
 
 
 
 
 

Notification 
 
The student is sent an email message 
stating that an Early Alert has been issued 
in a specific course and is encouraged to 
contact the instructor immediately.  
The email also states that the Student 
Success Center will follow-up with the 
concerns raised in the Early Alert. 
A copy of the message is sent to the 
student’s advisor. 

Faculty/Staff 
Initiates 

Alert 

Alert 
received by 

SSC 
Initiates 

Alert 

Intervention 
Cycle Begins 

Alert Case 
Closed 

The Intervention Cycle 
 
1. The intervention cycle begins with a 

phone call to the student. If no contact 
is made, SSC leaves a voicemail 
message and a text (if available) and 
sends the student an e-mail requesting 
them to make contact with the SSC. 

2. If the student follows-up by phone SSC 
determines if the issue can be 
supported through the conversation or 
if an in-person visit to the SSC is 
required. Appropriate action is taken 
accordingly. 

3. If the student does not follow up 
within 24 hours, they are contacted 
again on day 3 of the intervention 
cycle. 

4. If the student still does not follow-up 
within 24 hours the second attempt to 
contact occurs on day 5. 

5. After 3 unsuccessful attempts of 
contact, the case is closed with a 
designation of no reply from student 
on day 6. 

 

Case Resolution 
 

1. Completed SSC: Contact was made 
with the student and an 
improvement plan was completed 
by the student and SSC. 

2. Completed Advisor: Contact was 
made with the student. The 
advisor assisted student to resolve 
issue. 

3. Meeting with faculty: Contact was 
made with the student and the 
issue(s) can only be resolved by 
meeting with the instructor. 

4. Partially Completed:  Initial contact 
was made; follow-up was 
necessary. Student did not follow 
through as needed. 

5. No Reply from Student: Multiple 
attempts of contact were made; 
student did not reply. 

6. Refused: Contact was made; 
student refused services. 
 

Note: The individual initiating the alert, the 
advisor and the student are informed of 
the case resolution. 
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