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The Standard Operating Process of Class Consulting 

 

 

 

 

Set up a subject according 
to an annual counseling 
plan 

There is special event in class/club 
that teacher have to assess and 
apply for class consulting 

Issue the news in tutor conference at the beginning of this semester 
and post on the website of Student Counseling Center 

Explain the reason and provide 
substitute resource 

Accept 

Evaluate the critical degree
of applying units and 
manpower of Student 
Counseling Center 

Discuss the date, place, 
requirements and how to 
proceed 

Reject 

Arrange for teacher 

Proceed class consulting 

Fill in feedback sheet 

Evaluate the achievement

Reply accept or 
not in 7 days 

Apply for class consulting by tutors, leaders of class and club 


