Faculty Early Alert Program Process for Faculty
Linear model
1. Faculty members receive an e-mail letter introducing the Faculty Early Alert Program and the procedures and forms (attachments) to use
2. Faculty member observes troubling behavior in student, including absenteeism, poor work, major change in behavior, etc.
3. Faculty chooses appropriate next step(s).
4. Faculty may choose to contact Faculty Early Alert Program Coordinator (Diane Chapman) for assistance or faculty speaks to the student directly (may use the Early Alert Behavior Checksheet & Contract to help guide the conversation and to provide documentation of steps taken to assist the student).
5. If Faculty choose to contact Diane she will discuss with the faculty member the student’s behavior, any strategies already employed, and offer   options on following through with the student. The options include, but are not limited to:
a. New strategies for the faculty to use with student
b. Faculty contacts the student directly (perhaps with guidance from Diane), working with student to arrive at a mutually-satisfying decision.
c. Faculty meets with the student to review behavioral contract and alerts student that Diane will be contacting them.
i. Note: Diane will keep the instructor’s identity confidential if requested by the faculty
6. Faculty notifies Diane of outcome or what further steps are needed, including the student’s expectation of being contacted by Diane.
7. Diane contacts the student to discuss the purpose of his or her referral and address options and possible next steps (if needed).  
8. Diane may meet with student (may discuss Early Alert Behavior Checksheet) and discuss options for addressing the issues. This may include:
a. Diane and student agreeing on a course of action, timelines, and outcomes to address issues listed on checklist as well as any other issues that come up during their conversation
b. Diane referring student to a student service resource (each student service department will have a designated individual who works directly with the student)
c. Diane referring student back to Faculty alerting faculty of the outcome of Diane’s discussion with the student.
9. Student either does or does not follow through with whichever decision the student and Diane decided. If student follows through and completes agreed-upon action steps, Diane signs the student’s Early Alert Behavior Checksheet & Contract form for the student to return to his or her faculty member.
10. Student meets with student service specialist who signs the student’s Early Alert Behavior Checksheet & Contract form and sends the completed and signed Early Alert Behavior Checksheet & Contract form to Diane who forwards it to the faculty member. Or go to step 11.
11. Student returns Early Alert Behavior Checksheet & Contract form to Diane directly, who then will forward it onto the faculty member.

