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COUNSELING MODULE 

Procedure 

A maximum of twenty students are allotted to each one of the Counsellors. The counsellor 

should collect the details of each student in a prescribed format. Counsellor should maintain a 

diary wherein he/she has to enter the details of any important communication happened with 

student such as not attaining minimum IA marks, long absence of student from classes due to 

some illness/accident etc. In case if the parent of any student accompanies the student in any of 

the sessions the version of the parent should be recorded in the diary along with the signatures of 

the student as well as the parent. Counsellor should double check with the parent regarding the 

phone numbers that he/she has of student as well as parents. The counsellor should also inform 

the parent that any changes in address and contact details of student as well as parent should 

brought to immediate attention of the Counsellor. It is better to talk with parent in a language in 

which the parent is comfortable with. There are three types of parents. First type is such that they 

always try to defend their ward, second one being always against their wards and third type are 

more receptive ones who hear to the Counsellors and accept the suggestions given by the 

Counsellors.  

Counselling frequency should be preferably once a week. The Counsellors should inform the 

students the day and time when he/she (counsellor) is free and ask students to meet up during 

that slot. 

Important Note: The below list gives some hints about what the counsellor should talk about 

during the progress of any semester. This list is only suggestive and it is not all inclusive. 

1st week: About how the student spent his/her holidays, places he/she visited to know how 

fruitfully the vacation was spent. In case if the counsellor feels that the student has just wasted 

time, he/she can give some suggestions regarding how he could have done better which can be 

applied in future vacations. 

If it is 1st year student, then the talk can be about understanding the student itself such as 

student’s interests in any topics other than class subjects, place of stay, native, whether the 

student is feeling homesickness, if the student is staying in hostel or PG away from parents so on 

and so forth. 

2nd week: About what subjects the student is interested with, whether the student is finding any 

difficulty in understanding any of the topics, whether the student is in need of any help. Enquire 

the student how usefully he/she is utilizing the free time available and the counsellor can give 

some tips to students regarding this. 
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3rd week: Discuss previous semester’s Semester End Exam Result with the students. Enquire 

about the reasons if the results are not up to the mark and don’t forget to appreciate the student if 

the results are good.  

4th week: Depending on the results of previous Semester End Exam, make a list of Bright and 

week students and take action accordingly. Bright students can be further encouraged and give 

required support to them. Need to talk to week students (slow learners), find out their 

weaknesses and take action accordingly. For example lack of time for studies, involved in other 

activities outside the college for want of money, problems at home etc. If required, call their 

parents to ascertain the whether the reasons given by the students is true or not. Find out whether 

anything can be done from College side or department side and take action accordingly. 

5th week: Enquire about progress of the preparations for the 1st Internal Assessments (About how 

the student is making the notes and preparing study material). 

6th week: About the performance of student in the first internal assessment tests if unsatisfactory, 

collect the reasons and record in the diary (Example: Could not attend due to some illness or 

some unforeseen circumstances, due to his attending some of the other College events – if so 

find out if the student can take that test at a later date, if required help to arrange with the 

concerned faculty and Head of the department. 

7th week: If the student has come to know about the marks of 1st internal assessment tests, 

analyze the marks, advice suitably if the marks is too low and congratulate the student if the 

marks are very good.  

8th week: Regarding any Industrial Tours in case arranged by the department, the student’s 

interest in any particular industry. 

9th week:  Enquire whether the student is enjoying doing experiments in the Laboratory, whether 

submitted Lab Records in time, whether submitted all his assignments in time. Enquire regarding 

how the student is making the notes and preparing study material for the upcoming 2nd Internal 

assessment event. 

10th week: Enquire about progress of the preparations for the 2nd Internal Assessments. 

11th week: Same as 6th week, but this time it is regarding the 2nd internal assessment tests. 

12th week: Same as 7th week, but this time is the results of 2nd IA test marks. Also enquire 

whether the student has attained required average in IA. If not and also if there is still scope of 

improvement to improve, ask the student to attend Improvement Test. Also explain the 

importance of getting good grades in exams and importance of IA marks in that aspect. 
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13th week: Enquire whether the student has submitted Lab Records in time, whether submitted 

all his assignments in time, about the assignment marks, how he is faring in his Lab Viva. 

14th week: Enquire regarding the overall position of student and confidence level tpo face the 

upcoming semester end exams and suggest accordingly. 

15th week: Encourage and wish the student well for the upcoming Semester End exams, the 

student’s plans for vacation, any internship the student is planning to do. If not the Counsellor 

can suggest some places where the student can try for internship. 

 


