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Academic histories will be completed by the counselor within two weeks of receiving academic records 

from previous school.  

• All counselors must submit difficult academic histories to their Lead Counselor for assistance 

within the two-week window.  

• Lead Counselors must submit difficult academic histories to the Director of Counseling Services 

for review and assistance.  

• International transcripts must be submitted to the Director of Counseling Services. If translation 

for a transcript is not available, the Director of Language Acquisition will submit the request 

through an approved service for completion. 

 


