Quick 8-Step Guide on Scheduling an Online or Phone
Counseling Appointment

1. Visit our Counseling Webpage (www.napavalley.edu/counseling)
Learn about our services, hours and more. Click the image on the top right of the webpage to

be brought to our appointment scheduler.

General Counseling Services are ONLINE for Spring 2021

About Our Services Schedule a Counseling Appointment

We are offering live video online counseling

appointments and phone appointments! GENERAL COUNSELING

Schedule up to 2 weeks in advance.
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Counseling Services Include / TO SCHEDULE

Graduation Petition Preparation P APPOINTMENT

Educational Planning

Transfer Planning
Career Advising
Personal Counseling

How to schedule Step-by-step Tutorial

Things to Note When Creating An Appeintment

= An NVC Student Application is required for Counseling

. . Services, Prospective student should contact us
Counseling Appointment Hours .
at NVCCounseling@napavalley.edu or (707)256-7220.

Spring_ 2021 Hours

2. Click the “Schedule Meeting” Button after finding the counselor you would like to meet with.

You can schedule even if their status is “Offline” or “Away.”
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3. Select “Agree” if you consent to the terms

and conditions.

Please read the statement as you must consent E

to use this online services. Clicking the “Agree”

button will open more of the appointment

scheduler.
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Informed Consent Statement

To all Napa Valley College students: You must carefully read the entire “Terms & Conditions™ |

and “Privacy Protection” statements below BEFORE using the Online Counseling Services at
Napa Valley Coliege.

If you are having a Psychiatri 0t
hospital.

Please select "l Agree" at the bottom of the page if you wish to schedule an online appointme

y call 9-1-1 i or go to your nearest

TERMS & CONDITIONS Information about you is confidential. It is important that you provide
the most current information about yourself, your educational history, plans and career goals ¢
that online counselors may provide you with the most accurate information specific to your
needs.

Per the Family Rights and Privacy Acts, | hereby grant permission for Napa Valley College on
counselors to release academic information about myself during an Online Counseling
appointment and/or workshop or group session, via the ConexEd Meeting Center, which |
understand to be encrypted and secured

When requesting an Online Counseling Appointment and while asking the online counselor
questions, | must authentically represent myselt in all aspects

| am the student who will be attending the Online Counseling Appointment, and | will provide
accurate personal information, educational history, and educational goals.

| understand that | must conduct myself in accordance with the NVC Standards of Student
Conduct [Reference Napa Valley College Board Policy 5500]

| authorize the online counselor to provide me with information related to my academic record
online through the use of the Online Counseling website and the ConexEd powered Meeting
Center

1 authorize the online counselor to record my Online Counseling Appointment session for the
sole purpose of assisting me with my educational pursuits.

| give permission to Napa Valley College counselors, relevant Napa Valley Coliege personnel
and ConexEd Meeting server personnel (administrator) to, when necessary and for the sole
purpose of improving the online meeting services, have access to recorded information from ¢
Online Counseling Appointment between a counselor and myself

PRIVACY PROTECTION - | understand that when using Napa Valley College's online
counseling services | must protect my personal information from others.

I have read the above information in detail

| understand and agree to the Terms & Conditions and Privacy Protection established for Nap
Valley College Online Counseling

Disagree

4. You will be prompted to log-in with your student email and password.
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This is the same as your “My NVC” log-in. You must have an application submitted to Napa

Valley College and access to your student email to use this service.
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5. Next, select the counselor you would like to meet with and reason for meeting.
Disregard the “Select a Meeting Date” unless you would to view the next week’s open
appointments. You may only select one reason to meet.

Schedule a Meeting with Online General Counseling
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6. Select a meeting location, meeting date, and meeting time.
If you select the “Phone” location a counselor will call you at the start time of your appointment.
Video appointments will have a link sent to student emails for joining. If the recommended time
slots do not fit your schedule, hit “Show More”.

SELECT A MEETING LOCATION

SELECT A MEETING DATE /

© Thursday, 05/28/2020 ‘ Friday, 05/29/2020

RECOMMENDED TIME SLOTS

Thursday, 05/28/2020

‘ < 2:15PM to 3:00 PM ‘ < 2:45PM to 3:30 PM

with Eric Martinez with Eric Martinez
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7. Fill out the intake form
This will help the counselor/consultant better prepare for your appointment. This form also
allows you to sign up for text reminders and upload any documents you might want to share.

Napa Valley College General
Counseling Intake Form

Name you would like to be called *
What are your gender pronouns? (Example: They/Them/Theirs)

What is your student status? *
Mew Student to NVC
Continuing Student (in classes for the current semester)
Returning Student (absent for one or more semesters)
Dual Enrolled High S5chool Student

Please check the following steps of enrollment you have completed (Select all that
apply) *

NVC Online Orientation

NVC Placement Tool

Educational plan

I'm not sure

Please check the Special Program(s) you participate in: *

8. Click “Schedule Appointment”, you will receive an email confirmation!
If you select “Send me SMS Reminders for this meeting,” you will get a text reminder half an
hour before your appointment appears. Email reminders are sent to your student email up to
an hour before the start time of your appointment. You will need to check your student email in

order to join your video meetings. The required web browser is Google Chrome or Firefox.

If you are planning on transferring to a four-year college or university list the school’s
name

Is there any other information you would like to provide for this appointment?

Telephone number

Enter your phone number in case we need to contact you

Send me SMS Reminders for this Meeting

| Schedule Appointment Cance

If you receive an error, please email nvccounseling@napavalley.edu



