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TRACKING ITEM MANAGEMENT PROCESS

Purpose

This document is intended to outline steps support staff can take to document outreach & interventions for students with
notifications (Flags, Referrals, To-dos).

In summary, the document will walk users through the process of:

v’ Locating your active tracking item list

v Providing Outreach to establish direct interactions with students.

v" Document Outreach Attempts.

v Clearing flag notifications and “closing the loop” with faculty based on closure reasons: Positive, Negative, or Neutral.
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Tracking Iltem Management Process (General Overview)

First Intervention Effort

1. Login to Starfish
2. Navigate to your Active Tracking Item List & Filter for
your Academic Advisor Connection

. - Provide Outreach Document Interventions Clear Flag Notifications
3. Create Addltlonal FllterS fOF « Reach out to your student Provided and Close the Loop
e Specific Tracking Items that are unassigned to other cohort for the following items * Based on the interaction type: e Clear flags when suitable
o Flags o In Person information is available and
Campus SUpport Staff o Academic Advisor Referral o Virtual (Zoom/Teams) :close t,ze :coodp; W:h fa;yltvt
4. Perform/Document Outreach o By phone 9 [PIRLe 5 USSel Sl Gl eIl

e Could be Bulk Outreach with a General Message to
Multiple Students at Once
o Use General Flag Outreach Templates

e Could be Personalized Outreach to a Unique Student
o Use Personalized Flag Outreach Templates
5. Record Outreach Date Range

interventions provided to

o Through Email students.

Follow-Up Intervention Efforts

1. Repeat Steps 1-4.

2. When performing follow-up Outreach know that now there are
students in your list who will be receiving their first Outreach
message and other students in your list you have already
received your initial Outreach message.

3. Record Outreach Date Range

Positive Closure Reason Guide:

In general, Flags can be cleared with “Positive” outcomes
when direct communications/interventions with a
flagged student have been established.

This often includes meeting the following:
e [Inhibitor Identification: Any underlying inhibitor(s)
preventing progress have been identified
e Student Awareness: The student is aware of such
inhibitors
e Resolution Identification: A course of action to correct
course progress concerns have been identified

e Student Acknowledgement: The student has stated they
are or will complete the course of actionidentified



https://starfish.tamucc.edu/

Login to Starfish

Step 1. Search https://starfish.tamucc.edu using any browser:

E Starfish.tamucc.edu

Steg 2. You may be prompted to complete the University’s Duo authentication. Once completed, you will be routed into your Starfish Account.

TEXAS A&M — i
GO = Seftings
CHRISTI

Device: Office [O-I00-3865)

® https://sts.tamucc.edu is requesting your username and password.

Password: |ononon. |
| oK | ‘ Cancel Enter a Bypass Code

[] Remember me for 7 days



https://starfish.tamucc.edu/

Search for Flagged Students

1. Open the Starfish Navigation menu (hamburger button) located at the top left of the home page

Starfish

2. In the Starfish Navigation Menu, select “Students”, then the “Tracking” tab.

The Tracking tab provides the following elements:
A. Students with Tracking Items
B. Tracking Item Name
C. Item Status
D. The person who raised the item and date it was

A00000001

(24956.202009)

created

3. Filter for the “Academic Advisor” Connection

e This will filter the tracking list to include items raised for your assigned student cohort (Primary Advisor — “banner assignments”.)

I— 1 1 I | | D |
L2 L2 | L 12|
\:\ Student Item Name Status Created «
Student Name [™ asttendance Concern
D Context: [FALL-20] ENGL-1301-350 - COMPOSITION | Active 08-25-2020 by McGonagall, Minerva

e The next section will show how to filter the tracking list for “active” flags that are “unassigned” to other support personnel.

Q Search for Students

TRACKING

OVERVIEW MY STUDENTS
b Resolve || Cg Comment || & Assign ¥ Referral YOTO-DU WoKudos ||f- g g |Plan | | &% Send Message | & Download
First & Last Name Student View Connection Cohort
Stude ar semame E Custor Academic Advisor H
1. Home | Student Retention Score Item Name Status Created Date
. nt Blarr ™~ n
m Appointments ' Q Student Name context:] ® You may have more that ene rele in the system based on your b2 by
T A00000001 (21772 relationship to students: Academic Advisor, All Students, TA,
Instructor, etc.
a» Students A — shident Name . atte
| g B : context:| # Select the “Academic Advisor” connection o view the students that |; py
T ACO000002 (218802 are specifically assigned to you (banner assignments).
Overview
— Student Name ™ Class Performance Concern
- g S B Context: [SP-22] UNIV-1102-531 - FIRST-YEAR SEMINAR Il Active 02-03-2022 by
My Students AD0000003 (21765 202201)
2. .
— g Student Name ™ sttendance Concern
I Tracking I | A00000004 Context: [SP-22] UNIV-1102-651 - FIRST-YEAR SEMINAR I Aclive 01-31-2022 by

Selected: 0

Additional Filters

U TR

Assigned To Due

Displaying 1 - 8 of 8 ltems




. . . Item Type Item Name

Filter by Unassigned Tracking Items System Raised Flag | 3 | 6 or More Absences

Academic Advisors provide support for the following Tracking Items: — Flag *Attendance Concern
Referral Academic Advisor Referral

Starfish allows users to filter items based on tracking item name and assignments, so that Flag Consider Dropping the Course
Flag *Class Performance Concern

support staff can identify all active items that are currently unassigned to other campus staff. Flag In Danger of Failing Concern

1. Inthe Academic Advisor Connection view, apply an additional filter to your tracking list, | F'28 Missing Assignment Concern
" -
by clicking the “Add Filters” button. Included in Course Progress Report

2. From the “Additional Filters” menu, select Tracking Items and filter by Item Name and Unassigned

Starfish

. OVERVIEW
sl Resolve j.‘éCommenl & Assign
First & Last Name v Student
Student Name. Lisername m
i Home | Student ~ Retention Score
3  Appointments v g Student Name
— A00000001
L]
—- Students A |_ é Student Name
— A00000002
Overview
] g Student Name
My Students o 400000003
|— g Student Name
Tracking A00000004

Selected: 0

4 Referral E’o To-Do

Item Name

™ |n Danger of Failing C:

Context: [SP.22]

(21177.202201)

™ attendance
Context: [SP.22]
{(21880.202201)

™ Ciass Performance Cof

Context: [SP-22]

(21768, 202201)

*0 Kudos

MY STUDENTS

f- Success Plan | 25 Send Messa

Connection

n I Academic Agvisor m

Additional Filters

UNPE1102

Cohort

Q Search for Students

TRACKING

1. Select “Academic Advisor”

& then “Add Filters” ‘

Additional Filters

O .

Clear All Filters m m

Students with Tracking ltems

™ Attendance]

Context: [SP-T1

Concerm
UNIN-1102-8 &8 Cohoris & Relationships Status ") Resolved () Both
B8 Meetings Tracking Type Be
& Closure Reason
1100 Succass Plans
U0z I Item Namea 3 or More Absences, & or More Absences, Academic Ad m
Ll Ratention Scores Created By @ Anyone () Me
2. | = Afiributes _) Role
» Status - Select the “Active” option. Assigned To _) Al assigned and unassigned f
> Item Name — Select the items you will be | Me | -
supporting drop down menu. - u
> Select “Unassigned” from the Assigned to u
field.
Course Contaxt (7]
> Click Submit Due Date v|
. . . Creation Date Start o | End
This will populate a list of students who have D E o
active flags that are currently unassigned to
other campus support staff.




Providing Outreach to Multiple Students at Once

Once you have filtered your tracking list to include only the items assigned to yourself then you can send a general message to all these students at once. Please
note, that if this is a follow-up outreach attempt there will be students in this list you have already received one outreach message from you and other students
who will be receiving a message from you for this first time.

Click the “Select All” check box to select all students that meet your filtered criteria. You will notice at the bottom of the page the total number of

students that have been selected.

Click the | e | button In instances where Flag outreach is
done outside of the Starfish
System (e.g., phone calls or emails
through outlook), the process
detailed below can be used to
document your outreach attempts.

Q, Search for Students

El OVERVIEW MY STUDENTS TRACKING

Fill out the “Create Note” dialogue box

® Treat this as an Outlook message (add Subject & Signature)
® Inthe “Note” section type a general message that is general for multiple students with various flag types.

® Click m This process will allow you to document your outreach in Starfish as well as email the
students all at once.

sh Resolve _'.'éCommenl & Assign "'0 Referral 'zl’oTo—Do *aKudﬂs B Success Plan | 25 Send Message | | & Download

Student View Connection Cohort Additional Filters (]

) SRS— m u Academic Advisor u || Edit Filters n

3. Use this box to send a general message -

ﬂ Home Student = Retention Score liem Name to the student’s islander email.
P ™ |n Danger of Failing Concern
Context: [ UNIV-1102-080 - FIRST-YEAR SE
A00000001 1177 20
" Subject Starfish Flag
- Students P g student Name ™ pttendance Concemn !
J Z2] UNIV-1102-492 - FIRST-YEAR SE * Hello.
. o 2 Note
Overview I'm reaching out to offer assistance regarding the flag you
dent e W Class Performance Concem received from your instructor. I'm here to help in anyway | can
g Srudent eme Context: [SP-22] UNIV-1102-531 - FIRST-YEAR SE Please get back to me so that we can work towards resolving
ADOD00003 (21768 202201} any conflicts preventing you from being successful in this
My Students course.
g Student Name ™ attendance Concern [C] Send copy of note to yourself < | Optional |
Tracking n Context: [SP-22] UNIV-1102-651 - FIRST-YEAR SE -
I " Send copy of note to student . ..
Selected: 4 No. The Instructor will get - Yes, this will ensure |,
notified when you clear mmm) (| Send copy of comment to flag raiser | the student receives
the flag and close the loop. Your message.




Providing Personalized Outreach to a Unique Student

1. To find additional notes made by the instructor (if provided)

2. This action opens the Tracking tab within the Student Folder, from

e Hover of the Flag Icon
OVERWVIEW MY STUDENTS
wh Resche pComment & Assign *o Refera ¥pTo-Do | WoKudos || f- Success Plan | 5 Send Message
Student View Connection
E s Acacsms: Afvescr
Student 1' tem Name Status Created o
t Ma n Danoer of Failing Concam
A00000001
Student Name
i SUMMARY STUDENT INFO N
A0000002 | 1 Failing e
& Raised by MoGonagall, Minena
t Na @ [FA1-20) THEA-1234-001-MAGICAL
) HISTORY {12345 202008) 2
ADODOD003
Selected O |
# Edit _ocmnn—.¢r1 & Assign ol Cliar

M1 and click || © Defails

3. To Send a Notification to a student, select “Comment”; This action

which you can view additional comments made by the item raiser.

Student Name

¥ After reading additional notes made
by the instructor, you can hover over
the flagicon ™ & clickthe ©jcommen
button to reach out to the student

™ Flag | | %) Referral | | To-Do | | % Kudos l’iéSuccess Plan = Message _-—c Note ?&Appointmem & File | | = Intake
& Overview
view: |ITT: B status: O Active O Resolved @ Both g"j’am @ An
O Info v:
M- Success Plans Item Name Status Created - Dus Assignes Context
El Acive  09-13-2020 [
- n Danger of
I aling Concern Student Name
Track)
i Journal SUMMARY  STUDENT INFO
B2 Meetings 09-13-20 ?3;1“! ':"m“:?"‘  cubmitted ® In Danger of Failing Concern
S5Now you nave not submi N ,
@ Noies any work for the course. | am & Raised by McGonagall, Minena
= ' concerned that you will not be | @ [FALL-20] THEA-1234-001 - MAGICAL HISTORY
& N 2 able to continue in the course. (12345.202009)
etwd . |

© Details | | & Edit ||| C3 Comment || & Assign | | sl Clear

opens the “Create Note” dialogue box

Treat this as an Outlook message (add Subject & Signature) | create Note

In the “Note” section type a personalized message that

addresses the item of concern
Click . This process will allow you to document your * Note

outreach in Starfish as well as email the student all at once.

Subject

In Danger of Failing Concern: THEA-1234.001

Good Afternoon,

to help in anyway | can. Please get back fo me
work towards resolving any conflicts preventing
successful in this course.

I'm reaching out to offer assistance regarding the In Danger of
Failing Concern flag you received from your instructor. I'm here

=0 that we can
you form being

— |

[ send copy of note to yourself _

¥  Notyet, until you

» Optional

Send copy of note to student | S

receive mare
information

* Required fields

¥  Yes, this will ensure the

student receives you message.

[Tl Send copy of comment to flag raiser




Closure Reasons Guide (with Use Case)

Clearing flags generally occurs AFTER you have communicated (in person, over the phone, or through email) with the student and a resolution to the faculty member’s concern
has been identified and discussed. Further, activities the student will be performing moving forward have been confirmed with the student.

When closing Tracking Items in Starfish, we are presented with “Closure Reasons” to help categorize interventions as either being successfully addressed, not successfully
addressed, or closed due to neutral conditions.

*** Note that the positive, negative, and neutral options listed below are broad categories that are designed to account for various reasons for clearing a flag...please select
the option that best fits your reason for resolving the flag. ***

The Concern was successfully addressed

# Applicable when: You have successfully worked with a student to identify resolutions to address faculty members concerns; involves identifying progress inhibitors, solutions,
and the student is aware of activities to take moving forward to resolve concerns.

#Example: (Attendance Concern); Student stated they were having attendance issues because their car broke down. | spoke with the student, and they shared that they would
begin using the bus for transportation and work with the faculty member to identify what options they have moving forward with the faculty member (missed assignments,
make-up work, etc.)

Negative The Concern was not successfully addressed (e.g., student asked to be left alone)

7 Applicable when: You have gathered enough information from interacting with the student to know that you will not be able to support the student outside of the classroom

# Example: Student is not responsive towards attempts at providing interventions — Student states, “l don’t care, leave me alone and/or stop calling me.”

| don't have enough information (No Engagement from Student)

7 Select this reason if: You have reached out to a student 3 or more times to provide support regarding a flag and have been unsuccessful in engaging with the student. The
student has not responded to your outreach, and at this time there is not enough information to clear with a positive or negative reason.

The concern is no longer relevant (e.g., withdrew)

# Select this reason if: You find the concern noted is no longer relevant (e.g., Student has dropped the course or has withdrawn from the University).

The Flag was raised by mistake

7 Select this reason if: You find that the concern was created by mistake (e.g., Faculty member stated the tracking item was raised in error)




Resolving or Clearing a Single Flag

1. Search for the student whose items you are wanting to clear. 3. Fill out the “Clear Flag” dialogue box:
2. Navigate to the Tracking Tab within the student’s folder a) Select the “Reason” (Positive, Negative, or
e Hover of the Flag Icon ™ and click |,¢ Clear | Neutral),
b) Add a Comment (This is where you place
S > You can search by Stucent Nome your outcomes to document in Starfish)
— Student Name, c) “Close the Loop” send a message to the
= " Username, or A# Student Name .
© Office Hours || £ Appointment | | % Group Session || 4 Event d - I T R faculty member stating your progress and
A000%001 interventions conducted with the student
3. d) Submit
Student Name
™ Flag | #) Referal | | To-Do W Kudos I"!bsuccess Plan = Message E&Note Eg Appointment | | & File | | E Intake Clear ﬂag for Student Name
& Oveniew Show flag_details
view: [5 B2 staws: O Active O Resolved @ Both g;‘_’m" @An p ~
O info -
Select a reason for clearing this flag: *
*_ Success Plans Item Name Status Created « Due Assignee Context
. 2. | [#]in Danger o Active  08-13-2020 —— ‘. ©® The concem was successfully addressed ¥* Select the appropriate closure
whiric Failing Concem Student Name | FEEeTT
) A — 1 —< (O The concemn was not successfully addressed>— B See :‘he ,:|c,_r_.urE reasu?s guide
9 15 20 :‘:’::ﬁo'"u";;': ot b rtiad n Dang () The concem is no longer relevant ?:f:r:ni:w'ous page for
o work for th & Raised by M:Gunaiall Minerva . ) . . "
2] Notes :;:ce?;edii,;.iizﬁis; r::tn;e © [FALL-20] THEA-1234-001 - MAGICAL HISTORY () The flag was raised by mistake
able to continue in the course. (12345.202009) N ) s
M Network | () 1 don't have enough information

Add a comment:

© Details || # Edit || CyComment | & Assign Spoke w nafudﬂ"nreg?'dn the flag [In Danger of Failing]; student stated the following
| |M|D|[0[— 7] as preventing their progress in the course F"""I\.E"‘ recommendations

including hefo lowing interventions [A and B] to w wards addressing the faculty members
concern

Send a message to the instructor to close the loop

To The Instructor Copy_my_comment

Professor [X]
| spoke with the student regarding the flag [In Danger of Failing Flag] for your course
E [HIST-1301). The student stated the following inhibitors [X, ¥, & Z] as preventing progress;
c) ] I'm working with the student to address your concerns and have discussed with the student

that they perform the following activities [A & B]. Please feel free to reach out to me moving
forward if | may be of further assistance. Thank you.

Service Name

* Required fields Never Mind M|
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There are times when a unique student has the same type of flag for various courses. If you
have communicated with a student and come to a resolution, you can bulk clear all the
similar type flags for that one student using the same closure reason.

Resolving or Clearing Multiple Flags at Once

1. Search the student by Name, Username of ID and click K&
2. Click the “Select All” check box to select all the items that meet your criteria.

e Or, check off one by one the items you wish to clear for that student.

e You will notice at the bottom of the page the total number of items that have been selected.

3. Click the =" button a

4. Fill out the “Create Note” dialogue box

Clear flag for Student Name

Show flag details

' ™

= Starfish

MY STUDENTS

OVERVIEW
. Select a reason for clearing this flag: *
- yComment | & Assign | | #yReferal | BLToDo || W Kudes || B Success Pian | |35 Send Mes ® The concern was successfully addressed 5 Sremtfnerorerne dmE s
T Student View Connection | reason
irst & Last Name
et e o | S ] [Acacemic Adviso —< O The concern was not successfully addressed>— ¥ See the closure reasons guide
. ) on the previous page for
() The concern is no longer relevant
gl Student iem Name Status Crey reference.
H Home () The flag was raised by mistake
Studen ¥ In Banger of Failing
a student Nar  anger ot "'r"_"l‘ ":“": [ - o ~ (O 1 don't have enough information ~
Appointments. ——— o] EMGL-1301-350 - COMPOSITION
2.
—< . ® In Danger of Faifling Concern Add a comment:
- Students L student pams C [FALL-20] MATH-1314-001 - COLLEGE ALGEBRA Retive - ( !
ADIOBO00L e = = Spoke with student regarding the flag [In Danger of Failing], student stated the following
i inhibitors [X, Y, Z] a3 preventing their progress in the course. Provided recommendations
i b) including the following interventions [A and B] to work towards addressing the faculty members
Overview ™ In Banger of Failing Concern —
student Mame ane
ADCOOD00L c S1HIST-1301-001 - U.S HISTORY TO 1865 At 08 reneem
p :
My Students .
Selected 3
Tracking send a message to the instructor to close the loop
To The Instructor Copy my_comment

Professor [X],

| spoke with the student regarding the flag [In Danger of Failing Flag] for your course

E [HIST-1301]. The student stated the following inhibitors [X, ¥, & Z] as preventing progress;
c) ] I'm working with the student to address your concerns and have discussed with the student

that they perform the following activities [A & B]. Please feel free to reach out to me moving

forward if | may be of further assistance. Thank you.

Service Name

* Required fields
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