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Starfish & Academic Alerts: Brief Overview 

 

Purpose of Starfish 

Starfish as a centralized communication tool to collectively support student success. The main 

benefit of Starfish is that your concerns and feedback are shared directly with the student, their 

advisors, and key departmental leadership with a single action. 

 

When to use Starfish 

Required: Roster Verification/No Show Report 

Please refer to the Facilitator Resources webpage for detailed instructions on how to complete 

the Roster Verification/No Show Report, which must be submitted within 48 hrs of your second 

class session. 

 

Required: Academic Progress Reports (2 total) 

There are two targeted outreach campaigns that occur at strategic points each semester (weeks 

4-6 and weeks 8-10). You will receive email notifications when the campaigns are underway 

and must take action accordingly. 

 

As needed: You are able to send academic alerts to undergraduate students at any time during 

the semester, not just during an Academic Progress Report campaign. An alert is sent to a 

student by Raising a Flag in Starfish. 

 

How to access Starfish 

Enter Starfish by logging in to either myCourses or SIS and selecting the Starfish icon. 

 
Instructors may also access Academic Progress Reports via the email notification sent from 

starfish@rit.edu.  

 

How to complete an Academic Progress Report 

The Academic Progress Report is an easy way to review an entire class at one time and provide 

input on student progress. Review your class roster in the report and determine which students 

need to be alerted. Even if you do not have any concerns for any of your students, you 

must still review and submit a report for your class. This ensures all students have been 

reviewed at key points during the term. 

 

If you don’t finish a report right away, it will automatically save a draft for you to finish later. To 

complete the report and send the alerts, you must click Submit before the academic progress 

report closes.  

 

1. Select the Outstanding Instructor Reports link for one of your courses on the Starfish 

Home page. 
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2. Check one box per student representing the area of greatest concern. If you have no 

concerns about a student, leave their row blank. Click the blue plus icon to add 

comments. 

a. Students and advisors will receive your comments verbatim. Address your 

comments directly to the student. 

b. Give details about your concerns and note the specific task(s) needing attention 

c. Offer to have the student reach out to you if they have any questions or would 

like to discuss their options 

d. Comments should not include anything personal in nature. If you have behavioral 

or mental health concerns about a student you should submit a Tiger Concern 

Report to RIT's Student Behavior Consultation Team (SBCT). 

3. Once you are sure you are finished, click Submit. 

 

Important: Don’t click Submit 

until you’re done! You 

cannot modify a submitted 

report or use a report again.  

You will receive a confirmation 

email similar to the example 

shown. Be aware that students 

receive your comments via 

email (sample below) as soon 

as you click submit.  
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Examples of how to use alerts in RIT 365 

 

Tracking Item in Starfish Examples of student 
behavior 

Examples of comments 

Attendance/Participation  Students who have missed 
2 or more classes and/or 
their coaching meetings 

I am concerned about your 
attendance. We’ve missed your 
contributions in class for XXX weeks 
and hope you are able to attend more 
consistently the rest of the semester. If 
you are unable to do so, please reach 
out to me immediately so we can 
discuss ways for you to make-up the 
content and fulfill the mandatory 
attendance requirement for the course. 

Low Assignment/Quiz/Test 
Score 

Students who have not 
submitted any Portfolio 
assignments and/or 
submitted incomplete 
Portfolios 

You still haven’t submitted our first two 
written Portfolio reflections. Please 
keep in mind that all 4 reflections must 
be submitted in order to earn a passing 
grade in this course. Reach out to me 
any time with questions or concerns. 

Multiple Academic Concerns Students who demonstrate 
a combination of at least 2 
different kinds of concerns 
(e.g., poor attendance and 
no Portfolio submissions) 

You still haven’t submitted confirmation 
of attending a Super Speaker event 
nor have you completed the first 
written Portfolio reflection. Please keep 
in mind that all 4 reflections and 
attending a Super Speaker are 
required in order to earn a passing 
grade in this course. Reach out to me 
any time with questions or concerns. 

Kudos/Performance Improving Most commonly used for 
the 2nd Academic Progress 
Report when students who 
were previously failing the 
course have submitted late 
assignments, improved their 
attendance, etc. 

Your attendance has been improving! 
Keep up the good work. 
 
 
Thanks for submitting your past 
Portfolios. I enjoyed reading your 
reflections. Keep up the good work. 

Kudos/Keep up the Good Work! Students who have perfect 
attendance, submit high-
quality portfolios, and 
participate actively in class  

Thank you for your continued 
engagement in class discussions and 
your thoughtful written reflections. It is 
a pleasure having you in class! 
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How to add or clear an Alert 

If a new concern arises outside the Academic Progress Report timeline, you can raise an alert 

to notify the student and their advisor by Raising a Flag in Starfish. To do so: 

1. From the Starfish homepage, click the navigation Menu  in the upper left corner of 

the screen 

a. Click the arrow next to the word students to display a drop-down menu 

b. Select My Students 

2. From My Students, select the student(s) to receive a Flag or Kudos by checking the box 

next to their name 

3. From the navigation bar, select Flag or Kudos  

 
4. Select the appropriate tracking item (area of concern or recognition) from the dropdown 

menu.  

a. Alerts/Kudos for an undergraduate course include: Attendance/Participation, 

Low Assignment/Quiz/Test Scores, Multiple Academic Concerns, Keep Up 

the Good Work, Performance Improving 

5. Add comments, addressing them to 

the student, as these comments will be sent 

to the student in an automated email. 

Comments should not include anything 

personal in nature. If you have behavioral or 

mental health concerns about a student you 

should submit a Tiger Concern Report to 

RIT's Student Behavior Consultation Team 

(SBCT). 

6. Select the related course from the 

Course Context dropdown menu 

7. Click Save to submit and the 

appropriate communication will be sent to the 

student 
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If a student has remedied a past concern and you deem 

it appropriate, you can remove an alert by Clearing a 

Flag. To do so: 

1. From the Starfish homepage, click the navigation 

Menu  in the upper left corner of the screen 

a. Click the arrow next to the word students to display 

a drop-down menu 

b. Select My Students 

8. Search by Student or your Connection to the 

student 

9. Hover your cursor over the blue flag icon by the 

alert you want to close, the Flag Menu will appear 

10. Select Clear Flag (Do not use the Edit Flag function) 

Enter appropriate comments (NOTE: Any 

comments added are saved to the student's 

Starfish folder but are NOT sent to the 

student.) 

a. Indicate reasons you are clearing the flag 

b. Comments should be clear and specific to 

the alert 

c. Avoid evaluative language 

 

11. Click Submit, the flag will now show 

as resolved and an update will be included in 

the advisor's Recent Tracking Item Summary 

email 

In-depth trainings, tutorials, and guidelines for all things Starfish are available on 

their website: https://wiki.rit.edu/display/earlyalert/Home  

https://wiki.rit.edu/display/earlyalert/Home

