The process of taking and conducting private language lessons

*Please read if it is your first time

Applicant (Student) GOCA Instructor (Volunteer)
14 days before Conlsultation / inquiry about lesson
(optional) Respond to applicant after
consideration whether or not the
lesson can be conducted
(In the case the student wishes to I~
apply for a lesson) Fills in and sends a
14 days before "private language lesson application
form" (required)
Xby e-mail, post or FAX

(]

) After receiving the application form,
GOCA will recruit instructors, or
contact and request current
instructors /~

\ >

After taking things such as date, time,
and location of the lesson into
consideration, the instructor contacts
GOCA by e-mail if they wish or are
able to teach the lesson

By lottery or by arrangement,

Volunteer is

decided

o

1 week before

Contact participants regarding
determination of volunteer instructor
and confirmation of lesson date and

time (including location)
After receiving information about the decided \ ¥Contact individually those who wish to pay After receiving information about being decided
volunteer instructor, [\/( by bank transfer or Stripe upon as instructor,
Pay lesson cost by the due date Wait until day of lesson (prepare for
(within 3 days of the volunteer lesson)
instructor being decided) ¥Lesson may be cancelled if payment by the
3in person or by Stripe or bank transfer applicant (student) cannot be confirmed.

) *Receive and confirm payment
1~3 days before ¥In case of online lesson, inform participants

(student and instructor) of the Zoom URL.
Once the student has received confirmation of . ) ) .
the payment, A jOnce the instructor has received confirmation

of the payment,

Wait until the day of the lesson Wait until day of lesson (prepare for

¥In the case of online lesson, receive the I?Sson) . :
Zoom URL XIn the case of online lesson, receive the
Zoom URL

Day of the lesson DAY OF THE LESSON

After the lesson Instructor sends report by email

After receiving the report, /\/

Pays the instructor the remuneration Receives the remuneration

Sends the survey by email > Receives the survey

The above process and time frame is only a guide and may change depending on the applicant and the content of the application (type of language, availability of the
instructor, etc.).



