MMS — Staff Guide

Academic Alerts

A MMS General Staff Guide
This guide includes:

e What are Academic Alerts?

e How to view Academic Alerts for a module

e How to view Academic Alerts for a student

e How to create and issue an Academic Alert

e How to add notes and update the status of Academic Alerts
o How to add follow up notes
o How to change alert states

What are Academic Alerts?

Academic Alerts are a mechanism for directing UG and PGT students to deficiencies in their studies,
and also directs them to sources of possible help and support where appropriate. In addition, the
Academic Alerts system gives Schools/Departments a way of warning students of the penalties for
non-attendance, or non-completion of compulsory learning elements, and warns them of the
consequences at an early stage.

Academic Alerts are handled via MMS, and are issued at the module level. They can be created and
saved at any time, but will only be visible to students in MMS once they have been issued. An alert
issued between 08:00 — 16:00 Monday to Thursday, or between 08:00 - 13:00 on Friday will be
immediately issued to a student, and an email notification will be sent. An Academic Alert issued
outside these hours will be deemed as issued out-of-hours and will sit as Pending until 08:00 the
following working day, at which point the alert will be issued and then the student will receive the
email notification.

Once issued, an alert will change state to In Progress. With the exception of Final alerts, the student
has four calendar days to act on the recommendation, at which point it can be marked as Resolved. If
an alert has been issued in error it can be Revoked during this time. Alerts that are not revoked or
marked resolved within the 4 calendar days will change status to Unresolved. Unresolved alerts can
be marked resolved but cannot be revoked®. Final alerts should not be marked resolved and should
be left as unresolved.

Policies and further advice can be found by searching Academic Alerts in the Policies, procedures
and guidance section of the website here: https://www.st-andrews.ac.uk/policy/index.php

How to view Academic Alerts for a module

To view the academic alerts for a module:

1. Go to the Module Overview using the links in MMS or via MySaint (https://mysaint.st-
andrews.ac.uk/). See Figure 1 for links to the Module Overview in MMS and MySaint.

1 A request can be made to revoke an unresolved alert by contacting the IT Service desk
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Demo: Demo_Mod

Click the module title to
© My MMS modules page navigate to the module & Content
overview & Coursework
10 B records per page Filter: Demo & Exam
2018/9 S1 Demo: Demo module .

Figure 1: Links to the Module Overview in MySaint (left) and MMS (right).

2. Select the Academic Alerts tab (see Figure 2).

2018/9-Y1 Demo (Demo_Mod) » B @M a& S O

Module Overview E-mail Module Help Events Modules Unswitch Logout

Overview Students Courses Self Certs Disabilities Tutorial Groups Staff Academic Alerts

Edit module

Select the Academic

Alerts tab.
School School of Test
Moodle
Module Demo_Mod
Name This allows you to create a copy of this module

Figure 2: Academic Alerts can be viewed on the Academic Alerts tab.

3. Scroll down to the Existing Academic Alerts section (see Figure 3).

Existing Academic Alerts

Below is & list of academic alerts created for this module. If an academic alért has been generated by accident, you can revoke it by selecting it, then clicking "Revoke Alert™, This will not deléte
the alert, but will mark it revoked (invalid).
The list of alerts can be filtered to a subset of the states using the buttons at the top. Initially, revoked alerts are not shown.

CREATED (1) N_PROGRESS (0) UNRESOLVED (0] RESOLVED (0) #evoxen (01 Download as PDF, CSV or XLS
Follow
v Matric First Action up

Serial  Username  Num Name Surname Label Situation notes notes notes State History Tierda  Resolved  Revoked
50764  abel 000000001 First name Surname ABSENCE  (need to provide CREATED Alice

module code and Carradioe

detail of element(s) 13/02/2019

missed) 11:17

Figure 3: Example of an Existing Academic Alerts section

4. The default view hides revoked alerts but to toggle the visibility of different states, click the
state buttons (see Figure 4).

Toggle state visibility by
clicking the state buttons

CREATED (1) N_RROGRESS (0) UNRESOLVED (0) RESOLVED (0) revokes (0) Download as PI
Figure 4: Toggle the visibility of alerts based on their state by clicking the state buttons

How to view Academic Alerts for a student

Users with oversight of a student can view all Academic Alerts issued for that student. To do this:

1. Access the User Overview for a student, by clicking their last name anywhere it is displayed
in MMS, or entering their username or student id into the Search function on the Modules
page (see Figure 5)
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Modules &’&‘ﬁ@ﬁﬁ%(’)

MMS Rollover My Detalls Users Diagnostics | Help  Events Modules Unswitch Logout
Last login: 10:07 17/06/19 from SafbeSd4.st-andrews.ac.uk.

Show: | Current | » || School of Test | » Get My Modules Get All Modules View School Search: |cs1002 nsiinod el

All Year First Semester ﬁ
Enter student username or student

id, then click Search MMS

Figure 5: To search for a student in MMS enter their username or student id into the Search field and then click
Search MIMS

2. Select the Academic Alerts tab (see Figure 6).

View User ‘ 8&% ﬁ @ m a® (l_)

Stuart Purdie My Details Users Diagnostics  Help Events Modules Logout

Overview Academic Alerts Except. Circumstances Disabilities Staff Roles Student Roles Logins

r - - Follow
: Select the Academic Situation up State n
Alerts tab el notes Action notes notes History Progress

A

Serial S
-

acnan e Tantian o

Figure 6: Click on the Academic Alerts tab on the User Overview.

How to create and issue an Academic Alert
To create an academic alert for a student on a module:

1. Go to the Module Overview using the links in MMS or via MySaint (https://mysaint.st-
andrews.ac.uk/). See Figure 7 for links to the Module Overview in MMS and MySaint.

Demo: Demo_Mod

Click the module title to
@ My MMS modules page navigate to the module & Content
overview & Coursework
10 B records per page Filter: Demo & Exam
2018/9 S1 Demo: Demo module .

Figure 7: Links to the Module Overview in MySaint (left) and MMS (right).

2. Select the Academic Alerts tab (see Figure 8).

2018/9-Y1 Demo (Demo_Mod) N B @M a& S O

Overview Module Overview E-mall Module | Help  Events Modukes Unswitch Logout

|
Overview Students Courses Self Certs Disabilities Tutorial Groups Staff Academic Alerts

Edit module Select the Academic

Alerts tab.
School School of Test
Moodle
Module Demo_Mod
Name This allows you to create a copy of this module

Figure 8: Academic Alerts can be viewed on the Academic Alerts tab.

3. Select the student from the Please Select a Student drop down list (see Figure 9).
4. Select the alert type relating to the situation you wish to issue an alert about (see Figure 9).
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5. Click the Add Academic Alert button (see Figure 9).
Overview Students Courses Self Certs Disabilities Tutorial Groups Staff Academic Alerts

Academic Alert

Academic Alerts are a means to alert students to an issue with their academic performance. More information is available from the al

To create an academic alert, select a student and the situation, then click on "Add Academic Alert". A template is then provided to be
To issue the same alert to several students at once, select the appropriate cause, and select 'Issue Multiple Alerts' - students will be :
the next page (any selected here will be ignored.

| Acadamicalacieaddcassacsp e 1 1, Select the student from the
--- Please Select a Student --- BI A
drop down list

The situation:

© ABSENCE: I am concerned to note that you have been absent from this module and may be at risk of contravening the Schc
Univqrsity's absence policy. (need to provide module code and detail of element(s) missed)

ABSESSMENT (Failure to complete assessment): 1 am concerned to note that you have failed to complete one (or more) ass
this fhodule. The details are: (need to provide module code and detail of which assessment(s) have not been completed)
ASS@‘ 2. SEIECt the alert type using te that you have failed to submit one (or more) assessments on time
modyled : detail of the late assessments
the radio buttons i )

ENGAGEMENT T T anT CONCTETTIEY TU TToTeE 2 apparent 1ack of academic engagement, and/or poor performance in this module.
are: |provide module code and details of the lack of engagement)

FINAL: By now you will already have received one or more academic alerts relating to this module. 1 regret to inform you th
now [nissed too many compulsory module elements, or failed to submit too many assessments, to pass the module. The details
modyle code and details of failure to meet compulsory element(s))

CHECKPOINT: I am concerned to note that you have missed an academic checkpoint for this module. The details are: (need
modyle code and detail of element(s) missed)

3. Click the Add Academic Alert
<:I button Bulk

“ Add Academic Alert

Figure 9: Create an alert by selecting the student, selecting the alert situation and then clicking the Add Academic
Alert button.

6. Each type of academic alert will have a standard cc list of contacts that it will email when the
alert is issued, these will be displayed at the top of the alert (see Figure 10). Additional email
addresses can be added if required, to do this:

a. Enter the full email address (including @st-andrews.ac.uk) into the New email
address field.

b. Click the Add e-mail Address button.
Repeat for each additional email address.

When issued, the alert will be sent to the student, and CC'd to the issuer and:

» Student Services: studentservices@st-andrews.ac.uk

» Advisor of Studies: Default users and contacts who
* Registry: regacalert@st-andrews.ac.uk H z
= Module Co-ordinabor: will receive a copy of the alert

Additional e-mail addresses to CC alert to:

« New e-mail address (please enter one email address at a time):

Yy —r— <:| Clickl?ci:: En'tlailggdress
utton to aaa.

<:| If required: Enter additional
email addresses

Figure 10: To add additional alert recipients, enter the full email address into the New email address field
and click the Add Email Address button.

7. Complete the situation detail field, and complete any additional fields (these will depend on
the alert situation) (see Figure 11).
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Situation

I am concerned to note that you have failed to submit one (or more) assessments on time for this module. The details are:
(need to provide module code and detail of the late assessments)

<j Complete the situation
details field.

Action required to address the ¢
Contact the wmodule Co-ordinator [ Select the alert contact. [m submission of the outstanding assignment(s),
or to discuss whether an alternative arra hem know if you have already contacted a

member of staff within the School or Student Services with information relevant to this alert. Be aware that mark penalties are
automatically applied for late submissions. If you believe that you have grounds for requesting an extension, contact the Module
Co-ordinator immediately. If you would like to arrange a meeting with Student Services, please book an appointment via
https://universitystandrewsstudentservices.simplybook.me

Deadline

<:] Complete additional fields.

taking action to address the situation are shown below: This consequence

Click Save Academic Alert |ar notification so it is important that you TAKE ACTION now.

button to save.

red for late submission. On some modules, you may receive 0X for the module, with no right to
reassessm , if you fail to submit work and/or do not complete enough of the assessment for the module. See the Schoo!
and/or M Handbooks for further information.
Save Academic Alert + Issue Alert <] Click Issue Alert button to issue the alert.

Figure 11: Complete the required fields and select an alert contact. An alert can be saved by clicking the Save
Academic Alert button. To issue the alert click the Issue Alert button.

8. Select the contact from the Contact dropdown list. If the student is to be directed to a contact
not in the drop down list then:
a. select the Email Address option (see Figure 12).
b. enterthe full email address (including @st-andrews.ac.uk) of the contact option (see
Figure 12).
c. click the Save Academic Alert button to validate option (see Figure 12).

In order to address this academic alert you must complete the fc

Contact Email Address o within 4 days of receipt of this ¢
1y [ ] a liready ir in Stugent Serv , but the peop vOoIivi
a) Select the Email ent ¢ b) Enter full email - via: |
Address. address )
e senstguenees or N0t tonmgosoorr o awaresS the situation a

weeks, more than 10 ns¢

c) Click Save Academic l? tudents/academic/academic-advising
Alert button to validate ' mplete er SRS SO
email address

Save Academic Alert + Issue Alert

Figure 12: To add an additional reply to role select "Email Address", enter the full email address and click the "Save
Academic Alert" button.

9. To save the alert in order to return at a later date/time, click the Save Academic Alert button
(see Figure 11).

10. To issue the alert, click the Issue Alert button (see Figure 11). If an alert is issued between
08:00 — 16:00 Monday to Thursday, or between 08:00 - 13:00 on Friday it will be immediately
issued to a student, and an email notification will be sent. An Academic Alert issued outside
these hours will be deemed as issued out-of-hours and will sit as Pending until 08:00 the
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following working day, at which point the alert will be issued and the student will receive an
email notification.

How to add notes and update the status of Academic Alerts

Once an academic alert has been issued, staff can add follow up notes and/or change the alert state.

How to add follow up notes

Follow up notes (also known as follow up action notes, or action notes) can be added to log
information regarding the alert, including any actions taken by the student or staff involved. To add a
follow up note:

1. Locate the alert on the Academic Alerts module tab (see section How to view Academic Alerts
for a module) or the student Academic Alerts tab (see section How to view Academic Alerts
for a student).

2. Click the Alert Serial to open the alert (see Figure 13).

Existing Academic Alerts

Below Is a list of academic alerts created for tht has been generated by accident, you can revoke it by selecting it, then clicking "Revoke Alert™. This will not delete the alert, but will mark it revoked (invalid)
The list of alerts can be filtered to a subset of the top. Initially, revoked alerts are not shown
CAEATED 1) NPROGRESS (1 UNRESOLVED 19 RESOLVED 10 ssucxes @ Download as PDF, CSV or XLS

Matric Follow

Serial | Usemmma— Aism Lamal_ Situation notes Action notes upnotes  State History Tierd Resolved  Revoked
Click the alert serial
55424 (need to provide Contact the Module Co-ordinator Example IN_ PROGRESS Tier 4
to open the alert. module code and within 4 days of receipt of this alert  Foliow up  vadi 30/07/2019  Student
detail of element(s) to discuss your situation and note. 15:20
missed) explain your absence. Please let CREATED vad1
them know if you have already 30/07/2019 14:31
contacte = B S chEna
| |
50764  defass 000000002  ABSENCE (need to provide Existing follow up Ihe17
module code and : t 11
g . notes will appear in |47
detail of element(s)
missed) the alert overview

Figure 13: Existing follow up notes are displayed in the Follow up notes column. Click the alert serial to open the
alert.

3. Scroll down to the Follow up action notes section (see Figure 14).
4. Type the follow up note into the text field.
5. Click the Save Note button

Follow up action notes

Victoria Anne Davidson-Mayhew - Tue Jul 30 16:38:26 BST 2019
Example Follow up note.

Type the follow up note in
<:| the provided text field

+ Save Note + Mark Alert resolved

Click the Save
Note button
Figure 14: To create a Follow up note, type the note into the text field and click the Save Note button.

How to change alert states
Alerts, other than the Final Alert type, may be marked revoked or resolved as long as their current
state is ‘In Progress’.
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To mark an alert as resolved:

1. Locate the alert on the Academic Alerts module tab (see section How to view Academic Alerts
for a module) or the student Academic Alerts tab (see section How to view Academic Alerts
for a student).

2. To mark the alert resolved select the checkbox in the Resolved column. The checkbox will be
replaced with a date/time stamp indicating when the alert was marked resolved (see Figure
15).

Existing Academic Alerts

Below is a list of academic alerts created for this module. If an academic alert has been generated by accident, you can revoke it by selecting it, then clicking "Revoke Alert™. This will not delete
the alert, but will mark it revoked (invalid).

The list of alerts can be filtered to a subset of the states using the buttons at the top. Initially, revoked alerts are not shown

aecues o) Download as PDF, CSV or XLS

Matric First Follow
Serlal’  Username  Num Name Surname  Label Situation notes Action notes ——un notes Stata Miatacs —Terd Resolved  Revoked

| Tick the checkbox to "L_-:
mark resolved f =

T]ck the> c-r_neckbox to
50764 def123 200000002 fname Sname ABSENCE eed provide D
s s mark revoked LJ‘>

Figure 15: Tick the checkbox in the Resolved column to mark the checkbox resolved.

To mark an alert as revoked:

1. Locate the alert on the Academic Alerts module tab (see section How to view Academic Alerts
for a module) or the student Academic Alerts tab (see section How to view Academic Alerts
for a student).

2. To mark the alert resolved select the checkbox in the Revoked column. The checkbox will be
replaced with a date/time stamp indicating when the alert was marked resolved (see Figure
15).

Note: Alerts can only be revoked within 4 calendar days of being issued. If an unresolved alert
needs revoked please contact itservicedesk@st-andrews.ac.uk
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