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Procedures Manual for Program Counselors
















Definition & Purpose
Program Counselors are full-time Counselors, who report to the Counseling Department and assist students in specialized programs, such as STEM, Umoja, etc. 
This manual outlines standardized procedures for the evaluation, supervision, and administrative processes related to program Counselors. It is designed to ensure consistency, accountability, and compliance across all sites where program Counselors provide services.

Roles and Responsibilities
Dean of Counseling
· Acts as the official hiring manager for all Counselors, including embedded and adjunct.
· Serves as the supervisor on record for all Counselor assignments.
· Conducts initial and final evaluations of Embedded Counselors, incorporating Program Manager feedback as needed.
· Provides final approval for timesheets, hiring paperwork, and scheduling changes.
Program Manager (Manager overseeing a program outside of the Counseling Office). 
· Serves as the on-site manager for program Counselors, addressing daily attendance, scheduling, and workflow needs.
· Reviews and initials timesheets before forwarding them to the Dean of Counseling.
· Monitors punctuality and attendance, collaborating with the Dean of Counseling Department if attendance concerns become recurring.
· Provides first-level review of non-service change forms before forwarding them to the Dean of Counseling.
· Maintains viewing and approval access to Counselor calendars, ensuring alignment with departmental service needs.
· As needed, works with the counseling chair(s) for recommendations on scheduling and coverage. 
Program Counselor (Counselors working in areas outside of the Counseling Office)
· Submits timesheets for review and routing in accordance with the prescribed process.
· Reports lateness or absence directly to the Program Manager and Dean of Counseling and/or his or her Administrative Assistant.
· Adheres to established scheduling procedures and departmental service expectations.
· Completes required evaluations and remains accountable to both the Program Manager (daily operations) and Dean of Counseling (supervisory oversight).

Evaluation Procedures
1. Program Counselors will participate in evaluations following the same process outlined in the Counselor contract.
2. The Dean of Counseling will complete both the initial and final evaluation cycles.
3. Feedback from the Program Counselor’s Program Manager shall be included to provide additional context regarding on-site performance.

Administrative Processes
Centralized Counseling Model
· All HR hiring paperwork must be routed through the Dean of Counseling and Administrative Assistant.
· All Counselor recruitments are processed through the Dean of Counseling’s Office.
· The Dean of Counseling retains ultimate supervisory authority for all Counselors.
· Program Managers retain approval authority over day-to-day scheduling while ensuring alignment with institutional service needs.
· Both Program Manager and Dean of Counseling approvals are required for schedule changes.
· Adjunct Counselors are included in all outlined processes.
Attendance and Scheduling
· Counselors must notify their Program Manager and Dean of Counseling and/or his or her Administrative Assistant in the event of lateness or absence.
· Repeated attendance issues will be addressed collaboratively by the Program Manager and Counseling Department.
· Electronic calendar access will be shared with Program Managers for oversight and approval purposes.
· Alternative schedule or alternative work modes (i.e. remote), will be requested via the Program Manager and approved, denied, or amended in collaboration with the Dean of Counseling. 
Non-Service Change Forms
1. Forms are first submitted to the Program Manager for approval or denial.
2. Approved or denied forms are then routed to the Dean of Counseling and Administrative Assistant for final review and action.

Timesheet Procedures
1. Program Counselor completes timesheet and submits to the Program Manager.
2. Program Manager reviews and initials the timesheet for approval.
3. Timesheet is then routed to the Dean of Counseling for signature.
4. The Counseling Office submits the signed timesheet to HR.
5. A copy of the finalized timesheet is provided to the Program Manager (or designee) and the Program Counselor.
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