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ABSTRACT
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processing the data, report format and reporting, and survey
evaluation., Sample survey evaluation and reporting forms are
inciuded. A final section makes suggestions concerning an appropriate
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over a 10 year cycle. This manual is intended for use in conjunction
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Project FOLLOW-UP

MEMORANDUM

August 1978

TO: Interested Personnel
FROM: (jﬁézbr. Jim F. Reed, Director of Project FOLLOW-UP

SUBJECT: TEX-SIS Procedures Manual (PM)

This manual is a segment of the third in a series of publications
designed to document the follow-up system developed by Project
Follow-up. The general documentation philosophy presents SIS at
three differemt levels. The first level (the brochure) gives a
general overview of SIS with appropriate information inc luded

%Ei for the college administrator and/or State persommel to make
decisicns regarding the depth of follow-up involvement desired.
The second level (the Activities Manual) presents the actual ques -
tionnaires utilized by SIS (and rationale for development) for
college level staff personnel to make decisions regarding the use-
fulness of the questiommaires to a particular institutional en-
vironment. The third level (this Procedures Manual, the Data
Processing Manual, and Subcontractors’' Manuals) presents SIS in
a8 more comprehensive manner and can be used as a guide to ac-
tually performing the different types of follow-up studies
inc luded.

Of course, it is understood that the collection of the various
types of student follow-up information is an endless task. The
possibilities for the expansion and/or alteration of SIS are
tremendous. SIS will not provide all of the student follow-up
information to satisfy everyone, However, SIS is a fairly com-
prehensive "beginning' from which fucure local and/or State
follow-up systems can benefit.

Because of the above, SIS is continually searching for ways to
improve. New ideas, notation of problem areas, suggestions for
l' additions and/or improvement, etc. are welcomed from the users
of SIS.
3
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PREFACE

The purpose of this "Procedures Manual'' is to further ex-
plain the operation of SIS to the degree of detail which will
give college persomnnel the ability to make decisions regard-
ing its interface capability with their college's normal oper-
ating procedures. As can be seen in the Contents section of
this Manual, SIS's seven subsystems are turther destailed in
terms of implementation and data collection procedw.es, data
preparation and processing, reporting, system evalaation guide-
lines, and other procedures which SIS suggests for the success-
ful operation of a follow-up system.

1t should be nmoted that SIS does not feel that the sug-
gested procedures can be utilized in gll institutional en-
vironments. Changes in procedures to make the follow-up system
more effective locally are encouraged,
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TEX-SIS Subsystem I
Procedures Manual (PM)

SUBSYSTEM I
STUDENT'S EDUCATIONAL INTENT

Pqpulatlan May include new “re- éntry and returnlng
_students enrolled in one or more ccllege crgd;t courses.

Suggested Insﬁrumemtatlon'i
SEI) Student Educatlcnal Intent (PFQ1-1-J) Salmon

Tvpe of Data Collected

The SEI questiomnaire is a relatively short card form which
collects the below types of student information:

1. Current employment status

2. '"Work experience' in major field of study
3. Primary educational goal

4. Education required to fulfill objective
5. Expected time of goal completion

6. Plans for enrollment in future

7. Definitiveness of educational goal

8. Major field of study

The primary purpose of the SEI card is to develop the type
of student data which will reflect student goals and student's
decisions regarding pursuance of formal programs or individual
courses. Of course, the SEI card also collects the employment
status of students (which could have implications for student
service programs and course scheduling) and future enrollment
plans (which could have implications for making enrollment
predictions).

The SEI card can be utilized to collect data for completion
of the TEA occupational/technical enrollment forms if a college
so desires., In order to do this, the college must interface
- SEI data with other student data (sex, ethnic group, course
type code, target population, etc.) required for the TEA enroll-
ment forms.

I-1
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Data Collection Procedures

The SEI card (being of small size) can be interfaced with
many institutions' registration system, although some concerns
have been expressed regarding the desirability of requesting
student ''goals" during a registration process. Most institu-
tions who tested the card did not experience a large amount of
difficulty interfacing with the registration process although
some who have 'pre-advisement' sessions felt that the reliabil-
ity of the information could be increased by providing the stu-
dent with an environment which was couducive to goal selection.
Some institutions chose to implement the card "in-class" which
proved fairly successful. Sirce the SEI card is to be used
primarily for new, re-entry, and returning students, there is
probably no need to conduct a mail survey to collect the data.

If an institution wanted to utilize the SEI card for TEA
enrollment reporting, the cards which indicated a student with
an occupational/technical major and intent (improvement of
existing job skills and/or preparation for job to be obtained)
would have to be processed according to sex and ethnic cate-
gories in addition to course type, target population, level,

— and major code categories. Of course, the cards would also
‘!D have to be unduplicated from one semester to the next in order
' to provide the "unduplicated headcount" figures requested by
TEA.

For a more detailed discussion of educational goals as they
relate to follow-up studies, Western Texas College's Educational
Goals and Student Flow subcontractor report should be consulted.
The collection of SEI data, although no mail-out survey is re-
quired, is one of SIS's more expensive subsystems because of
the number of data cards which must be proofed and processed.
For cost information relating to surveys in this subsystem,
Navarro College's Follow-up Costs report should be consulted.

I-2
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Preparing the Data for Processing

Since some student educational jintent studies have tenden-
cies toward being fairly high volume studies, provisions have
been made by SIS to process the data in this subsystem by either
manual or computer techniques. Regardless of the method of pro-
cessing, careful consideration of the data to be introduced for
processing must be given. As one could readily imagine, there
are a large number of problem areas inherent in the process of
a student completing a questionnaire in a manner which will as-
sure valid processing of the data. Each questionmnaire should be
"proofed" prior to processing in an attempt to provide data which
is as "clean'" as possible. Problems such as multiple responses
to questions (i.e., yes/no type questions), questions not answered,
obscure marks, incomplete questionnaires, etc.,, will normally be
encountered. Also, ''comments' and "other' statements written by
students must be extracted, since computer programs do not nor-
mally process 'marrative' type data.

The "coding' of the SEI questionnaire primarily concerns
the completion of the appropriate boxes in the lower portion of
the questionnaire. The student's major field code (if applicable)
can be entered in the 4 code blocks. By combining the appropri-
ate code numbers with the exact nomenclature of your program areas,
the data will appear in a much more usable format. The major
field code table utilized may be your own individual college's
code listing or codes provided by the Texas Education Agency and/
or Coordinating Board. However, for State enrollment reporting
purposes, the list of major field codes provided by the TEA
should be utilized. Regardless of what is used, a complete list-
ing of the major field code table and exact nomenclature of your
program areas should be provided to the individual who is respon-
sible for processing the data.

The Group Code may be utilized if a college wishes its data
to be processed according to any of the following categories
(O/T for occupational/technical majors, .UT for university trans-
fer majors, OTH for other majors such as undecideds, and A/CE
for adult and continuing education students). The A/CE desig-
nation is for form standardization reasons primarily, since it
may not be feasible to implement this type of questionnaire on
adult and continuing education students. This A/CE block, there-
fore, is not expected to be utilized to any great extent in this
subsystem, :

11
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The Specxal Code designation may be utilized in the manner
of a college's choosing, Many colleges use this code to dis-
tinguish between different campuses, extension centers, special
student groupings, ete. The code in this box (which cannot
exceed ome digit) can be alphanumeric (letters or numbers).

If this code is used, the person responsible for processing the
data should be provided with irformation regarding the codes
utilized and thelr meaning.

If the data is to be processed by other student characteris-
tics (sex, ethnic group, age, stc.), the student's sociai swcur-
ity number can be used to access other data from the college's
student master files. Once the SEI data is interfaced with other
student data, the information may be processed accordingly. How-
ever, before the decision is made to perform this interface, the
person responsible for processing the data should be coﬂSulted



Processing the Data

The processing of the SEI cards by computer is discussed
in the accompanying DPM (Data Processing Manual). Of course,
it may be appropriate (and perhaps desirable if the number of
survey questionnaires is small) to process the data manually.
This consists of tabulating the number of responses to particu-
lar questions on a sheet designed in a manmer similar to the
one included at the end of this subsystem section. Appropriate
space has been provided for 'totaling' responses and computing
percentage. Also, the appropriate information at the top of
each tabulation sheet should be completed. The manual process-
ing of data is norxmally not a large task, especially if the
number of questiomnaires is small and the tabulation effort
can be accomplished as the questionnaires are received or at
periodic intervals throughout the study perxriod.

If the data is to be processed by individual categories
(program areas, campuses, student groups, etc.) the appropriate
information should be entered at the top of each tabulation
sheet and recorded accordingly. There must normally be an in-
dividual tabulation sheet for each category, although different
symbols, different colors of pencils, etc. have been used with
some success,

1-5
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Report Format _and Reporting

Although SIS's report formats are functional, they are
standardized to a great extent and, therefore, will appear
"dry" to some individuals. The report format and method of
reporting information is one of the most important segments
of conducting student surveys, Many significant studies have
been rendered useless (or made little impact) because the
survey results were not presented in an easily understandable
format. Of course, if the data is not utilized to any great
extent, there was no reason for conducting the study initially.

The use of graphs and charts to display the data cannot
be overemphasized. SIS suggests that the student information
of most significance to a local college be extracted from the
report data and given special emphasis through charts, graphs,
and other means. Considerable success has been experienced
when a survey (using the same or similar questionnaire) has
been repeated over a number of semesters or years. Utilizing
this comparative data, an individual can graphically demon-
Strate trends or develop conclusions which may produce infor-
mation for predicting future data outcomes. Presentations to
college personnel and meetings to discuss the results of the
survey can also be used advantageously. In this manner, ver-
bal input can be received for any possible revisions or al-
terations which snould be made before the survey is conducted
again.

It is especially important to compute and report percent-
ages of individual response items in relation to the number of
overall responses to a question. This is normally not a dif-
ficult task with a calculator (although time-consuming) but is
considered "worth the effort" because of its ability to com-
municate to a large number of people.

14



Evaluation of the Survey

SIS suggests that survey process evaluation be included
as an integral part of the operation of a follow-up system.
By receiving input from the potential users of the data, one
can make appropriate changes and/or alterations to such items
'as questionnaire design, formatting of the report, the proced-
ures utilized in conducting the study, the need to clarify,
‘add, or delete certain types of information, and other points
of concern. One can also check whether the data is actually
being used in a beneficial manner and, if so, the method of
usage.

On the following pages can be found a suggested design
for securing an evaluation of the SEI data. This evaluation
form can be sent (along with the survey report) to the poten-
tial user of the data with a request that it be completed and
returned to the individual who will compile the results of the
study evaluation. After the forms have been returned, the
results should be documented and utilized for conducting fu-

. ture studies of a similar nature.

1-7



TEX-SIS FOLLOW-UP
Student Follow-up Management Information System

;EVALHATION OF bTUDENT S EDUCAIIONAL INTENT SURVEY .
Name ) - o - -

Position__ e )
College/Agency_ o I ,
Date____ e

Instructions: After completing the above information, please
respond to this questionnaire according to your own evaluatlaﬂ
Df the study and resultlﬂg daﬁa :

1. Please rank the foll@wing types Qf survey 1ﬂformatlan
according to their relative usefulness to you in your
present position. Place the appropriate rank (lst, 2nd,
3rd, etc.) with 1 = most useful and 9 = least useful, in
the blocks provided. As you will note, the below types
of information are related to specific questions on the
survey instrument.

[::ijurrent employment status
[:i:]"Wcrk experience" in major field of study
E:::jPrimary educational goal

[ii:]Educatlan required to fulfill objective

[:::]Expected time of goal completion
E::j]Plans for enrollment in future
[:::]Deflnltlveness of educational goal
E::::Maj@r field of study

E::: Name of student ;

16
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2. What additional type(s) of information do you feel should
have been collected from the survey population?

3. In what way(s) might you be able to utilize this type of
data in your area of responsibility?

4. Do you have suggestions for improving the:
a. Manner in which the report was analyzed?
b. Procedures for collecting the data?

¢. Questionnaire (wording of questions, format, etc.)?

5. What is your overall rating of the survey in terms of its
usefulness in fulfilling your own individual needs for
information. Check the appropriate box according to the
below scale:

1 2 3 4 5 6 7
Very poor () (] (] 1) 3 (1O (O Very good

Please use the back of this page for any additional comments
you wish to make regarding the survey. Thank you for your time.
Please return this evaluation form as soon as possible.

1-9
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TEX-SIS Subsystem II
Procedures Manual (PM)

SUBSYSTEM 1L
WITHDRAWAL FOLLOW-UP

Population: May include thase students who formally
withdraw or 'walk-off" from one or more credit courses
"1n whlch thev‘;nltlall; enrolled. —

(CQS/W) Ccurse Withdrawal (F02-1-E) White
(COL/W) College Withdrawal (F02-2-E) Blue
_(WO) _ Walk-off (F02-3-D) Gray e

Type of Data Collected

The three withdrawal follow-up card forms are relatively
short questionnaires which collect the below types of student
information:

1. Program or course identification

2. Employment and/or college enrollment status

3. Reason(s) for withdrawal status

4. Need of counselor assistance

5. Previous use of college services

6. Program or course identification

7. Suggestions for improvement of courses and/or
services

8. General comments
9., PFuture enrollment status
10, Opinion of educational experience

The primary purpose of collecting student withdrawal in-
formation is to develop data relatiVE to "reason(s) for the
student's withdrawal status.” By collecting this type of in-
formation, a college may be able to realize certain program

II-1
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scheduling, and/or student services areas which can be emphas-
ized to combat what withdrawal rate may be evident. Of course,
the withdrawal cards also collect student employment status
information (which could have implications for counseling and
scheduling courses), relative need and/or use of college ser-
vice areas, opinion information and comments, and the student's
"re-enrollment' plans. Of course, this type of data is par-
ticularly interesting when compiled by individual course, de-
partment, division, and/or major field of study.

I11-2




Data Collection Procedures

The card forms (being of small size) can be interfaced
with many colleges' normal procedures a student must follow to
withdraw from college or individual courses, While the course
and college withdrawal forms can be implemented at the regis-
trar's and/or counseling office, the walk-off form requires a
mail-out. Most institutions previously implementing the course
and/or college withdrawal forms did not experience difficulty
in beginning the process of collecting the data. However, in
mary cases, the procedures were not sustained, thereby result-
ing in the collection of information from a Ealrly low per-
centage of student withdrawals. The sustainment of the pro-
cedure for collecting information from as many withdrawal
students as possible is important to the success of the survey.
Of course, the point of college withdrawal facilitates the op-
eration of an exit interview process if a college so desires.

Course Withdrawal - The course withdrawal questionnaire
(white) has been specifically designed to gather information
from students who withdraw from one or more courses during the
semes ter without totally wit:drawing from college. Although
the primary purpose of the survey is to gain knowledge rela-
tive to "reasons for course withdrawal," additional questions
concerning suggestions for better fulfilling educational needs
and counselor assistance needs are added.

Collection of information while the student is withdrawing
from individual courses is perhaps one of the easier surveys
to conduct by virtue of its relative inexpensiveness, avail-
ability of a central collection point, and non-mail survey
status althcugh the information gathered has the potential of
being ''sensitive' in nature. It seems that the most feasible
location for the survey is the registrar's office although
some institutions may differ in the administrative manner in
which the "course withdrawal" is processed. Although, in many
cases, the survey lengthens the amount of student time required
to withdraw from a course, relatively little resistance by
students or administrative staff personnel has been noted.
With the addition of the student's name, social security number,
and course withdrawal date, information gathered by the Course
Withdrawal card may be interfaced by the local institution
with race, sex, age, and other student information which may be
collected as required by the Coordinating Board's Uniform Re-
porting System in the CBM-001 Student Report.

I1-3
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College Withdrawal - The college withdrawal questionmaire
(blue) has been specifically designed to gather information
from students who withdraw from college. Although the primary
purpose of the survey is to gain knowledge relative to "reasons
for college withdrawal," additional questions concerning use of
college services, plans for future enrollment, emp loyment status,
and opinion of educational experience are added.

Collection of information while the student is withdrawing
from college is one of the easier surveys to conduct because
of its relative inexpensiveness, availability of a central col-
lection point, and non-mail survey status. Many institutions
who require the student who is withdrawing from college to be
processed through the counseling office have found this en-
vironment conducive to collection of valid information, al-
though many institutions center their college withdrawal pro-
cess in the registrar's office. Either collection point seems
to be satisfactory for the student's completion of the survey
form although the counseling office environment seems prefer-
able. With the addition of the student's name, social security
number, and college withdrawal date, information gathered by
the College Withdrawal card may be interfaced by the local in-
stitution with race, sex, age, and other student information
which may be collected as required by the Coordinating Board's
Uniform Reporting System in the CBM-001 Student Report.

Walk-off - The walk-off survey instrument has been specifi-
cally designed to gather status and opinion information from
students who stop attending class without completing the neces-
sary forms (if applicable) to be formally withdrawn from the
class. Procedures for identification of this "walk-off" student
vary from institution to institutiom, but usually depend upon
the appropriate notification and/or form completion by the in-
structor, Institutions presently having established procedures
for administratively withdrawing "walk-off" students may be able
to obtain appropriate names and addresses for this target popu-
lation during the withdrawal process.

The basic walk-off instrument (with the course entered on
the front of the form) has been specifically designed to be
mailed during the semester, immediately upon identification of
the student as a potential walk-off. Better response rates
will be obtained if the follow-up instrument is mailed as soon
as possible after a "walk-off" condition is suspected.

From a cost-effective standpoint, the higher rate of re-
turns is obtained with an initial first-class mail-out, a post-

1I-4
23




card reminder 6-8 working days later, and a final letter (with
another instrument) being sent out 8-~10 working days later.
Telephone interviews can be conducted to increase return rates.
A cover letter on college stationery and a postage-paid, pre-
addressed return envelope should always accompany the instru-
ment. To simplify logistics, names and addresses of students
requiring reminder letters could be collected throughout the
semester, with "reminder" mail-outs being sent out at speci-
fied intervals. This process eliminates the necessity of
scheduling "reminders" on a student-by-student basis.

The instrument has been structured to facilitate a '"stick-on"
mailing label which can be used as the actual postal address,
and will show through a regular window envelope. When combined
with a cover letter and return envelope, the instrument will
remain in place in a regular business envelope. Three mailing
labels will be required for some students who do not respond
after the initial mail-out and post-card reminder. A complete
list of population names and addresses for recording returns
will also be needed. Also, for proper identification purposes,
it is helpful to include a student identification number (such
as the social security number) on the questionnaire or mailing
label.

For a more complete discussion of the proper procedures
to follow when conducting a mail-out survey, Del Mar College's
Follow-up Methodology and San Antonio College's Graduate
Follow-up subcontractor reports should be consulted.

For cost information relating to surveys in this subsystem,
Navarro College's Follow-up Costs report should be consulted.

21
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LiE Laliiy Lilpll volume situdles, Provisions have been made by
SIS to process the data by either manual or computer techniques.
Regardless of the method of processing, careful consideration
of the data to be introduced for processing must be given. As
one could readily imagine, there are s large number of prob-
lem areas inherent in the process of a student completing a
questionnaire in a manner which will assure valid processing

of the data. Each questionnaire should be "proofed" prior ,
to processing in an attempt to provide data which is as "clean"
as possible. Problems such as multiple responses to questions
which should not have multiple responses (i.e. yes/no type
questions), questions not answered, obscure marks, incomplete
questionnaires, etc. will normally be encountered. Also,
"comments" and "other" statements written by students must be
extracted, since computer programs do not normally process
"narrative" type data.

Course Withdrawal - The primary problem with preparing the
course withdrawal instrument for processing is the proper des-
ignation of the course being "dropped." For this reason, care-
ful attention should be given to the manner in which the course
is designated. If the student's course designation differs
from the manner in which the college designates a course (i.e.
CHEM vs CHM, with both indicating a Chemistry course) the 7
proper identification should be entered to the right of student's
course designation in the space titled "For College Use Only."
Also, the data may be processed by Group Code if the appropriate
block (O/T for occupational/technical courses, UT for univer-
sity transfer courses, OTH for other type courses, and A/CE
for adult and continuing education courses) is completed. The
A/CE designation is for form standardization reasons primarily,
since it may not be feasible to collect course withdrawal
information from adult and continuing education students. This
block, therefore, is not expected to be utilized to any great
extent in this subsystem.

The Special Code designation may be utilized in a manner
of a college's choosing. Many colleges use this code to dis-
tinguish between different campuses, extension centers, special
student groupings, etc. The code in this box (which cannot
exceed one digit) can be alphanumeric (letters or numbers). I1f
this code is used, the person responsible for processing the
data should be provided with information regarding the codes
and their meaning.

I1~-6
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Collepe Withdrawal - The college withdrawal survey, from
an implementation and processing standpoint, seems to be the
easier of the three questiomnaires in this subsystem to imple-
ment. The specification and coding of the major field of study
has posed some problems, but not to the extent that the study
was significantly affected, After an interpretation of the
itudent's major has been made, the appropriate major code
should be entered by the college at the bottom of the card in
the space titled For College Use Only. By combining the ap-
propriate code numbers with the exact nomenclature of the
college's program areas, the data will appear in a much more
usable format. The major field code table utilized may be
the college's own code listing or codes provided by the Texas
Education Agency and/or Coordimating Board. Regardless of
what is used, a complete listing of the major field code tabie
should be provided to the individual who is responsible for
processing the data. The Group Code designation and Special
Code designation may be utilized in the same manner as dis-
cussed in the course withdrawal section. However, in this
case, the Group Code designation will be referring to the
major field of study instead of an individual course,

Walk-off - Since the walk-off survey requires a mail-out,
a low amount of control is exercised over the completion of
the questionnaire. Low response rates, in comparison with
other types of surveys, can be expected which, of course, makes
the data less reliable. However, this is an important popula-
tion which may be significantly different from other popula-
tions surveyed by SIS. OF course, the course from which the
student has "walked-off" should be entered on the front of the
card prior to the mail-out., After the questionnaire is re-
turned, the appropriate information can be entered in the
space titled For College Use Only using the proper abbrevia-
tions and numbers for the department, course, and section
designation. The Group Code and Special Cede can be used in
the same manner as discussed in the course withdrawal section
of this subsysten,




Processing the Data

The processing of the withdrawal cards by computer is
discussed in the accompanying DPM (Data Processing Manual).
Of course, it may be appropriate (and perhaps desirable if the
number of survey questionnaires is small) to process the data
manually. This consists of tabulating the number of responses
to particular questions on a sheet designed in a manner similar
to the ones included at the end of this subsystem section. . Ap-
propriate space has been provided for "totaling'" responses and
computing percentages. Also, the appropriate information at
the top of each tabulation sheet should be completed. The
manual processing of data is normally not a large task, es-
pecially if the number of questionnaires is small and the
tabulation effort can be accomplished as the questionnaires
are received or at periodic intervals throughout the study
period.

If the data is to be processed by individual categories
(departments, courses, campuses, etc.), the appropriate in-
formation should be entered at the top of each tabulation sheet
and recorded accordingly. You must normally have an individual
tabulation sheet for each category, although different symbols,
different colors of pencils, etc. have been used with some
success.

27
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Report Format and Reporting

Although SIS's report formats are functional, they are
standardized to a great extent and, therefore, will appear
"dry" to some individuals. The report format and method of
reporting follow-up information is one of the most important
segments of conducting follow-up surveys. Many significant
follow-up studies have been rendered useless (or made little
impact) because the survey results were not presented in an
easily understandable format. Of course, if the data is not
utilized to any great extent, there was no reason for conduct-
ing the study initially.

The use of graphs and charts to display the data cannot
be overemphasized. SIS suggests that the follow-up information
of most significance to a local college be extracted from the
report data and given special emphasis through charts, graphs,
and other means. Considerable success has been experienced
when a survey (using the same or similar questionnaire) has
been repeated over a number of semesters or years. Utilizing
this comparative data, an individual can graphically demon-
strate trends or develop conclusions which may produce infor-
mation for predicting future data outcomes. Presentations to
college personnel and meetings to discuss the results of the
survey can also be used advantageously. In this manner, verbal
input can be received for any possible revisions or alterations
which should be made before the survey is conducted again. It
is especially important to compute and report percentages of
individual response items in relation tc the number of over-
all responses to a question. This is normally not a difficult
task with a calculator (although time-consuming) but is con-
sidered "worth the effort" because of its ability to communicate
to a large number of people.
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Evaluation of the Survey

SIS suggests that follow-up process evaluation be included
as an integral part of the operation of a follow-up system. By
receiving input from the potent’al users of the data, one can
make appropriate changes and/or alterations to such items as
questionnaire design, Structuring of the report, the procedures
utilized in conducting the study, the need to clarify, add, or
delete certain types of information, and other points of con-
cern. One can also check whether the data isg actually being
used in a beneficial manner and, if so, the method of usage.

On the following pages can be found suggested designs for
securing evaluations of the withdrawal data. This evaluation
form can be sent (along with the follow-up report) to the po-
tential user of the data with a4 request that it be completed
and returned to the individual who will compile the results of
the study evaluation, Aiter the forms have been returned, the
results should be documented and utilized for conducting future
studies of a similar nature.

20
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TEX-SIS FOLLOW-UP
Student Follow-up Management Information System

EVALUATION OF COURSE WITHDRAWAL SURVEY
Name R

Position_____
College/Agency
Date___

Instructions: After completing the above information, please
respond to this questionnaire according to your own eva’.uation
of the study and rESUltlﬂg data

1. Please rank the fcllcw1ﬂg types Df survey lnfafmatlan
ac:ordlng to their relative usefulness to you in your
present position. Place the appraprlate rank (lst, 2nd,
3rd, etc.) with 1 = most useful and 6 = least useful,

in the blocks provided. As you will note, the below types
of information are related to specific questions on the
survey instrument.

,:::]Date of course withdrawal

Course identification

,_”,lReascn(s) for dropping the course

[:::]Whether counselor assistance would be beneficial

;Suggest;ons for better serving educational needs

::::]Name of student
l”,,lw o

30
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2. What additional type(s) of information dc you feel should
have been collected from the survey population?

3. In what way(s) might you be able tc utilize this type of
data in your area of responsibility?

4. Do you have suggestions for improving the:
a. Manner in which the report was analyzed?

b. Procedures for collecting the data?

5. What is your overall rating of the survey in terms of its
usefulness in fulfilling your own individual needs for
information. Check the appropriate box according to the
below scale: 7

1 2 3 4 5 6 7
Very poor (] [ 3 (1 (CJ CJ (1 Very good

Please use the back of this page for any additional comments
you wish to make regarding the survey. Thank you for your time,
Please return this evaluation form as soon as possible.
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TEX-SIS FOLLOW-UP
Student Follow-up Management Information System

_EVALUATION OF COLLEGE WITHDRAWAL SURVEY _
Name___ _ — . e , _
Position ) e — ] o

College/Agency e e
Date ) _ I N .

instructions: After completing the above infrymation, please
raspond to this questionnaire according to your own evaluation
ot che study and resulting data.

.. Please rank the following types of survey information
according to their relative usefulness to you in your
present position. Place the appropriate rank (lst, 2nd,
3rd, etc.) with 1 = most useful and 8 = least useful,

in the blocks provided. A4s you will note, the below types
of information are related to specific questions on the
survey instrument.

[jj:]Date of college withdrawal
E::i]MajDr field of study
[:;:]Reascn(a) for college withdrawal
[:;:}Plans for enrollment in future
E:::]Gurrent employment status
E:::]Use of what college services
[:jijapinicn of educational experience
[:::]Name of student
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2. What additional type(s) of information do you feel should
have been collectred firom the survey p-pulation?

3. In what way(s) might you be able to utilize this type of
data in your area of responsibiiity?

4. Do you have suggestions for improving the:
a. Manner in which the report was analyzed?
b. Procedures for collecting the data?

5. What is your overall rating of the survey in terms of its
usefulness in fulfilling your own individual needs for
information. Check the appropriate box according to the
below scale:

1 2 3 4 5 6 7
Very poor [ ) [ T [CJ ] CJ [J Very good

Please use the back of this page for any additional comments

you wish to make regarding the survey. Thank you for your time.

Please return this evaluation form as soon as possible.

11-14
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TEX-SIS FOLLOW-UP
Student Follow-up Management Information System

EVALUATiDN OF WALK-OFF SURVEY o
Name T -
Position ] -
College/Agency
Daﬁe - - o e

Instructions: After completing the above information, please
respond to this questionnaire according to your own evaluation
of the study and fesultlﬁg data

1; Please rank the fcllanng typea Gf survey Lnfarmatlcn
according to their relative usefulness to you in your
present position. Place the appropriate rank (lst, 2nd,
3rd, etec.) with 1 = most useful and 8 = least useful,

in the blocks provided. As you will note, the below types
of information are related to specific questions on the
survey instrument.

Course identification
l:,Elans for returning to class
Reasaﬁ(s) for walk-off status

SPEESEI‘IE college enrollment status

USE of what college services
Plans for enrollment in future
:]Current employment status

[:Dpinion of educational experience

I1-15




2. What additional type(s) of information do you feel should
have been collected from the survey population?

3. In what way(s) might you be able to utilize this type of
data in your area of responsibility?

4. Do you have suggestions for improving the:
a. Manner in which the report was analyzed?
b. Procedures for collecting the data?

c. Questionnaire (wording of questions, format, etc.)?

5. What is your overall rating of the survey in terms of its
usefulness in fulfilling your own individual needs for
information. Check the appropriate box according to the
below scale:

1 2 3 4 5 6 7
Very poor ([ (] (CJ COJ 3 CJ CJ Very good

Please use the back of this page for any additional comments
you wish to make regarding the survey. Thank you for your time.
Please return this evaluation form as soon as possible,

II-16
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NONRETURNING STUDENT FOLLOW-UP
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TEX-SIS Subsystem III
Procedures Manual (PM)
SUBSYSTEM III
NONRETURNING STUDENT FOLLOW-UP

Population: May include students with both university
transfer/academic and occupational/technical intentions
who, having completed a previous enrollment period, do
not return for a subsequent enrollment period. _

Suggested Instrumentation:

(NRS) Nonreturning Student (F03-1-E) Pink

(OCC/TECH) Occupational/Technical Nonreturning Student
_(F03-2-C) Blue e _ ) -

Type of Data Collected

The above two questionnaires collect the below types of
student icllow-up information:

1. Attendance objective(s)

2. Individual course(s) or formal program pursuance
3. Major field of study

4. Sex and ethnic data

5. College enrollment status

6. Employment status

7. Relation of employment to course(s) completed

8. Prior employment in area related to course(s)
comp leted

e

Opinicn of course(s) completed

10. Opinion of student service(s) areas
11. Name of transfer college and status
12, Transfer problem areas

13. Usefulness of training to job performance
I11-1
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14. Reason(s) for relationship of employment to course(s)
completed

15. Relation of course(s) completed to career plans

16, Suggestions for improvement of course(s) and/or
service(s)

17. General comments

18. Degree of completion of educational objective
19. Reason(s) for nonreturning status

20. Hist@rj of college credit courses completed
21, Future enrollment and/or course interests

22, Opinion of educational experience

23. Course type, target population, and level code

The primary purpose of collecting nonreturning student
data is to provide information from a cross-section of the
college's population. The nonreturning student is perhaps the
most heterogeneous population dealt with by SIS. Because of
this, the college may expect to identify certain groupings of
students such as nongraduate 'completers,' drop-outs, indi-
viduals who have found employment related to the courses com-
pleted at the college without graduating, individuals who
transferred to another college, stop-outs, and other groupings
which may be beneficial to future planning. Of course, much of
the information is related to the student's opinion of whether
the college fulfilled his or her own individual needs.

The two questionnaires can also be utilized to follow-up
the below two populations of students which the Department of
Health, Education, and Welfare define as '"'completors'':

1. '"Students who completed the vocational program
‘requirements and left school without graduating."

2. "Students who terminated their training in a

program prior to normal completion time but who
have gained marketable skills and have been em-
ployed full time in tne field for which they
have been trained."

III-2
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The specific sections which treat the above populations for
State reporting p.rposes are selected portions of the informa-
tion contained in the section titled For College Use Only on
both questionnaires, questions A-9 and B-1 on the NRS question-
naire (pink) and questions A-5 and B-1 on the OCC/TECH question-
naire (blue). Of course, as stated previously, the OCC/TECH
questionnaire is designed for occupational/technical students
while the NRS questionnaire is designed for both occupational/
technical and university transfer/academic populations. As can
be noted, the questionnaires collect both data for local util-
ization and State reporting purposes.
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Data Collection Procedures

The two questionnaires are designed to facilitate a mail-
out survey after the college has identified the appropriate
population it wishes to survey. Although several different
Populations are possible, there are two which normally receive
most of the concern. One population consists of those students
who exhibit the HEW characteristics stated previously. This
data is normally requested by the State agency as an undupli-
cated population who were enrolled during a specified federal
fiscal year and do not return for enroliment the following
federal fiscal year. The second population consists of those
students who enroll for a specified semester and do not return
for the following semester. As can be seen, this provides the
potential for feedback from a cross-section of students in a
fairly expedient manner.

For a complete discussion of the proper methods to use in
conducting a mail-out survey, Del Mar College's Follow-up Method-
ology and San Antonio College's Graduate Follow-up subcontractor
reports should be consulted. From a cost-effective standpoint,
the higher rate of returns is normally obtained with an initial
first-class mailout, a post-card reminder 6-8 working days later,
and a final letter (with another instrument) being sent out 8-10
working days later. Telephone interviews can be conducted to
increase return rates. A cover letter on college stationery and
4 postage-paid, pre-addressed return envelope should always ac-
company the instrument. Also, because of the potentially large
population size, a college may desire to use "sampling" pro-
cedures, thereby reducing the size of the mail-outs. For a disg-
cussion of guidelines to follow in utilizing representative
sampling in surveys, College of the Mainland's Representative
Samplin

ampling subcontractor report should be consulted. Also included
in this report are techniques for measuring non-response bias,
However, representative sampling techniques cannot normally be
used when completing the TEA follow-up report form.

The two nonreturning student questionnaires have been de-
signed to facilitate a "stick-on" mailing label which can be
used as the actual postal address and will show through the win-
dow of a regular window envelope. The mailing label on the in-
strument can also be used for monitoring returns and deletes the
requirement for the student to enter the information. Three
mailing labels will be required for some students who do not
respond after the initial mail-out and postcard reminder. A
complete list of population names and addresses will be helpful

III-4
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in monitoring returns. Also, for proper identification purpeses,
it is helpful to include a student identification number (such
as the social security number) on the questionnaire or mailing
label. When felding the questiommaire, be sure that it is folded
in & manner which will allow it to be returned easily in the
smaller postage-paid, return envelope. For eost information
relating ¢o eonducting mail-out surveys, Navarro College's
Follow-up Costs report should be consulted.
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Preparing the Data for Processing

Since some nonreturning student studies have tendencies
toward being fairly high volume studies, provisions have been
made by SIS to process the data by either manual or computer
techniques. Regardless of the method of processing, careful
consideration of the data to be introduced for processing must
be given. As one could readily imagine, there are a large num-
ber of problem areas inherent in the process of a student com-
pleting a questionnaire in a manner which will assure valid
processing of the data. Each questionnaire should be "proofed"
plef to processing in an attempt to provide data which is as

"clean" as possible. Problems such as multiple responses to
questions (i.e. yes/no type questions), questions not answered,
obscure wmarks, incomplete questionnaires, etc. will normally
be encountered. Also, '"comments' and "other" statements writ-
ten by students must be extracted, since computer programs do
not normally process 'narrative" type data.

The "coding" of the questionnaires primarily concerns the
completion of the appropriate boxes in the upper right-hand
corner of the front of the questionnaires. After the student
responds to the ''major' blank, the appropriate major field code
should be entered in the 4 code blocks. By combining the ap-
propriate code numbers with the exact nomenclature of the col-
lege's program areas, the data will appear in a much more usable
format. e major field code table utilized may be the college's
own code listing or codes provided by the Texas Education Agency
and/or Coordinating Board. However, for State reporting pur-
poses, the list of major field codes provided by the TEA should
be utilized. Regardless of what is used, a complete listing of
the major field code table and exact nomenclature of your pro-
gram areas should be provided to the individual who is respon-
sible for processing the data.

As can be noted by reviewing the TEA follow-up report form,
the three types of coding (Course Type, Target Population and
Level Code) appear in the same format on the questionnaires as
specified on the State report form. Some abbreviation is used,
but the categories are essentially the same, as noted on the
following page.
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Course Type Code
Coop
Non-Coop
Preparatory
Target Population Code
REG (Regular)
DAVT (Disadvantaged)
HNCP (Handicapped)
Level Code
Postsecondary
Adult

The TEA has previously provided definitions of the above
terms although some problems still exist with the terms and
their utilization.

enrcllment 1f a cnllege so d331res Thls ‘can coincide w1th

the last month and year of the last semester attended if a
college wishes to enter this information on the study's data
record. The Mo (month) designation should be entered as appro-
priate (01-12) with the Yr (year) designation entered as 76,

77, etc.

' _ e blocks are primarily provided for
use when canductlng graduate surveys although this code may
be used if a college wishes to combine certain degree program
information (Associate in Arts, Associate in Applied Science,
Certificate, etc.) with major field code information. This
completion code is not normally used with nonreturning stu-
dent surveys. However, if the college wishes to use this
code, the subsystem titled Graduate Follow-up can be consulted.

The Group Code may be utilized if a college wishes its
data to be processed according to any of the following cate-
gories (O/T for occupational/technical majors, UT for uni-
versity transfer majors, OTH for other majors such as unde-
cideds, and A/CE for adult and continuing educati-- students).
The A/CE designation is for form standardization reasons pri-
marily, since it may not be feasible to implement this type of
questionnaire on adult and continuing education students.

This block, therefore, is not expected to be utilized to any
great extent in this subsystem.

The Special Code designation may be utilized in the manner
of a college's choosing. Many colleges use this code to dis-
tinguish between different campuses, extension centers, special
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student groupings, etc. The code in this box (which cannot
exceed one digit) can be alphanumeric (letters or numbers).
If this code is used, the person responsible for processing
the data should be provided with information regarding the
codes and their meaning., Other coding possibilities involve
- the use of 6-digit FICE numbers to enter the appropriate code
of the college to which the student has transferred (see
question C-1 on the pink NRS questionnaire).

III-8
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Processing the Data

The processing of the nounreturning student questionnaires
by computer is discussed in the accompanying DFM (Data Process-
ing Manual). Of course, it may be appropriate (and perhaps
desirable if the number of survey questionnaires is small) to
process the data manually. This consists of tabulating the
number of responses to particular questions on sheets designed
in a manner similar to the ones included at the end of this
subsystem section. Appropriate space has been provided for
"totaling" responses and computing percentages. Also, the ap-
propriate information at the top of each tabulation sheet
should be completed. The manual processing of data is nor-
mally not a large task, especially if the number of question-
naires is small and the tabulation effort can be accomplished
as the questionnaires are received or at periodic intervals
throughout the study period.

If the data is to be processed by individual categories
(program area ethnic group, sex, etc.) the appropriate infor-
mation should be entered at the top of each tabulation sheet
and recorded accordingly. You must normally have an individual
tabulation sheet for each category, although different symbols,
different colors of pencils, etc. have been used with some
success.

48
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Report Format and Reporting

Although SIS's report formats are functional, they are
standardized to a great extent and, therefore, will appear
"dry" to some individuals. The report format and method of
reporting follow-up information is one of the most important
segments of conducting follow-up surveys. Many significant
follow-up studies have been rendered useless (or made little
impact) because the survey results were not presented in an
easily understandable format. Of course, if the data is not
utilized to any great extent, there was no reason for conduct-
ing the study initially.

The use of graphs and charts to display the data cannot
be overemphasized. SIS suggests that the follow-up information
of most significance to a local college be extracted from the
report data and given special emphasis through charts, graphs,
and other means. Considerable success has been experienced
when a survey (using the same or similar questionnaire) has
been repeated over a number of semesters or years. Utilizing
this comparative data, an individual can graphically demon-
strate trends or develop conclusions which may produce infor-
mation for predicting future data outcomes. Presentations to
college persomnel and meetings to discuss the results of the
survey can also be used advantageously. In this manner, verbal
input can be received for any possible revisions or alterations
which should be made before the survey is conducted again. It
is especially important to compute and report percentages of
individual response items in relation to the number of overall
responses to a question. This is normally not a difficult task
with a calculator (although time-consuming) but is considered
"worth the effort" because of its ability to communicate to a
large number of people.

I1I-10
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SIS suggests that follow-up process evaluation be included
as an integral part of the operation of a follow-up system. By
receiving input from the potential users of the data, one can
make appropriate changes and/or alterations to such items as
questionnaire design, formatting of the report, the procedures
utilized in conducting the study, the need to clarify, add, or
delete certain types of information, and other points of con-
cern. One can also check whether the data is actually being
used in a beneficial manner and, if so, the method of usage.

On the following pages can be found suggested designs for
securing evaluations of the nonreturning student surveys. This
evaluation form can be sent (along with the follow-up report)
to the potential user of the data with a request that it be
completed and returned to the individual who will compile the
results of the study evaluation. After the forms have been re-
turned, the results should be documented and utilized for
conducting future studies of a similar nature.

I1II-11
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TEX-SIS FOLLOW-UP \
Student Follow-up Management Information System

EVALUATION OF NONRETURNING STUDENT SURVEY _
Name , - e _
Position____ o " ' ’ i
College/Agency - ) _ _

Date . _ — — .

Instructions: After completing the above information, please
respond to this questionnaire according to your own evaluation
of the study and resulting data.

-— R R OB e G T e u A s e SR me mm O o

1. Please rank the following types of survey information accord-
ing to their relative usefulness to you in your present posi-
tion. Place the appropriate rank (1st, 2nd, 3rd, etc.) with
1 = most useful and 22 = least useful, in the blocks provided,
As you will note, the below types of information are related
to specific questions on the survey instrument,

Ethnic data C Relation of employment to
courses completed

.l Sex data —

r :Usefulﬁess of courses to

— J Primary educational goal job performance

o }Degree of goal completion :Priér employment information

— ]Dr@p-gut/stcp—saut status :] Name of transfer college

— 7 and status
REEEGI‘I(S) for nonreturn- :
ing status : Transfer problem areas

,:Gpinicm of educational . ] Transfer credit hours
experience accepted

l ’ Opinion of courses com- Q : History of college credit
pleted hours completed

:]Dpinién of student (: Relation of courses to
services utilized career plans

J Present employment status lz Future course interests
Present college enrollment Dsuggesticn.?/caments

status faj

:Other status information

I1I-12
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2. What additional type(s) of information do you feel should
have been collected from the survey population?

3. 1In what way(s) might you be able to utilize this type of
data in your area of responsibility?

4. Do you have suggestions for improving the:
a. Manner in which the report was analyzed?

b. Procedures for collecting the data?

c. Questionnaire (wording of questions, format, etc.)?

5. What is your overall rating of the survey in terms of its
usefulness in fulfilling your own individual needs for
information, Check the appropriate box according to the
below scale:

1 2 3 4 5 6 7

Very poor [} )OO (3 [ [ Very good

Please use the back of this page for any additional comments
you wish to make regarding the survey. Thank you for your time.
Please return this evaluation form as soon as possible,

I1I-13
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TEX-SIS FOLLOW-UP
Student Follow-up Management Infcrmation System

“FVALUATION OF OCCUPATIONAL/TECHNICAL NRS SURVEY

Name i o a , - ,
Position e e
Ccllege/Aggncy e . . -
Date_________ -

Instructions: After completing the above information, please
respond to this questionnaire according to your own evaluation
Qf the study and resulting data.

1. Please ranK the fellaw1ng types of survey 1nfcrmat1cn acccrds
ing to their relative-usefulness to you in your present posi-
tion. Place the appropr;ate rank (lst, 2nd, 3rd, etc.) with
1 = most useful and 16 = least useful, in che blocks provided.
As you will note, the belcw types of information are related

to specific questions on the survey instrument.

E:::]Ethﬂig.data

Sex data

Primary educgticnal goal

:::]Degree of goal completion

L,i ]Erapﬁcut/stap—cut status
p—

Reason(s) for nonreturn-
ing status

JPresent employment status

[f%:]Present college enrollment
status

E:::]Dther status information

JRelation of employment to
courses completed

E::i]Usefulness of courses to
job performance

L;, | Prior employment information

Hist;crry of college credit
hours completed

E,f;.Relatiaﬁ of courses to
career plans

- Future course interests

ISuggestians/camments
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2. What additional type(s) of information do you feel should
have been collected from the survey population?

3. In what way(s) might you be able to utilize this type of
data in your area of responsibility?

4. Do you have suggestions for improving the:
a. Manner in which the report was analyzed?
b. Procedures €or collecting the data?

¢. Questionnaire (wording of questions, format, etc.)?

usefulness in fulfilling your own individual needs for
information. Check the appropriate box according to the
below scale:

1 2 3 4 5 6 7
Very poor [ ] [(J (CJ [CJ CJ 3 O Very good

Please use the back of this page for any additional comments
you wish to make regarding the survey. Thank you for your time.
Please return this evaluation form as soon as possible,
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STUDY: SIS TABULATION SHEET | Page

DATE: - Nonreturning Student |[Of ____
POPULATION : | | B Section A - Part 1

% - Rating|

Totals
Totals

EVERYONE SHOULD ANSWER
THIS SECTION.

What was your P Y :::bj ective In attending
i our two-year college?

'341 _JImprovement of gxi,at:ing Tob akills”
35-1 Preparation for "job to be obtained”
36-1 JUniversity £ Emsfez: _credit

37-1 Personal incerest
38 ___JOcher (degeribe)

] Tc: what extent
pleted?

) leted - i, - - s
] - o - L artially :_Splefed ,, _ I —— N
T i JNet completed T 1

3 Do you plan to pursue this abjec;ive furthes‘?

= T IVes; where? [ A1 JAt our college

— . . 404 4291 _JAt snother college ]
1 __No ] A3-1L__JOther (describe) _ -

How much education ia '(ar was) requiredfu o
accomplish your educational objective at our
coilege?

\ﬂh«

NS B | 4T JSelected course(s)
1 -~ - . 453 __JCertificate program
~ 4=l ITwo-vear associace degree praggsm

I N " #4(_Jother (describe) 'f S A I —

 [What vas yaur priﬂcipal Teason fn:: NDT Te-
5 enrolling at our college this semester?

A — _ Tama Completed needed courses

j ] A9 )Transportacion problems _

- _ ) . - 50, Transferred £o another college

i e~ s1-1Il__JFound Job in occupation related to
L_J

_ __course(s) completed at_this college ]
i ___52-I._ _JConflicting job hours ] " — —
) e ] 1 534 Financial reasons - - — -

_ ) _ ] 54 Change of reaideﬁ:e -
. _ _ 351___IGrade problema L
I | 5 _Inissatisfied with Instruction ]
_ . ] _57-W__JDissatisfied with content of courses
— _ si-)[_JPersonal/family illness or injury

_ _ ] 591l JOther perscnal/ family reasons ] T "
,7 1 _so-i[__JOther (ﬂescfi’he) ] - T — 1

Iﬂhizh statement best desgrihes ynur feeling about

your educacional exper;ence at our ﬁdilegé?

—TVery slfisfied T . T T
JSacisfied } _ ) ]
____|Neutra
EE,Disappaim;ed

Very disappointed

i i\ia

o ]

Aruitoxt provided by Eic:
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STUDY: SIS TABULATIGN SHEET Page
DATE: o o Nonreturning Student |Oof _____
e — - . e - - i - )
POPULATION : Section A Part 2
wd e
HH S . _ i 4
1 7 1{ you have completed courses in I’ HAJGBLFIELI) nl| o
g I }| & |OF STUDY please rate them ac:afﬂing to how well - |
a | thev fulfilled vour Individual needs. Students _S .
' 'E’ with "undet;ided/’undeclsred" majors should skip to o
2l = next question. Very Very H| e
) L Good ___Good Neutral Poor ) Foor A
3.Qualicy of instructien
b.Grading/Testing
c.Instructor interest
d . Content of course(s)
e.Instructional media
f.Class size
- 1f Z u have used any of the belaw r;aLnge services, i - - o S )
pleESE Tate them dccording to how well they ful-
filled your individual needs. Very Very
- B ) _ Good . an;l B Neutral ~ Poor ) _Foor _
a.financial aids
b.Counseling
c.Job placenent services
d.Course advisement
e.Tutoring services
E.Veterans services
g:Learning lab/packages
h.5tudent sctivities
i_Lihrsry services
Hhich one cnf the belcw best describes yngr preseﬁt
status?
. ﬂi;lg_azmglby'éh full tine - - R
B 35-1l__JEmployed, part time B - T - T T ]
_ 3-H___JUnemployed, seekiﬂg@plum&nt N o T S -
— Militaxy, full time active duty - - — — ,7
111 3% JContinuing educationm &t higher level — I T — T T 1
1 39 Unavalliasble for emplﬂynient (degcribe) —_— e I N




STTJDY SIS TABULATION SHEET | Page
DATE-, . Nonreturning Student | of
11 O - ) ] o ) Section B
| POPULATION : -
a0 - - ) ) B ) } &0
= =]
L iri‘
+ o
EE @ ni 9
1= B - | g
o 5]
U G
| @ ke ]
FE] B - 7 o ] e
IF YOU HAVE BEEN EMPLOYED
SINCE ¥{U LEFT OUR COL-
LEGE, FLEASE ANSWER THIS
SECTION, ,
i ARE CURRENTLY EE@LGYEB isg yaut
pf&ﬁéﬂt ae::upaziﬁrﬂ related to the courses
you have completed at our college?
I T 1T JYes, directly related N
» L _ s0-12] _TVes, closely related - _ I
- o - ~ N -
B.1F NO, have you been employed in an occupa-
tion related to the r;nurses you completed
at our college silnce you ;eft our callege?
1 1T I_JVes, directly related | - 3
T j B e iiﬂiL;IYEE, closely ralaced A e
R B B ~ J3l_JRe 1F NO, Go to Section Tl o e S
} - ) Flease check below if the course(s) you took
at our college helped you in your oecupation-
N al area in aay of the following ways.
T fﬁ o ~ 43-1__JHelped En Dbtain job —,—;,77,777: I . 77 . R . .
— 43-1__JHelped performance on presen 2
j _ 1 s _JHelped advance on present 1uh ] ] e
1T - B T35 _JNone of the abave e .
1 - — ~ 4¢-i[__jOther describe) . _ g
THow would you rate Ehé l:fsining ynu recelved
B at our college In relatiom to its usefulness
—  to you in performing your job?
I — — 1IL__JVery Vgﬂl;ij o i ll . — ~ ~ ~
j i T 47-{3___ eugral . _ . o e _ —
] . — ~J4L_JPoor I A 1
1T o ~[&8l___JVery poox 0000 A . — . I
) ) ) 4 Would you recommend the t:aurse(s} t;aken at
W |our college to others employed in positions
—  similar to yoursl”
D I S £ Y A R
T - — | @3 JUndecided I P R
- . o T 8l __J¥es - ] - e - 11
- ) Were you Etﬁpléyed in ym.u: ugcupacicmal area
PRIOR to enrolling in the course(s) completed
~ at our college?
1 _ IR ™ L | R I
I _ 1 12l__IYes R ] . e 1
67
Q

LN 1mw%_____

A ruiToxt provided by eric (SRR -



STUDY: SIS TABULATION SHEET |Page
DATE : B Nonreturning Student of
) - Section C
PDPUI.ATIOH 7 ) S e
a0 ) &
E ]
-3 el
/] s
8 2 | el
o al,
18 IF YOU HAVE ENROLLED IN ANOTHER o| .
2| @A COLLEGE SINCE YOUR ENROLLMENT AT Mg
o1 OUR COLLEGE, PLEASE ANSWER THIS
E 5 ] SECTION. , § .
- Whnat is the name of your curcent (of most
E recently attended) college?
- - “T & |Did you have problems Eransferriﬂg to the | . ~
2 college indicated above?
[ o ~ '_J¥es; wh,sl;‘?,ﬁ =il iTrsnsEerriﬂEcredit . B
_ o ] 1 ,,; j ] hours” - . -
e { 60 el ‘[‘ganscfipt problemalf , , _
e i e | 8% H__JAdy oblems |} o
. , — _ I T Jother_ (dgg;gije _ , ) 7 ,
377 How many credit hours earned at our college
were not accepted at the college indicated
above?
A - 77 ___[TCJATL credit hours accepted N A
1 e I 1 - 3 credit hours — e o
] o a5l _JLose & < € credit hours _ e — . _
_ e 1L _JLost 7 - 12 zredit hours e ] o — ] 1 __
] ) - — |5L_JLost 13 - 71 credit hours _ ] I _ 7
:: - - - _gLf,fngt more than 21 credit hﬁurs _ L _ _
4 In your apinim haw mall did our éallege prepare
—lyou for contlnuing your education?
_ - ] IL=_VerY T B B ,
- o T JGood _ e I e _ _
-~ — — 6L _JNeutral — o 1
- j ] - LPunt - _ I R
) - - L JVery pooxr — - _
) - ) = |1f you are currently enrolied in college, pledse
5 indicate y your current status and classification
— at the college indicated above,
Classification _ __
— 7’ - JFreshuan i T ~ i
e JSophomore - e o
. - ] _ Junior T T
— _ iSenlor 7 - N
] L __ 1 15 Graduate student | o ~
= l e — i " _ i - - . - e e —— o - —
LS - -

ERIC™

[Aruntoxt provided by exic [




STUDY: | 7 o SIS TABULATION SHEET [ Page

DATE! e e ,, Nonreturning Student |Oof
PQPULATIDN 7 | 7 Section D

% - Rating
% - Rating|

Totals
Totals

ALL STUDERTS SHOULD
: ANSWER THIS SECTIOHN.
II App: ximat:ely haw many credlt houra have yau I
completed at our college?
T e Nome - IR A
o e L J1 -~ 10 — e e _ )
j ; 7 B j sL__J11 - 20 - T I - I ,,
- - - ﬂ—!l,gliiiﬂ . - S ] o
_ — A bl &L ) — — " I - — —
T - ] £ ) " R A - -
. 1 e | (el _Ja4L - 50 " " — _ 1 , e i
1 1 - | IAC_J51 - 80 T T R
e 18] More than 5707 _ . j e ';:7' 7 e o
“THow do you see the :aurae(g) cmpletéd at our
college in terms of your career plans:
- - 1 79[ __Jof immediate, direct benefit_ e — _ e 1 —
B - } 7\l _Jof long term, direct bemefle ~ ~ ~ ~ ~ - A o _
- i T _72L__Jof indirect benefit e ;
- — 1 - 1 7l _Jof no b Eif: - _ _ ; o
) - Are you Interested Lm :akiﬂg Other courses at
wP |our college? You may include courses not pre-
" sently offered by our college.
1 - R Y ] e T o I e 1
1 1L _J¥es; vhac couzse(s)___ ) — I

O

S ' 2




STUDY : ) SIS TABULATION SHEET | Page
DATE Oceupational/Technical
o=l of
NRS
éﬂ S o
4 n
0 R~
214 wi
i 3 ~ |
| O 3
i o 45 1
g &i j, e e e e E N
EVER’{DP?E SHDUL!} ANSWER By
har vas your fRIMAFlY ij %§tivamg
7%1‘:’ w@ﬁyaar eﬂllegg
— ]
2 To What extent has ¢his objactive beep cc
pléﬁea‘
7430 JFartia completed - ] T o T
L JNot compleced - - - - T
WHAT vas your PALnaInal SAva gy oy ;&,’éﬁ%a Ting’
E—%L at our college thid semester? S
- 1]

ERI

Aruitoxt provided by Eic:



STUDY: SIS TABULATION SHEET | Page
DATE . ' - | Occupational/Technical [ -
PDPULATIDN Section B
o] | o o ) o B T &0
= =1
o=t e
ey i 4
4/} wnl o
3| & IE
LU o
! oo
o o
7 H — . | 52
IF YOU HAVE BEEH E!'TLOYED
SINCE YOU LEFT OUR COL-
15@53 PLEASE ANSWER THIS
: 5 OYED, Ls your
pl‘r:EEﬂE a\:ﬁupgtian relm:ed to the courses
) ) o N _you have completed at our college? ) - e )
~ A o I Yés, directly related - T T
_ _ I Y- Yes, closely relaced o e 1 -
) o - I I No o _ — . - 7 i}
Y .
B.IF NO, have you been employed in an occupa-
tlon rélated to the courses you completed
i . o ) at our college alnce you left our college? | . e L
- _ e e b J¥es, directly related. — — ) e _
I - e _,é!{:, Yes, closely related e N i
. e — - Ne (I [ ac _ i I ] . —
2 Plense check below 1f EhE caurse(s) yau took
My |at our college helped you in your occcupatien-
al area In any of the following waya
. - o - "7,7 65-1 ,',He]_ged to ah:ain lob_____ - T R 1 _ -
— NS Y~ =) S | L ance resent iob — e -
N &7-1 Helped ad\ram;e on present i::b . e o 3
R i eu-\_INone of the above _ i Y .
— 1 eef _Jother (describe) e 77 e
THow would you Tate the trainiﬂg yau tECEiVEd
at our college in relation te its usefulneas
"to you in perfa:ﬁmg yauf jcb?
N — [l Ve:v goad . I s — -
A A , _3",113'eu;fs;” I D B
— d i e sl JPoor - _ R — N ]
4 Would you recommend the eaursa(s) taken at
"% |our tollege to others employed in positiens
- similar o yours?
T T T e , _ ' - N N
. _ _ e N2 JUndecided — _ e } _
- - I S i S v 7Y N —— — I . —
5 Were you emplﬂyed in your actupal‘:iaﬂal aresd
| _JPRIOR to enrolling in the course(s) completed
at our college?
I R B 1 S T -
Q _ - e e e —eee . - e - e - i

[AFuiTox provided by ERIC . . 9 . ‘ S e
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318 TABULATION SHEET Page ___
Occupational/Technical [ ¢

— R NRS
Segticnic_

% - Rating|

Totals
Totals

W |Approximately how many credit hours have you
_ G Jecompleted at our collage?

A R P JNope ~ I P - 1

2 How you see the course(s) completed at our -
college in tevms of your career plans:
T T T T IoF Aemediate, direct benefit | ,,72 )
. . _75-) of long term, direct benefit _ _ _ e -
N 781 :_indirect benefit I g

R B P 77 R I S — -
3 ] taking other courses at our
A |coilege? You way Include courses not presently
offered by our college.
N R R N ] - R R A
i e A 12[ _JYes; what course(s) , _ 7” _
A |Which statement best desctibes your feeling about
4 your eduecational experiepce at our college?
T T T ery aatiafied SR I R A

I . - N Satlsfled
Lo e T _INeutral

AYe)Very disappoineed N e 1

JIDisappointed I , e 1

i i e o L ey R s 2 = S

PAruntext provided by enic [N o




GRADUATE FOLLOW-UP

63




TEX-SIS Subsystem IV
Procedures Manual (PM)
SUBSYSTEM 1V
GRADUATE FOLLOW-UP

Population: May include those students who complete
degree or certificate/diploma programs (both univer-
sity transfer/academic and occupational/technical)
documented in the college catalog.

Suggested Questionnaires:

(GRAD-1) 1st Year Graduate (FO4-1-G) Green
(GRAD-3) 3rd Year Graduate (F04-3-B) Gray
(GRAD-5) Sth Year Graduate (F04-5-C) Gold ]

Type of Data Collected:

The above three questionnaires collect the below types of
student follow-up information:

1. Attendance objective(s)

2. Sex and ethnic data

3. College enrollment status

4. Employment status

5. Relation of employment to program completed
6. Prior employment in area related to program completed
7. Opinion of program completed

8. Opinion of student service(s) area

9. MName of transfer college and status

10. Transfer problems areas

11. Usefulness of training to job performance
12, Salary information

IV-1
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13. Job title and name of emplayer

14. Reason(s) for non-relationship of employment to pro-
gram completed

15. Relation of program completed to career plans

16. Suggestions for improvement of program and/or services
17. General comments

18. Opinion of educational experience

19. Job outlock information

20. Mohility information

Although SIS follows up a variety of different populations,
it is recognized that the group of students most commonly fol-
lowed up is program graduates, Because of this fact and the
realization that, because of the length of time a program grad-
uate has enrolled in an individual college, he or she is proba-
bly better oriented toward having an educated opinion of the
college's operation. By following SIS's suggestion of following
up graduates after the first, third, and fifth year, an institu-
tion can gain an insight into the student's status (employment,
continuing education, job satisfaction, obtaining another degree,
etc.) after an enrollment period at the college.

The first year graduate form (green) can be utilized to
follow-up one of the populations about which the Department of
Health, Education, and Welfare request information. HEW defines
these students as:

"Students who successfully completed the required
sequence of vocational instruction in their programs
of study and graduated."

The specific sections which treat the above population for
State reporting purposes are question A-2, question C-1, and
selected portions of the information contained in the section
titled For College Use Only on the first year graduate form.
These questions are also contained on the third and fifth year
graduate form although this information is not State reported.
However, by including this information on all graduate forms,
comparisons by year can be made if a college so desires. As

1v-2
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noted previously, the questionmnaires have been designed for
both occupational/technical and university transfer/academic,

although information is requested by the State on oceupationgl/
technical students only.
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Data Collection Procedures

For a complete discussion of the procedural operation of
this subsystem, San Antonio College's Graduate Follow-up and
Del Mar College's Follow-up Methodelogy subcontractor reports
should be consulted. These reports give @ detailed descrip-
tion of this subsystem and provide recommendations for a com-
prehensive follow-up system for graduates. Also, each of the
above subcontracts have an additional questionnaire which has
been tested and can be adapted to another imstitution's use.

From a cost-effective standpoint, the higher rate of re-
turns is normally obtained with an initial first-class mail-
out, a post-card ceminder 6-8 working days later, and a final
letter (with anqther instrument) being sent out 8-10 working
days later. T@gephcne interviews can be conducted to increase
return rates# A cover letter on college stationery and a
postage-paid, pre-addressed envelope should always accompany
the instrument.

The updating of addresses for third and fifth year follow-
up studies is a troublesome task. Although it is recommended
that considerable effort should be put forth to obtaim correct
addresses, you should expect to receive a large number of re-
turned 'undeliverables." This impacts response rates signif-
students who do receive the questionnaire be given every oppor-
tunity to respond. For this reason, it is advisable to make
a fourth mailing on third and fifth year follow-up studies
with phone interviews if time permits.

B

The three graduate questionnaires have been designed to
facilitate a "stick-on' mailing label which can be used as
the actual postal address and will show through the window
of a regular window envelope. The mailing label on the in-
strument csn also be used for monitoring returns and deletes
the requirement for the student to enter the information.
Three mailing labels will be required for some students who
do not respond after the initial mail-out and postcard remind-
er. A complete list of population names and addresses will
be helpful in monitoring returns. Also, for proper identifi-
cation purposes, it is helpful to include a student identifi-
cation number (such as the social security number) cn the
questionnaire or mailing label. When folding the questionnaire,
be sure that it is folded in a manner which will allow it to
be returned easily in the smaller postage-paid, return envelope.



For cost information relating to mgil-out surveys, Navarro
College's Follow-up Costs report should be consulted.
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Preparing the Data for Processing

Provisions have been made by SIS to process the data in
this subsystem by either manual or computer techniques. Regard-
less of the method of processing, careful comsideration of the
data to be introduced for processing must be given. As one
could readily imagine, there are a large number of problem
areas inmherent in the process of a student completing a ques-
tionnaire in a manner which will assure valid processing of
the data. Each questionnaire should be *proofed" prior to
processing in an attempt to provide data which is as "clean"
as possible. Problems such as multiple responses to questions
(i.e. yes/no type questions), questions not answered, obscure
marks, incomplete questionnaires, etc. will normally be en-
countered. Also, "comments" and 'other" statements written by
students must be extracted, since computer programs do not
normally process '"narrative" type data.

The "coding" of the graduate questionnaires primarily con-
cerns the completion of the appropriate boxes in the upper
right-hand corner on the front of the questionnaires. The
student's major field code (if applicable) can be entered in
the 4 code blocks. By combining the appropriate code numbers
with the exact nomenclature of the college's program areas,
the data will appear in a much more usable format. The major
field code table utilized may be the college's own code listing
or codes provided by the Texas Education Agency and/or Coordi-
nating Board. However, foi' State reporting purposes, the list
of major field codes provided by the TEA should be utilized.
Regardless of what is used, a complete listing of the major
field code table and exact momenclature of your program areas
should be provided to the individual who is responsible for
processing the data. In addition to the coding, the appropriate
alphabetical code according to the below table should be pro-
vided on each program area and entered in the block designated
as Completion Code on the questionnaire if you wish the data
to be processed in this manner:

- Associate in Arts

- Associate in Applied Arts

- Associate in Arts and Sciences

- Associate in Applied Arts and Sciences
Associate in Buginess

- Associate in Applied Engineering

- Associate in Engineering Science

- Associate in General Education

ZTammMonm
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- Associate in Science

- Associate of Science in Technology
- Associate in Applied Science

- Diploma

- Certificate

- Associate in Fine Arts

ZRCA
1

The Special Code designation may be utilized in the manner
of a college's choosing. Many colleges use this code to dis-
tinguish between different campuses, extension centers, special
student groupings, etc. If this code is used, the person re-
sponsible for processing the data should be provided with in-
formation regarding the codes and their meaning. The code in
this box (which cannot exceed one digi%) can be alphanumeric
(letters or numbers)., Other coding possibilities involve the
use of 6 digit FICE numbers to enter the appropriate code of
the college to which the student has transferred (see question
B-1 on the questionnaires) and the use of 6 or 8 digit occupa-
tional titles on question C-2 of the questionnaires. The oc-
cupational titles utilized may be those designated by the De-
partment of Labor or U. S. Office of Education. If the college
desires to code the occupation titles, a complete list of the
code numbers utilized and nomenclature should be provided.

As can be noted by reviewing the TEA follow-up report form,
the three types of coding (Course Type, Target Population and
Level Code) appear in the same format on the questionnaires as
specified on the State report form. Some abbreviation is used,
but the categories are esser.tially the same, as noted below:

Course Type Code
Coop
Non-Coop
FPreparatory
Target Population Code
REG (Regular)
DAVT (Disadvantaged)
HNCP? (Handicapped)
Level Code
Postsecondary
Adult

The TEA has previously provided definitions of the above terms
although some problems still exist with the terms and their
utilization.
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The Term Date provides space to enter the last date of
enrollment if a college so desires. This can coincide with
the month and year of the student's graduation if a college
wishes to enter this information on the study's data record.
The Mo (month) designation should be entered as appropriate
(01-12) with the Yr (year) designation entered as 16, 77, etc.

The Group Code may be utilized if a college wishes its
data to be processed according to any of the following cate-
gories (O/T for occupational/technical majors, UT .for univer-
sity transfer majors, OTH for other majors such as undecideds,
and A/CE for adult and continuing education students). The
A/CE designation is for form standardization reasous primarily,
since it may not be feasible to implement this type of ques-
tionnaire on adult and continuing education students. This
biock, therefore, is not expected to be utilized to any great
extent in this subsystem.

71
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The processing of the graduate questionnaires by computer
is discussed in the accompanying DPM (Data Processing Manual).
Of course, it may be appropriate (and perhaps desirable if the
number of survey questionnaires is small) to process the data
manually. This consists of tabulating the number of responses
Lo particular questions on sheets designed in a manner similar
to the ones included at the end of this subsystem section.
Appropriate space has been provided for "totaling" responses
and computing percentages. Also, the appropriate information
at the top of each tabulation sheet should be completed. The
manual processing of data is normally not a large task, espec-
ially if the number of questionnaires is small snd the tabula-
tion efforc can be accomplished as the questionn.: .es are re-
ceived or at periodic intervals throughout th« study period.

If the date s to be processed by individual categories
(program area, ethnic group, sex, etc.) the appropriate infor-
mation should be entered at the top of each tabulation sheet
snd recorded accordingly. You must normally have an indivi dueatl
tabulation sheet for each category, although different symbscis
different celors of pencils, etc. have been used with some
Success.
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Although SIS's report formats are functional, they are
standardized to a great extent and, therefore, will appear
"dry" to some individuals. The report format and method of
reporting follow-up information is one of the most important
segments of conducting follow-up surveys. Many significant
follow-up studies have been rendered useless (or made little
impact) because the survey results were not presented in an
easily understandable format. O0f course, if the data is not
utilized to any great extent, there was no reason for conduct-
ing the study initially.

The use of graphs and charts (especially in third and
fifth year follow-up studies) to display the data cannot be
overemphasized. SIS suggests that the follow-up information
of most significance 4o a local college be extracted from the
report data and given special emphasis through charts, graphs,
and other means. Considerable success has been experienced
when a survey (using the same or similar questionnaire) has
been repeated over a number of semesters or years. Utilizing
this comparative data, an individual can graphically demon-
strate trende or develop conclusions which may produce infor-
mation for predicting future data outcomes. Presentaticns to
college personnel and meetings to discuss the raeults of the
survey can also be used advantageously. In this manner, ver-
bal input can be received for any possible revisicns cor alter-
ations which should be made before the survey is conducted
again. It is especially important to compute and reporl per-
centages of individual response items in relation to the num-
ber of overall responses to a question. This is normally not
a difficult task with a celeculator (although time-consuming)
but is considered "'worth the effort" because of its ability
to communicate to a large number of pecple.
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Evaluation of the Suxve:

SIS suggeats that follow-up PXoLass evaluation be included
as an integral part of the operation of a follow-up system. By
recelving input fromw the potential uders of the data, one can
make appropriate changes and/ox alteracions to such items as
questionnaire design, Structuring of the veport, the procedures
utilized in conducting the study, fhe yeed to clarify, add, or
delete certain types of information, gud othar points of con-
cern. One cap glso check whethar Che dsty 18 actually being
used in a beneficial manuner and, if $0, the method of usage.

On the following psges can be found auggested designs for
securing evaluations of the graduate survags, This evaluation
form can be sent (aloug with the follow~up report) to the po-
tential user of the data with a request that it be completed
and returned to the individual vho will coppile the results of
the study evaluatjon., Aftar the foxms have been returned, the
results should be documented and utilized for conducting future
studies of a similar nature,
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TEX-S1S FOLLOW-UP

' Student Follew~up Management Informatiom System
_EVALUATION OF GRADUATE-1 SURVEY
Name___ — ) _
Position____ ) .
College/Agency ) _ R ——
Date e _ o .

Ingstructions: After completing the above information, please

respond to this questionnaire according to your own evaluation

of thé study and resultlng data

1. Please raﬂk the ful}cw;ng types of survey infarmatlan accard—
ing to their relative usefulness to you in your present posi-
tion. Place the appropriate rank (lst, 2nd, 3rd, etc.) with
1l = most useful and 22 = least useful, in the blocks provided.
As you will note, the below types of information are related
to specific questions on the survey instrument.

: Ethnic data I ﬂJRelatiaﬁ of employment to

—— program completed
]Sex data

' E.chb title and employer
[:j:jAtteﬂdsnce objective

, lUsefulness of program to
: Present employment status job performance

lEresemt college enrollment : Salary information
status -

:’ Prior employment information

N JDt:he:: status information
— -Jab availability information
:Opinian of program com-

pleted : Reason(s) for employment not
— being related to program
:Opinion of student completed

services utilized ——
-** :’ Relation of program to
. ]Name of transfer college career plans

and status ——

Future course interests

:Tra.nsfer problem areas

— jSuggeﬁims/cments
,;,:]Transfer credit hours

accepted : - — —

: Opinion of academic prepara-
tion for transferring 79
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' 2. What additional type(s) of information do you feel should
have been collected from the survey population?

3. In what way(s) might you be able to utilize this type of
data in your area of responsibility?

4. Do you have suggestions for improving the:
a. Manner in which the report was analyzed?

b. Procedures for collecting the data?

¢. Questionnaire (wording of questions, format, etc.)?

5. What is your overall rating cf the survey in terms of its
usefulness in fulfilling your own individual needs for
information. Check the apprapriate box according to the
below scale:

1 2 3 4 5 6 7
Very poor (] () (CJ U 20 C2) (CJ) Very good
Please use the back of this page for any additional comments

you wish to make regarding the survey. Thank you for your time.
Please return this evaluation form as soon as possible.
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TEX-SIS FOLLOW-UP
’ Student Follow-up Management Information System

_EVALUATION OF GRADUATE-3 SURVEY

Name '
Position__
 College/Agency.
Date '

Instructions: After completing the above information, please

respond to this questionnaire according to your own evaluation

af Ehe Study and resultlng data

1. Please rank the fGllDWlng types @f Survéy 1nfcrmation accord=
ing to their relative usefulness to you in your present posi-
tion. Place the apprapflate rank (1lst, 2nd, 3rd, ete.) with
1 = most useful and 20 = least useful, in the blacks provided.
As you will note, the below types of iﬁformaticn are related
to specific questions on the survey instrument.

[i::]Ethnic data ::::]Jab title and employer

j:::]Sex data E:::]Usefulness of program to

job performance

::::]Attendance objective

— -Sslary information
Present employment status P

e lEistance of residence from
{_, ]Present college enrollment college
status

— :i::]J@b satisfaction information
.;::]Other status information ——
::j:]Relatian of program to

]Aetivities since completing career plans
program
o 7 f: ]Reauﬁn(s) for employment not
! :]Name of transfer college "biing related to program
and status completed
Highest degree held .::]Credit hours completed since
gradunation

:i::]Gradé point average at R
transfer college L JSHEEEStians/eammentg

:::]Rgléti@n of employment to ,er — _

program completed
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2. What additional type(s) of information do you feel should
have been collected from the survey population?

3. 1In what way(s) might you be able to utilize this type of
data in your area of responsibility?

4. Do you have suggestions for improving the:
a. Manner in which the report was analyzed?
b. Procedures for collecting the data?

c. Questionnaire (wording of questions, format, etc.)?

5. What is your overall rating of the survey in terms of its
usefulness in fulfilling your own individual needs for
information. Check the appropriate box according to the
below scale:

1 2 3 4 5 6 7
Very poor (] (] (C3J (CJ CJ (U] [ Very good

Please use the back of this page for any additional comments
you wish to make regarding the survey. Thank you for your time.
Please return this evaluation form as soon as possible.
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TEX-SIS FOLLOW-UP
Student Follow-up Management Information System

| EVALUATION OF GRADUATE-5 SURVEY o
Name - . o o i,
Position____ § i - —
College/Agency . ,7 _ )

Date_ _ — - —

Instructions: After completing the above information, please

respond to this questionnaire according to your own evaluation

of the study and resulting data.

1. Please rank the following types of survey information accord-
ing to their relative usefulness to you in your present posi-
tion, Place the appropriate rank (lst, 2nd, 3rd, etc.) with
1 = most useful and 20 = least useful, in the blocks provided.
As you will note, the below types of information are related
to specific questions on the survey instrument.

S RS e R L O S e i e wE e R MR R MR R PR S e S ey wm A wE

l _i]Ethnic data
:,:,]Sex data
: 7,]Attendaﬂce objective

:j::]PfESéﬂt employment status

::::]PIéSEﬂE college enrollment
status

lff‘,ethér status information

L iActivities since completing
program

Name of transfer college

and status
[::j]Highest degree held

[,,7]Grade point average at
transfer college

[i::]RelatiDn of employment to
program completed

::::]Jéb title and employer

:,,,,Usefulness of program to
job performance

[:i:]Salary information

ifileistance of residence from
college

::::]Jab satisfaction information

:::jRelatian of program to
career plans

Reascm(s) for employment not
being related to program
completed

Credit hours completed since
graduation

::::]Suggestiens/écmments
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2. VWhat additional type(s) ~f iunformation do you feel should
have been collected £fx .. - . ‘urvey population? .

3. In what way(s) might you be able to utilize this type of
data in your area of responsibility?

4., Do you have suggestions for Ilmproving the:
a. Manner in which the report was analyzed?

b. Procedures for collecting the data?

c. Questionnaire (wording of questions, format, etc.)?

5. What is your overall rating of the survey in terms of its
usefulness in fulfilling your own individual needs for
information. Check the appropriate box according to the
below scale:

1 !3 4 5 6 7
Very poor ([_) _T0() (CJ [CJ () 7 very good
Please use the back of this page for any additional comments

you wish to make regarding the survey. Thank you for your time.
Please return this evaluation form as soon as possible.
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SIS TABULATION SHEET
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Section C - Part 1
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S N S — o

% - Rating]

Totals
Totals

# |How would you rate the training you ‘Teceived
a at our coliese in relation to its usefulness
~ T to you in pe

rfnrming your job?

) _ _ ] i,%Verv pood ] . _ o . _

_ _ . _ 12l lGood N - _ b _
LT i I3l JReutrar -~ T NI _ j 1
e T T4 _IPoor e _ _ N . e

. e _ _ - Very pnur . _ o . _ o

employed | u;;%ﬁ}ﬁé; please
4 indicate your approx te average monthly
salary range (ginss) below. This informa-
tion, when combined with other members of
your graduating class, will provide valu-
able information to other individuals in
career plaaning.

Up to 5300
5300 - §399 .
400 - §499 ] _
e ] . 300 - §599 ) _ _ o - 1
_L _ j — 45600 - 5699 o e D
] B} } ) 1 3 5700 - 5799 - - - T
L ] ', . ] Bl ) 7500 - 5899~ ) - N — T

]
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|
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3
[
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|

-
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i
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e
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Il
H
I
i
|
I
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1
i
;
'
I
i
j

|
Eﬁj
|
|
|
!
I
|
]
!
5

i . i HL_ 15900 - 5999 . . - e ) N .
1 _ - . [ 751,000 - 51,099 - - ] - 1
- 7 _ o I 1 100 - 81,199 _ '7g e . '1
N B Y _ W 151,200 - Up . N i
low far from our ::gllage are yau curréntly
i\ting
I L Upto 25 piles T :
1 _ _ _ _ Les N )

] rr-w

g 2
49
9
19

w
bl
aleael=

ﬁ'\
mi
99

23 ,, _ .

, - A Ji00 - miies ) T -
I _ 0) miles a ver _ N
g |How satisliad are you with your fleld of
é employmer: /

0 i | i e

|

|
™
[
,._
)

— T - it Exiremery satisfied _ - d 11—
_ 7 i ___13l___JSatisfied ] - ] e o )
7 ] I 373l __JNeutral T N L ] ]
1 - L ]l Unsatisfied ] 77' _ ] :;“x
1 . ) {sf" Fxtremely unsatisfied _ e :7,, - N
7 JHGW do you see Che courses ::trplet;éé at our |
college in terms of your career plans:
_ 1 ] — L] of {mmediate, direct benefit 1 —e Y1
1 e 30 _Jof long term, direct benefit N I
- _ O 4011 TJof indirect benefit : T ]
o e - _Joi no bm it - _ 1 -
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DATE : ) , B Graduate-3 of
PULATION S 7 S Section D

VERYONE SHUULL AHSWER
THI5 SECTIOHN.

% -
Totals

» gccupational area 1s net telated' to the )
E Jcauracs you have completed at our cﬁ lege (as

indicated in Section C) please chego! 2ach reason
vhiich applies. 1If occupational area 1s reiated
Lo cuurses tﬂmpleted go to Question 2. L

— ) 15,{,1;,2‘?! to fauf ?eaﬁ zalle_gg _ . T o
1 ] : T ) j fiald Ef cBllEge prepat‘aticm j __:_7; _1 ::_::
Prefe rredﬁitgjmfk in anﬁlihet‘ fleld ~ L o 1

Found better paying job in another fleld | |

-~ o L “*ICould not find a job in fleld of preparation | =
I I e _JWorked pr ;viauslv in field of preparation, __ | I N
] bul: cha _ IS B
_ _ R 48-1] I AN S
2 Would you reccrmmend the courses you completed at
1 our college to others?
T Yes ,7 I R I
e I N & No i _ o - _ i
g Have you completed credit courses at our € Iiég
{ | % |aince your orviginal date of completion?
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o«

EVERYOHE SROULD ANSWER
THIS P=CTIUN.

Totals

R ] i [What was your EEIHARY objective In attending
our Ewasyear callege?

IEE}:EJVEL ot _of exisving "job skills” I |
reparation for "job to be obtained"

L!n i\tél‘E ii;y t;fans fer :red;t

TR lDEher (destrib«ﬂ T

) [Which one of the below beﬁst describes your
present status?

— " 391[__JEmploved, fulil time
T ) 101l__JEmployed, part time =
1-1L___TUnemployed, Eeaklg&emplam
IMilltary, full time active duty i N |
-l JContinuing education at higher level , —

e Unavailgble for Em_gla_ymenﬁ (descfibé)

[Please indicate that activi;y in w
3 Juere most involved during each of the below
years gj__gr you completed your course vork
at our college.

ist 2nd 3rd 4th
_YR, . YR, YR, . ¥R. ) . . e

Attending college (4 yr.)

Attending college (other)

. iWorking ‘- fleld ralated
i to coursea completed at
our college

Working in othar field

R = —— e S i i e i g

Ungmplt:wed 1!3&1: ng for ‘
jeb

S — SN

Unemployed, not lucking P
for fob i
— i

Other (describe)

N R I R N S 1

g |Hiow we.l did the courscs you completed at our
college prepares you for the above gccivigies?

A A lL;Jg: pr_paratian was Ekﬁellgﬁt T 7
. S — —_— 1= : L ] .
] . ] L Falr, E £ s:'-_'f atea,,,eaulé ha‘;e begen -
. ) e . . . better

o ] T H‘lv preparal! ot —yag_ inadng
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oo| ) o o ] 60
o =]
opd ]
e +J
3l = i , o3
N [ 1F YOU HAVE ENROLLED IN L]
[ Y ANOTHER COLLEGE SINCE YOUR +
o & ENROLLMENT AT OUR COLLEGE, o
Ll ) 3 PLEASE ANSWER THIS SECTION, | o N el K
E |What 15 the name of your current (or most
H Jrecently attendes) college?
1T o » |a.What 1s the ‘highest degree you now hold? 77
MARK IN COLUMN B @
Aasatigte (A—f-. A.A.5., A.5., etec.)
Bachelor's D“EL"EE (B.A., B.§., etc.)
Master's Dégfee (H A., M.5., ete.)
Ph.D. or Ed.D.
M.Db., D.O., D.D.5., or D.V.M
LL,B., J.D. (Law)
B.D. o1 M.Div., (Divinity)
Other
* b. Vﬂmt are your future degree plans"
S — e Mark in Column A
<, In what field af study is the i o
highest degree you now hold?
- A |What is (was) your overall grade noint aver- } |
& |in your transfer college?
—1 T T Miess then 0 -
1 - ' 1,0 = 1.9 e i I
1 - ] M!a._f_z,c,,:,sg, _ o e )
. e . 3.0 - 3.9 [f - - T .
) - A 1 are curren tlg enrolled ir in callege!
please indicate yaur current status and
chsaiﬂeatim st the collegz indicated above,
B _ Glaasifica:iun . - B o
1 5 irv ] = - S =
- " {Toss than 17 hours) —
¥ smfull-Cime student | _
. L2 or_u nmre hcura! - _ e
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POPULATION:
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o e
§ @0 nl o
| ~ — | e
o - e v = o
t 4 IF YOU HAVE BEEN EMPLOYED 4 i
o SINCE YOU LEFT OUR COL- o7
2] M LEGE, PLEASE ANSWER THIS H| &
] SECTION, —
A.IF YOU ARE - TIENTLY EMPLOYED, is your
: present ocr: on related to the courses
L _ ____you have ¢*wwi red at our college?
s . — - i Yes, ¢ ~alated I — 7
_ _ e5-2 _ Yes. 0o ‘ated B j I
T PL_No— T T R — —
B.IF KC vou be:  employed in an oceupas
tion - zo the :-ourses you completed
_ at ot e since you left our college?
- T B R ] ) ated N —
I - 6642 JYes, v »zlated I I R B
I _ 13 __INe (IF wu, Go to Section D) e _ _ .
&9 |Please complete the Information below regardd o
2 ing the occupation related to the courses
[T~ completed at our college.
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| PopurATION: Section G - Part 2
ED - o ) )
&
= -:i
F8) 34
i« 19)] nl «
i o
) 43 e T 1
) (=30 & |How would you Fate the EPaining yau received o
2 4 tat vur college in relation to its usefulness bt | 52
i : ' to you in perfor ing your joh?
o o — [ Very good - R _ I
- R — Heqégal — — R ) R A
T | - Vir}' poor — - - S - —
employed Full-t ime pleaéé S
yuur approximate avrzrage monthly
— salary range (groas) below. This informa-
tion, when combined with other members of
your graduating class, will provide valu-
able informatien to other individuals in
career planning.
T A _T0p 1o 8300 - _ - N
3 _ e . . Bl__15300 - %3 ) o ) _ 1
4 , — el __J5400 - 5499 N N _
IR B B D__15500 - 5599 B ) _ o
j ] o _|EL__J5600 - %698 I . _
- _ T 35F[__J5700 = 579% - o P
4 ¥ R A Gl 15800 - 5899 o N I N
- L - ML 900 - 5995 o - - 1
B _ - I _jsl, OO(" -V.I.ﬂ‘%:‘s ) ~ B ] B B e B B ) —
_ J ’.1109;,1 13% — — - - } R
1 _ . K[ l{g’ﬂﬂ = Up i . _ _ 1
- I T JUp to 75 mi - — - N
- 2125 - 49 mi o Il j .
i - 3&3@5&,-9";::1;. i i _ ,,
N o A 4 _J100 - j . _ e
. o 15 200 mi (gs am:! e . . N B
¢ |How satisfied are you wi: - field ot | s
é employment?
I L Il _JExtremaly satisfie. _ ; ) T ’ N
o A% __Jisatisfied . _
L o 33l INeurrel 7 _ I N
] o I I L] Uﬂsﬁt}siied e _ L )
_ o _ Exﬁrem y unsatisfied o ~
ng do you see tha crurses cmp]eEEd at our
colleg= ‘n terms of your carear nlgns:
I — T _3E of kmeﬂia:é direct be X 1 — o :=_ 1=
3-L__Jof long term, difECE bener _ _
L e 20 __Jof : - - . i
N R W[ Jof no bgngg; _ e — 1
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U — = Section D
POPULATION 7
eof | ’ ) - 50
= =]
S s
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P - - |
(-d *
1 o . SHOULD ANSWER g 1
Q TION. .
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1f your occupational area is not related to the
E courses you have completed at our college (as
T indicated in Section C) please check each reason
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to courses completed, go to Question 2,
jﬂ ] 7 — 42 -_JTransferred te a four- -year college Al ) — 77 ]
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) field of college preparation ) B -~
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TEX-SIS Subsystem V
Procedures Manual (FM)

SUBSYSTEM V
EMPLOYER FOLLOW-U?

—— -

'Papulatlaﬂ. May include those emplayers of Qccupae
tional/technical program graduates who have responded
to a graduate follow-up survey o -

'Suggested Lnstrumentatlcn
_(EMP) Employer (F0O5-1-E) Tapn

Lype of Data Collected:

The above questiomnaire collects the below types of student
follow-up information:

1. Opinion of the training received by the program
graduate

2. Suggestions for improvement of the program

3. VUsefulness of training to job performance

4. General comments

5. Job outlook information

6. Opinion of job performance and upward mobility
7. Suggestions for needed traiming programs

8. Placement source

Although the employer follow-up subsystem is the only SIS.
subsystem which does mot collect information from former stu-
dents, it is the subsystem which could have the largest poten-
tial impact on a college's operation. From an employer survey,
one can gain valuable insight and information relative to the
needs of those firms or individuals who may be employing occu-
pational/technical program graduates. Also, graduate follow-up
data can be substantiated tov a certain extent and information
regarding the employexr's "opinion of the traiming received by
the program graduate" is valuable information. Information
pertaining to additional areas of needed training, sources of
hirlng, and comparisons of pragram graduates with employees
"without such college training" is also obtained.

V-1
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Data Collection Procedures

Foxr a complete discussion of the procedural operation of
this subsystem, Amarillo College's Employer Follow-up subcon-
tractor report should be consulted, This report gives a de-
tailed description of this subsystem and provides recommenda-
tions for conducting an employer survey,

From a cost-effective standpoint, the higher rate of re-
turns is mormally obtained with an initial first-class mail-
out, a post-card reminder 6-8 working days later, and a final
letter (with another instrument) being sent out 8-10 working
days latex. Telephone interviews can be conducted to increase
return rates. A cover letter on college stationery and a
postage-paid, pre-addressed envelope should always accompany
the iastrument.

Although the name and address of the employer and job
title of the graduate can be extracted from the returned grad-
uate survey instrument, addresses should he "spot-checked”
for incomplete information which might prevent the question-
naire from being delivered. As can be noted by reviewing the
questiomnaire, space has been provided for the entering of
the graduate's name, job title, program major, and employer
name. Also, it is usually common to follow-up only those
cmployers of graduates who are working in an occupation
directly related or closely related to the program from which
they graduated,

The employer questioanaire Has been designed to facil-
itate a "stick-on" mailing label which car. be used as the
actual postal address and will show through the window of a
regular window envelope. The mailing label on the instrument
can also be used for monitoring returns and deletes the re-
quirement for the employer to emter the information. Three
mailing labels will be required for some employers who do not
respond after the initigl mail-out apnd postcard reminder. A
complete list of population names and addresses will be help-
ful in monitoring returus. When folding the ques tionnaire,
be sure that it is folded in a manner which will allow it to
be returned easily in the smaller pecstage-paid, return en-
velope. For cost information relating to mail-out surveys,
Navarro College's Follow-up Costs report should be comsulted.




Preparing the Data for Processing

Provisionms have been made by SIS to process the data in
this subsystem by either manual or computer techniques. Re-
gardless of the method of processing, careful consideration
of the daita to be introduced for processing must be given.

As one could readily imagine, there are a large number of
problem areas inherent in the process of a respondent complet-
ing a questionnaire in a manner which will assure valid pro-
cessing of the data. Lach guestionnaire should be ''proofed"
prior to processing in an attempt to provide data which is as
"elean" as possible. Problems such as multiple responses to
questions (i.e. yes/no type questions), questions not ansvered,
obscure marks, incomplete questiommaires, etc. will normally
be encountered. Also, "comments" and "other" statements writ-
ten by employers must be extracted, since computer programs

do not mormally process "mavvative' type data.

The "coding" of questicnnaires primarily concerns the com-
pletion of the appropriate boxes in the upper right-hand corner
of the front of the questionnzire. Ethnic group and sex infor-
mation can be extracted from your student master files or the
returned graduate questionnaire if you wish your data processed
by these categories, :

The student's major field code can be entered in the 4
code blocks. By combining the appropriate code numbers with
rhe exact nomenclature of the college's program areas, the data
will appear inm a much more usable format. The majox field code
table utilized may be the college's own code 1listing or codes
provided by the Texas Education Agency and/or Coordinating
Board. Regardless of what is used, a complete listing of the
major field code table and exact nomenc lature of your program
areas should be provided to the individual who is respomsible
for processing the data. In additiom to the coding, the appro-
priate alphabetical code according to the below table should
be provided on each program area and entered in the block desig-
nated as Completion Code on the questionmaire if you wish the
data to be processed in this manner:

- Associate in Arts

- Associate in Applied Arts

- Associate in Arts and Sciences
Associate in Applied Arts and Sciences
- Associate in Business

- Associate in Applied Engineering

DO W
[
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- fissociate in Engimeering Science

- Associate in General Edwvcation

- Associate ‘n Science

- Associate of Science in Technology
- Associate in Applied Science ’
- Diploma

- Certificate

- Agsociate in Fine Arts

=A< el S =
i

As can be noted by reviewing the TEA follew-up report form,
the three types of coding (Course Type, Targer Popualation and
Level Code) appear in the same format on the questionnaires as
specified on thie State report form. Some abbrreviation is used,
but the categories are essentially the sare, as noted below:

Course Type Code
Coop
Non-Coop
Preparatory
Target Population Code
REG (Regular)
DAVT {(Disadvantaged)
HNCP (Handicapped)
Level Code
Postsecondary
Adult

The TEA has previously provided definitions of the above terms
although some problems still exist with the terms and their
utilization. Including the above information on the employex
questionnaire is, of course, for code block standardization
only and is not to be considered for State reporting purposes.
However, these blocks can be utilized if a college wishes to
perform comparison studies according to the above categories.

The Term Date provides space to enter the last date of the
graduate's enrollment if a college so desires. This can coin-
cide with the month and year of the student's graduatien if a
college wishes to enter this information on the study's data
record. The Mo (month) designation should be entered as appro-
priate (01-12) with the Yr (year) designation entered as 76, 77,
etc.

The Group Code may be utilized if a college wishes its
data to be processed according to any of the following categories

(0/T for occupational/technical majors, UT for university trans-
fer majors, OTH for other majors such as undecideds, and A/CE

V-4
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for adult and continuing education students)., The A/CE desig-~
nation is for form standardization ressons primarily, since it
may not be feasible to implement this type of questionnaire

on adult and contimuing education students. This block, there-
fore, is not expected to be utilized to any great extent in
this subsystem, Also, the UT and OTH designations will prob-
ably have minimal usage.

The Special Code designation may be utilized in the mamner
of a college's choosing. Manv colleges use this code to dis-
tinguish between different campuses, special student groupings,
etc, The code in this box (which cannot exceed one digit) can
be alphanumeric (letters or numbers). If this code is used,
the person responsible for processing the data should be pro-
vided with information regarding the codes and their meaning.
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Processing the Data

The processing of the employer questionnaires by computer
is discussed in the accompanying DPM (Data Processing Manual).
Of course, it may be appropriate (and perhaps desirable if the
number of survey questiomnaires is small) to process the data
manually. This consists of tabulating the numbexr of responses
to particular questions or sheets designed in a manner similar
to the ones included at the end of this subsystem section. Ap-
propriate space has been provided For "totaling” responses and
computing percentages. Also, the appropriate information at
the top of each tabulation sheet should be completed. The
manual processing of data is nmormally not a large task, espec-
ially if the number of questionnaires is small and the tabula-
tion effort can be accomplished as the questionnaires are re-
ceived or at periodic intervals throughout the study period,

If the data is to be processed by individual categories
(program area, ethnic group, sex, etc.) the appropriate in-
formation should be entered at the top of each tabulation
sheet and recorded accordingly. You must normally have an
individual tabulation sheet for each category, although dif-
ferent symbols, different cclors of pencils, etc. have been
used with some success.

V-6
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Report Format and Reporting

Although SIS's report formats are functional, they are
standardized to a great extent and, therefore, will appear
"dry" to some individuals. The report fornat and method of
reporting follow-up information is ome of the most important
segments of conducting follow-up surveys. Many significant
follow-up studies have been rendered useless (or made little
impact) because the survey result:s were not presented in an
easily understandable format. Of course, if the data is not
utilized to any great extent, there was no reason for conduct-
ing the study initially,

The use of graphs and charts to display employer data
cannot be overemphasized. SIS suggests that the follow-up in-
formation of most significance to a local college be extracted
from the report data and given special emphasis through charts,
graphs, and other means. Considerable success has been ex-
perienced when a survey (using the same or similar questicamaire)
has been repeated over a number of semesters or years. Utiliz-
ing this comparative data, an individual can graphically demon-
strate trends or develop conclusions which may produce informa-
tion for predicting future data outcomes. Presentations to
college personnel and meetings to discuss the results of the
survey can also be used advantageously. In this manner, verbal
input can be received for any possible revisions or alterations
which should be made before the survey is conducted again. It
is especially important to compute and report percentages of
individual response items in relation to the number of overall
responses to a question. This is normally not a difficult task
with a calculator (although time-consuming) but is considered
"worth the effort' because of its ability to communicate to a
large number of people.
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Evaluation of the Survey

SIS suggests that follow-up process evaluation be inc luded
as an integral part of the operation of a follow-up system. By
receiving input from the potential users of the data, one can
make appropriate changes and/or alterations to such items as
questionnaire design, structuring of the report, the procedures
utilized in conducting the study, the need to clarify, add, or
delete certain types of information, and other points of concern.
One can also check whether the data is actually being used in a
beneficial manner and, if so, the method of usage.

On the following pages can be found a suggested design for
securing an evaluation of the employer survey. This evaluation
Foxrm can be sent (along with the follow-up report) to the po-
tential user of the data with a request that it be completed and
returned to the individual who will compile the results of the
study evaluation. After the forms have been returned, the re-
sults should be documented and utilized for conducting future
studies of a similar nature.

<t
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TEX-S1S FOLLOW-UP
Student Follow-up Management Information System

EVALUATION OF EMPLOYER SURVEY B o
Name . - e _ - , R
Position o I e e
Ccllage/Agency _ . ) ) _
Date _ ,, _

Instructions: After completing the above inf rmation, please
respond to this questionnaire according to your own evaluation
of the StUdY and resultlng data.

1. Pleasa rank the fDllGWlng types Df survey lniarmatlaﬁ accord-
ing to their relative usefulness to you in your present posi-
tion. Place the appropriate rank (lst, 2nd, 3rd, etc.) with
1 = most useful and 12 = least useful, in the blacks provided.
As you will note, the below types of information are related
to specific questions on the survey instrument.

Ethnic data
Z Sex data

- Job title/status information

[:]Emplcyer's relationship with graduate

Dpinion of training received in personal skill areas

lj@piﬂi@rx of training received in technical skill areas
Dverall rating of training received

Jc::b availability information

Usef’ulness of program to job performance
iDpimi@n of upward mobility capability

SDurce of placement

:] Suggestions/comments

C]Additiaﬂal areas in which training is needed




2. VWhat additional type(s) of information do you feel should
have been collected from the survey population?

3. 1In what way(s) might you be able to utilize this type of
data in your area of responsibility?

4. Do you have suggestions for improving the:
a. Manner in which the report was analyzed?
b. Procedures for collecting the data?

¢. Questionnaire (wording of questions, format, etc.)?

n

What is your overall rating of the survey in terms of its
usefulness in fulfilling your own individual needs for
information. Check the appropriate box according to the
below scale:

1 2 3 4 5 6 7
Very poor () [ J () (J (] L] () Very good

Please use the back of this page for any additional comments
you wish to make regarding the survey. Thank you for your time.
Please return this evaluation form as soon as possible.
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STUDY SIS TABULATION SHEET Page
DATE‘ | R o f
, e Employer oF —
POPULATIQN
50 ) - ) ) )
= e
L | ‘H
I 7 =
3l 2 8
o |— e — R 5]
L I i 1s the job title and status of the above graduate a0
e [3 = _Jaceurate? ES 2
= il B o ] B | &=
- i' _ I;Yes o S o I N
1 E_ ey IF WO, please describe change(s) below. | e o
— | — Emplayet i . e e T 1
- ~1L_JSupervisor “Wf*":ﬁff I _ e ]
} o Pergonnel ,,staffi . . e . — —t e}
) o ~ Co-worker ___ . — e e ) ) -
~ — 39—][ lDtth (desgribe} . e — e — R S D
iPlesss rate the training recelved by the graduate )
in cthe following persomal skill areas. Flease
respond only to those areas you feel are appro- -
priate. Very Very
e - et ——r—— Good — - Good = —Neutral — POOF s Py —
a. Accepting re Spansibility
b. PunkLuaLLty
c.Personal inil:lal:ive
Wiilingneaa to learn
e.Co-worker za@pe,aﬁian
f;ﬂa’nagement ccmperetiaﬂ
g.Work aﬁzendam:e
h. Wﬁrk attitude
i.Persanal appear’ance
j.Compliance with PELiﬁiES
o 4 Plesse rate the Eféining received by the graduaté Bl - B ) S -
in the f-llowing technical skill areas. Flease
respond only to those aresa you feel are applica=-
F-le to the ﬁ;cupatianal area. Very - Very
o ~ Goed - “Good =t=~—Neutral ~= 7 Poor - - {~~ - Pgar —— -
a. Hsthemat:ical akills
—— — S _ - - — — S B S
b, TEEhnic:al knﬁwledgé
‘ Organizational abil;ty )
d. Cmunigatiﬂn skills
e, E‘rahlem 5@1ving skills
£. Ha:k qualir:y )
g.¥Work quafﬂﬁisy
h.szﬁuﬂl dexzeritv
i. Heeting the puhli:
i Faligwmg iﬂs;zu;ciana
N N L - _ _
k. v ) 1
Q Dpératiq:n of equipment o 7 T

ERiC e o SR V‘ll
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Smy‘ | _ ,, | SIS TABULATION SHEET | Page

DATE‘ — e Employer of —
PDPULATIQN

7% = Rat ing
- Rating]|

Totals

%

Totals

What is y:::ur BVEfEll fating, of the training
received by the graduite as it relites to the
requirements of his or her Job? '
I 7 i Very good

r ] " — ) i JGood
i T ] 6113 JNeutral
14 Poor .
s _JVery poor

What, in your t:\plﬂién, iz the jah nutlauk
for program graduates of this particular
oceupational field?

‘rejent ) ~
el Very pood
- Good
Hegtral
~ Poor
] \Fery pm:f - ]
wr A5 a tesult of the graduate®, callege train-
7 ing, hew would you rate his or her prepara-
~ tion in relation to other employees without
such college training?

o

wil |

T
U’I\‘B‘MM—H

641 INe basls For opinion _
85 |Gre 2 15 better prepared
&6- Y: e about the sane
_ &7 3 3
To what extent, if has the graduate' s
8 college training added to his or her ability
for job placement and advancement?

| T TVery much _ o _ - ] e g
: Much ] "

6843 NE“EI‘E -

[ittle

— e e —a—

9 What was the primary source(s) for the
_Jinitial hiring of the graduate nanmad?

R - e [oyment. _agency 77__ I -

_ 701l ICol lepe faculty o member
[ |College job placement nffice _
72 Mutual acquaintance _

7 Applicant ﬂlied on _own initlative
74N jOther (deseribe) _ -

O . I S — - — — S i
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TEX-SIS Subsystem VI
Procedures Manual (PM)

SUBSYSTEM VI
ADULT AND CONTINUING EDUCATION FOLLOW-UP

Population: May include students who complete pre-

paratory, supplemental, or other adult and continu-
ing education courses. e

Suggested Instrumentation:

(A/CE-PREP) A/CE Preparatory (F06-1-B) Natural
(A/CE-SUPP) A/CE Supplemental (F06-2-B) Yellow
(A/CE-OTH) A/CE Other (F06-3-C) Red

Type of Date Collected:

The above questionnaires collect the below types of stu-
dent follow-up information:

1. Employment status
2. Relation of employment to course completed
3. Opinion of course completed
4. Suggestions for improvement of course
3. General comments
6. Future enrollment and/or course interests
7. Usefulness of training to job performance
8. History of college credit courses completed
9. Course identification
10. Sex and ethnic data
Although the follow-up of adult and continuing educatiom
students is not widely conducted, SIS provides this subsystem
for those who wish to conduct such surveys. The information ob-

tained from this population is valuable and can be utilized to
identify the need for additional courses., Also, information

Vi-1
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pertaining to the student's desire to continue to enroll in
noncredit and/or semester credit courses is obtained.

Aside from the above, one of the questiomnaires can be
utilized to follow-up adult and continuing education prepara-
tory completers about which TEA annually requests information,
The "A/CE-PREP" questionnaire specifically contains that in-
formation requested for State reporting purposes and is, for
all practical purposes, identical to the questionnaire con-
tained in the State Follow-up Reporting subsystem.
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111



Data Collection Procedures

All of the questiomnaire forms facilitate a mail-out or
in-class survey. However, SIS's intentions reflect a mail-
out of the "PREP" (natural color) questiommaire, the imple-
mentation of an in-class or mail-out fuxrvey for the "SUPP"
(yellow) questionnaire, with the "OTE" (red) questionnaire
being implemented in-class. For in-class surveys, the last
day of the courses can be used for the survey period. For
a complete discussion of the proper procedures to follow
when conducting a mail-out survey, Del Mar College's Follow-
up Methodology and San Antonio College's Graduate Follow-up
subcontractor reports should be consulted, '

From a cost-effective standpoint, the higher rate of
returns is normally obtained with an initial mail-out, a
post-card reminder 6-8 working days later, and a final
letter (with another instrument) being sent out 8-10 work-
ing days later. Telephone interviews can be conducted to
increase return rates. A cover letter om college stationery
and a postage-paid, pre-addressed return envelope should al-
ways accompany the instrument,

The instruments have been structured to facilitate a
"stick-on'' mailing label which can be used as the actual
postal address, and will show through a regular window en-
velope. When combined with a cover letter and return en-
velope, the instruments will remain in place in a regular
business envelope. Three mailing labels will be required
for some students who do not respond after the initial mail-
out and post-card reminder. You will also need a complete
list of population names and addresses for recording returns.
Also, for proper identification purposes, it is helpful to
include a student identification number (such as the social
security number) on the questionnaire or mailing label.

For cost information relating to mail-out and "in-house”
surveys, Navarro College's Follow-up Costs should be con-
sulted. - -
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Preparing the Data for Processing

Provisions have been made by SIS 4o process the data in
this subsystem by either manual or computer techniques., Re-
gaxdless of the method of processing, careful consideration
of the data to be introduced for processing must be given.
As one could readily imagine, there gre a large number of
problem areas inherent in the process of a student complet-
ing a questionnaire in a manner which will assure valid pro-
cessing of the data. Each questionnaire should be "proofed"
prior te processing in an attempt to provide data which is
as "clean" as possible. Problems such as multiple responses
to quesciomns (i.e. yes/no type questions), questions not an-
swered, obscure marks, ipcomplete questionmaires, etc. will
normally be encountered. Also, "ccmments' and "other'" state~
ments written by students must be extracted, since computer
programs do not normally process '"narrative' type data.

The "coding” of the PREP questionnaire primarily cencerns
the completion of the appropriate boxes in the lower poxrtion
of the instrument. The student's course code can be entered
in the 4 code blocks. By combining the appropriate code num-
bers with the exact nomehclature of the college's adult pre-
paratory courses, the data will appezr in a much mere ucable
format. The course code table utilized may be the college's
own individual code listing or codes provided by the Texas
Education Agency. However, for State reporting purposes, the
list of adult preparatory course codes provided by the TEA
should be utilized. Regurdless of what is uwsed, a complete
listing of the course code table and exact nomenclature of
your adult preparatory courses should be provided to the in-
dividual who is res?ansible for processing the data.

As can be noted by reviewing the TEA follow-up report
form, the three types of coding (Course Type, Target Popula-
tion and Level Code) appear in the same format on the ques-
tionnaires as specified on the State report form. Some ab-
breviation is used, but the categories are essentlally the
same, as noted below:

Course Type Code
Coop
Non -Coop
Preparatory

Target Population Code
REG (Regular)
DAVT (Disadvantaged)
HNCP (Handicapped)
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Level Code
Postsecondary
Adult

The TEA has previously provided definitions of the above terms
although some problems still exist with the terms and their
utilization.

The Term Date provides space to entexr the last date of
enrollment if a college so desires. This can coincide with
the month and year when the student completed the adult pre-
paratory course if a college wishes to enter this information
on the study's data record. The Mo (month) designation should
be entered as appropriate (01-12) with the Yr (year) designa-
tion entered as 76, 77, ete.

The Completion Code is a code for utilization when pro-
cessing graduate and other data and is not normally utilized
when processing adult and continuing education data. The
Group Code designation in this subsystem will always be the
A/CE block unless otherwise required.

The Special Code designation may be utilized in the man-
ner of a college's choosing. Many colleges use this code to
distinguish between different campuses, extension centers,
special student groupings, etc. The code in this box (which
cannot exceed one digit) can be alphanumeric (letters or num-
bers). Also, space has been provided on the PREP (natural
color) questionnaire to record the source of the data (i.e.
mail guestionnaire, intexview, or school records).

It should also be noted that, on the front of the SUPP
(yellow) and OTH (red) questionnaires, space has been provided
for the proper designation of the department, course, and
section numbers (if applicable) of the adult and continuing
education course(s) surveyed. By recording this information
in this manner, the Jlata can be analyzed according to these
categories. Also, Group Code and Special Code designationms,
which were discussed previously, are included.
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Processing the Data

The processing of the adult and continuing education ques-
tionnaires by computer is discussed in the accompanying DPM
(Data Processing Manual). Of course, it may be appropriate
(and perhaps desirable if the number of survey questionnaires
is small) to process the data manually. This consists of
tabulating the number of responses to particular questions
on sheets designed in a manner similar to the ones included
at the end of this subsystem section. Appropriate space has
been prov!ded for '"totaling" responses and computing percen-
tages. Also, the appropriate informztion at the top of each
tabulation sheet should be completed. The manual processing
of data is normally not a large task, especlally if the number
of questionnaires is small and the tabulation effort can be
accomplished as the questionnaires are received or at periodic
intervals throughout the study period.

Lf the data is to be processed by individual categories
(course, department, section, etc. ) the appropriate informatiom
should be entered at the top of each tabulation sheet and re-
corded accordingly. You must normally have an individual tab-
uation sheet for each category, although different symhols,
different colors of pencils, etc. have been used with some
success.



Report Format and Reporting

Although SIS's report formats are functional, they are
standardized to-a great extent and, therefore, will appear
"dry" io some individuals. The report format and method of
reporting follow-up information is one of the most important
segments of conducting follow-up surveys. Many significant
follow-up studies have been rendered useless (or made little
impact) because the survey results were not presented im an
easily understandable format, Of course, if the data is not
utilized to any great extent, there was mo reason for con-
ducting the study initially.

The use of graphs and charts to display the data cannot
be overemphasized. SIS suggests that the follow-up information
of most significance to a local college be extracted from the
report data and given special emphasis through charts, graphs,
and other means., Considerable success has been experienced
when a survey (using the same or similar questionnaire) has
been repeated over a number of semesters or years. Utilizing
this comparative data, an individual can graphically demonstrate
trends or develop conclusions which may produce information
for predicting future data outcomes. Presentations to college
personnel and meetings to discuss the results of the survey
can also be used advantageously. In this manner, verbal input
can be received for any possible revisions or alterations
vhich should be made before the survey is conducted again,
It is especially important to compute and report overall re-
sponses to a question. This is normally not a difficult task
with a calculator (although time-consuming) but is considered
"worth the effort” because of its ability to communicate to a
large number of people.
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Evaluation of the Survey

SIS suggests that follow-up process evaluation be incluyded
as an integral part of the operation of a follow-up system. By
receiving’ input from the potential usexs of tke data, one can
make appropriate changes and/or alterations to such items as
questionnaire design, structuring of the report, the procedures
utilized in conducting the study, the need to elarify, add, or
delete certain types of information, and other points of concern.
One can also check whether the data is actually being used in a
beneficial mahner and, if so, the method of usage.

On the following pages can be found suggested designs for
securing an evaluation of the adult and continuing education
student surveys. This evaluation form can be sent (along wi.th
the follow-up report) to the potential user of the data with a
request that it be completed and returned to the individual who
will compile the results of the study evaluation. After the
forms have been returned, the results should be documented and
utilized for conducting future studies of a similar nature.
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'EX-SIS FOLLOW-UP
Student Follow-up Management Information System

_EVALUATION DF ADULT "AND CDNTINUING EDUCATION (EREPARATERI) SURVE¥
Name -
Position___
College/Agency.
Date

Instructions: After completing the above information, please
respond to this questionnaire according to your owvn evaluatign
of the study and resulging data.

1! Please rank the fallowing types Df survey 1nfcrmatlan
accardlng to their relative usefulness to you in your
present position. Place the app:apriate rank (lst, 2nd,
3rd, etc.) with 1 = most useful and 7 = least useful,
in the blocks provided. As you will note, the below types
of information are related to specific questions on the
Survey instrument.

JPresent employment status

:Present college enrollment status

E;;;j@thér status information

—JRelation of employment to course completed

[;:;;Course identification

Ethnic data

Sex data
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) 2. What additional type(s) of information do you feel should
have been collected from the survey population?

In what way(s) might you be able to utilize this type of
data in your area of responsibility?

[ %]

4. Do you have suggestions for improving the:
a. Manner in which the report was analyzed?

c. Questionnaire (wording of questions, format, etc.)?

5. What is your overall rating of the survey in terms of its
usefulness in fulfilling your own individual needs for
information. Check the appropriate box according to the
below scale:

1 2 3 4 5 6 7
Very poor [ ) () (CJ (CJ (3 (CJ (] Very good

Please use the back of this page for any additional comments
you wish to make regarding the survey. Thank you for your time.
Please return this evaluation form as soon as possible.
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) TEX-SIS FOLLOW-UP
Student Follow-up Management Information System

Name___ _ —

Position e e
College/Agency o e .
Date - . — . —

Instructions: After completing the above information, please
respond to this questionnaire according to your own evaluation
of the study and resulting data,
1. Please rank the following types of survey information
according to their relative usefulness to you in your
present position. Place the appropriate rank (1st, 2nd,
3rd, etc.) with 1 = most useful and 5 = least useful,
in the blocks provided. As you will note, the below types
of information are related to specific questions on the
survey instrument.

l J Course identification

Usef‘ulness of course to job performance
Plans for enrollment in future
Future course interests

Eii:]Histary of college credit hours completed
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2. What additional type(s) of information do you feel should
have been collected from the survey population?

3. In what way(s) might you be able to utilize this type of
data in your area of responsibility?
4. Do you have suggestions for improving the:
a. Manner in which the report was analyzed?
b. Procedures for collecting the data?
c. Questionnaire (wording of questions, format, etc.)?

5. What is your overall rating of the survey in terms of its
usefulness in fulfilling your own individual needs for
information. Check the appropriate box according to the
below scale:

i 1 2 3. 4 5 6 7
Very poor (7 (CJ (CJ ) 33 [CJ ) Very good

Please use the back of this page for any additional comments
you wish to make regarding the survey. Thank you for your time.
Please return this evaluation form as soon as possible.
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TEX-51S FOLLOW-UP »
Student Follow-up Management Information System

VALUATIDN DF ADULT AND CDNTiNEING EDUGATIQN (OTHER) SURVEYi !
Name e - e |
!
|

Positlon e .
Callege/Agencj e
Da‘té e I

Instructions: After completing the above information, please
respond to this questionnaire according to your own evaluation
of t;he Slzudy and fasultlng data.

l- Please :anlc the fcllow1ng t;rpes of survey Lnfarmai:um
accardlng to their relative usefulness te you in your
present position. Place the apprepriate, rank (lst, 2nd,
3rd, etc.) with 1 = most useful and 5 = least useful,
in the blocks provided. As you will mote, the below types
of information are related to specific questions on the
survey instrument.

(___lCourse identification

:]Oplnlon of course completed

___,Plans for enrollment in futurg
[:Futut‘& course interests

[:jﬁistéry of college credit hours c:ﬁmplgted
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2. What additional type(s) of information do you feel should
have been collected from the survey population?

3. 1In what way(s) might you be able to utilize.this-tyFa of
data in your area of responsibility? '

4. Do you bave:sugﬁestians for mercv1rg'the
a. Manner in which the report was analyzed?
b. Procedures for collecting the data?
¢. Questionnaire (wording of questions, format, etc.)?

5. What is your overall rating af the survey in terms of its
usefulness in fulfilling your own individual needs for
information. Check the appraprlatagbax according to the
below scale:

1 2 3 4 5 6 7
Very poor () (_J (] t_J (T J L J ] Very good

Please use the back of this page for any additional comments
you wish to make regarding the survey. Thank you for your time.
Please return this evaluation form as soon as possible.
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STUDY: SIS TABULATION SHEET | Page

DATE : ) o ” Adult and Continuing of
— — ] Education - Preparatory

PCIPULA'I‘IDN:

YT &0
= o
o= C ol
i it
@l o u
[ I -?lu

35} «
o] oo S - - Wi
' o FO6-1-B (A/EE-}’R}}“) ____SEM: _ O )
| & E— — B4 52
i ) CHECK APPROPRIATE BOX(ES) WITHIN
__EACH OF THE BELOW CATEGORIES:
& | which one of the below best describes
B o your present status? I S
_ N ’7 31 TEmployed, full time - - ~ - -
_ 35 Empleyed, part time — i = -

T ﬂﬂggplnyed,féégk.*'

B ] JMilitary, full ¢ i

I _ 8- Caﬂ\‘:ihniﬁg gducatlﬂn at hiEhEl.' ievel — — I
ab ] nt (describe) | _ — -

~YoU ARE "CURRENTLY EMPLOYED, 1s your
present occupation related to the courses
you have completed at our college?

[T Yes, directly related
-2l __lY¥es, ;laaely;gglgggd
Il E [T ]
B

-

-1F KD, have you been emplnyed in an
nggupgtian related to the courses you
completed at our college 8ince you left

our college?
Yes, airectli Telated

212

[TH glaaely related

1

2 ¥

a__JNe ]

FPlease fespand to the below as gpprnpfiste
This information i{s needed for equal oppor-

~ tunity education and employment reporting.

E

Alaskan Native
Black, not of Hispanis Origin
Asian or Pacific Islander
3E:Hispanic
I Hhite not éf,Hia anic Gri 1n

“JAmerican Indian or 5%{?;77 Hal
F

40

Flease return Ehis card in rha enclosed ﬁre-
envelo :

.




STUDY; SIS TABULATION SHEET | Page
DATE : ) ) Adult and Continuing | of
DT AT A ' fducation - Supplemental
POPULATION ; | - fiducation - Suppleme

B (AJCE-SUFP) SEM:

% - Rating|

Totals
% - Rating]

Totals

G437 (COURSE RIMBER)

_(COURSE NAME)

'ng would you rate the courses you com-
pleted at our college in relation to use-
- N _ 7 ) fulness to you in your occupational area?

1 — N Very good ,, ~ 1 - N 1
_13l__JGeed . 1T - T 1 1
— 343 JFair ) - il T T D R e
— , _ = _

Poor ' — T 1

R " I Very poor — - -
2 Flease check below Lf the course you com- o
2= Jpleted at this college helped you in your

occupdational area in any of the following
- i . ways.

- — i ] mHelped to obtaln new Job i R s
o o . INTET OImMANCe on present jnh — — - — B
e L ,, Al JHelped advance on present job - - —

1 N ] -~ 11 ,Ucane of the above [T - T

— , | 39\ Jorher (describe) — ] o

nroll in a course at
- ! our college in the future?

" " ai-1]__JNext Fall - — = —
L - o VT Next Spring - - T -
1 _ ] - — 1 T JHe 43-1 __|Hext Summer _ j ~ .

I 3[__JUndecided A ILater date | ~ - T -

B.IF YES, in what type of caurse(s) doe
L 1 you plan to enroll?

_ , . W[ —JCollege credlt course(s) — —
) _ _45-2[ _JOther noneredit course(s) ” - - T I S
_ - 1 3__JBoth ) I S S
4 'Hhat course(s) would you llke to see - T ~ N
offered that we are noc presently offer-
ing? —
5 |Approximately how many college credit
= Jhours have you previously completed:
AF our college? t other colleges? L
) T — JNone ’:f 7 . j 1

Mote than 109 [ .
__JBachelor 's degres) e ] )

IMore than 60 11
THANK YOU FOR ASSISTING US IN GUR SURVEYT -
PLEASE RETURN THIS CARD IN THE ENCLOSED 125

_PRE-PAID ENVELOPE AS SOON AS POSSIBLE!

ERIC
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STUDY: SIS TABULATION SHEET |Page __
DATE: Adult and Continuing of ,
. i T Education - Other
POPULATION:
an| ' ) ) B - - - ap
e =1
[} Lol
] u
q| @ Y wi o
P?ﬂ F06-3-C  (A/CE-OTU) ___ SEM: _ ] ‘}'; Fe
i N ] = = = === s = = -‘ﬁ‘ |
o o]
2| = —— e . B e
34-37) (COURSE NUMBER)
] (COURSE HAME)
CHECK APPROPRIATE BOX(E3) WITHIW
EACH OF THE CATEGORIES BELOW:
IW How would you rate the course you com-
_Jpleted at our college in relation to how
it fulfilled your own individual needs?
N R — _ W[ _TVery good — A _ — N
1 _ . l 2L JGoed _ . e . e
i _ 1 33l iNeutral o _ _ ’”
1 - _ — |aL__JPoer "7”” _ ]
_ B D TWery poor SRR A I o]
27 A.Do you plan to enroll in a course at
- our college in the future?
- _ - /T 7;3[;lﬂédg:ided . — — b
‘ B.1F YES, in what type of course(s) do
you plan to enroll?
N — — Al TCollege credlt cours {8) i R N
] ] _ ” 4042 _JOther noncredit course(s) - i
1 N I S T S : — i -
3 JH’haE course(s) would you like to see
¥ Joffered that we are not presently offer-
ing? . o —
4 Approximately how many college credit
= _Jhours have you previously completed:
N . - ) At our college? At | e
- _ [ JNone 1 _ )
_ _ __ 2 - 10 _ 2l ~ - o _
N ] 3 - 20 3 L _ ”” .
_ ’ — YR LI 30_ 4] _ 1 - ’
, — - [ 40 5| JIMore than 109 I —
i ) (. 30 18 JBachelor's degree | = — _ ]
, e 60 7 i Above Bachelor's | N
— L/ . I _ e

ERI
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TEX-SIS Subsystem VII
Procodures Manual (PM)

SUBSYSTEM VII
STATE FCLLOW-UP REPORTING

‘Population: May include students who can be identi-
fied as occupational/technical program 'completers"
as defired by the Department of Health, Education

_and Welfare's follow-up report form,

‘Sugpested Instrumentation:

(SFR) State Follow~-up Reporting (F07-1-C) Green
or

(GRAD-1) 1lst Year Graduate (F04-1-G)

(OCC/TECH) Occupational/Technical Nonreturning Student
(F03-2-C) or (NRS) Nonreturniag Student (F03-1-E)

_(A/CE-PRE?) A/CE Pi:paratory (F06-1-B)

Type of Data Collerted

- In addition to types of data previously mentioned, the
"State'" questionmaires collect the below types of student
frllow-up information:

1. Employment status

2. College enrollment/other status

3. Sex and ethnic data

4. Relation of employment to courses completed

5. Major field of study

6. Course type code

7. Target population code

8. Level code

VII-1
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As stated previously, the general philosophy of SIS is to
collect follow-up information for utilization at both the State
and local leve! concurrently. The .ingle card form question-
naire in this subsystem collects specifically that information
for State reportinug purposes. This questionnaire can be util-
ized by those who wish to collect no further information. Also,
the questionnaire is designed for utilization in the follow-up
of the three populations of students who are identified in the
subsystem titled State Follow-up Reporting in the Activities
Manual,

The same questions (for State reporting purposes) appear
on four other SIS questionnaires. The questions are graphi-
cally noted on the questionnaires by the use of a "block shaded"
design for the numeration of the question. The involved ques-
tionnaires and the location of the State questions appear below:

Questionnaire Response Area
GRaD-1 1. Sex/ethnic question
2. Selected areas in coding block
3. Question A-2
4. Question B-1
OCC/TECH (NRS) 1. S.x/ethnic question
2. Selected areas in coding block
J. Question A-5
4., Question B-1
NRS 1. Sex/ethnic question
2. Selected areas in coding block
3. Question A-9
4, Question B-1
A/CE-PREP 1. Sex/ethnic question
2. Question 2
3. Question 3
4. Selected areas in coding block

Of course, the State questionnaire algo contains the
"State' questions as appears below:

SFR 1. Sex/ethnic question
2. Question 2
3. Question 3
4. Selected areas in coding block
VII-2
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Data Collection Procedures

Because Qf HE\ 's designation of the approximate date of
follow-up and "should show the status of respondents as of
the work week ended nearest February 15 of the current calendar
year,'" a mail-out survey is required, Also, the pogulatlon
(for State level purposes) is identified by HEW as "students
who completed secondary, postsecondary, or adult preparatory
programs during the fiscal year just completed." For a com-
plete discussion of the proper procedures to follow when con-
ducting a mail-out survey, Del Mar College's Follow-up Method-
olopy and San Antonio College's Graduate Follow-up subcontractor
reports should be consulted.

From a'cost-effective standpoint, the higher rate of re-
turns is normally obtained with an initial first-class mail-
out, a post-card reminder 6-8 working days later, and a final
1etteL (with another instrument) being sent out 8 10 working
days later. Telephone interviews can be conducted to increase
return fates A cover 1etter on ccllege stationery and a

ins tflllﬁéﬁt

The btate follow- -up questionnaire has been designed to
facilitate a "stick-on' mailing label which can be used as the
actual postal address and will show through the window of a
regular window envelope. The mailing label on the instrument
can also be used for monitoring returns and deletes the re-
quirement for the student to enter the information. Three mail-
ing labels will be required for some students who do not respond
after the initial mail-out and postcard reminder. A complete
list of population names and addresses will be helpful in mon-
itoring returns. Also, for proper identification purposes, it
is helpful to include a student identification number (such as
the social securiiy number) on the questionnaire or mailing
label. For cost informmation relating to mail-out surveys, Na-
varro College's Follow-up Costs report should be consulted,

After the questionmnaire is received from the student, the
appropriate responses can be coded on the transmittal document
which can be provided by the State agency. For proper analyses
of the data, a data transmittal document should be completed on
each student who was sent a questlennalre, even if no response
was received. The "no response'" designation should be completed
in the appropriate space on the data transmittal sheet.
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For actually veporting the follow-up informatior. to the
State, the responses to the "State" questions can be extracted
from the questionnaire and coded on State data transmittal docu-
ments which will be utilized to process the data in a central-
ized location, therefore providing a degree of consistency in
reporting and processing of data which will be used to comp lete
the State and HEW follow-up report forms. More information
concerning the procedural operation of this concept will be
provided at a later date.
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Preparing the Data for Processing

Provisions have been made by SIS to process the data in
this subsystem by either manual or computer techniques. Re-
gardless of the method of processing, careful consideration of
the data to be introduced for processing must be given. As
one could readily imagine, there are a large number of problem
areas inherent in the process of a student completing a ques-
tionnaire in a manner which will assure valid processing of
the data. Each questionnaire should be "proofed" prior to
processing in an attempt to provide data which is as "clean"
as possible. Problems such as multiple responses to questions
(i.e. yes/no type questions), questions not answered, obscure
marks, incomplete questionnaires, etc. will normally be en-
countered. Also, "comments" and "other" statements written by
students must be extracted, since computer programs do not
normally process ''marrative' type data.

The "coding" of the State questionnaire primarily con-
cerns the completion of the appropriate boxes in the lower
portion of the instrument. The student's program/course code
can be entered in the 4 code blocks. By combining the appro-
priate code numbers with the exact nomenclature of your program/
course areas, the data will appear in a much more usable format.
The program/course code should be the code listing provided by
the Texas Education Agency. Regardless of what major field
code table is used, a complete listing of the code table and
exact nomenclature of your program/course areas should be pro-
vided to the individual who is responsible for processing the
data.

As can be noted by reviewing the TEA follow-up report form,
the three types of coding (Course Type, Target Population and
Level Code) appear in the same format on the questionnaires as
specified on the State report form. Some abbreviation is used,
but the categories are essentially the same, as ncted below:

Course Type Code
Coop
Non-Coop
Preparatory
Target Population Code
REG (Regular)
DAVT (Disadvantaged)
HNCP (Handicapped)
Level Code
Postsecondary
Adult
VII-5
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The TEA has previously provided definitions of the above
terms although some problems still exist with the terms and
their utilization. Although the other code areas (Term date
Group Code, and Special Code) are not required for State re-
porting purposes, these can be utilized to some benefit in
local processing.

The Term Date provides space to enter the last date of
enrollment if a college so desires. Thi8 can coincide with
the month and year of the last semester attended if a college
wishes to enter this information on the study's data record.
The Mo {month) designation should be entered as ap ropriate
(01-12) with the Yr (year) designation entered as ?6?'773 etc,

For proper utilization of the Completion Code, the appro-
priate alpbabetical code according to the below table should
be provided on each program area and entered in the block desig-
nated as Completion Code on the questionnaire if you wish the
data to be processed in this manner:

- Associate in Arts

- Agsociate in Applied Arts

- Associate in Arts and Sciences

- Associate in Applied Arts and Sciences
- Associate in Business

~ Associate in Applied Engineering

- Associate in Engineering Science
Associate in General Education

- Associate in Science

- Associate of Science in Technology
- Associate in Applied Science

- Diploma

- Certificate

- Associate in Fine Arts

ZEHMRGHMIZTORESO® >
¥

The Greup Code may be utilized if a college wishes its
data to be processed according to any of the following cate-
gories (O/T for occupational/technical majors, UT for univer-
sity transfer majors, OTH for other majors such as undecideds,
and A/CE for adult and continuing education students). It is
expected that only the O/T and A/CE group code designations
will be utilized by this subsystem. '

The Special Code designation may be utilized in the manner
of a college's choosing. Many colleges use this code to dis-
tinguish between different campuses, separate extension centers,
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special student groupings, etc. The'code in this box (which
cannot exceed one digit) can be alphanumeric (letters or num-
bers). Also, space has been provided on the State question-
naire to record the source of the data (i.e. mail question-
naire, interview, ox school records). '
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Processing the Dgta

The processing of State reported information can be ac-
complished locally or statevwide according to the desires of
the college. If a college has utilized a form cther than the
State form (green card), the State data can be processed at
the same time the local data is processed. Processing of othexr
questionnaires has been discussed in subsystems discussed eaxr-
lier.

Once the,apprapfiate data is transmitted to the Stare, an
%nalysis can be performed at three different levels as noted
e low:

1. Analysis by program area for completion of the
TEA and HEW reports

2. MAnalysis by program area for State information
utilization

3. Analysis by program area by eollege for local
information utilizatien

After the State gnd local data is processed, the college will
be able to compare its data with statewide statistics, there-
fore providing some degree of "measurement standard."

Of course, it may be appropriate +o process the data man-
vally. This consists of tabulating the number of responses ¢o
parficular questions on a sheet designed in a manner similar
to the one included at the end of this subsystem section. Ap-
propriate space has been provided for "totaling' responses and
computing percentages. Also, the appropriate information at
the top of each tabulation sheet should be completed. The
manual processing of data is normally not a large task, es-
pecially if the number of questionnaires is small and the tab-
ulation effort can be accomplished as the questionnaires are
received or at periodic intervals throughout the study period.

If the data is to be processed by individual categories
(program ares, ethnic group, sex, etc.) the appropriate in-
formation should be entered at the top of each tabulation
sheet and recorded accordingly. You must normally have an
individual tabulation sheet for each category, although dif-
ferent symbols, different colors of pencils, etc. have been
used with some success.
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Report Format and Reporting

Although the State report format will appear in much the
same manner as the State follow-up report form, the data will
be further analyzed for State informational use. The proper
structuring of the statewide data by the State will impact the
usability of the data to a large extent. Many significant
follow-up studies have been rendered useless (or made little
impact) because the survey results were not presented in an
easily understandable format.

The use of graphs and charts to display statewide data
cannot be overemphasized. There is also much benefit to be
gained by a college graphically comparing its data with the
statewide results. SIS suggests that the follow-up informa-
tion of most significance statewide and locally be extracted
from the report data and given special emphasis through charts,
graphs, and other means. Considerable success has been exper-
ienced when a survey (using the same or similar questionnaire)
has been repeated over a number of years. Utdlizing this com-
parative data, State and/or local personmnel can graphically
demonstrate trends or develop conclusions which may preduce
information for predicting future data outcomes. Presenta-
tions to State and college personnu:l, and meetings to discuss
survey results can also be used advantageously. In this man-
ner, verbal input can be received for any possible revisions
or alterations which should be made before the survey is con-
ducted again. It is especially important to compute and report
percentages of individual response items in relation to the
number of overall responses to a question. This is normally
not a difficult task with a calculator (although time-consuming)
but is considered "worth the effort" because of its ability to
communicate to a large mumber of people,




Evaluation of the Surve

SIS suggests that follow-up process evaluation be ineluded
&5 an integral part of the operation of a follow-up system. By
receiving input from the potential users of the data, one can
make appropriate changes and/or alterations to such items as
questionnatre design, Structuring of the report, the procedures
utilized in conducting the study, the need to clarify, add, or
delete certain types of information, and other points of concern.
You can also check whether the data is actually being used in a
beneficial manner and, if so, the method of usage.

On the following pages can be found a suggested design for
securing an evaluation of the State reported data. This evalu-
ation form can be sent (along with the follow-up report) to the
potential user of the data with a request that it be completed
and returned to the individual who will compile the results of
the study evaluation. After the feorms have been returned, the
results should be documented and utilized for conducting future
studies of a similar nature.

Of course, the follow-up system should also be evaluated
from a statewide standpoint. Although this could be a large
task, a vast amount of information could be secured relative to
the usability of the data, problems encountered in collecting
and reporting the data, recommendations for future utilization
of the system, etc.
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TEX-SIS FOLLOW-UP
Student Follow-up Management Information System

EVALUATION OF STATE FOLLOW-UP REPORTING SURVEY
Name ] _ _
Position
College/Agency.
Date___

Instructions: After completing the above lnfarmatign, please
respond to this questionnaire according to your own evaluation
of the study and resultlng data

1. Please rank the fcllgw1ng types of survey lnfarmatlan
accardlng to their relative usefulness to you in your
present position. Place the appropriate rank (1st, 2nd,
3rd, etc.) with 1 = most useful and 7 = least useful
in the blocks provided. As you will note, the bélcw types
of information are related to specific questions on the
survey instrument.

L_;igPresent employment status

[ ) Present college enrollment status

[;;:]Dther status information

l” lRelathn of employment to course/program completed

:;::]Gourse/prcgram identification

Ethnic data

JSex data
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2. What additional type(s) of information do you feel should

have been collected from the survey population?

3. 1In what way(s) might you be able to utilize this type of
data in your area of responsibility?

4. Do you have suggestions for improving the:
a. Manner in which the report was analyzed?

b. Procedures for collecting the data?

5. What is your overall rating of the survey in terms of its
usefulness in fulfilling your own individual needs for
information. Check the appropriate box according to the
below scale: '

1 2 3 4 5 6 7
Very poor [ ) L) (CJ (] CJ (] (J Very, good

Please use the back of this page for any additional comments
you wish to make regarding the survey. Thank you for your time.
Please return this evaluation form as soon as possible.
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STUDY: - | SIS TABULATION SHEET | Page
DATE: 7 o State Follow-up of _
) PDPULATION‘ ) ) ) Reporting
o0 - i — |
5 £l
5 @0 0 g -
gl ~ vl ‘
o o &
1 4 — e, =l [
Q _SEM: [} _
se| & — Hise
CHECE APEEDPBIATE BQK(ES) “ITBIN
_ EACH OF THE BELOW CATEGORIES:
Twhnich one of the below beat describes
_ your present status? . .

), is ynur '
preumt nczupntiaﬁ related to the courses
you have eaﬁplatzd &t our :nllgge?

— 1 — — |\ Yes, directly related ~ ) " .
- — e — e = e —— = — e e
] _ _ . | oAl JVes, closely related _ ——

B. IF KO, have yuuﬂlflgaﬂ smpiﬂ};d in an
m;-;upntian related to the courses you
completed at our college Bince you left

- I - our college?
— — L= , SIreerl % S ted _ ~ — - =
_ e ’ 1 #-3l __TVes, e osely related _ N — -
—_ - . _ 3 D ,7 — _

Please réap&nﬂ to the below as nppri:pfia!:e.
This information is needed for agual oppor-
tunity education and employment reporting.

Major/course

- A . our :allgge)
E:IHHIC GUP

3 Black, not of Hispanic Origin
" 7A§iin or Paclfic Islander

Q
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SYSTEM IMPLEMENTATION

In order for SIS to operate at its maximum potential, a
central coordination effort is necessary to plan and emphasize
certain tfollow-up activities (both State and local) which may
be desired. In this way, the efforts of a large number of in-
dividuals can be used toward the common goal of supplying
student follow-up data to decision-makers. As concluded in the
SCOS-DELPHI study, local administrative support is vital to the
success of SIS at the local and State level, If assurance is
not obtained that both verbal and financial support is forth-
coming, it will be difficult to operate at a meaningfyl level
of effectiveness. Also, if interest in securing student follow-
up data is lacking, there is little assurance that the informa-
tion produced will be utilized to any great extent. It goes
without saying that there is little purpose in collecting and
reporting information that is not utilized. However, in most
cases, the "selling" of the desired SIS subsystems to college
personnel has not been a difficult task. The expression of
the "need for follow-up data" far outweighs the "lack of inter-
est'" on the part of Texas community/junior college educators.
However, most individuals are justifiably concerned about the
staffing and financial resources which may be required. For
this reason, SIS allows the college the option of choosing its
own level of interest by deciding upon what subsystems will be
implemented. In this way, a college may '"tailor" SIS to fit
its own needs and financial resources,

Some colleges have used iocal committees to assist the
person responsible for follow-up in the decision to partici-
pate and choosing the level of involvement. Regardless of how
the decision is made, careful thought should be given to the
specific data needs of the college. SIS recommends the active
involvement of as many people as possible to more accurately
predict this need. After the need is tentatively identified,
priorities can be set according to the staffing and financial
resources. If, after this process, the college desires to use
any of SIS's questionnaires, the System can be implemented by
utilizing the manuals and subcontractor reports. However, if
SIS's questionnaires are not sufficient to fulfill the basic
needs of the college, a new questionnaire should be designed,
reviewed and tested by the college. SIS promotes the concept
of an institution designing its own questionnaire because of
the local emphasis which can be inserted into the design and
wording of the questions. A "questionmaire generator" has
been produced by SIS for college use in designing new
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questionnaires. This questionnaire generator contains ques-
tions which have been taken from many instruments (which have
been reviewed by the Project FOLLOW-UP staff) from both inside
and outside the State of Texas.  Additionally, the questions
are categorized according to subject area for ease in finding
sample questions which may be altered to conform to a specific
need, San Antonio College's Graduate Follow-up subcontractor
report lists some specific guidelines to follow when designing
a questionnaire. Also, booklets describing other design con-
siderations can be purchased at a reasonable cost.

After the data needs and questionnaires are decided upon,
SIS recommends the adoption of a cycling procedure which will
allow the college to develop comparative follow-up data over
a large number of years in a cost-effective manner. The below
information presents a suggested cycling procedure by level,
with Level I indicating a large amount of involvement and Level
III a lower amount of involvement. The year intervals indicate
the period which may elapse before another study of the same
type would be conducted.
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Questionnaire Level 1 Level II

SEL

COS /W
COL/W

WO

NRS
OCC/TECH
GRAD-1
GRAD-3
GRAD-5
EMP
A/CE-PREP
A/CE-SUPP
A/CE-OTH
SFR

years
years
years
years
years
years
year

years
years
years
years
years
years
year

years
years
years
years
years
years
year

years
years
years
years
years
years
year

years
years
years
years
years
years
year

years
years
years
years
years
years
year
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By following one of the above Levels, a college will be
able to utilize all of the questionnaires at least once over
a 10-year period of time. If common questionnaires are used
for each type of study, and several studies are conducted over
the 10-year period, meaningful comparative data can be gener-
ated to accurately describe any student follow-up trends which
may be evident. Trend data, of course, is very valuable in-
formation for use in planning and predicting college needs and
activities. The above chart can also be developed into a
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planning instrument (by year) if a college so desires. By
"staggering” the follow-up studies, staff work load can be
reduced. The chart on the following page demonstrates how
Level II studies might be staggered to demonstrate the ef-
fect of cycling.
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If the college chooses a particular area of emphasis (such
as student's educational intent data, college withdrawal data,
nonreturning student data, etc.) the frequency of this type
of study may be increased. Of course, the different semesters
(fall, spring, and summer) can also be used to schedule certain
follow-up activities for comparison purposes.

Since statewide coordination of SIS is expected to be
supplied, many activities which would normally have to be lo-
cally initiated have the potential of being centralized to a
certain extent. The two areas most often mentioned as exhibit-
ing "centralization" capabilities are the printing of the ques-
tionnaires and processing of the data. SIS provides the neces-
sary tools for a college to do its own printing and processing
if it so desires. However, it may be possible to reduce costs
(because of volume and personnel requirements) by centralizing
and/or providing these services on a regional or statewide
basis.

State level coordination may be able to provide the lead-
ership for initiating the necessary services. Also, as des-
cribed in the State Follow-up Reporting subsystem, State follow-
up data can be collected at the same time the local data is
collected. After the information is collected at the local
level, standardized data transmittal devices can be used to ef-
fectively process the data, thereby producing reports for com-
pletion of the State follow-up report form, HEW follow-up
report form, and compilations for feedback to the colleges.

SIS's Manuals and subcontractor reports provide the neces-
sary "detail" information for colleges to become involved in a
follow-up system of the type described., It should be remem-
bered that the overall success of a follow-up system can only
be measured by the impact it may have on the enhancement of
the college's educational delivery capability.
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