Starfish Guide: Raising Manual Flags and Kudos @

Good to know:

Northwest
Technical College

Raising a Flag or a Kudo (manually or via a progress survey) on your student will

How to Raise a Flag:

e be captured in the student’s Starfish Record

e produce an automatic email from NTC One Stop Services to the student regarding the

flag or kudo

Note: Your comments on the flag or kudo will be included in the email to the student

e alert NTC One Stop Services and other applicable support services in the student’s
success network (about raised flags) who will then reach out to the student,
comment on their outreach efforts and interactions with the student about the flag,
and “clear” the flag if satisfactory outreach was made.

o The flag raiser will receive a message about outreach efforts made

e Only the flag raiser, the student’s advisor, and applicable members of the student’s
success network are able to view a journal of the activity on the flag for the student

1.

Search for the student for whom you are creating the flag by selecting “My Students”
from the “Students” tab at the upper left of your Starfish page.
Once you have found the student in your list, click on the student’s name, then click on

llFIag”

Siudent F Name, M Name, L Name

| Flag W Kudos

== Message :% Note EgAppnintment

‘ Student Information

#- Success Plans
@ Academic Plans
= Courses

™ Tracking

g Meetings

@ Notes

m Network

" | Enrolled (NTC): True

" | Home Campus: NTC

«" | Learner Type NTC (On-Campus vs. Online/Distance Learner). On-Campus

" | Housing: Off-Campus

«" | First Time Enrollment (NTC): FR 20153 (Fall 2014)

«" | Academic Warning (NTC): True

+" | Registration Window (BSU): Summer 2017: 02/27/2017 12:004M, Fall 2017: 03272017 12:00AM
+" | Registration Window (NTC): Summer 2017 10/15/2016 8:004M, Fall 2017: 04/01/2017 2:00AM
Active Flags

Active Flags for courses in the active term



You should see a dialogue box like this:

Raise Flag for gtiidant Name

Newver Mind

| * Flag |Se-'ecfa Flag...
3 Course Context Select a Course... u 7]
Comment Add comments indicating why the Flag item is being created.

" | & Permissions: A tracking itern must be selected to determine the sharing permissions | e
* Required fields Never Mind Save
S — —————

3. Click the appropriate flag in the “Flag” drop down menu.
NTC flag choices are:

NTC Academic Performance Student’s Name

Never Mind

Save

Concern

#* Flag |

Ll

Course Context

Attendance Concern

Comment
comments
staff.

NTC General Concern

NTC In Danger of Failing
(available week 7 of semester)

NTC Low Quiz/Test Scores

c

Py issi A )
|ﬂ ermissions TAC| |y NTC Low

NTC Missing/Late Assignments

_| * Reguired fields

NTC Never Attended Class B

T—

™ NTC Attendance Concern
Use this Flag when a student is not attending class regularty. An
E-Mail message regarding this Flag with the instructor's

will be zent to the student frem the NTC One Stop

NTC General Concern

Use this flag to express any concerns you have abouta
student. Information regarding this Flag wil be sent to the NTC
One Stop staff but will NOT be sent to student.

NTC In Danger of Failing

Use this Flag when a student is in danger of failing a course.
E-Mail message regarding this Flag with the instructor's

will be sent to student from the One Stop Staff.
QuiziTest Scores

Use this Flag when a student has low quiz or test scores. E-Mail
message regarding this Flag with the instructor's comments will
be sent to student from the One Stop Staff

=

Use Caution when selecting a flag.

Be sure to select an NTC flag (rather than a BSUflag).
Raise only one flag at a time on a student.

Include course specific course-performance information in your comments.

Note: The General Concern flag is the only flag that does NOT generate an email
notification to students. Notification for General Concern flags only go to NTC One Stop

Services.



4. Select the Course Context

Student Name Never Mind Save
# Flag NTC Attendance Concern u
Course Context Computerized Business App (S17CPTR110401) e
Comment Student Name has missed 6 of the last 8 class mestings)|
N |

ﬂ 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
B relationship with the student(s): »
1 ® Academic Leadership 'A
® Stydent Services Leadership - BSU
® Student Services Leadership - NTC
® Student Support Services - NTC
® Academic Advisor
* Required fields Hever Mind Save
R — T ——

5. Use the comment section to provide some details on this flag.

Remember, your comments will be part of the email message sent to the
student about the flag.

6. Click “Save”



How to Issue Kudos

1. Search for the student for whom you are creating the Kudo by clicking on the “My
Students” tab at the upper left of your Starfish “Students” page.

2. Once you have found the student in your list, click on the student’s name, then click on
llKudo”

r

Student F Name, M Name, L Name

2

™ Flag #* Kudos = Message g Mote %Appoimment

3. Click the appropriate Kudo in the “Kudos” drop down menu.

NTC Kudo choices are:

NTC Keep Up the Good Work » Kudos | v
H H Course Context performance. The student will be sent an email from the 2
NTC OUtSta nd I ng Academlc Advising Success Center congratulating the student, teling the
Pe r‘fo rmance Comment student of your praise (including your comments), and
encouraging the student to keep up the good work.
NTC Showing Improvement # BSU Showing Improvement

Raise this Kudo for students who are showing improvement.
The student will be sent an email from the Advising Success
Center congratulating the student, teling the student of your
praise (including your comments), and encouraging the student
up the good work.

W NTC Keep Up the Good Work
Raize this kudo for students who are performing well

* NTC Outstanding Academic Performance
Raige this kudo when a student has cutstanding academic
performance.

Use Caution when selecting a Kudo.

Be sure to select an NTC Kudo
(rather than a BSU Kudo).

|ﬂ Permisgions: 4 trac

¥ Required\field
SENEAE * NTC Showing Improvement

Raise this kudo for students who are showing improvement.

4. Select the Course Context
5. Enter any Comments you wish to make

6. Click “Save”



