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What is Starfish Early Alert?

Starfish is an online platform that allows faculty to provide students’ direct
feedback about their course performance in the form of kudos, flags,

and messages. Celebrate the success of your students and connect them to
academic resources or support as needed. With Starfish, you can engage with
your students to make every term successful.

"Starfish has been a wonderful addition to wrap around support for our students. They have appreciated
the updates on their progress, in particular, the Kudos and Good Work messages that have given

them confidence and recognition for their effort. | appreciate the notifications for students who are in
danger of failing and connecting them to counselors who may offer more resources and advice."

~Nicole Glick, Ph.D.
Dean, Language Arts & Communication
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Tracking Items

As instructional faculty, the majority of your work in Starfish will be in raising
tracking items. Tracking items, such as flags, kudos, and referrals, are
opportunities for you to provide students with feedback about their performance
in your course. In addition, each tracking item has a unique workflow.

= Instructor Managed Flags are both raised by instructors. These flags alert
the student of a course-related issue that needs to be resolved. Current flags
include:
» Attendance Concern » Online Engagement Concern
» Missing Assignments » Low Exam Score(s)
» Progress Concern (Academic)

Referrals are raised by the instructor and closed by a Success Coach. These
alert both the student and a Success Coach which can assist the student in
resolving their course-related issue. These include:

» ESL Learning Center » WEFD/ Career Center
» Online Learning Support > Basic Needs (Food & Housing Insecurity)
» Tutoring » STHD-Access MS/Office/365 Referral

» Mental Health

X Kudos provide a student with positive reinforcement and encouragement
and can be raised by a variety of individuals depending on context, and will stay
active on a student’s profile for the remainder of the academic year. Kudos that
you can raise as an instructor include:

» Good work! » Outstanding Performance
» Showing Improvement » Potential Honors Student
» Meets Expectations » True Viking Spirit

Please view the Raising Tracking Iltems page for more information on how to raise.

For specifics on when to raise each tracking item, please view the message
template for each.
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Closing the Loop / Workflows

Each Flag and Referral has a unique workflow built in to facilitate resolution of the
issue at hand. The graph below demonstrates the basic workflow for Instructor-
Managed Flags and Support Service Flags & Referrals.

§ %e\

Success Coaches Success Coach

receives notification contact students —
and or /
Instructor l 9 Service rendered Instructor can be

raises Referral and Flag closed notified Flag was
resolved if enabled

Student receives Student contacts
email notification Success Coaches |
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Progress Surveys

In addition to being able to raise tracking items individually at any time, progress
surveys allow you to provide feedback to all of your students at once with ease.
These surveys are launched at key points throughout the semester, and include a
selection of flags, referrals, and kudos for you to choose from. Congratulating a
student or referring them to student support services can be as simple as
checking a box on your class roster!

The progress surveys will be open for approximately 10 days before closing. See
the Procedures section of this guide for step to step instructions on how to
complete your progress surveys. Instructors will be notified once the survey is
launched.

Overview My Students Tracking Attendance Progress Surveys

Survey: |Introduction to Creative Writing (ENGL200.01.201403): Midterm Re ...

Please consider any students who have performed poorly or particularly well through midterms. Please consider providing a specific referral recommendation for support. You an click on the hyperlink on
the student's name to open his or her student folder. Just close the folder to return to the Survey page. Remember to "Save Draft” periodically if you are doing a little bit at a time so that you dont lose your
changes. Once you submitthe survey you cannot change it

Search: |rame

Poor Academic

MName « Mo Feedback In danger of failing Performance Visit Advising Center Great Work!

Albright, Randi [_T{‘ | | | ~
P& 9931539SF

In danger of failing Enter comments here

Caricks, Peter v O O ] O

99315435F

Edwlend, Pamela v ] O O O

99315403F

Keiloyd, Mackenize () O ] O

99315285F

Nicehen, Emilio v O O O O

9931519SF

Ranlett_Becca (@ O O [

99315315F

Ricwoll, Benita v O O ] O

99315345F

Robwoll, Phill v O O O 0 v
Total items selected: 3 Displaying 8 Students

* Required fields

LBCC Starfish Early Alert Instructional Faculty Guide Page 6 of 21



Accessing Starfish

From LBCC homepage, select Viking Portal. Once you are signed into your
portal select the Starfish tile.

QUICKLINKS
Academic Calendar
Apply Now

Campus Maps
Curriculum Database
Giving to LBCC

Return to Campus

Viking Employee Login

Viking E1

Viking Student Login

You can also access the system directly by navigating directly to
www.lbcc.edu/starfishlogin

Visit the Starfish for Faculty page at https://www.lbcc.edu/post/starfish-
faculty for more information
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Sharing with Students

Students can also access Starfish from their Viking Portal. Students
will need to navigate to the LBCC homepage, select Viking Portal.
Once the student is signed into the portal, select the Starfish tile.

QUICKLIMKS
Academic Calendar
Apply Now
Campus Maps
Curriculum Database
Giving to LBCC
Return to Campus

Viking Employee Login

Viking Student Login

You may also share the direct link to the student page at:
https://www.lbcc.edu/post/starfish-students

You can find syllabus language in the Using Starfish section of the Starfish for
Faculty page at https://www.lbcc.edu/post/starfish-faculty
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Starfish

Setting up Your Profile

The first time you log-in to Starfish. You will be prompted to set-up your
profile. Some of your profile, such as your contact information, will already be

imported from PeopleSoft.

Institutional Profile

1. Click on your name in the Top Navigation bar and select the
Institutional Profile tab. Appointment Preferences
2. Help students put a face to your name by using the Upload Photo link

Email Notifications
beneath your existing photo or placeholder to upload a photo.

Browse to a photo file (.jpg, .png, or .gif), and then click the Upload Help

Now button to update your photo.

3. Your Phone and Alternate Email fields will be auto-populated with information from PeopleSoft.
All changes to these fields Plaase fl ot as mueh afour arefle a5 possiole: sudsrts wil 52 i information
should be made through

Yasmin Gold

the Viking Student System. Login Page Default Login Page
Any Changes to these fields Login: yasminG Email:  yasr 1sollege edu
in Starfish WI” be Phone  [703.555.1912 ?:‘tqeﬁri:lata schmidt_patty@hotmail.com mobile Users @
. mobile end my correspondence to:
overwritten the next day. senamyearsspensenest
V‘d:'?e ) Institution Email () Alternate Email @ Both
4. Double check that the Time "
Time zone (GMT-05:00) Eastern Time u
zone selected matches your [ Displayall e ones
time zone (PST).
5. Add information to
the General General Overview
. A general message should go here. Tell people haw you can help them during your office hours
Over\”ew and M I teach English Composition and Creative Wriing and am also an advisor. Please feel free to stop by or schedule a meeting during my posted office hours. ~
y

When you sign up for your meeting, be sure to selectthe reason that best describes what you'd like to talk about. | can help you think through topic choices and

Biography sectlons et uniir Asnras renniramante and caraar scnirstinne
to let students know My Biography

bt b t Use this space to tell others about yourself. You can include your educational background, work experience, areas of research and study, or any other information that would be
a I mo re a Ou relevant to others on campus. Students are more likely to reach out to you if they know a little about you.

. . . | came to Excellent University in 2011. My research and teaching interests include twentieth-century and contemporary American literature and documentary film A
you Th|$ i nform ation and the use of historical fiction as a teaching support in elementary education. In myfree time i work with several local organizations focused on promoting

literacy and creative writing for youtn. | completed my undargraduate studies at Indiana University of Pennsylvania, and my graduate and doctorate degrees from
Fanrna Macan |niversity in Uirninia ha

will appear to

students when they open your profile.
6. Click the Submit button to save your changes.

Notes:
You may also find the following Starfish Two Minute Tips helpful:

e Update your Starfish Profile

e Update how you are emailed about Flags and Referrals
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¥ Starfish

Setting up Your Office Hours

The first time you log in to Starfish, Starfish will provide a ‘wizard’ to walk you through setting up your
office hours. Please note that we have not enabled Appointments within Starfish; your office hours are
posted for informational purposes only.

If your office hours are different week to week, follow the “If your office hours don’t repeat weekly,
click here” link.

If ffice h :
yoUT oTtice hours recur Office Hours Setup Wizard

If your office hours don't repeat weekly, click here.

1. Complete the fields

prese nted to specify: Go ahead and get started by adding one time block for now! You can always add
more later.

¢ What day(s) do you have
office hours? - check the
boxes for each day.

1. What day(s) do you have office hours?

Om OT Ow OT OF OIS Os

. 2. What time are your office hours?
e What time are your

office hours? - enter a Enter Start Time to |Enter End Time
start and end time. 3. Where are they?
e Where are they? - select Type nanofice [
the Type Of setting and Details Enter an office location
Instructions Knock once and enter

enter the Details in the
flEld prOVIded (e'g' the Show me this Office Hours Setup Page again nexttime | login if | don't have any Office
building and room Hours

number of your office).
Additional options can SHLY e Srl

be created from your

profile page.

e Itis not necessary to enter Instructions, as students will not be making appointments
through this system.

2. Click the Set up Office Hours button to save your office hours.
Notes:

To setup office hours at a later point or make any changes, use the buttons on your Home page to Add
Office Hours

Gy Office Hours || EpAppoimment | | 5 Group Session | digEvent | CGReserve Time || 2 Seheduling Wizard

7 8 9 10 11 5 Agenda Day Week

You may also find this Two Minute Tip on How to Create Office Hours helpful.
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X Starfish

Completing Progress Surveys

Progress Surveys will launch at specific times during the semester and provide you with the opportunity
to raise tracking items for all students in a course at once. 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. Tailored progress surveys are launched for 8, 12, and 16
week courses. For a timeline of when these surveys are launched please visit our website.

1. Select the progress survey link

on your Starfish Home page to @ Office Hours || 3 Appointment || #hGroups @ Record Aenda
go the Progress Surveys tab. Sienmein
(only visible when you have
active surveys).
The selected Su rvey Overview My Students Tracking Attendance Progress Surveys
opens, IiSting your Survey: | Inrouchon to Creative wiitng (ENGL200.01 2012033 weterm Re_. [ X TﬂTm:
Please consi shudents whe hae perormed pearly o pariculary well B oush midlerms. Pleass consider providing & specific refeeral recommendation for suppor You an dick on the hypeddink on
Students On the Ief‘t’ :em::-:n; i uf‘::nn::;::lr’mm“mmn;:;ﬂ'.s:semwﬁl fo return b2 the Suney Bage. REMemads 1o “Save Draf” pariodicaly if you e doing 3 I/le Bt 50 3 time 55 that you denl o3 your
and items you may Sewren: 1. oo}
raise acCross the tOp Hama = Ho Fesdback In danger oftsifing & NN;::T::;W: Visil Advising Center @ Great Workd o
. et : ¢
2. Check the box for ol
each desired item/ v
student ’ ;
combination. =
Click the comments d : :
icon (E{j) to open a Toaal items sabeciod: 3 Displaying & Shsdents
R — £ saverat | v tans | 2t
text box for your
notes.
Poor Academic Performance
. . . . = . In d f fail Visit Advising Cent
Click the information icon (£9) associated ! a"ge“’Da' " ¢ e e
H H H when a studentis in danger of failing after 4
with an item to verify whether or not the - e
. * This flag is visible to the student
student can view the flag and related piictediitedenidee v

comments.

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. Once your survey has been
submitted, you will not be able to change your selections.

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:

Watch the Two Minute Tip on completing a progress survey for a demonstration of this feature.
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Raising Tracking Items

Starfish allows you to raise flags for students to alert them of potential concerns, referrals to connect
them with support services, or kudos to encourage students and let them know they are on the right
track. This can be done at any point throughout the semester.

1. Click on the Students link in
the menu on the left-hand

My SwoenTs Tracking Alenance Progress surveys

side of the screen to see a Ay Succrs P | 5 wasage || Fytoe

H Saarch Connection Term Additional Fiiters
list of all your students. I - T T
2. Find the desired student by il P P
. . A studert I oo con s -
typing the name into the

Search box or adding filters on the right-hand side of the screen (link), and click the checkbox on
the left-hand hand side of the student’s name. You may select multiple students to raise the
same item for all. Please note that the same message will be sent to all students if you are
entering comments. You can also click a student’s name to review their Student Folder before
raising.

3. Click the button for Flag, Referral, or Kudo, as appropriate

4. Alist of items that you have permission to raise on this student will be displayed. Select the
desired tracking item.

5. Select the course from the Course Context drop down list, and enter notes in the Comment box
if necessary. This text will be sent

to the student in an email. Raise Flag for A. Student m
6. Click the Save button to send to
* Flag Attendance Concem u
student. & Course Context ™ attendance Concem
Poor class attendance {missing class or arriving late)
Comment * Disclosable under FERPA
™ |n Danger of Failing
Raize this when a student is in danger of failing a course.
* Disclosable under FERFA
™ Missing Assignments
Missing consecutive assignments
* Disclosable under FERFA
Notes:
> | @ Student View: The student can view this item and the notes entered above.
H o H @ Permissions: People with the following roles may be able to see this tracking item if they have a
The Student View: indicates whether oty
the student can view the flag and the ® Liaison Counselor
. . ® Special Populations Coordinator
nOtes YOU InC|Ude n the comment @ Student Success and Support Counselor
bOX ® Success Center Representative
: @ Veterans Coordinator
More..
The Permissions area lists roles that
.. . * i .
have permission to view the selected Requre feles [ see |

flag and the notes you include in the
Comment box.
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Filtering Student Lists

Starfish comes equipped with filters that can help you target specific students in your course(s) based on
various criteria.

1. From the Students screen, use the Connection or Term drop-down menus to filter your student
group based on those criteria. You may also select the Tracking tab at the top of this screen for
more filters specific to tracking items.

2. To add more filters, click on the blue Add Filters button on the right hand side of the screen.
This will bring up the Additional Filters menu

3. The first screen will allow you to filter your

Additional Filters

1 Tracking s b ¥ Students wilh Tracking Rems
Lo i Count

students based on tracking items. You can
view all students for whom you have raised a
specific flag, whether still open or closed, as

well as sort by creation date or a number of S m -

other criteria O m -
4. Click the Cohorts and Relationships option - 5

in the left-hand menu of the Additional s O - f

Filters window to sort your students based
on membership in various organizations,
such as Honors, Athletics, or Promise
Pathways). You may select students in a
specific section or sort through all of your

Additional Filters [ meves g [ oo |
students by selecting the appropriate option o s ik I = a
under Term and Connection. Select the pisol e
organization on the left hand side, and click
the individual arrow button in the middle of T —

Search Ae

the window to select that organization.
Please note that some organizations have
restricted access, such as DSPS.

Vetaras {GRP_VETS}
Libeary 0_LI2)

G cholars (§5_GUARDY

P_HORORS)

s Pelhways [ACAD_PZ)
Dual Fraroded (H_7003)
AnigUes (GRP_ATHLY
Pusnite ($5_PUENTE)

23 resuns Selected Organizations

Gl bl recipients (GAP_GIBILL)

Once you have added filters, they will remain active on the screen, regardless of whether you
close the window / log in and back out again. To remove the filters, select the X button to the
right of the Edit Filters link:

= Starfish

My Students Tracking Attendance

MLFlag || ¥y Refermal W, Kudos ﬁéSmceaa Plan | | &% Message _?cNute
Search Connection Term Additional Filters 0
Student Name, Username, or ID All My Students u All u Edit Filters n
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Checking Tracking Item Status

Support Service Flags and Referrals will be closed by coach,coordinators and/or service providers
within the service area. You can check the status of a Support Service-managed tracking item a

number of ways.

1. From your Home page, find the
student in your Recent Changes or
Flags I'm Managing windows.

#| Referral or

™ Flagicons to the left of a

student’s name to bring up the

Hover over the

pop-up on the right.

2. Click the Details button at the
bottom of this window to open
the student’s folder.

3. From this window, you can see
when the item was raised,
whether or not it has been
assigned to anyone, and whether
there are any notes from the
service provider.

4. You can reach this same screen by
searching for the student in the
Tracking tab of your Students
page, which is accessible from the
main menu drop-down in the
upper left-hand corner.

Gl omca bieurs | [, Appontmant || Y Group Session | | ¥ Scheduteg Woard || G Ressrva Tma || @ Racerd Atandance

£ System Announcement; The Cifce Hours and Office Appointmes
Starksh. Al chimges $hould be made Trough ¥

whern b5 not avndabie for uso a this fime. Cranges ta phona and emall should not be mads in
ADDOINIMENts. o Recent Changes -

Show | Al Actty Crangedin [Pact 30 ons g

& Now Kodos:
& NewKudos:

) Mow Riterrsi:

SUMMARY  STUDINT INFO

us: Caomnon || & nssn | | o Cou

- T Ciargar A Falng.

M Flag | | i Relarral 5 Message | | B Note F Appoinimant

. o
B s Active  Resohwd  Bom By

M Namd 52 Created . Dus Astignan Contit
W Goos  Adtve 08Dt
Werst by Be.
Acve 0731 Tomomow  Mogharat WAACE
o ty Ba Hesions 0123456

Enamal.c

ac@me

Jeaimal

07-31-2018  Create Comment
Desbe. Fred

Today

Assigned to Moghasabe, Neiloy

LBCC Starfish Early Alert Instructional Faculty Guide Page 14 of 21



ReStarfish

Closing Flags

For Instructor-managed flags, you will be responsible for closing the item once the concern has been
resolved.

1.

Click on the Students link in
the menu on the left-hand

side of the screen to see a = e e e

list of all your students.
Find the desired student by
typing the name into the
Search box or adding filters on the right-hand side of the screen (link). You can also use the
“View” drop-down menu to select your Flag Inbox. Click the checkbox on the left-hand hand side
of the student’s name, and choose resolve. You may select multiple students to close flags for
them all at the same time.

Please note that the same

-
message will be sent to all

. . Clear 2 flags for 2 |
students if you are entering sUebREe e

comments. YOU can aISO CIiCk a Select a reason for clearing these flags: %
Studentls name to reVieW their ® The concern was successfully addressed
StUdent FOIder and CIose The concern was not successfully addressed
|nd|V|dUa”y If some items need to The flag was raised by mistake

be closed as a successful A o comment:
intervention’ and others as Provide some maore details about why you're clearing these flags.
unsuccessful, they must be closed

separately.

LBCC Starfish Early Alert Instructional Faculty Guide Page 15 of 21



Message Templates

In the following pages, you will find a sample email for each tracking item
currently active in Starfish. These pages show exactly what is sent to the student
when the item is raised, and provide you with specific information on when each
item should be raised. All emails are sent with a list of helpful resources at the
end, which can be found on the last page of this guide. The message templates
are not customizable by instructor or course.

Please note that message templates are subject to change as we refine the
system. Visit www.lbcc.edu/starfish for the most up to date information.
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Message Template: Attendance Concern Flag

This flag is to be raised when a student has missed multiple class sessions, impacting their
overall grade. If a student has already missed so many class sessions that they are in danger of
failing the course, please raise an Academic Progress Concern flag instead.

Information [in red brackets] below will only display if comments are added.
Email Title: [Starfish] We miss you in “Course Name”

Email From: “Flag Raiser”

Email Body:
Dear “Student Full Name,”

Missing class content can impact your course performance and overall GPA, but it’s not too late to
change your attendance habits in “Course Name.” Please follow up with me before or during our
next class session.

[Here are my additional comments:

“Instructor Comments” You can include information about number of absences and/or
your attendance policy.]

Sincerely,
“Instructor Name”

Log onto Starfish to view this flag.

<Resources Snippet>
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Message Template: Missing Assignments Flag

This flag is to be raised when a student has missed two or more assignments in your course,
impacting their overall grade. If a student has already missed so many assignments that they
are in danger of failing the course, please raise an Academic Progress Concern flag instead.

Information [in red brackets] below will only display if comments are added.
Email Title: [Starfish] Missing Assignments in “Course Name”

Email From: “Flag Raiser”

Email Body:

Dear “Student Full Name,”

Completing assignments on time is important to your overall success in class. According
to my records, you are missing two or more assignments in “Course Name”. Please
follow up with me to discuss your next steps in this course.

[Here are my additional comments:

“Instructor Comments” You can include information about specific work missed and/or
your late work policy.]

Sincerely,
“Instructor Name”

Log onto Starfish to view this flag.

<Resources Snippet>
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Message Template: Academic Progress Concern Flag

This flag is to be raised when a student shows signs that they may fail the course, but still have a chance
to redeem their grade. You may provide the student with specific examples for them to improve upon
and suggestions for methods of improvement in the comment section. This information will guide the
student and counselor towards successful resolution.

Email Title: [Starfish] Academic Progress Concern in “Course Name”
Email From: “Flag Raiser”
Email Body:

Dear “Student Full Name,”

| value your success and I’'m concerned that you are not progressing towards a passing grade
in “Course Name.” You still have time to turn your grade around. I've included specific
information about your class performance below:

Instructor comments are required for this flag. Comments will display here.
Please use one of the following links to schedule a STARFISH appointment with a
counselor as soon as possible. You may also call the LAC Counseling Office at

562-938-4561 or the TTC Counseling Office at 562-938-3920. During your appointment
you can discuss your options and academic status for your long-term success.

Make a Counseling Appointment here!

The sooner you take action, the better! Please contact me with any questions, | am here
to help.

Sincerely,

“Instructor Name”

Log onto Starfish to view this flag.

<Resources Snippet>
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Message Template: Library Research Assistance Referral

Information [in red brackets] below will only display if comments are added.
Email Title: [Starfish] Library Resources Referral: “Course Name”

Email From: “Flag Raiser”
Email Body:

Dear “Student Full Name,”

| wanted to check in and make sure you are all right. | am concerned that you are not
progressing toward a passing grade in “Course Name” and would benefit from meeting
with a librarian.

[Here are my additional comments: “Instructor Comments” Ex: | am referring you to a
librarian who can help you with finding scholarly resources, using Library databases and
evaluating information.]

Here is what you need to do:

Please email Librarian Jeffrey Sabol (jsabol@Ibcc.edu) to schedule an appointment with
a Librarian as soon as possible. Appointments are available during the library’s open
hours, both at the LAC and PCC campus libraries (https://www.lbcc.edu/pod/hours-
operation-maps ) During your appointment you can discuss your research questions
with a librarian as well as learn how to find scholarly information. | encourage you to
also contact a librarian with research questions from any other class you are enrolled in
at Long Beach City College.

Sincerely,
“Instructor Name”
Email: “Email Address”

Phone: “Phone Number”

Log onto Starfish to view this referral

<Resources Snippet>
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¥-Starfish

Message Template: Kudos

Information [in red brackets] below will only display if comments are added.
Email Title: [Starfish] “Kudo Name” in “Course Name”

Email From: “Flag Raiser”
Email Body:

Dear “Student Full Name,”

Congratulations!

| appreciate your dedication and hard work in the classroom. Keep it up!
[Here are my additional comments:

“Instructor Comments”]

Sincerely,
“Instructor Name”

Log onto Starfish to view this kudo.

<Resources Snippet>
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