
The CCC Early Alert Pilot – Fall 2009

Thanks for participating in the Early Alert pilot project.

The purpose of an Early Alert is to help us help students as soon as they are demonstrating difficulties
with your class.  By utilizing the Early Alert software that we have developed, you will be able to notify a
support team that will seek the most appropriate solutions to your student’s academic issues.

If you are receiving this note, it is because you have students from the Early Alert pilot group in one of
the courses that you are teaching this semester.  Please review the attached spreadsheet and let me know
immediately if any of the students associated with your name are not in your class.

HERE is what you need to do:

1) Receive training in the EA process and software.  If you have not yet done this,
contact Don Staub immediately (222-6010).  We have two training sessions left: Sept 1, 8:30 –
10:00 a.m. &  Sept 3, 6:00-7:30 p.m.  If you cannot attend either session, you must still contact
Don for one-on-one training.

2) If at any time, any of your students is having difficulty in your class, submit a report on that
student using the EA software.

3) If you are teaching an 8-week section, on September 8, submit a report on ALL of
the students on the pilot list that are in your class(es).

4) If you are teaching a 16-week section, on September 14, submit a report on ALL of
the students on the pilot list that are in your class(es).

5) If you are teaching an 8-week section, on September 28, submit a report on ALL of
the students on the pilot list that are in your class(es).

6) If you are teaching a 16-week section, on November 9, submit a report on ALL of
the students on the pilot list that are in your class(es).

Below is a brief handout on using the software.

If, at any moment, you have questions about the software, contact Don Staub: 222.6010 or
staubd@carteret.edu

Notes – August 31, 2009

How to access the software… If you are a full time

faculty member, Chris Cappocia or Debbie Favorite will be coming
around this week to load it to your desktop.

If you are an adjunct instructor,  you will be able to access the
software on computers in CAPS, 228 McGee, and 306 Wayne West
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Look for this Early
Alert Icon on your
desktop.

Once you click on the EA
icon, this page will appear.
To enter the system, click
on “Submit Early Alert.”

Next, it will prompt you
to enter a student
number.  Enter the
number as it appears on
the student list you have
been given (e.g. 249976)

You are then taken to this screen, which is pre-populated with
all relevant information for the student and the instructor.  In
the top section, you only need to enter the days [Meets]and
time the class meets (put “online” if applicable).   The Alert
ID and Date Submitted are automatically generated.  Next, tell
us why you are submitting the alert.  Click one or more issues
(e.g. Excessive Absences) and enter you r comments.  Please
try to be as descriptive as possible (e.g. don’t enter: “student is
absent a lot.”).  If No Intervention Required at This Time, you
will select this box.
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When you’ve completed the form,
click on Submit Early Alert

A window will pop up, notifying you
that you will be sending an email early
alert notification.  Click OK.

You will then be prompted to choose
a format for sending the EA report.
Select Rich Text Format.  It will then
generate an attachment that can be
printed out such as the one below.

Finally, an email will pop up (make sure
you’re signed in to Groupwise!) notifying
you that you are sending this alert to yourself
and Bobbe Rouse (GOT-D advisor).  Hit
Send and you’ve submitted the Early Alert.

Here’s the attached alert.


