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Welcome to Starfish®

Starfish gives you a convenient way to keep track of your students — raising flags when you observe a
pattern of behavior that concerns you, ensuring that the people on campus who can intervene are
aware.

Getting started is easy. Accessible through your existing systems (often your Learning Management or
Student Information system) Starfish will automatically display all students that you have been assigned
or are enrolled in your courses.

Access www.sic.edu/starfish and use your SIC network/email user name and password.

From there, you can raise flags about students, review flags that have been raised about your students,
and provide additional information.

This guide highlights the steps for completing 3 common tasks in Starfish EARLY ALERT:

Respond to a Progress Survey for students in YOUr COUISES .....uuiiiriiiiiiiiiieeeeeeeeccciirieeeee e e e e 2
Raise @ FIag 0N 0Ne Of YOUI SEUAENTS ....vvviiiiiiiiiiriiiiee ettt et e e e e e e eeseabareeeeeeeeesenanes 3
Frequently Asked qUESEIONS........cccuveeiiriieeeiiiiee e Error! Bookmark not defined.
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Respond to a Progress Survey for students in your courses

You will receive an email reminder when there is a new survey for you to complete. Each individual
survey presents a student roster for one course section on whom you can raise flags.

1. Select the progress survey A vome  appomtments -+ | smdents v | Services | [N
link on your Starfish Home G Add Office Hours || &5 Add Appointment | &2 Add Group Session || # Scheduling Wizard
page to g0 the Progress ¢ Outstanding Progress Surveys: Basic Composition I'EP-JGL111.04.201403\%-1\-:‘term Results Survey, more...

Surveys tab. (only visible
when you have active surveys).

Th e se I ected SuU rvey Overview My Students Tracking Attendance Progress Surveys
o) pe ns, Iisti ng you r Surver: | Introguchon 1o Creatve Wiiting (ENGL200.01.2014031 Meerm Fe.. g | Save o | m

Pleas iy shodants o particul ity wall Pl 4 i recornimebestaion for upprl. You an click on v hypariik on
St u d e nts on th e Ieft' n:n“: :: [nuf‘::;: :I::Ir.’m m""c[m:":s: ::se 8 Hedder 10 TRUM b3 N8 SUNEY A0S, REMEMS8r 10 “Save Drat” pariodicaly i you 508 coing 3 Itle B 51 3 ime 5o that you Sent loas your
and items you may i I el

Poor Acadernic
ra ise across th e to p Hame = Ho Fesdback In danges of taling & Performance & Visil Advising Cenber o Gread Work &
* Annant, Bang (%, ¥ 0 I r
Q wasses  ©

In danger of Lading Erter comments hare

2. Check the box for
each desired item/

v
v

student combination.

Click the comments

icon ([35) toopen a

Total tems sesectad: 3 isplaying § Students.

text box for your - 2 60 J e tana | st
notes.
Click the information icon (£¥) associated with T
. . In danger of failing (1] Visit Advising Cent
an item to verify whether or not the student 0 . o
can view the flag and related comments. B e e e
O * This flag is visible to the student

3. Click the Submit button only when you are
finished providing feedback. The items you selected will be raised on your students when you
submit the survey.

Important: Once you have submitted the survey you will not have an opportunity to add to or
undo the items you raised. Use the Save Draft option if you aren’t ready to submit your survey.

[Notes:

You may be asked to submit more than one course survey if more than one of your courses has been
included in the survey plan for your institution. They will be listed in the drop-down menu on the
Progress Surveys tab.
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Raise a Flag on one of your students

When you have a concern with a particular student, raise a flag, to-do, or referral to communicate your

observations. The appropriate individuals will be automatically notified when you save the item.

1. Click on the Students Home | Appointments v | Students v  Services v | Admin £ YasmnGod ~
naVIgatlon Item to OVERVIEW MY STUDENTS TRACKING
seeyour list of Fs Flag | =g Referral | 55 To-Do | g Kudos | dg Success Plan | @ Send Message | [@ Mote = More =
StUde nts. Search Connection Term Cohort Additional Filters
randi Major Advisor H Ongoing u u
2' Flnd the deSIrEd O Name Success Score « Email Phone mobile
student by typing the O J: m.;.lg:gri 1.92::_nm (457 ] | ralbrighi@exellentedu 888-555-1212
name into the Search
box.
3. Clickon the student’s [
name to bring up the Randi Albright
Student Folder. Student ID Institution Email Phone 46
99315395F ralbrighti@exellent edu 888-555-1212 Ok "
4. Click the Flag button. I‘
. g Flag wa Referral | | 3 To-Do ¥n Success Plan % Message T Note = More
A list of flags that you = x ¢ = = -
have pe rm|SS|0n tO OVERVIEW INFO PLANS COURSES TRACKING MEETINGS NOTES NETWORK
raise on this student
is displayed.
5. Select the desired Flag from the
list. Raise Flag for Randi Albright [ neverwina | save |
6. If relevant, select a course from * Flag
m Attendance Concern
the course conteXt/ drop down Course Context @ Raise this when a studentisnt attending class regularly.
H H ™ In danger of failing
||St’ and enter notes in the Comment when a student is in danger of failing after 4 weeks in to term
Comment box. ™ Poor Academic Performance
Raise this when a studentis not perfiurming well in class across
multiple factors
7. Click the Save button.

[Notes:

The Student View: indicates whether the
student can view the flag and the notes
you include in the Comment box.

The Permissions area lists roles that have
permission to view the selected flag and

the notes you include in the Comment box.

@ student View: The student can view this item and the notes entered above.

’ﬂ Permissions: People with the following roles may be able to see this tracking item ifthey have a
relationship with the studentis).
@ Instructor
® Wajor Advisor
® TermRelationshipAdvisor
@® Primary Advisor
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