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STUDENT COUNSELING FORMAT 

STEP 1: Allotment of the students to Individual faculties 

Based on the course handled by the faculty students allotment is done. The students 

undergoing the course are put under the faculty handling the same course.  

For Ex: Faculty A is handling a course of First semester is allotted with the first year students 

undergoing the first semester branch course. 

The allotted students to be continued under the same faculty for counseling till the 

completion of the program. 

 

Fig 1:  List of allotted students for counseling 

STEP 2: Updating of counseling report in ERP 

After the interaction with the students & collecting their grievances, students are advised for 

the remedial measures regarding their grievances. All these details are uploaded in ERP for 

respective counselors who have been mapped with templates for counseling of each student 

and also maintaining a written document of the above. 
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Fig 2:  Hand written counseling record 

 

Fig 3:  Counseling record updated in ERP 
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STEP 3: Counseling of students on regular basis. 

A FACULTY has to conduct a minimum of three counseling session for one semester and 

assessment of the student progress is done on regular basis. 

The three counseling sessions are scheduled to match the internal assessment process. The 

student are identified in terms of attendance shortage and IA marks in each session and 

respective parents will be informed about the student performance and attendance. In case of 

a student who fails to qualify for the eligibility in attendance & IA marks in each session, 

parents of the candidate will be informed.  


