User Guide of Counselling Booking System for students

1. Click “Online Booking”
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Counselling Services

Aim of Counselling Services

Counselling services aim to enhance students personal development for rewarding university experience, promote skills and attitudes for a smooth
transition and adaptation to university life; and assist students to embrace challenges and achieve academic success.

Free services are available through our professional Counselling Services staff for psychological counselling and assessment; orientation sessions for
non-local undergraduate and post-graduate students, services for students with special needs; and support for academic and hostel staff.

» Online Booking P Online Referral

2. Please read through the “Important Notes” and then press “Next”

Important Notes

Wielcome to the counselling services online bocking system, Please read the following carefully i you are a frst-time user
1. I you have used our counselling services before, you are encouraged 1o call the counselling office directly for your next booking at 2616 7024 or by emaik counsel@UN.edu.hk
2. For each booking. ane time siot (tatal 1 hour) will be reserved for you

3. The system will accapt advanead booking from 2 days to 2 weeks. For sama day or next day appointments plaase contact us
a. by phane 2616 7024; or
b. by email: counsel@LN edu bk
Our service hours: Monday to Friday 09:00-12:30 and 13:30-17:21; Closed on Saturdays, Sundays and Public Holidays

4. In order to better use of resources, reschedule or cancel appointments only when absolutely necessary and do 5o at your sarliest convenience

S, If you need counselling suppert eutside office hours, please call 2616 BBB6 which is a 24-hour counselling hotline for Lingnan students supported and answered by The Christian Family Service Centre.

©

=% Concerned about a student's psychological well-being, seek cansent and make referral

Wie understand that students may share with you an their emotional cancems or dist tive 10 their lived exp i a student who is experiencing emational and psychological challenges, you may offer to line up psychalogical suppart for the student and
provide information on counselling services or community resources, If the student is currently receiving help or has ever received help from a medical or mental health professionals. encourage the student to seek advice from them.

If the student agreed for meeting with our counsellors, seek their consent and refer them 1o our counselling services.

3. Please choose your preferred timeslot. The system accepts advanced booking from
2 days to 2 weeks.

Mon 8/25 Tue 8/26 Wed 8/27 Thu 8/28 Fri 8/29

10:30

10am

10:45 - 11:45
Available [1

1lam

12pm

1245 - 245
Available [1 seat(s) left]

245

ilable [1 seatls) left]

4pm

Available [1 seat(s) lefi]




4. For new user, choose “New Booking”.
For existing user, choose “Follow Up Booking”.

‘You've chosen the following timesiot:

Appointment Date 2025-08-28
Appointment Time 13:45-14:45

New Booking } Follow Up Booking

5. Inputthe required information

Personal Information

Student ID These fields are automatically fill

Name

Course of Study up by the system

Hall & Room

Home Address

Mobile
Alt. Mobile

Your LN email address

Email
Alt. Email

Details

*Please describe the emotional and gical chall that you have been experiencing. You can also describe the difficulties that you are encountering such as concerns about academic, self-identity, family, or relationship.

!f you are concemed about your safety or others” safety, see the Emergency and Community Resources for appropriate support while you are waiting for your appointment with Counseling Services.

*How long have you experienced these difficulties?

Less than 1 menth ~

Are you receiving counselling service from other service provider?
No Yes

Are you taking medication prescribed by your Doctor or Psychiatrist?
No Yes

Confidentiality & Data Protection:

To make an appointment, please reach us ot 2616 7024, emailcounsel@LN.eduhk or in person at OSA. All information collected will be kept confidential, and be destroyed three yeors after the student groduates fromvieave the University. Any information shared during the counselling
session will be kept strictly confidential, No infarmation would be relegsed to anyone including acodemic depariments, administrative departments or students™ family members without your consent, However, the rule of confidentiality will NOT apply when: (5) you or ather people may
be in jeapordy; (b) ocademic status f and/or (¢} legal ibilities are involved,

*| have read and agree to the confidentiality policy



6. On the confirmation page, you can review your input. Then press “Confirm” and you will receive
a confirmation email.
P B ewsooking Submited Record @ vor
Hall & Room
Home Address

Mobile
Alt. Mobile

Email
Alt. Email

Details

Difficulties
| feel very stressed because of too many homework

How long have you experienced these difficulties?
Less than 1 month

Are you receiving counselling service from other service provider?
No

Are you taking medication prescribed by your Doctor or Psychiatrist?

No

Manage your booking
1. You will see the following message pop-up if you have existing booking that you have not
attended. Press “View Submitted Record” or “Submitted Record”.

@ Confirmed Booking Is Found

You've already bocked a session for the counselling service.

Please attend the previously confirmed session before making another
booking. If you wish te reschedule, please cancel the confirmed booking
and then make a new booking.

Click on the submitted record button to check or cancel the previously
confirmed booking.

View Submitted Record




2. Choose your existing booking by pressing the button on the right. The button is only available 2
days in advance. If you would like to cancel your booking within 2 days, please send email to
counsel@LN.edu.hk.

[ . — =
ﬂ Home =_/ New Booking =] Submitted Record e Help
A( : Student
Submitted Booking
Total: 4 record(s)
a
Booking No Month Appointment Start Appointment End Status
67877 2025-08 2025-08-28 13:45 2025-08-28 14:45 Confirmed L&,
67650 2025-08 2025-08-22 10:43 2025-08-22 1143 Attended
67397 2025-08 2025-08-15 15:00 2025-08-15 16:00 Attended
67359 2025-08 2025-08-06 15:00 2025-08-06 16:00 Attended

3. Choose “Cancelled” from the pull-down menu. Then press “Save”.

Edit Booking Status

Booking No 67877
Appointment Start 2025-08-28 13:45

Appointment End 2025-08-28 14:45

Status* Cancelled v

* Note: Email notification will be sent to relevant counsellor(s) once the
"Save" button is pressed.

Save
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