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Detailed Implementation of E-Learning Standards

Professional Skills Training Institute

Standard 2.2.4 Learner/Trainee Inquiry Response Mechanism During Program/Course Period

First: Inquiry Management System

1. Communication Channels
- Electronic Ticket System

- Educational Forum

- Institutional Email

- E-Learning Platform

- Live Chat Rooms

2. Response Times
- Urgent Inquiries: Within 4 hours
- General Inquiries: Within 24 hours

- Administrative Inquiries: Within 48 hours

3. Escalation Procedures

- Level One: Academic Advisor
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- Level Two: Program Coordinator

- Level Three: Program Administration

Second: Inquiry Classification

1. Technical Inquiries

- System Access Issues

- Platform Usage Difficulties

- Content Download Problems

- Assignment Submission Issues

2. Academic Inquiries

- Course Content

- Assessment Requirements
- Submission Deadlines

- Evaluation Methods

3. Administrative Inquiries
- Attendance and Absence

- Registration and Withdrawal
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- Course Schedules

- Certificates and Documentation

Third: Monitoring and Documentation Mechanisms

1. Inquiry Documentation

- Recording All Inquiries

- Documenting Actions Taken
- Request Status Tracking

- User Satisfaction Measurement

2. Periodic Reports

- Inquiry Statistics

- Question Pattern Analysis
- Response Time Evaluation

- Improvement Recommendations
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