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How to submit an Early Alert Report 
The Early Alert Report  is for academic concerns or concerns related to the student's ability to navigate 
college systems. An Early Alert is a tool in which you can extend services to students who may need 
them. This could include Academic Success Coaching to address issues of time management, study skills, 
academic preparation, work/school/life balance, etc. When submitting an Early Alert Report, a staff 
member will provide outreach to the student to begin a collaborative approach to addressing the 
obstacles to their success.  

Please note this Early Alert Form is to be used for Academic Concerns or College System Navigation 
Concerns. For all other concerns, please complete a report through the Advocate Module.  

Please note that this form is not to be used for concerns that require immediate medical or emergency 
response. If you need to report an urgent issue that requires immediate attention, please alert your 
campus security office or call 911. 

There are two ways to create an Early 
Alert report for a student. 

• Use the Early Alert reporting form available to all FSCJ faculty and staff through myFSCJ 
• Submit a report through your FSCJ faculty Insight account 

Steps for using the Early Alert reporting form 
1. Click the link for the reporting form 

• https://fscj-insight.symplicity.com/care_report 
• You may also access the Early Alert form through myFSCJ under Faculty Resources. 

 

https://fscj-insight.symplicity.com/care_report/
https://fscj-advocate.symplicity.com/care_report/index.php/pid074264
https://fscj-insight.symplicity.com/care_report


 

 

 

 

 

 

 

2. Enter Reporter Name.  

 

3. You will need to identify the concern type, as well as any 
descriptive information regarding your concern(s). 

 

Please provide your name. 



3. Complete the Remaining Fields with Faculty and Student 
Information.  

Under Student of Concern, please list the name of the student and EMPLID (7-digit number) for the 
student you are concerned about. This will help us to identify which student the outreach should be 
made.   

 

 

 

4. Submit Report  
After filling out all fields, please verify the information you’ve provided and submit.  

 



You have successfully completed an Early Alert Report and will receive an email to confirm your 
submission from a staff member when it is reviewed. We look forward to working with you in the 
support of our students who may be struggling. We hope you will use this form to provide early 
notification so that outreach can be made in a timely manner.  

For questions, please contact insight@fscj.edu  

 

Steps for submitting through your faculty 
Insight account 
 1. Log in to your faculty Insight account 
Log into your Insight account using your FSCJ log in information. You will access your 
Insight account through the Faculty Center in myFSCJ. Click on the Faculty Resources 
tile and then scroll down to Insight Log in. 

 

 

 

2. Select Early Alert Report tab 
From your home screen, you will see your tab options (Courses, Progress Reports, Early Alert Reports, 
Resources, etc.). Select Early Alert Report.  

mailto:insight@fscj.edu


 

Select +Add Quick Early Alert Report 

 

3. Fill out Early Alert report form. 

 

 

 

 

 

 

 

 

Begin by selecting your 
concern type.  



In the Student(s) of Concern section, you can begin typing a student name and the system will auto 
populate the student’s information.  

 

Once student(s) of concern have been added, please provide a detailed description of your concern. 

 

 

 

 



 

4. Submit Report  
After filling out all fields, please verify the information you’ve provided and submit.  

 

Once the form is completed, you can submit. The Academic Success Coaching staff may reach out for 
supplemental information if needed.  

Thank you for your support of our students. Contact successcoach@fscj.edu for information or training.  
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