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Module 4 Training Agenda

• FERPA review and SSN Resources (Part 1)

• Types of notes (Parts 2-4)

• Part 2 – Advising and General Shared Notes

• Part 3 – Emails and Tracking Item Notes

• Part 4 – Appointment Based Notes

• Writing good notes (Part 5)



FERPA review

• Our relationship is with the student; they are responsible for their 
education, their choices, and for meeting their graduation 
requirements.

• Without a student-signed FERPA waiver, we cannot notify 
parents or legal guardians regarding:

• students’ grades

• academic actions

• financial matters

• certain conduct violations

• Student records and information can be shared with school 
officials in an “educational right to know” way, which is why using 
the Spartan Success Network by select school officials does not 
violate FERPA.



SSN Resources for Faculty and Staff



Questions?

Feel free to contact me directly if you have any 
additional questions:

Jennifer Engler
jengler@ycp.edu

717-815-1550

Next session: Advising and General Shared Notes
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Types of Notes within SSN

• Advising Note
• General Shared Note
• Emails sent via the system
• Tracking Item comments
• Close the Loop notes
• Appointment Based notes



Advising and General Shared Note

Advising Note

Used to document notes 
and correspondence 
related to academic 
advising

• Previous advising notes 
transferred from YCPWeb
to SSN

• ALL advising notes should 
now be added through the 
SSN and made shareable

General Shared Note
Used by faculty and staff 
to document info outside 
academic advising and 
important to student 
success



SSN Home



Locating a Student in the SSN











Questions?

Feel free to contact me directly if you have any 
additional questions:

Jennifer Engler
jengler@ycp.edu

717-815-1550

Next session: Emails and Tracking Item Notes
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Types of Notes within SSN

• Emails sent via the system
• Tracking Item comments
• Close the Loop notes



Emails Sent via the System



Emails Sent via the System



Tracking Item Comments







SSN Resources for Faculty and Staff















Close the Loop notes – Comment & Clear

Hover over flag



Commenting on Tracking Items



Clearing Tracking Items

Hover over flag





Updating Others’ Tracking Items





Questions?

Feel free to contact me directly if you have any 
additional questions:

Jennifer Engler
jengler@ycp.edu

717-815-1550

Next session: Appointment Based Notes
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Types of Notes within SSN

• Appointment Based Notes





Hover over calendar



Appointment Scheduling & Sharing



Appointment Comments



Appointment SpeedNotes





Questions?

Feel free to contact me directly if you have any 
additional questions:

Jennifer Engler
jengler@ycp.edu

717-815-1550

Next session: Writing Good Notes

mailto:jengler@ycp.edu


Spartan Success Network (SSN) Training
MODULE 4: ADVISING NOTES AND BEYOND
PART 5 – WRITING GOOD NOTES
Jennifer Engler (jengler@ycp.edu) 

mailto:jengler@ycp.edu


Advising Notes – WHY we do them

Documenting and sharing advising information enhances the 
student experience because it:

• Communicates important information about a student with 
other relevant college personnel

• Increases continuity and coherence of advisors’ conversations

• Helps with planning next steps

• Jogs an advisor’s memory prior to return visits



Advising Notes – HOW we do them

ALWAYS assume notes can be viewed by students, their 
families, or general public

Be factual and appropriate in conveying: 
• the substance of meeting
• goals and outcomes
• any agreed-upon follow-up activities

For personal/sensitive info, use general non-descript 
language and good judgement to describe the situation

Always document a referral; it indicates you did something 
about the student’s situation



Practice Example 1

Situation: A student informs you that she is not doing well 
in course work despite the fact that she is using every 
tutoring/learning assistance resource available. She has 
told you that she has ADHD and used an IEP in high 
school.  Based on this information, you refer her to 
Student Accessibility Services.

Appropriate Advising Note: Jane came in to discuss her 
lack of success in her course work this term. After an 
extensive conversation of how she is approaching her 
schoolwork now vs. in high school, I referred her to 
Student Accessibility Services.



Practice Example 2

Situation: You meet with a student related to a scheduling 
adjustment and he was extremely rude and not flexible with 
scheduling. The scheduling process with him was really hard.

Appropriate Advising Note: Met with Bill related to his request 
to adjust his schedule. He resisted my suggestions. I 
explained the potential impacts of his preferences. We 
worked out his schedule after much deliberation. He elected 
not to take a math course against my advice.

Too Much Information: Met with Bill related to his request to 
adjust his schedule. Bill demanded to have all of his classes 
after 12:30 p.m. and would not take a math course despite 
my suggestions. Bill was extremely rude.



Questions?

Feel free to contact me directly if you have any 
additional questions:

Jennifer Engler
jengler@ycp.edu

717-815-1550
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