Developing Your Student Follow-Up Plan

	Steps
	Planning Questions
	Response Plan
	Date to be Completed

	1.  
Select and train telephone interviewers.
	1. Who will I get to conduct the interviews (e.g. teachers, support staff, volunteers)?

	
	

	
	2.
What and how will they be paid?
	
	

	
	3.
Will I need interviewers who speak languages other than English?  If so, who can I use?
	
	

	
	4.
Who will train the interviewers?
	
	

	
	5.
What will the training include (refer to resources in follow-up manual – Appendix C)?
	
	

	2.
Determine your telephone schedule.
	6.
Have I developed a quarterly schedule for contacting students with employment-related goals based on the MAERS follow-up list and the NRS time schedule (exhibit 2, pg. 5 in Follow Up Manual)?
	
	

	
	7.
What schedule will we set for following up with students with postsecondary education/job training goals?
	
	

	
	8.
Will I need to conduct telephone interviews with students with GED goals, or do I have the participant’s permission to verify test passage with the local GED examiner?
	
	

	
	9.
Do I have access to class records to document completion of high school diploma goals, or will I need to conduct telephone interviews?
	
	

	3.
Inform participants of the survey.
	10.
Have all individuals who conduct student intake (e.g., teachers, counselors, other staff) been trained on the follow-up process?
	
	

	
	11.
Who will make sure that appropriate participants (or all participants, if desired) receive the DLEG Follow Up Notice during intake?
	
	

	4.
Ensure accurate contact information.
	12.
Who will be responsible for making sure that the Alternative Follow Up Contact Information Form (Appendix B) is collected for each participant?
	
	

	
	13.
Who will input the alternative contact information into MAERS?
	
	

	
	14.
What process will you put into place to regularly check on changes in participants’ addresses and phone numbers?
	
	

	5.
Identify survey respondents.
	15.
Who will be responsible for printing out the MAERS Follow Up Contact List that will determine what students to contact each quarter?
	
	

	
	16.
Who will make sure these names are given to the telephone interviewers, along with the teacher’s name for each follow up participant?
	
	

	6.
Conduct the telephone survey.
	17.
Are your telephone interviewers using the standardized script specific to each follow up goal?
	
	

	
	18.
Are the telephone interviewers accurately completing the state-approved Contact Log (Appendix F)?
	
	

	
	19.
Is this log being maintained in a secure location for future state and federal monitoring visits?
	
	

	7.
Record the results.
	20.
Is a copy of the program survey filed in the participant’s paper file? (For non-respondents, a blank survey should be filed.)
	
	

	
	21.
Who is responsible for inputting the follow up information collected by the telephone interviewers to the MAERS Follow Up Information screen based on the DLEG timeline?
	
	

	
	22.
Who will regularly conduct a random check to ensure that the follow up data is being input accurately?
	
	


