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Summary:​ ​ ​ School personnel will follow the procedures identified in this  

bulletin for international students to receive appropriate credit for 
courses taken.  

Brief Explanation: 

The purpose of this bulletin is to provide a uniform procedure for granting credit for subjects 
studied in other countries to increase consistency, improve fairness, and support student’s efforts 
to graduate. The international transcripts must show that the subjects were studied at the 
secondary level. Credits will be granted for subjects equivalent to those listed in the Course of 
Study, TK-12, as appropriate.  

The Counseling and Guidance Department will continue to support the evaluation of 
international transcripts by providing training to registrars, updating policies, monitoring 
implementation, and transcribing for sites when needed.  
 
Upon the enrollment of an international student: 

1)​ Enrollment clerk welcomes family and provides an enrollment packet that includes the 
“International School History Form,” to be completed by parent/guardian 

2)​ Enrollment clerks must always request an original official transcript from the 
parent/guardian. Sites may accept a copy of the transcripts in lieu of an original, if 
circumstances prevent the family from requesting an original copy 

3)​ Enrollment clerk will make copies of all documents, then email the copies to the registrar 
and counselor. The original documents are retained by parent/guardian 

4)​ Registrar will review the documents for completion and request additional information 
from the parent/guardian if needed, then transcribe (or send to vortega1@sandi.net for 
support with transcription) 

5)​ Counselor will schedule the student in classes based on grade level progression or age (if 
no transcripts provided) 

6)​ If the transcript(s) is not in English, it may need to be translated into English prior to the 
evaluation. Translation services must be offered to all families from all countries. The 
registrar will use one of the following as translation options: 

●​ Transcribe using Google Translate 
 

https://www.sandiegounified.org/common/pages/DisplayFile.aspx?itemId=32456971
https://itd.sandiegounified.org/it_resources/research_and_evaluation/course_of_study
https://itd.sandiegounified.org/it_resources/research_and_evaluation/course_of_study
https://itd.sandiegounified.org/it_resources/research_and_evaluation/course_of_study
mailto:vortega1@sandi.net
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●​ Send to SDUSD Translation’s Department (link to the process/procedures to 
submit request) 

●​ Or send to vortega1@sandi.net for support and transcribing 
7)​ A total of 8 credits per semester maximum (16 per year), unless there is documentation 

and verification of seat time / hours per week per course 
8)​ Copies along with the transcription will remain in student’s cum file 
9)​ Grade placement is based on the evaluation of transcript, progression of education, or by 

age 
10)​Credit will be issued based on seat time/hours per week in class. The Registrar will utilize 

the NCAA International Academic Standards to determine the specific country’s hours 
per week allocation for each subject. The completion of the “International School History 
Form” by the parent/guardian should confirm the seat time hours 

11)​Registrar will utilize “A Guide for the Placement and Transcript Evaluation of 
Foreign-Born Students” to determine their country’s education system grade level and 
grading scale equivalents. 

12)​Registrar will determine the courses that will transfer and match them to those offered in 
the District 

13)​English courses taken out-of-country, in an American school, or in a school where the 
mode of instruction is English, English credit is issued (i.e. 1540-1541; 1570-1571) 

14)​English courses taken out-of-country in non-English speaking schools will be issued 
English elective credit. Registrar will transcribe using 1500 course code and change the 
titles as follows: ENG 9 (for both semesters); ENG 10 (for both semesters) 

15)​Language literature courses taken in a language other than English, LOTE credit will be 
issued (i.e. Spanish Literature in a Spanish speaking country, issue Spanish 3-4 for 9th 
grade) 

16)​No credit can be awarded for American Literature, U.S. History, or American 
Government, unless the school was taught in English and a course description that aligns 
with these specific courses is provided and verified 

17)​Geography and History of a particular country will provide social studies elective credit. 
World History credit will be issued if a transcript reflects “Social Studies” or “History” 
without a specific country listed 

18)​Integrated Science will be awarded when students take the three sciences: Biology, 
Chemistry, and Physics in the same year - combined credit, which will count for SDUSD 
science graduation requirements per Bulletin #112: Issuance of Science Credit for 
Out-of-District, Out-of-State, and Out-of-Country Transfer Students 

19)​ Integrated Math will be issued for “Mathematics,” sequential based on grade level 
20)​Registrar will load the credits transcribed into PowerSchool Historical Grades 

PowerSchool Academic History. Link to Academic History Handbook. 
21)​Upon completion of the transcription, the Registrar will provide a copy of the 

transcription to the appropriate counselor 
22)​Counselor will review the transcription and determine if a schedule change is necessary 
23)​Transcriptions should be completed within 10 school days 

 
If District support is needed, the Registrar will scan the transcript (and any supporting 
documents) to vortega1@sandi.net and allow up to two weeks for processing. 
 

https://docs.google.com/document/d/19xfRzHR2-0L8anhrjSpGi6aZugO9oIS7PI5JRcK5kHw/edit
https://docs.google.com/document/d/19xfRzHR2-0L8anhrjSpGi6aZugO9oIS7PI5JRcK5kHw/edit
mailto:vortega1@sandi.net
http://fs.ncaa.org/Docs/eligibility_center/International_Information/International_Guide.pdf
http://fs.ncaa.org/Docs/eligibility_center/International_Information/International_Guide.pdf
https://docs.google.com/document/d/1JfJeFmxcauGYoLio3C6qkrRJs6m64WSm/edit?usp=sharing&ouid=102699539463106192857&rtpof=true&sd=true
https://docs.google.com/document/d/1JfJeFmxcauGYoLio3C6qkrRJs6m64WSm/edit?usp=sharing&ouid=102699539463106192857&rtpof=true&sd=true
https://drive.google.com/file/d/1hmN1z_TuG6Z3qEHBYMm894xmahd7cvdr/view?usp=drive_link
https://drive.google.com/file/d/1hmN1z_TuG6Z3qEHBYMm894xmahd7cvdr/view?usp=drive_link
https://docs.google.com/document/d/1HmAalz4K6wqFzo6L2Q9r5sP2GFpMsy77J3_zvJNtOO8/edit?usp=sharing
https://docs.google.com/document/d/1HmAalz4K6wqFzo6L2Q9r5sP2GFpMsy77J3_zvJNtOO8/edit?usp=sharing
https://cdn5-ss18.sharpschool.com/UserFiles/Servers/Server_27969467/File/IT%20Resources/PowerSchool/PowerSchool%20Handbooks%20and%20Job%20Aids/Academic%20History/Academic_History_HB.pdf
mailto:vortega1@sandi.net
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Appeal Process: 
If a parent/student wants to appeal the courses awarded or grades issued on the international 
evaluation, please follow this process: 

1)​ Parent/guardian/student will request additional information (e.g., syllabus/course 
description, grading scale) directly from the school attended outside the U.S. and provide 
to the Registrar 

2)​ The Registrar will forward the course description and/or syllabus with grading scale to 
Counseling & Guidance - email vortega1@sandi.net for review 

3)​ Counseling & Guidance will email the Registrar with the final decision 
4)​ The Registrar will revise the evaluation based on the new information received, as needed 

 
For more information about this bulletin, contact: 
​  

 Primary Contact Backup Contact 

Name:  Sharon Rubalcava  Veronica Ortega

Title: Program Manager Operations Specialist 

Department: Counseling & Guidance Counseling & Guidance 

Phone: 619.895.4778 619.344.6420 

Email: srubalcava@sandi.net  vortega1@sandi.net  
 

mailto:srubalcava@sandi.net
mailto:vortega1@sandi.net
mailto:vortega1@sandi.net
mailto:srubalcava@sandi.net
mailto:vortega1@sandi.net

