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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

N

www.ycp.edu/spartansuccess

RESOURCES FOR FACULTY, STAFF AND STUDENTS

Faculty and Staff Help

Spartan Success Network [SSN) gives you a convenient way to keep track of your students - raising flags when you observe
Student Help a pattern of behavior that concerns you, ensuring that the people on campus who can intervene are aware. It also allows your
students to easily book an appointmeant with you or someone elze who can help.

Faculty and Staff Help

SSN Faculty Liaisons Below are a few resources to halp you navigate yvour way through the Spartan Success Network

Training Medules
Contact Information
= Training Modules Shdes
Access and Navigation

= Getting Started Guide for Facyloy and Staff

= FERPA quick review

» hipodle Tools for SSN - Adding the Attendance Activity

naStudent Bosters in SSM

Flags, Kudos, Referrals, and To-Dos

» Student Attendance Verification Survey Instructions

» Student Performance Progress Survey Instructions

* Email Templates: Tracking [tem Notifications to Students




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 ltem comments
Close the Loop notes
Appointment Based notes



Advising and General Shared/

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

= Spartan Success Network

| GAOIﬁce Hours | | g’é.ﬁ.ppoi'm'nent | | lgGmup Session | | ‘%,E\nent | | /' Scheduling Wizard | | %Reseme Time

) System Announcement: Welcome to the SSM. If you have any questions, please refer to the information on this link: www.ycp edulspartansuccess.

Appointments

@ Spartan, Screamin' Sam: Today at 11:00 am General Advising Visit
Location: L3316

Show | Mext 7 days W

ﬂ Wiew Calendar

Recent Changes

Show | Created Tracking Item

Mo recent changes

Changed in __Flast 3 days b

Flags I'm Managing

MName

Show | Al | |

Flag Name




Locating a Student in the SSN

spar’frm{

Spartan Success Network

Spartan, Screamin’ Sam
starfish@ycp.edu
903246077

G},Omce Hours H %Aﬂpointment H %Gmup Session H %Evenl Hf Scheduling Wizard H G},Resewe Time

€) system Announcement: Welcome to the SSN. If you have any questions, please refer to the information en this link: www.ycp.edu/spartansuccess.

Appointments (m| Recent Changes =

| Show |Created Tracking ltem u Changed in |Past 3 days v

| hMu Sanvireg



Screamin’ Sam Spartan

# Kudos = Message a %Appointment & Filz

Student Information

™ Flag | | %) Referral

- Success Plans
7= Courses

™ Tracking

B2 Meetings

2 Notes

M Network

™ To-Do

" | Latest Degres: NIA

+" | Datz of Latest Degree Eamed: N/A

Create Note Never Mind m

* Mote Type | b
+ Date Advising Note e
Used to document notes and correspondence related to o
Subject academic advising. i
*Disclosable under FERPA —
* Mote
General Shared Mote
Used by faculty and staff to document information outside
academic advising and important to student success.
*Disclosable under FERPA
! %end copy of note to yourself
! Send copy of note to student
# Note Sharing '® Shared ) Private

ﬂ Mote Permissions: A note fype must be selected to determine the sharing
permissions for this note.

* Required fields Never Mind m

& 003246077
B4 starfish@ycp.edu




Create Note Never Mind m

& Note Type Advizing Mote

* Date 12-19-201%
Subject

# Note

\—' Send copy of note to yourself
! Send copy of note to student

® Academic Leadership % Note Sharing ® Shared
& Academic Support

® Athletic Coach & FERPA Notice:
@ Back on Track Mentar
® Primary Advisor

@ Retention Coordinator
® Secondary Advisor

® Student Accessibility Director @ Academic Support
@ Student Services Leadership ® Athletic Coach

® YCCOSP Director

. Private

Alsclosable to the student under FERPA

ﬂ Mote Permissions: People with the following roles may be able to see this note if
they have a relationship with the student(s):

® Academic Leadership

& Back on Track Mentor
® Frimary Advisor
Mare...

¥ Required fields Never Mind m




Create Note Mever Mind m

F

& Mote Type General Shared Note

% Date 12-19-2018

Subject

% Mote

! Send copy of note to yourself

® Academic Leadership " Send copy of note to student
@ Academic Support

@ Athletic Coach

@ Back on Track Mentor
@ Financial Aid Counselor @ FERPA Notice: This note is disclosable to the student under FERPA
@ Instructor

@ Primary Advisor

@ Retention Coordinator
® Secondary Advisor & Academic Leadership
@ Student Accessibility Director @ Academic Support

® Student Services Leadership ® Athletic Coach

@ Student Sernvices Support
@ YCCOSP Director @ Back on Track Mentor

# Mote Sharing '® Shared I Private

ﬂ Mote Permissions: People with the following roles may be able to see this
note if they hawve a relaticnship with the student(s):

& Financial Aid Counselar
Iaore_.

¥ Required fields Never Mind m




Screamin’ Sam Spartan =

||- Flag | |-P] Referral | |B To-Do | |i' Kudaos | lE Massage ] | %Note | | %Appnintmen’c | |BFiIe |
& Overview Created In Term Written By Note Type
B Success Plans Al n Anyons n Any n
7= Courses Type Subject Written By Date
™ Tracking Yreral Shared Note nereased stressors ‘Ijlli)r:g?f?\rcgdnglrﬁirc Leadership foday
Meeting to discuss next semester Jennifer Engler Today
Role: Academic Leadership
& Network & 003246077
® Edit Note B starfish@ycn.edu
@ Delete Mote
Type Subject Written By Date
H Increased stressors Jennifer Engler Today
E‘EGEHEHI Shared Note Role: Academic Leadership
Sam shared with me that he was expearencing some heightened stressors in his life right now. He indicated that they were acute, but most likely temporary
and that he felt that he had all the necessary support. | indicated to him that | would like to put this information into the S3N so that other individuals in his
network might be aware of why his performance andfor attendance might be more variable than usual. He agreed with this plan.
H i New course options identified for next semester Jennifer Englar Today
Egﬁn.dwsmg Note Role: Academic Leadership
Email
Message Sent Read
Sam and | spoke about some additional options for his spring schedule and he is planning on Today at 6:02 pm Unread
completing PSY 221, which would satisfy both his psychaology minor and one of his Children
and Family constellation courses.




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 Iltem comments
« Close the Loop notes



Emails Sent via the System

Send Message Never Mind

An email or text message will be sent depending on the student's email notification preferences. If many recipients will receive the
message via text messaging you may want to enter a shorier text version below.

* Subject Checking in on Spring Registration

# Email Hi Sam,

| noticed that vou had not yet registered for the classes we discussed at our last meeting and
wanted to see if there was anything | could do to assist in this process.

Dr. Engler

|| Send copy to yourself

* Required fields Mever Mind




Emails Sent via the System

Screamin’ Sam Spartan

<

| Fisg | | %) Referral | | ToDo | | % Kudos | |EMessage||[%Nnte| |E%Appnin1ment”ﬂl=ile|
& Overview Created In Term Written By Note Type
M- Success Plans Al = |Anyune n |.~'-'\n3.r
= Courses Type Subject Written By Date
B ™ Fisg Comment Clear Comment Jennifer Engler Today
1™ Tracking =4 men Well-Being Concern Role: Academic Leadership
H Comment Raize Comment Jennifer Engler Today
Flag Well-Being Concern Role: Academic Leadership
= intment it Appeointment with Screamin' 5am Spartan on 12/27/2018 for Jennifer Engler Today
ﬁ Appointment Comme General Advising Visit Role:; Academic Leadership
B Comment Follow-up contact Jennifer Engler Today
Flag Well-Being Concern Role: Academic Leadership
s ’;-.ssag& Checking in on Spring Registration .Jenn?ter Engler _ Today
Role: Academic Leadership
mail R
Message > Sent Read
Hi S5am, Today at 8:57 am Today at 8:08 am
| noticed that you had not yet registered for the classes we discuzsed at our last meeting and wanted to see if
there was anything | could do to assist in thiz process.
Dr. Engler
(53] New course options identified for next semester Jennifer Engler 12-18-2018

=1 Advising Note
[_hé vising Mo

Role: Academic Leadership



Tracking [tem Comments

Screamin’ Sam Spartan

Ny
‘-ﬂ Referral | |ETcmn | |* Kudos | ‘Eh'lessage | | [Z Note | |E‘-‘$Appoinment | |ﬁ|=i|e|

Student Information
M Success Plans | V| Latest Degres: NiA Raise Flag for Screamin’ Sam Spartan m

= Courses | | Date of Latest Degree Eamed: NiA + Fiag |
™ Tracking Course Context ™ General FYI
If you simply wish to share information about a student with their
B2 Meetings Comment advisor and do not expect any action to take place, raise this flag. The
student will not be notified.
[ Notes ™ Well-Being Concem
Raise this flag if a student exhibitz signz of emeotional, social, physical,
n AL or personal distress. NOTE: Concems about threatening behavior or
safety should be directed to Campus Safety immediately: 717-815-
1314
| =

| ﬂ Permizzions: A fracking item must be selected to determine the sharing permissicns |

A — —

€ FERPA standards protect student data.




-

Academic Performance Concern
Raize this flag if a student iz demonsirating a pattern of unsatisfactory,
disorganized, unprepared, incomplete, andfor late work.

Attendance Concemn

Raize this flag if a student iz regulary late to clags, consistently leaves
clazs early, andior misses appoiniments without notification. NOTE:
Mumerous unexcused absences will be flagged automatically via Moodle
attendance tracking.

Clazsroom Conduct Concemn
Raise this flag if a student iz dizruplive in clags, does not participate.
andior leads class discussions off-topic in inappropriate ways.

General FYI
If vou simply wish to share information about a student with their advisor

and do not expect any action to take place, raise this flag. The student will
not be notified.

In Danger of Failing
If a student iz in danger of failing your course, then please raise this flag.

No Show

If a student has never affended your class, then pleaze raise thiz flag.
MOTE: This flag is being used in lieu of paper-bazed no show reporting
coordinated by the Reqgistrar's Office.

* Dizclozable undar FERPA

Warning Grade

Lz thiz flag during the officizl warning grade reporting period to notify
students who have a current overall course grade that is less than 2.0.
* Dizclozable undar FERPA

Well-Being Concern
Raise this flag if a student exhibitz signg of emotional, social, physical, or
perzonal distress. NOTE: Concerns about threastening behavior or safety



Raise Flag for Screamin’ Sam Spartan Never Mind m
* Flag WE:I-Bein Conce u
Course Context Mo Course = (2]

Comment Add comments indicating why the Flag item is being crealed

Raise Flag for Screamin’ Sam Spartan Never Mind
* Flag GeneraIF‘
' . - —  Course Context Mo Course
(@ Student View: The student can view this item and the notes entered abo
E — =T * Comment Add comments indicating why the Flag item is being creafed.

relationship with the studentis):
® Academic Leadership
@ Academic Support
@& Athletic Coach
® Financizl Aid Counselor
& Inztructor

More...

-
ﬂ Student View: The student cannot view this item.

ay be able to zee this fracking item if they have a

relationship with the student(s):

@ Secondary Advisor
& Primary Advizor

® Retention Coordinator
® Creator




SSN Resources for Faculty and Staff

N

www.ycp.edu/spartansuccess

RESOURCES FOR FACULTY, STAFF AND STUDENTS

Faculty and Staff Help

Spartan Success Network [SSN) gives you a convenient way to keep track of your students - raising flags when you observe
Student Help a pattern of behavior that concerns you, ensuring that the people on campus who can intervene are aware. It also allows your
students to easily book an appointmeant with you or someone elze who can help.

Faculty and Staff Help

SSN Faculty Liaisons Below are a few resources to halp you navigate yvour way through the Spartan Success Network

Training Medules
Contact Information
= Training Modules Shdes
Access and Navigation

= Getting Started Guide for Facyloy and Staff

= FERPA quick review

» hipodle Tools for SSN - Adding the Attendance Activity

naStudent Bosters in SSM

Flags, Kudos, Referrals, and To-Dos

» Student Attendance Verification Survey Instructions

* Email Templates: Tracking [tem Notifications to Students

\ P




SPARTAN SUCCESS NETWORK

Tracking Item Student Notifications

Updated 10-2-2018

Click on the title of a Tracking Item below to be taken directly to the corresponding message template.

FLAGS

Attendance Concern®

Academic Performance Concern™

Classroom Conduct Concern®
Course Withdrawal

Five Flags Raised

In Danger of Failing®

Mo Show

Sk Unexcused Absences
Three Flags Raised

Warning Grade*®

Well-Being Concern®

TO-DO5

Leave of Absence/Withdraw from

EI‘.‘IHI’.‘EE Forms*

KUDOS
Keep Up the Good Work®

Outstanding Academic Performance ®
Showing Improvement™*

REFERRALS

Academmic ﬁ.d-..'ising Center Referral

Academic Support Center Referral
Business Office Referral

Career Development Center Referral

Counseling Services Referral
Residence Life Referral

Retention Referral
Student Accessibility Services Referral
Study Abroad Center Referral
Writing Center Referral




FLAGS

Academic Performance Concern
Raise this flog If a student is demonstrating o pattern of unsatisfactory, disorgonized, unprepared, incomplete, and/or late work.

TEMPLATE Raise Flag for Screamin’ Sam Spartan Never Mind “
Dear Etu_de_nt_ﬂgt !ﬂa_me_]:

* Flag [Well Being Conce n
I'm contacting you because | am concerned abc )
in [Course Name]. Course Context Mo Course =
- = Comment Add commenis indicating why the Flag item is being created.

Raiser’'s Notes|

Please contact me to make an appointment for
your work and identify resources to help you st

Sincerely_,_ .
ans e,
+  Professor [Raiser Name] «
l [23!”" ‘E,"h:“] I- ﬂ Student View: The student can view this item and the notes entered above.
aiser ne
\ I\ ( ] . ﬂ Permiszsions: People with the following roles may be able to see this tracking item if they have a
~ .7 relaticnship with the studentis):

.5-—l—

@ Academic Leadership
@ Academic Support
@ Afhletic Coach
® Financizl Aid Counselor
® Inztructor

More...




Raise Flag for Screamin’ Sam Spartan m

* Flag | Well-Being Concern | v|

Course Context | No Course Ee

Comment Baszed on fesdback from you and =everal instructers, it appears that your

sireszorz continue to impact your attendance and participation in your
claszes.

ﬂ Student View: The student can view this item and the notes entered above.
ﬂ Permigsions: People with the following roles may be able to see this fracking item if they have a
relationship with the student(s):
@ Academic Leadership
@& Academic Support
@ Afhletic Coach
@ Financial Aid Counselor
@ Instructor

* Reguired fislds




[Spartan Success Network] Please Come See Me

On Dec 27, 2018, at 9:35 AM, jengler@ycp.edu wrote:

Dear Screamin' Sam:
| am contacting you because I'm concemed about your well-being.

Based on feedback from you and several instructors, it appears that your stressors continue to impact your attendance and
participation in your classes.

Please contact me to make an appointment to discuss how | may help you find some support at the college.
Sincerely,
Jennifer Engler

jengler@ycp.edu
717-815-1550



Screamin’ Sam Spartan

™ Flag | (% Referral | | To-Do | | W Kudos

- Overisw

View: | Inbox
B Success Plans

Item Mame

® w \welBeing Concemn

|IQI

5 Well-Being Concern

Joumnal

= Meszage E%, Mote

EaAppointment | | &b File

. ‘= Anyone
n Status: ' Active ' Resolved '® Both Created By: "
) Me
Status Created = Due Assignes
Active Today
by Engler, Jennifer
Status Created « Due Assignee Context

Active Today
by Engler, Jennifer

Context

Today
Engler, Jennifer

Raise Comment

Based on feedback from you and several instructors. it appears that your siressors continue to impact your attendance and participation in

your classes.




Screamin’ Sam Spartan

™ Flag | | # Refarral

- Overview
M- Success Plans

= Courses

™ Tracking

M

B @ @

#

= Meszage =4 Note

M To-Do | | Kudos £

EaAppointm&nt &3 File

Created In Term Written By
All n Anyone

Subject

Raize Comment
Well-Being Concern

a Message Checking in on Spring Registration

&3]
"
LI
T
]
3
5
11
2

3]

=

|:=B'°Ad'.rising Mate New course options identified for next semester

=

|:=B'°General Shared Mote Increased stressors

|:=B'°Ad'.r|5|ng MNote

=

Meeting to discuss next semester

Type Subject

Raize Comment

™ Flzg Commeant
g ‘Well-Being Concern

Based on feedback from you and several instructors, it appears that your stressors continue to impact your attendance and participation in your classes.

a Message Checking in on Spring Registration
|:=D| Advising Note Mew course options identified for next semester
oL
|_T=D'uGeneral Shared Mote Increased stressors
Meeting to discuss next semester

|:=D'uﬁ.dm sing Mote

Note Type
= Any

Wiitien By
Jennifer Engler
Role: Academic Leadership

Jennifer Engler
Role: Academic Leadership

Jennifer Engler
Role: Academic Leadership

Jennifer Engler
Role: Academic Leadership

Jennifer Engler
Role: Academic Leadership

Writien By

Jennifer Engler
Role: Academic Leadership

Jennifer Engler
Role: Academic Leadership

Jennifer Engler
Role: Academic Leadership

Jennifer Engler
Role: Academic Leadership

Jennifer Engler
Role: Academic Leadership

Date
Today

Today
12-18-2018
12-18-2018

12-18-2018



Screamin’ Sam Spartan

™ Flag | | %) Referral | | To-Do | | % Kudos = Message | | =4 Note 2 Appointment | | & File
© )
& Overview ) ) ) T
Status: ' Active "' Resolved '® Both Created By: -
# Success Plans Hover over fla O Me

Itermn Mame Status Created - Due Assignes Context
Well-Being Concemn Active nda ]

Screamin’ Sam Spartan

SUMMARY STUDENT INFO

@ Motes

™ Well-Being Concern
W Metwork & Raised by Engler, Jennifer (Today)

|f Edim%'ﬂnmmem | |nl' Clear |
\

v




Commenting on Tracking ltems

Create Note Never Mind

. {  ltem Mame Status Created = Due Assignee
Subject || ]EJ ) )
™ \well-Being Concemn Artive Today )
by Engler, Jennifer
* Note
Journal
Today Follow-up contact
Engler, Jennifer | have still not heard back from my initial cutreach to Sam. | will give him until the end of the week
Senvices.
Today Raise Comment
o Based on feedback from you and several instructors, it appears that your siressors continue to im
= your classes.
—' Send copy of note to yourself
) send copy of note to student
* Required fislds Never Mind

Screamin’ Sam Spartan

™ Flag | | %) Referral | | & To-Do | | ¥ Kudos & Message | [5gNote EoAppoiffiment | | & File
& Overview Created In Term Wr%n By Mote Type
- Success Plans Al = |¢W"& = |"°‘"3"
=" Courses Type Subject Written By
SN t Raize Comment Jennifer Engler
™ Tracking 54 ommsn Well-Being Concern Role: Academic Leadership

Baszed on feedback from you and several instructors, ifappears that your stressors continue to impact your attendance and participation in your claszes.

(SH Comment Follow-up contact Jennifer Engler
Flag Well-Being Concern Role: Academic Leadership

I have still not heard back from my inifial outreach to Sam. | will give him uniil the end of the week and then pursue a referral to Counseling Services.

= Checking in on Spring Registration Jennifer Engler
s Message Role: Academic Leadership



Clearing Tracking ltems

Screamin’ Sam Spartan

|"'Flag | |'E' Referral | |E.’Tn4:m | |t Kudos | |Eh'lessage | | E Note | |E“6Appnintment | |ﬁ|=i|e|

- Overvisw

. - _ = Anyone
B4 status: O Active O Resolved ® Both Created By: ® e
P Success Plans
= Courses Status Created = Due Azsignee Context
e \ell-Being Concern Active  Today
Screamin’ Sam Spartan
@ Meetings
SUMMARY STUDENT INFO
@ Motes
™ Well-Being Concern
W Metwork & Raised by Engler, Jennifer (Today)
|f Edit || %Cnmm€| |nl' Clear | >
Y
Today Flag Cleared
Engler, Jennifer Comment: Sam stopped by this afiernocon. He indic ated that he has completed an intake sppointn

ancther appointment scheduled in two wesks. Although he continues to experience some heighte
additional support would help.



Screamin’ Sam Spartan

™ Flag | | #) Referral | | ToDo | | W Kudos = Message :%Nnte E%,Appu:uintmnt &3 Fil=

& Overview Created In Term Written By Mote Type
P Success Plans Al = Anyone = Any

= Courses Type 3 Written By

=

Jennifer Engler

™ Flag Commant
. Role: Academic Leadership

™ Tracking

Clear Comment
Well-Being Concerp

B8 Meeting % Flag Comment E:ellls-;-Ilr:nc?r'lrr:tva:rr'| dﬂet;}girir{:aliggrlﬁirc Leadership
¥ Fiag Comment E-féllf]géfﬁg ‘I::‘]Dr;tuzaec;tn ‘I{tﬂgirirnggg::irc Leadership
& Message Checking in on Spring Registration dnﬂé}gffigsggﬁirc Leadership
E’Eﬁ.dm'sing Naote Mew course options identified for next semester aﬂgifirngggﬁirc Leadsrship
I:EEGE”E’MI Shared Mote Increased siressors dﬂet;}girircsgg:ﬁirc Leadership
E—Eﬁ.daﬁsing Note Meeting to discuss next semester ‘I{tﬂgiri.rngggﬁirc Leadsrship




Updating Others’ Tracking Items

Screamin’ Sam Spartan

‘F Flag ‘ ‘-b] Referral ‘ ‘E’ To-Do | ‘* Kudos ‘ ‘E Message ‘ ‘ E%Note ‘ ‘ %Appointment ‘ ‘B File ‘
— L |\."iew: |Inbox n Status: (® Active () Resolved () Both Created By: ® Anyone () Me
& Info
em Name Status Created = Due Assignes Context
B Success Plans ™ \Wel-Being Concemn Active 01-03-2018
by Sefion, Renee
= Courses Active 11-15-20 Design Analysis |
alhe Good Work eTIE 0, JoshUE (PSY270.101 Fall2018)
™ pcademic Performance Concern  Active 11-15-2013
by Landau, Joshua
B Meetings ™ attendance Concern Active 11-15-2018
by Landau, Jashua
B Notes # Five Flags Raised Active  11-11-2018 Student has 5 or more active flags in & 903246077
I by System the system. .FA starfish@yep.edu
M Netwo [tem Mame Status Created « Due Agsignes Context
B || wel-Being Concern Active 01-03-2018
by Sefton, Renes
Journal
01-03-20149 Raise Comment
Sefton, Renee Based on feedback from you and several instructors, it appears that your stressors continue to impact your

attendance and participation in your classes.




Create Note Never Mind m
Subject |
& Note
Clear flag for Screamin' Sam Spartan Send copy of note to yourself
%
Show flag details Send copy of comment to flag raiser
Add a comment: ¥ Required fields Never Mind m
|

©

#| Send a message (o Sefton, Renes to close the loop
To Sefton, Copy my_comment

[21=1)

Renee about clearing this flag.

Tipe a message for Seffon,

¥ Required fields Mever Mind




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



Spartan Success Network

- P i ) - i . 3
{%Dfﬁce Hours | | B Appointment %Gmup Session f?bExrent # Scheduling Wizard (%Hesew& Time

) System Announcement: Welcome to the SSM. If you have any questions, please refer to the information on this link: wawer yep.edwspartansuccess.

Appointments — Recent Changes

Show |Mext 7 days u Show | Crested Tracking ltem =

Spartan,_Screamin’' Sam: Today at 11.00 am General Advising Visit
Location: L3316 Mo recent changes

Add Appointment Never Mind |

Scheduling Outcomes SpeedNotes

Detailed Description

- - Withy
+Peoplein ® Active tems ® AR forrm cppeetment. Thi el by
* Student Spartan, Screamin’ Sam = the student with whom the appoir
mads.
* When 12-27-2018 folam |to
* Where Select & location... n
* Heason Genersl Advizing “izit n
Course Mo Course =
* Sharing ® Shared ) Private

ﬂ Permissions: People with the following roles may be able to see this appointment if they have a relationship with the studen
i Athletic Coach




Spartan Success Network

C}}Dl’ﬁce Hours :ﬂﬁ\ppﬂlnh'l'lﬂl'lt %Gmup Session @EEvent Vg Scheduling Wizard %Hes&w& Time

£} System Announcement: Welcome to the SSN. If you have any guestions, please refer to the information on this link: www.ycp.edwspart

Appointments —

I Hover over calendar' Show |Next 7 days v

Spartan, Screamin’ Sam: Today at 11:00 am General Advising Visit

LI SR | -

Screamin’ Sam Spartan

903246077

DETAILS PERSON INFO

@ Today at 11:00 am

@ Scheduled: Today at 11:01 am
¢ LsMé

& General Advising \isit

E View Calendar

€ Outcomes |)#* Edit || € Cancel 2 view -



Appointment Scheduling & Sharing

Edit Appointment

Scheduling Outcomes SpeedNotes

* People in ® Active terms ) All terms

E With & Spartan, Scresmin' Sam

* When | 12-27-2018 11:00am  |to|11:30am

* Where |LS316 v

* Reason |General Advizing Vizit n
Course IN}DEIE n

* Sharing ® Shared i) Private

Detailed Description

Enter a detailed description about the
appointment. This is viewable by you and
the student with whom the appoiniment is
made.

¥ Required fislds

ﬂ Permissions: People with the following roles may be able to see this appointment if they have a relationship with the student(s):
@ Athletic Coach
® Back on Track Mentor
& Calendar Manager

@ Primary Advisar

-

Canmmdamn: Advicnr




Appointment Comments

Edit Appointment Never Mind m
Scheduling Outcomes SpeedNotes
F
Time & Actus] Slasi— Actual End Time
Attendance [| Student missed appointment
Email E| Send a copy of note to student
Comments
Comments are notes about the appointment, viewsable only by you and other people with whom the appointment is shared. Thess notes can
be edited only by you before or after the appointment for record-kesping purposes.
ﬂ Permissions: People with the following roles may be able to 2ee thiz appointment if they have a relationship with the student(s):
@& Athletic Coach
® Back on Track Mentaor
@ Calendar Manager
@ Primary Advisor
® Secondary Advisor
More... i
#* Required fizlds Mever Mind m




Appointment SpeedNotes

Edit Appointment Never Mind m

Scheduling Quicomes SpeedNotes

Check off the topics discussed and activities completed in this meeting.

Academic Advising

[ Azademic status concerns
[ Completed degree audit

¥ Discussion of academic gosls

¥ Discussion of career goals
¥ Registration for clazses
[ Transfer credit review

Student Support

[ Addressed time management

¥ Adjustment to college

["] Balancing academic gosls and life goals
[ Discussed study =kills

[ Family concerns

[ Financial aid process

[] Learning disahility

¥ Review of campus rescurces
[ Transportation issues

* Required fizlds




Screamin’ Sam Spartan

™ Flzg | | *) Referral | [ To-Do | | W Kudos = Messsage E&Nute E%Appu:uintm&nt & File
& Overview Created In Term Written By Note Type
M- Success Plans Al u Anyone n Any I

= Courses Subject jten By Date

S| Anpointment Comment Appointment with Screamin’ Sam Spartan on 12/27/2018 for Jennife) Engler Today
™ Tracking m PP General Advising Visit Arademic Leadership
Emai
Meszszage Sent Read
Met with Sam to review long-term career goalz and how to plan his undergraduate work to best align Today at 11:15 am Unread
with/prepare him for those goals.
SpeedNotes: Academic Digtussion of academic goals, Discussion of career goals
Advising

Stedent Support  Adjustment to college, Review of campus rescurces

B ™ Flag Com t Clear Comment Jennifer Engler Today
= men Well-Being Concern Role: Academic Leadership
B Flag Comment Raize Comment Jennifer Engler Today

Well-Being Concern Role: Academic Leadership



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
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Advising Notes — WHY we do therﬁ,

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

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

* |ncreases 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 t/ﬁea

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

Be factual and appropriate in conveying:
* the substance of meeting
e 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, | referred her to
Student Accessibility Services.




Practice Example 2

L

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.

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.

Appropriate Advising Note: Met with Bill related to his request
to adjust his schedule. He resisted my suggestions. |
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.




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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