
  Early Alert Flags Flow Chart 
      *Behavioral & Students in distress concerns complete a BIT reporting form. 

 
 

 

Raised by an Instructor
Attendance/Participation 

Concern
At Risk of Failing 

General Academic Progress 
Update

Missing/Late Assignments
Low Quiz/Test Scores

Flag raised triggers Email 
sent from instructor 
through Starfish to 
student. Additional 
comments can be 

included to student. 
**3 or more of these 
academic flags will 

automatically raise a new 
flag. Their appropriate 

couselor (using the 
cohort priority) will then 

intervene. 

Student and instructor 
meet/discuss the flag via 
email, phone or in person 

meeting (no counselor 
intervention)

No Further Action Required
Instructor clears the flag using 

closure reasons. Counselors can 
receive closure email or see 

closed flag on student folder.

Further Action Required
(at the discrection of the 

Instructor)
Instructor raises an 

'Intervention Needed' 
Flag in order to request 
Counselor intervention 

Intervention Needed               
(raised by Instructor - see above)

General Concern                        
(raised by any staff/faculty)

3+ Flag Flag                                 
(raise by system)

Flag raised triggers 
internal triage workflow 

to appropriate Counselors 
(based on cohort priority). 
Students are not notified. 

Counselors review Starfish and 
assign these flags to 

themselves or the appropriate 
cohort counselor (following the 
cohort priority). They contact 

the  student and provide 
intervention or referal to 

appropriate resources. Flags 
can be reassigned as necessary.

No Further Action Required
Counselor or Special Population 

Counselor clears flag using the close 
reasons above and notes whether a 

referal was raised. Flag raiser 
receives email notification that flag 

has been closed.

Outstanding Flags 
Triage coorindator at each college 

monitors for flags that have not been 
assigned or for those not closed.

Great Follow Through
Keep up the Good Work

Outstanding Academic Performance
Showing Improvement

Instructor or Staff raises 
Kudos. Email sent to 

student. 

All staff can see Kudos. 
No intervention 

necessary. Can bulk close 
at the end of the term.

Financial Aid, Library, Student Food Pantry, 
Counselor, Transfer Center, Career Center, 

Personal Counseling, Health Center, Tutoring, 
EAC, EOPS, CalWORKs, FYE, STEM Center, 

Veterans Center, Program Dean

Referal is raised by any faculty or 
staff. Email is sent to student and 
appropriate programs/services.

Program/service 
contacts students or 

student makes an appt 
and provides 
intervention.

Program/service clears 
flag. Referrer receives 
email notification that 
flag has been closed. 

Closure Reasons: 

• The student responded to 
communication attempts 

• The student did NOT respond to 
communication attempts 

• The concern is no longer relevant 
• The flag was raised by mistake 

**All outstanding Tracking Items can be 
bulk closed at the end of the term by the 
system administrator. 

 

Cohort Priority: 

1. EAC 
2. Veterans 
3. EOPS 
4. CalWORKs 
5. FYE 
6. Campus Counselor 
7. Athletics 

 

Rev. 4.17.19 

Triage Responsibility at 
Each Campus (by Role): 

Ventura: 

Moorpark: 

Oxnard:  


