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The Standard Operating Process of Intramural Student Referral  

Teacher or instructor think students need help 

NO Yes 

Teachers care 
for students 
continually 

Provide 
consultation 
for teacher 
and 
instructor 

Teacher/instructor turn 
in transferring form 

Counselors discuss the 
case with teachers 

Counselors
contact with 
student 
directly 

Students 
make an 
appointment 
voluntarily 

Individual counseling 

Make record 

Check student’s will to 
counseling 

Within 1 
week 

Students 
accept 

counseling 

Close the case and file 
record 


