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“I just love record keeping!” 

Said no homeschool mom ever. 
 

  

 

 

 

 

 

 

 

 



What the State of IN requires:   
Attendance records,  starting at age 7 

Your Gradebook 
Ideally, for each course you teach at home, you should have a list of the date, the graded assignments (not the 
assignments themselves), the score you gave and the points possible.  It doesn’t need to be fancy.  Here’s an example: 

4/3/14  Chapter 5 Discussion Questions 5/6 

4/10/14  Chapter 6 Notes 10/10 

4/25/15  Essay on The Scarlet Letter 92/100 

Will anyone see this outside of my home?  It’s unlikely.  However, you and your student should have a very clear 
picture of how you are coming up with a grade.  If you don’t record it, you are unlikely to remember it! 

 

Course description: 
Start a Word file, and for each course briefly write the main objectives of the course, texts, novels, or other 
resources used, any seminars, outside instruction, presentations, etc that were a part of the course content, 
and main ways the course was evaluated.  Have your student try writing a set, and compare it with yours! 

This is a great time to use the Indiana Dept of Ed Course Descriptions as guidelines, but do write your own to 
reflect what your student is doing.  

Indiana course descriptions can be found at:  

 http://www.doe.in.gov/achievement/ccr/course-titles-and-descriptions 

Example A:   

Biology (2 credits) 

Using the text Exploring Creation with Biology, (Apologia Press, 2nd ed), this course is “college-prep biology  that provides 
a detailed introduction to the methods and concepts of general biology. Heavily emphasizing the vocabulary of biology, it 
provides the student with a strong background in the scientific method, the five-kingdom classification scheme, 
microscopy, biochemistry, cellular biology, molecular and Mendelian genetics, evolution, dissection, and ecosystems.” 
(text website).  This course also included labs in all learning modules above.  In addition, coursework included “Exploring 
Nature” science week at at Science Central (March 3-8) in Ft Wayne, IN.  Grading for this course was primarily composed 
of lab notebooks, chapter tests, and weekly journal entries. 

Example B: 

Foods & Nutrition (1 credit) 

In this course, the student created a web resource directory of nutritional information and standards, including and used 
those standards to create a plan for a balanced meal each week.  The practicum of this class included shopping for and 
preparing the meal and then evaluating the process in a weekly log book.  Grading for this course was composed of 

http://www.doe.in.gov/achievement/ccr/course-titles-and-descriptions


meeting nutritional standards, food safety, maintaining a weekly budget for the meal, and preparing the meal each week, 
with student identifying strengths and weaknesses in the log book.  

Will anybody but you and your student ever see these?  It depends.  Some colleges request them from 
homeschooled students and many don’t. If you do need it, you’ll have it to attach as a file, and send to admissions. (Much 
better than trying to remember what you did 4 years ago!) Either way, it is a great exercise for you and your student to 
know where you are headed and how you are coming up with a grade!   

Transcripts 
 

What Needs to Be on a Transcript? 

 Student’s full legal name (I’d include gender.) & address, guardian (if not listed with school) 
 School name and contact information 
 Course name, final grade, credit earned (by year or semester) 
 Dual credit, AP, CLEP, etc.  noted and additional transcripts attached 
 Your grading scale is also useful 
 Your signature certifies it! 

What could be on it: 

 ACT/SAT/PSAT  (College Board recommends that you NOT include these, but many high 
schools do.) Be aware that a college that is “test optional” is able to use these scores if you 
include them!  Test optional doesn’t mean “test blind.” 

What is better to put somewhere else? 

 Extracurricular activites 

 

Where can I find a template?  

Many internet sources (paid and free) are available.   

Sample transcripts and forms are available at the HSLDA website. 

 

 

 

 

Sample 

 



 

 

OFFICIAL HIGH SCHOOL TRANSCRIPT 

 

STUDENT INFORMATION SCHOOL INFORMATION 

FULL NAME:   IMA STAR STUDENT (FEMALE) 

ADDRESS:  

PHONE NUMBER:  

E-MAIL ADDRESS:  

DATE OF BIRTH:  

PARENT/GUARDIAN:  

NAME:   WHITE PINE CHRISTIAN HOMESCHOOL ACADEMY 

ADDRESS:  

 

PHONE NUMBER:  

E-MAIL ADDRESS:  

 

 

 

ACADEMIC RECORD 

 

SCHOOL YEAR:    2012-2013                              GRADE LEVEL: 9 
 

SCHOOL YEAR:  2014-2015                                GRADE LEVEL: 11 
 

 

Course Title                                    

Credit 

Earned 

Final 

Grade 

 

Course Title                                    

Credit 

Earned 

Final 

Grade 

Speech  1 A Intro. Composite (Ivy Tech) *  2 B+ 

English Grammar & Comp.  1 A Trigonometry  2 B 

Algebra I  2 A Chemistry (CLEP)^  2 A 

Physical Science  2 A AP Psychology (Co-op)*^  2 A 

World History/Geography  2 A Adv. Piano:  Theory & Perform.  1 A 

Piano:  Theory & Performance  1 A Current Events  1 A 

Bible: New Testament  1 A Am. Sign Lang. Practicum (Co-op)*  2 A 

American Sign Language  (Co-op)*  2 A     

 

Total Credits:  12                  GPA:     4.0                 Cumulative GPA: 4.0 

 

 

 

Total Credits:     12                 GPA:       3.71               Cumulative GPA: 3.82 

 



 

 

SCHOOL YEAR: FALL 2012-2013                 GRADE LEVEL: 9 
 

SCHOOL YEAR:   SPRING 2012-2013            GRADE LEVEL: 9 
 

 

Course Title                                    

Credit 

Earned 

Final 

Grade 

 

Course Title                                    

Credit 

Earned 

Final 

Grade 

Speech  1  English Grammar & Comp.  1  

Algebra I  1  Algebra I  1  

Physical Science  1  Physical Science  1  

World Geography/History  1  World Geography/History  1  

Piano:  Theory &Performance  1  Bible:  New Testament  1  

American Sign Language (Co-op)*  1  American Sign Language (Co-op)*  1  

        

        

 

Total Credits:  6                   GPA:                     Cumulative GPA:  

 

 

Total Credits:    6                  GPA:                      Cumulative GPA:  

 

 

ACADEMIC SUMMARY 

 

CUMULATIVE GPA:  

CREDITS EARNED: 

DIPLOMA EARNED:  

GRADUATION DATE:  

 

NOTES 

*Denotes class taken at another institution. 
Transcript is attached. 

 

^Denotes test scores associated with class 
(AP, CLEP).  Score reports attached. 

 

 

GRADING SCALE 

94-100 A (4.0) 

90-93 A-(3.7) 

Etc. 

I do hereby self-certify and affirm that this is the official transcript and record of  (Name of Student)    in the academic studies of (Academic Years). 

 

Signature:                                                                           Title:  Principal                             Date: 

 

 

 



Your Student’s Extracurricular Resume 
Colleges and scholarship agencies often ask students to list their extracurricular activities  (including volunteerism and 
leadership roles).  It is hard to remember at the end of four years!  Each semester, have them enter a brief description of 
what they did, the organization, the dates or time period of the activity, and the approx. time commitment per activity.  
Make sure they note any leadership roles in their description.  Some parents list extracurricular activities on the transcript, 
but this resume is more complete.  This should be a quick activity, but it can save a lot of headache later! 

 Your Student’s Portfolio 
Think of this as a scrapbook showing the highlights and growth of your student’s high school years. The key word is 
“highlights,” not every paper he or she ever wrote.  I would recommend putting together a paper copy and also digitizing it 
as a Power Point (paper and pencil material scanned in.)   

What to include in the portfolio? a great paper,  an excellent final exam, a detailed lab write up, a picture of student  with 
award-winning science project, picture of student volunteering at local hospital, a dvd or audio file of a solo,  etc. You can 
tailor it for the program your student is applying for.  Remember to clearly label each item.  Tell what it is and what year in 
which it was done.   

Who is this for?  .  Again, some schools may request this as supporting documentation, and some won’t. With public 
schools moving toward Graduation Pathways and needing to show employability skills, having a portfolio along with an 
academic resume will help you be prepared to put your student’s skills on display as needed.This is a great way to 
celebrate the process for you and your student. If you keep this up, it will be easy to attach a digitized copy as an 
attachment if requested. 

Beginning of the Semester Record Day: 

 Enter semester’s courses in transcript template (parent) 
 Make sure you have a gradebook of some sort  (parent) 
 Let your student know what materials (books, seminars, etc.) you will be using for each class.  This is not set in 

stone!  Let them know (basically) how they will be graded in each class. Have them write a course description for 
each class. You do the same.  Merge the best parts of each together.  Not only is this good record keeping, it is a 
great academic skill!  

 Get out your student’s Four Year Plan, update it, and discuss it with him/her. 
 See if there are any upcoming standardized tests to prepare for this semester. Schedule in preparation and/or 

testing dates. 
 This is also a great time to look at some career exploration activities or schedule them in to your semester (See 

handout.) 

End of the Semester Record Day: 

 Using your grade book, enter semester’s final grades in transcript template (parent) 
 Have student calculate their semester GPA and/or their cumulative high school GPA. This is primarily for your 

student’s benefit to see where they are. Verify results. There are apps online to do this as well. 
 Together with your student, look back at your course descriptions.  If they are different from what you actually 

did, modify them. 
 Have your student update their extracurricular “resume” for the semester.  Add these items to their transcript. 
 Have student select items for their portfolio and add them/scan them in. 



When my child graduations, do they need a diploma?  Yes, you should give them a diploma.  It signifies them as 
officially graduated.  Professional quality diplomas are available from the HSLDA.  Please see their website for more info. 
If students are headed to college, the transcript will be what you send, not the diploma.  If they go directly into the job 
market or other training, sometimes showing the diploma is necessary.  Either way, commemorate this accomplishment 
with a sharp looking document! 

How long should I keep transcripts?  This should be in your “forever” file, preferably online as well.  As the “certifying 
body” for your student’s high school education, you are also the registrar! Your student should have a copy as well. 

Congratulations! You did it! 

 

 


