbook” and present information about graduation requirements and the college application process including the following:

· College Placement Tests (SAT, ACT, PSAT, PLAN, TOEFL) 

· Advanced Placement Tests (what, who, when, why)

· College application guidelines and helpful information for both the United States and the EU.

· Applicable Financial Aid Information

· 4-year Timeline for students

· Tips for essay writing and interviews

· Question/Answer time with parents

· Set up additional appointments as needed

Final Exams

· Create a schedule for High School final exams that includes proctors.

· If students arrive to school late they have the rest of the time to finish it but are not given extra time. 
· Publish the schedule in Eagle two weeks before.
Graduation

· Fall
Location: The graduation location should be reserved by December 1. Reserve 2 hours the day before for practice (1pm-3pm) and reserve it from 4pm-10:30pm the day of graduation. 

Set-up: 4pm

Graduation: 6:30pm-8:30pm

Cleaned up and out of there by 10:30pm 

PTF: Communicate with PTF about the location and food needs. PTF will coordinate the food, punch, and cake for the event and submits a receipt to the Secondary Principal.
· February
Diploma Information Memo: Give out to the seniors in February. This form is located in G:\Secondary Office\Graduation. The name, as it should appear on the diploma, should be written out and turned in to the office with parent and student signatures. These must be turned in before diplomas can be ordered.

Ordering: Diplomas, diploma covers, tassels, and caps and gowns (if needed) should be ordered by the end of February at the latest. It is important to do it early because the diplomas have to be proofed and approved before they are printed. It takes at least 8 weeks to process the diploma order and needs to be received by mid-May.

Order Gift for Seniors: Purchase gifts for the following year to be given to the students at graduation-small Bible and “My Utmost for His Highest” for each student. The student with the highest TOEFL score receives a dictionary and thesaurus.

· April
Seniors: Inform senior sponsors that they need to start talking with the students about how they will tithe, what class gift they will give to the school, who they would like to be the graduation speaker, and what post-graduation celebration they would like to plan. The graduation speaker needs to be notified by mid-May and will make a 20-30 minute speech. The class president will present the gift to the school at graduation.
Valedictorian and Salutatorian: After 3rd quarter grades are in, inform the valedictorian and salutatorian that the honor has been bestowed upon them. Each will make about a 5 minute speech at graduation.
Senior Interviews: Schedule 1 hour meetings with each senior.
· May (before senior trip)
Senior Trip Contract: Seniors and their parents need to sign the Senior Trip Contract outlining behavioral expectations.
Family Members: Students need to inform the Secondary Office of how many family members/friends will be coming to graduation. Preferred seating will be given to the students who have been at VCS the longest. Have the Secondary Secretary print up sheets with each student’s last name and photocopy it so that there is one sheet per family member/friend. These will be placed on chairs at the graduation location to reserve the seats.
Senior Gifts: Wrap Senior gifts.
· Other Details

· Meet with principal about graduation schedule

· Prepare graduation awards 

· Design program for graduation and print necessary copies

· Assist principal as needed during graduation week

· Monitor junior class ushers and help maintain order

· Present graduation awards with principal
New Students (throughout the year)

· Create schedule

· Review past transcripts and assign classes based upon credit needs

· Give schedule to secondary secretary and registrar

· Print out final schedule for student

· Assign a “buddy” for the week

· Choose an appropriate classmate based upon student’s schedule, compatibility, and desired character

· Monitor the new student throughout the week

· Prepare all orientation material for each student.

· Collect provided school supplies

· Work with secondary secretary to provide the appropriate forms, schedules, student handbook, etc. for the student

· Prepare introductory letter for teachers and office staff

· Update the appropriate letter with pertinent student information

· Attach a copy the student’s schedule

· Give to the appropriate teachers and office staff

· Meet student on the first day and explain block scheduling, expectations, etc.

Prepare Finals Schedule

· Each core subject is required to give an accumulative semester final

· This includes Math, English, History, and Science classes for 9-12 grade (including any MS student taking a high school level course)

· Finals are given on half days with two finals per day

· Students in more than one class per subject may have three tests in a day

· MS will be on a half day schedule as well

· Assign Rooms and Proctors for each test

· When a teacher is giving more than one test at a time, each room needs a proctor to monitor the classroom

· Try to assign adjacent rooms so the teacher can easily monitor the classes

· Make sure each room has a sufficient number of desks

· Adjust the MS room schedule to keep rooms free for finals

· Make sure all MS classes have teachers or substitute teachers

· If a MS teacher is giving a high school final, find a substitute for the MS class

· Let the students know that they are free to leave after the last final of each day

· Monitor hallways and be available to proctor tests

Progress Reports

· Due Dates: Progress Reports are usually due at 8:30am to the Secondary Secretary two days after mid-quarter.
· Staff Email: Send out a staff email a week before with the Computer Progress Report form attached. The form is located in G:\Secondary Office\Progress Reports. Include the following information in the email:
All students with a C or lower as of mid-quarter will receive a progress report.  If you don't have any students with a C or lower, please turn in a note to the Secondary Secretary informing us of that.
The Computer Progress Report form has been attached to this email.  Please do a "Save As" to your H drive and name it 1st Quarter Progress Reports.  If we need to make changes, it will be much simpler for you to edit and reprint than have to retype the whole thing.

Please be sure to spell the students' names correctly and put the correct grade level on the progress report.

Try to say something positive about the student on the progress report. If there are assignments that the students can still make up, please list them out.  Give the parents as much information as possible so that they have a clear picture of what the problems are and what they can do to help.

Print the progress reports on light blue paper (the Secondary Secretary will let you know which tray the light blue paper will be in).

Feel free to attach a copy of the student's Making the Grade progress report to the progress report.

Sign the progress reports and turn them in to the Secondary Secretary by time and date.
If a student does not have a C or lower at this point but falls into the D or F range between now and the end of the quarter, be sure to call the parents to let them know.
· Teacher Tutorial: After the staff meeting in the fall where progress reports are explained to the teachers, offer a tutorial time in the Computer Lab for new teachers.
· Reviewing Progress Reports: The Secondary Secretary will check off that teachers have turned in their progress reports. He/she will contact any teachers who have not turned them in by the specified time. The Secondary Secretary will then pass the progress reports on to the Guidance Counselor for review. Give progress reports back to teachers if changes are needed. Below is a list of things to check for:

Correct date, grade, and spellings of student names

Teacher signature

Spelling/grammatical errors

· Recording Progress Reports: Academic Probation letters need to be mailed along with the progress reports. 

· School Minder: Once the progress reports have been reviewed and recorded, the Guidance Counselor gives them to the Registrar to be entered into School Minder. The Registrar will print off a list of all students who received Ds or Fs on their progress reports and distribute it to the Secondary Principal, Guidance Counselor, and School Counselor.

· Mailing: The Registrar will photocopy the progress reports, alphabetize them, and file the copy it the students’ CUM folders. The Registrar then gives them to the Secondary Secretary to mail.

· Returned Progress Reports: The parents should sign the progress reports and return them to the school. They are then distributed to the teachers by the Secondary Secretary so that they can read any parental comments.

Progress Reports – Academic Probation

· Registrar will print off a copy of all students who received progress reports.

· Look over report to determine which students will be placed on probation

· 2 or more F’s

· Work with secondary secretary to set up conference times with the student, necessary teachers, principal, and the parents.

· Secretary will send out letter to parents and set the times for each conference

· Take notes during each conference and save for future reference

· Determine (along side all parties involved) what initiatives will be put into place to help the student succeed

· Send memo to teachers if initiatives require more of them

· Review student improvement at each progress report to determine what future action will be taken

Progress Reports – Sports Eligibility

· Registrar will print off a copy of all students who received progress reports.

· Look over report to determine which students are ineligible for sports

· 2 D’s

· 1 F

· Inform Athletic Director

· Give a list of ineligible students

· Send a copy of the instructions for students who want to appeal

· Set a due date for appeal letters and plan the meeting with the eligibility committee (made up of coaches and teachers)

· Review student appeals and determine which students will be placed on probationary status (terms will be set for each individual based upon needs)

· Inform coaches and each student of the committee’s decision

PSAT Administration

· Order the appropriate number of PSAT test booklets and information for the following year in June

· Put the nationally set test dates on the school calendar

· Reserve the AP room in advance

· Review the material and be thoroughly versed in the administration procedures

· Read the instructor’s manual and all other material sent in regards to administering the test

· Post information well in advance of the test dates, fees, etc.

· Encourage Juniors to participate in the test as a preparation for the SAT and as a qualifier for the National Merit Scholarship

· Encourage Sophomores to take it as a practice for the next year

· Administer the PSAT on the set date

· Arrange desks in the AP room

· Provide #2 pencils and extra calculators

· Oversee the testing as indicated in the manual

· Collect any unpaid fees at this time

· Send the appropriate information back to PSAT as directed in the manual

Report Cards

· Due Dates: A Teacher Workday is scheduled the day after the quarter ends. The report cards are due to the Secondary Secretary by 8:30am on the next school day after the Teacher Workday. The Secretary will track down teachers who haven’t turned them in by 12:00pm. The report cards are processed and given to the homeroom teachers to be passed out three days later.

· Recording Grades:
Grade Sheets: The Registrar will put grade sheets in teachers’ boxes.

Percentages: Grades must be written as percentages (no lower than 50%, no higher than 100%).

Unexcused Absences: The Registrar will put a list of unexcused absences in teachers boxes at the end of quarter. Teachers will reduce 4th quarter grade by 1% for each unexcused absence.
Comment Codes: Teachers should include as many comment codes as possible. If curriculum has been modified for students then teachers should use the “CM” code.
Citizenship Codes: All students MUST have a citizenship (behavior) code.
· Grade Checking: The Guidance Counselor checks over each teacher’s grade sheets to insure that:

percentages (not letter grades) have been written

conduct grades have been included for each student

at least one comment code has been provided for the parents

check with teachers about any grades that looks suspicious

The Guidance Counselor puts a small check in the upper right hand corner of each grade sheet once it has been reviewed. The grade sheets are then passed on to the Registrar to be entered into the school’s grading program.

· Academic Probation: While checking the grades, the Guidance Counselor maintains a list of all students who received Fs. This list is given to the Secondary Secretary so that Academic Probation letters can be included with the report card. (See Academic Probation for further details)

· Incompletes: When students are sick and are in their grace period to turn work in, teachers need to write incomplete on their report card. When the work is turned in, teachers should give the final grade to the Registrar. The Registrar will reprint the report card for the student.

· Semester Grades: English, Math, Science, and Social Studies grades are averaged as 3rd Quarter = 40%, 4th Quarter = 40%, Final Exam = 20%, all other classes just average 3rd and 4th Quarter grades together.

Scheduling (6th-12th)

· Work with secondary principal to prepare course offerings for the following year

· Get referrals/recommendations from teachers for students interested in honors/AP courses

· Communicate with Foreign Language, ESL, and math teachers to get class lists for the following year

· Make sure students have met the grade requirements

· Meet with each class and go over the course selection handout

· Students must fill out the classes they want to have

· Parents must sign and return form

· Review credit checklist and update any necessary information for each student

· Beginning with seniors, create a preliminary roster of each class

· With all the available information, work with secondary principal to create a master schedule

· Compare roster information to make sure classes do not conflict

· Make sure older students are meeting their graduation requirements

· Make sure each teacher has no more than 5 preps

· Create individual student schedules based on master schedule

· Double check each student schedule to make sure required classes are listed

· Create Room Schedule, determining where each teacher will be located
· Give all information to Registrar for School Minder

· Registrar will print out schedules and rosters

· Meet with students on Registration Day to review schedules and make additional changes

· Register students by individual grade levels

· Hand-out all necessary forms, etc.

· Remind students to get their Schulerausweis cards

· Give class changes to Registrar and print new schedules

· After the add/drop period, print off final schedules and rosters

Senior Finals and Senior Trip (Spring Semester)

· Senior Trip Guidelines (see Faculty Handbook)
· Finals
Notification from Teachers: Teachers will turn in a list to the Guidance Counselor of seniors who need to take finals when they turn in their 4th quarter progress reports. These are students who have less than 90% for their SEMESTER average at progress report time. Third and fourth quarter grades are averaged equally together (even though fourth quarter is only half over). 
Schedule: Schedule senior finals for the seniors’ last two days before their senior trip.
· Check Out: Seniors will need to complete their Student Checkout forms before leaving for their senior trip.

Test Prospective Students (Grades 1-12)
· Review student’s application and determine testing objective

· Grade student will be entering

· English proficiency

· Current grade and experience in school

· Work with elementary/secondary principal and elementary/secondary secretary to set up testing date and time
· Provide each student with the testing material and proctor the tests

· Math Test (1-12)
· Provide instructions. 
· This test is not timed.  The student needs to work on each equation until only problems they cannot solve remain.  This test helps place the student in the appropriate math by determining what areas they have or have not mastered

· Use of a calculator is not permitted

· Essay Test (1-12)
· Provide instructions.  
· This test is not timed.  Choose one of the topics and write an essay (appropriate to grade level).  This test helps determine English proficiency and writing abilities.

· Multiple Choice Vocabulary/Reading Comprehension Test (1-12)
· These are timed tests (see supervisor’s manual for times)

· Provide the student with an answer key and booklet

· Review testing instructions

· Time each test and answer any questions the student may have

· Grade each test using the provided answer keys to determine the grade equivalent of the student.

· Meet with the principal to decide whether or not the student should be accepted and determine what grade level is appropriate.

· Work with the secretary to contact the family with the decision and possible enrollment date.
Transcripts for Current Seniors

· Remind Seniors to fill out transcript request forms.

· Work with registrar to print most up to date transcript

· Sign and officially stamp and seal the official transcript

· Follow the directions given by the university/college about necessary details, comments, descriptions, etc.

· Mail transcript to college/university

· Send final transcripts to selected colleges/universities once the final grades are in
Transcripts for Former Students

· Receive order from former student wanting a transcript

· Work with registrar to print final transcript

· Collect 2 Euro processing fee

· Sign and officially stamp and seal the official transcript

· Follow the directions given by the college/university about necessary details, comments, descriptions, etc.

· Mail transcript to college/university or give to former student
