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0.3 Distribution / Circulation 
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1.0 PURPOSE   

This procedure aims to effectively identify students who shall be trained as peer 
counselors in CUEA. 

 
4.0 SCOPE 

This procedure shall apply to all training activities for CUEA peer counselors. 
 

3.0 REFERENCES   
3.1 CUEA Quality Management Manual 

 
4.0 TERMS AND DEFINITIONS  

4.1. Peer Counselors:  Persons who are trained to offer guidance/advice to their 
colleagues, friends, age mates or people that they share a common interest. 

  
4.2. The University Counselor: the person in charge of counseling services in the 

university. 
 
 

5.0 PRINCIPAL RESPONSIBILITIES   
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The University Counselor has the overall responsibility of ensuring that that this 
procedure remains adequate for its intended purpose and it is effectively applied. 

6.0 METHOD 
 
6.1 At the beginning of the first trimester, the University Counselor shall announce an 
interview date for all students interested in being peer counselors. 

 
6.2 The University Counselor shall interview the applicants. 

  
6.3 University Counselor shall put up names of successful students on the notice 
boards.  
 
6.4 The successful applicants shall write a commitment letter and meet to divide 
themselves into class training groups. 

 
6.5 The University Counselor shall train the successful applicants on the basic 
counseling skills for eight (8) months. 

 
6.7 The University Counselor shall present the trainees who have met the 
requirements (course contents) of a peer counselor for award of certificates.  

 
6.8 Trainees who are not successful shall be advised to join the next class. 

 
7.0  APPENDICES 

7.1 Appendix A: Process Map  
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APPENDIX A: PROCESS MAP FOR TRAINING PEER COUNSELORS 
 

PLAYER ACTIVITY 

 
 
 
University 
Counsellor 

 
 
 
 
                                                                                                                                                             NO       
 
 
 
                                                                                                                                YES 
 
 
 
                                                                                             
 
 
                                                                                                                                                    NO 
 
                                                                                                                   
                                                                                                              YES 

 
 
 
Students 

                                                                                                                               
 
 
 
 
 
 
 
 
 
 

 

STARSTARSTARSTARTTTT

Announces interview 

date through the 

notice boards during 

the first three weeks 

of the first trimester 

every academic year. 

Interviews 

applicants Qualify? 
Trains candidates on basic 

skills of counseling for 8 

months 

Write commitment letter and meet to 

divide class training groups 

ENDENDENDEND    

ENDENDENDEND    

Awards certificates to 

trainees who have meet 

training requirements 

Qualify? ENDENDENDEND    
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