
Raising Referrals in 
Starfish

Refer a student directly to a Marymount resource



Go to a student record in 
Starfish. 



When you click “referral”...

...this box appears. Click the drop 
down menu to choose a referral 
option.



There may be words in the 
comment box for you to 
respond to, tailored to the 
specific referral you’ve chosen. 
The notes you input here will 
be sent to the office that will 
reach out to the student.

Click “Save”, and the referral is sent! 

Choose a course if the referral 
corresponds to a particular course in 
which you/the student is affiliated



What happens then?
1. Email is sent automatically to the student from the AVP for Student Success: “Hello (student name), 

(professor name) cares about your success, so they referred you to the Student Academic Hub for a 
Tutoring/Writing appointment. A member of this service will contact you within two business days to set that up. 
However, you are encouraged to initiate the conversation sooner by emailing tutorbiz@marymount.edu or 
calling (703) 284-1538.”

2. Email is sent automatically to you: “Thank you for creating a referral in Starfish for (student name). Your 

referral was immediately sent to the appropriate office and will be acted upon within two business days.  You 

will be notified once the referral is addressed. Your use of referrals in Starfish quickly connects students with 

Marymount resources to support their success - I appreciate your making the effort to get (student name) to 

where they need to be.”



What happens then?
3. Email is sent automatically to the office to which the student is being referred: “Hello! (student name) 

has been referred by (referral creator) to meet with you.  The following notes were created for this referral: 

(any notes that you put in Starfish when you created the referral).”

*The office is then given steps to follow to close the loop, to include: reaching out to the student based on 

the notes you provided in the referral, then going into Starfish and documenting the outreach - you as the 

referrer will receive an email when the loop is closed so you know action has been taken. 



Questions? 

Email: msteiner@marymount.edu


