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retention solutions. Getting Started Guide for Faculty

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.

You can access Starfish three different ways:
e Click on the Starfish tab on CampusNet
e C(Click on the Starfish link in Moodle
e Click on the Starfish link in Arches
Use your Augustana User Name and Password to log in.

In Starfish, you can raise concerns about students, review concerns that have been raised about your students, and
provide additional information.

This guide highlights instructions for how to complete the following tasks in Starfish:
Set up your Profile
Raise a Flag on one of your students
Add comments to a Flag
Give a Kudos to one of your students

Complete a Progress Survey for your course sections

You will also find the answers to several Frequently Asked questions.
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Setup your Profile

Some of your profile, such as your contact information, is already populated in Starfish. You have the ability to edit other

parts of your profile, such as your photo and bio.

1.

Click on your name in the Top Navigation bar and select the Institutional Profile tab.

Edit your Phone and add an
Alternate Email address if
you would like Starfish to
send email to an address in
addition to your institution
email.

Select the Both radio button
to receive email at both
accounts.

Double check that the Time
zone selected matches your

Email Notifications

Please fill out as much of your profile as possible; students will see this information

Yasmin Gold

Login Page Default Login Page

Login: yasminG ] Email: yasnm edu

Alternate schmidt_patty@hotmail com

Phone 703-555-1212 .
Email

mobile Users g

mobile Send my correspondence to

Video - - -
Phone () Institution Email () Alternate Email (@) Both
Time zone (GMT-05:00) Eastern Time

[[] Display all time zones

time zone. This time zone will be used when including appointment times in emails from Starfish.

Help students put a face to your name by clicking the Upload Photo link beneath the existing photo or photo

placeholder.

Browse to a photo file (.jpg, .png, or .gif), and then click the Upload Now button to update your photo.

Click the Submit button to save your changes.
Click on the Email Notifications tab.

Under Summary Emails, we recommend Daily emails sent early in the morning (ie before 6:00am).

Under Tracking Item Notifications, we recommend Immediate email whenever an item is assigned to me.
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Raise a Flag on one of your students

When you have a concern about a particular student, raise a flag to communicate your observations. The appropriate
individuals will be automatically notified when you save the item. You may raise a flag on a student at any time during

the term.
Home Appointments Students - Services v Admin Yasmin Gold ~
1. Click on the Students navigation item overaew || wvstupents || TRACKSSS
to see your IISt Of StUdents 8 Flag | =g Referral | | 3@ To-Do | ¥ Kudos | | fig Success Plan || % Send Message | | (@ Note = More »
. . . Search Connection Term Cohort Additional Filters
2. Find the desired student by typing the — EJ  vaoranisor [ [ongorng g g
name Into the SearCh box' Or scro“ C] Mame Success Score a Email Phone mobile
H H ’ ()] Albright. Randi ([PTS | ralbright@exellent edu 888-555-1212
through your list to find the student’s | Eﬁ? I ) coin@eclented
name.
3. Click on the student’s name to bring
up the Student Folder. Randi Albright
Student ID Institution Email Phone 46
4. Click the Flag button. 99315398F ralbright@exellent ey 888-565-1212 Ok 'I
A list of flags that you have —
.. . . . g Flag | | g Referral | 53 To-Do ¥ Success Plan 2% Message | [& Note = More =
permission to raise on this student is = ° ° ° = °
d iS p I ayed OVERVIEW INFO PLANS COURSES TRACKING MEETING S NOTES NETWORK
5. Select the desired Flag from the list. -
Raise Flag for Randi Albright [ nevermina | save |
6. If relevant, select a course from the
Course Context, drop down list, and enter notes in * Flag
. . |mw Attendance Concern
the comment bOX. Keep n mlnd that a” Flags Course Context @ Raise this when a student isn't attending class regularly.
: 7 | In danger of failing
ralsed are part Of a StUdent S record and are Comment when a student is in danger of failing after 4 weeks in to term
disclosable under FERPA. I Poor Academic Performance _
Raise this when a student is not pemjarming well in class across
multiple factors
7. The Student View: indicates whether the student
can view the flag and the notes you include in the
Comment box. Students will see comments
InCIUdEd in academlc concern flags. $ @ 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 if they have a
.. A relationship with the student(s):
8. The Permissions area lists roles that have ® Instructor
.. . ® Wajor Advisor
permission to view the selected flag and the notes ® TermRelatonshipadvisor
. . ® Primary Advisor
you include in the Comment box.
9. Click the Save button, and your flag has been mm

raised.

10. After a few minutes, you will be able to see your flag appear under the Tracking tab on the student’s profile.
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Add Comments to a flag

When a flag has been raised on one of your students, you may be asked by the Dean of Students Office, the Medical
Coordinator, or the Advising Office to add comments to the flag. In the past, we have handled this type of
communication over email. In an effort to communicate more effectively to the student’s entire support network, we’ll
move this communication to within Starfish.

1. When you are asked to add a comment to a flag, log into Starfish. Click on the Students navigation item to see
your list of students.

2. Find the desired student by typing the name into the Search box, or scroll through your list to find the student’s
name. You can also click on the Tracking

Home = Appointments v | Students ¥  Services | Admin - & Kristin Douglas ~ | help | logout

tab to see a list of your students with

tracking itemS My Students Tracking
alh Resolve  (@Comment | & Assign | [W§Flag  foKudos s Success Plan = More =
3_ F|nd the ﬂag on Wh|Ch yOU have been Student View Connection Cohort Additional Filters
asked to comment. Student Name, Us Inbox| All My Stude...
O Student Item Name Status Created » Assigned Due
a Student, Test 5 Health Concem  Active  Today
4. Hover your mouse over the flag to see P by Douglas, Kristin
your options. L
5. C|ICk on Add comment @ View Flag Details
® Clear Flag
 fcsion Fag e .«
@ Add Comment
® Edit Fla Create Note m m
@ View Student Folder 3 : y
Subject Missad Class Last week
o st siudent missed my course 3 degs st woek and ressed
6. Type your comment in the Create Note screen. Hit Submit. '
7. Your comment is now visible to other members of the ] Sen copy of et yoursel

] Send copy of note 1o student

student’s support network. You can see the comments of

#*  Required helds

others by opening the student’s folder (click on the

student’s name), selecting the Tracking tab in the student’s
folder. Clicking on the Plus Sign to the left of the flag will expand the flag information you can see.

Test Student

Student ID Institution Email
0228879 tammymeauliffeffaudg
F Flag 2% Messape | [ Note 5 Appointment
Overview Info Plans Courses Tracking Meatings Motes Netwaork
View: | Inbaox u Status: @ Active () Resolved () Both  Created By: (@) Anyone () Me
ftem... Status Created Due Assignee Context
B = Active Today
e by Douglas, Kristin
Journal
11-17-2014 Missed Class last week
Douglas, Kristin Test student missed my course 3 days last week and missed an exam.
11-17-2014 Raise Comment
Douglas, Kristin Test student is will be absent for one wesk dus to a health issue.
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Give a Kudos to provide positive recognition for a student

You might find times you would like to communicate positive recognition to a student. By giving a Kudos, you can share
your positive comments with the student and the other members of that student’s support network. You may give a
kudos to a student at any time during the term.

1 C||Ck on the Students naVigation |tem Home Appointments ~ Students ~ Services ~ | Admin earch fo de & Yasmin Gold ~
to see your I|St of Students OVERVIEW MY STUDENTS TRACKING
5 Flag | g Referral || 5@ To-Do || ¥s Kudos || g Success Plan | % Send Message  [@ Note = More =
2. Flnd the deSIred StUdent by typlng the Search Connection Term Cohort Additional Filters
name into the Search box, or scrolling randi B3 [ajor acisor Ongoing
through your ||St to flnd the Studentls O Name Success Scorea  Email Phone mobile
(@] Albright. Randi mi ralbrighti@exellent edu 288-555-1212
name. MNe gaaﬁgsrr ‘7|
3. Click on the student’s name to bring up
o o
the Student Folder. .x}ﬂ : Gustav Mauler
4. Click the Kudos button. EA ‘{
A list of kudos that you have permission to raise on e Fiag el el T —
this student is displayed. Overdiew  Info  Plans  Courses  Tracking  Meetings  MNotes  Metwork
5. Select the desired Kudos from the list. Churdant Infarmatian

6. If relevant, select a course from the Course Context, drop down list, and enter notes in the Comment box.
Students will see the comments included in a kudos. Keep in mind that all Kudos raised are part of a student’s
record and are disclosable under FERPA.

7. Click the Save button, and your kudos has been raised.

8. After a few minutes, you will be able to see your kudos appear under the Tracking tab on the student’s profile.
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Respond to a Progress Survey for students in your courses

Progress Surveys are sent twice during each term, during week 3 and week 6.

You will receive an email notification when there is a new survey for you to complete. You will receive a survey for each
section you teach.

1.

Select the progress survey link on your QL | Home | Appointments - | Stdents v | Serices | |EETIEICHE

Starfish Home page to go the Progress (5 Add Office Hours | &5 Add Appointment || &3 Add Group Session | # Scheduling Wizard
Surveys tab (ThIS Ilnk iS 0n|y ViSibIe When VOU ¢ Outstanding Progress Surveys: Basic Composition I'ENGL111.04.201403'1&;1-1\dt9rm Results Survey, more...
have active surveys to complete).

The selected survey opens, listing Orervew | MySidenis | Tacking | Mendnce | Propress Sarvers
your students on the left, and items surver: [oovshon'n Grovto ey ENGE200 2014005 Wt B CE] T e
yOU may raise across the top. E{EE;&:‘:_:’T‘_’:L’Z:’.TLZ:}I:EIm.mm“;M::,:::?tiif.Z'L.NMwm S sape. Reaoe 1580 e e 304 40031 o 0 8 o Gt ot Yo
S G0
Check the box for each desired item/ .. s D N g | s
student combination. ™ . ’ F : .
. . # ¥

Click the comments icon (~) to open ~ _
a text box for your notes. =
Click the information icon (&%) . B
associated with an item to verify 8 fuatun v e
whether or not the student can view - £ s 0 f e tana | st
the flag and related comments. Poor Academic Performance

In danger of failing (i) Visit Advising Cent
Click the Submit button only when you are finished providing - when a studen:smaangemfrai|ingaﬂer4 -
feedback. The items you selected will be raised on your U " This lag 1 visible f the student

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.
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Frequently Asked questions

Home | Studenis = | Services = Admin Search for Students a‘ Yasmin Gold ~ help|support|logout

How do | get more detail on a student?

Overview My Students Tracking

Fg Flag | fgKudos | [ SendMessage [ Mote | &% Download

Anytime you see a student’s name as a hyperlink (e.g.

Search Connection Term Cohort Additional Filters
in your student list or in a progress survey) this XTI c: REPTTETTIN - [ E | Add Fiers
hyperlink takes you to the Student Folder. Click nzme Sticcess Sce S ] Emal At

a Albright, Randi ‘ ralbright@exellent. ed
[l

through the tabs to review student information to

which you have access. The Network tab lists the
members of the student’s support network. You can send emails to members of the support network from within Starfish, and
the message will be stored under the Notes tab within the student folder.

Where can | find information about flags raised on my students?

The Tracking tab within the Students area lists the flags (and kudos) that have been raised on your students. Use the
filters provided to filter your list based on your connection to the students. For example you can filter to your role as
advisor vs. your role as instructor, or as an instructor to one of your specific course sections.

Overview My Students Tracking |

ufy Resolve g Comment - Assign '5 Flag fo Kudos | % SendMessage | £ Download

Student View Connection Cohort Additional Filters
Student Name, Username, or ID m Custom u Major Advisor u u
O student Success Score Item Name Status Created = Assigned Due
a Micehen, Emilio Pa Low Participation in Class Active 08-29-2014 ~
@ 99315195F by Maitz, Don via Survey

Context: Introduction to Creative Writing (ENGL200.01.201403)

a Caricks, Peter
(o} 99315438F

Pa Poor Academic Performance Active 09-29-2014
by Maitz, Don via Survey

Context: Introduction to Creative Writing (ENGL200.01.201403)

@] Albright. Randi PD Poor Academic Performance Active 00-29-2014
P, 99315395F by Maitz, Don via Survey

Context: Introduction to Creative Writing (ENGL200.01.201403)

You can also go into the individual Tracking tab of any Student Folder to look at details of flags raised on that student.
The details of what you see are based on your relationship to the student(s) and the privileges granted to your role.
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