Student Counseling Center, Office of Student Affairs                  Tel：2717080
The Standard Operating Process of Online service for Class Tutors and Counseling Tutors 











Print update information and sign by director of department





Update the information about tutors





Send it back to the Students Counseling Center





Send reminders to offices of department and ask them to book in tutors’ names in School Administrative Matters System 





Collect and transfer to Office of Student Affairs. The president signs and hires them




















Transfer tutors’ information to the Department of Cashier. Check and then pay out tutors’ expense











