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Welfare Advisor System
Welfare Advisor, along with Academic Advisor, Buddy and External Mentor are the four important components of XJTLU student support system. Welfare Advisor is mainly responsible students’ non-academic issues, and the responsibility for the operation and monitoring Welfare Advisor System rests with Student Affairs Office (SA-Office). After years of practice in XJTLU student support system, it is found that students’ academic problems always come along with non-academic issues. In order to provide a more comprehensive support for students, as well as to improve the cooperation and communication between different departments, SA-Office reforms the Welfare Advisor System (WAS) by paring Welfare Advisor up with Language Center and academic departments. This new system is aiming to provide early intervention for low-achievement students, and also to bridge the gap between academic and non-academic service.
1. System Structure and Personnel 
Welfare Advisor System is operated by SA-Office, and Welfare Advisors are staffs from SA-Office, Chinese Culture Teaching Center (CCTC) and Student Admissions and Career Development Office (SACDO). 
a. Assignment of Welfare Advisors
i. Welfare Advisors from CCTC and Physical Education Center, SA-Office are assigned to Language Center. 

ii. Welfare Advisors from SACDO and SA-Office are assigned to academic department, pairing up with each department’s Academic Advisors. Each Welfare Advisor looks after no more than 150 students, taking care of non-academic issues of Academic Advisors’ students.
iii. Each department Welfare Advisor Team should have one Senior Welfare Advisor, and the Senior Welfare Advisor has to be approved by SA-Office. The coordinator has 30% less students to look after than other Welfare Advisors.
b. Support Team for Welfare Advisor System
A special support team will be organized by SA-Office to help Welfare Advisor and academic department support concerned students. This team is composed by staffs from Counseling Center (now called as Mental Health & Development Center). They provide three kinds of support for Welfare Advisors. They are training, coordinating difficult cases. The support team provides different kinds of training program according to Welfare Advisor’s needs, including lecture, coaching, and case study. Besides, a student who has met one of the following standards will be identified as difficult case, and the special support team will coordinate with the Welfare Advisor and academic department to support the student together by providing suggestion and communicating with students’ parents: 
i. having repeated the same year twice, and not attending Department Progress Committee (DPC);

ii. having failed more than 70% (50% for repeating students) of total credit in one semester;
Special Support Team reviews all the concerned cases each semester and decides whether they will be removed from the concerned list. 

c. Operations of Welfare Advisor System

i. SA-Office organizes Welfare Advisor Meeting twice each semester.
ii. SA-Office provides basic working guideline for Welfare Advisors, and each department could discuss with their Welfare Advisor Team about how they will cooperate with department to support students.

iii. SA-Office provides training courses and seminars for Welfare Advisors.

iv. Welfare Advisors report to SA-Office.

v. Welfare Advisor attend Department Progress Committee and provide support and advice for students. The documents and record collected by Welfare Advisor will be handed in Department Progress Committee as reference material.
d. Performance Review of Welfare Advisors
i. Welfare Advisors’ performance review is operated by SA-Office.
ii. SA-Office reviews Welfare Advisors’ performance at the end of each semester.

iii. Staffs’ performance as Welfare Advisors constitutes 50% of their PDR, and the other 50% is reviewed by its own office.
2. Duties of Senior Welfare Advisor and Welfare Advisor
a. Senior Welfare Advisor 
Each academic department should have one Senior Welfare Advisor of their Welfare Advisor team. The Team Leader has to be approved by SA-Office. The duties of Team Leader shall be:
i. to attend Welfare Advisor Team Leader meeting;
ii. to attend department regular meeting;
iii. to coordinate with academic department and SA-Office about students’ support system;

iv. to assign new students to Welfare Advisor at the beginning of each Academic Year;
v. to manage the resource and work of their own Welfare Advisor Team;
vi. to fulfill their duties as Welfare Advisors;

b. Welfare Advisor
The duties of Welfare Advisor shall be:
i. to provide information to students and parents about university service and policy;
ii. to provide support for students’ non-academic issues, including immediate hospitalization, accommodation conflicts, students missing and other personal development issues;

iii. to liaise on a professional basis with relevant individuals and organizations to support students, e.g. University Counseling Service, Accommodation Service, University administrative and academic staff;
iv. to cooperate with academic department to support low-achievement students ;

v. to attend training courses and seminars

vi. to maintain full and accurate records of casework;

vii. to contact students’ parents if necessary;

viii. to attend all relevant meetings as required;
ix. to complete other tasks assigned by academic department and SA-Office;
Besides, Welfare Advisors need to complete following task each semester:
i. to email all the students about the Welfare Advisor’s office hours at the beginning of the semester;

ii. to email all the students who are having troubles about University support system;
iii. to contact students who need immediate attention, including students who are absent, missing, sick and so on;

iv. to invite students who have failed more than 2 modules to have a face-to-face conversation via email;

v. to invite all the repeating students to have a face-to-face conversation via email;

vi. to organize class meeting;


