
Steps to Sending an Early Alert. Faculty 

 

A few important notes: 

• Student’s participation in the services offered to them is voluntary. 
 
Early Alert is not an appropriate referral in the following instances: 

• Dangerous or threatening behaviour, involving the potential for serious and imminent harm to self or 
others. In these cases, call 9-1-1 and notify Security. 

• Rudeness or behaviours that can be considered classroom management issues. In these cases, you may 
choose to seek support from colleagues or your Associate Dean. 

• Cheating or plagiarism which are best addressed through the appropriate policy (ST2). Consult your 
Dean’s office for support and guidance. 

Process: 

1. Bring up the issue you are noticing with the student directly and let them know you are referring them to 
the Early Alert program. Students are much more likely to engage with services if you communicate this in 
advance. 

2. Log in to kpu.ca/oss as though you are reporting grades or checking a class list. 

3. Select “Early Alert” from the Faculty Services menu. 
 

 

4. Select the term and the section of the early alert student. 

5. Find the student in the class list you want to file an early alert, and click their name 
 

http://www.kpu.ca/sites/default/files/Policies/ST2%20Plagiarism%20and%20Cheating%20Policy.pdf
http://www.kpu.ca/oss


 
6. Select any alert issues you feel are relevant. Enter a comment if appropriate. Click the Submit button to send your 

alert. 
 

 
7. You are done! The Central Advising Team at EarlyAlert@kpu.ca will review your email and send to the appropriate 

team(s) for follow-up. Thank you for participating in the Early Alert Referral Program. 

mailto:EarlyAlert@kpu.ca

