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To inform workforce outcomes and targets, all Adult Education programs must follow up with IET completers who earned a credential at least six months later to understand employment status. These data will inform the effectiveness of IET programs on employment outcomes for local programs and the state.

During an active IET, program staff should notify students that someone will be following up with them at least six months after the completion of the IET. The Office of Adult Education (OAE) recommends IET instructors, Career Services Specialists, or other relevant staff conduct the follow-up given their existing relationships with the students. Follow-up can be conducted via phone, email, or survey. Staff should attempt to follow up with students at least two times. If the staff member receives no response from the student, additional attempts are highly encouraged. OAE may follow up with programs with low response rates to conduct additional outreach.

Beginning July1, 2022, programs will begin following up with IET completers from the prior fiscal year (FY22: July 1, 2021-June 30, 2022). 
· Beginning July 1, 2022, programs will follow up with students who finished their IET from July 1, 2021 to January 31, 2022. 
· In August 2022, programs will follow up with students who finished their IET in February 2022. 
· In September 2022, programs will follow up with students who finished their IET in March 2022. 
· Programs will continue following up with IET completers six months after they finish the IET. 
· For a complete schedule, refer to the IET Follow-Up Survey Schedule resource. 

Programs will document follow-up responses using the IET Follow-Up Survey Report (AEL7019) available in GALIS. The IET Follow-Up Survey Report (AEL7019) is located in the Adult Education > Local Level > Misc folder. Programs should download this report as an Excel workbook to complete the survey. The IET Follow-Up Survey will be submitted to OAE on a quarterly basis following the same deadlines as the Local Program Data Quality Reports. For a list of deadlines, refer to the IET Follow-Up Survey Schedule resource. 

AEL7019 Report Instructions:
1. Run the report for the applicable fiscal year.
2. Click the “Run as” button to run the report as “Excel” or “Excel data”.
3. Format the report to suit your needs (column widths, freeze panes, wrap text, sorting, etc.).
4. Populate the report with follow-up survey responses as they are received.
a. Students who earned multiple credentials are duplicated in this report; programs only need to fill out one row for duplicated students. 
b. If you have attempted to follow up with a student at least 2 times with no success, please put "No Response" in the Employment cell.
c. Employment: Ask the student, "Are you employed in a job related to the IET?" If response is yes, type "Y" in the Employment cell. If response is no, type "N".
d. Employer Name: Ask the student, "What is the name of your employer?". Type the response in the Employer Name cell.
e. Start Date: Ask the student, "What date did you start working for this employer?". Type the response in the Start Date cell, using the format MM/DD/YYYY.
f. Hourly Wage: Ask the student, "If you are comfortable sharing, what hourly wage are you earning with this employer?". Type the response in the Hourly Wage cell, using the format $XX.XX. If they refuse to disclose, type "Refused".
g. Full-Time/Part-Time: Ask the student, "Is your position full-time or part-time?". If the response is full-time, type "FT" in the Full-Time/Part-Time cell. If the response is part-time, type "PT".
h. Benefits: Ask the student, "Does your job offer benefits, such as health insurance?". If the response is yes, type "Y" in the Benefits cell. If the response is no, type "N".
i. Notes: If you have additional notes from the student relevant to their follow-up status, enter them in this cell. 

For instructions on how to download and use the IET Follow-Up Survey Report (AEL7019), watch this webinar. 
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1. Employment: Are you employed in a job related to the [enter IET program name, i.e. IET, Training on the GO, etc.]? 
Note: If the student is not employed in a job related to the IET at the time of follow-up, but is employed in another field, the remaining questions are optional. 

2. Employer Name: What is the name of your employer?

3. Start Date: What date did you start working for this employer?

4. Hourly Wage: If you are comfortable sharing, what hourly wage are you earning with this employer?

5. Full-Time/Part-Time: Is your position full-time or part-time?

6. Benefits: Does your job offer benefits, such as health insurance?
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Hi [student name], this is [staff name] from the [Adult Education provider name]. I worked with you as you were completing the [IET program name]. 

I am reaching out because we are following up with students who completed the [IET program name] to see how you are doing. Do you have a few minutes to answer some quick questions? 

If no, proceed to Reschedule section.
If yes, proceed to Survey section. 


Reschedule

No problem. What would be a good time to reach out to you again? It should only take about 5 minutes. 


Survey

Great! This information will help us learn whether we are helping our students accomplish their career goals so we can make our program even better. 

1. Are you employed in a job related to the skills you learned in the [IET program name]?

a. If yes, ask, “What is your position title?” or other probing questions to build rapport and then proceed to Question 2. 

b. If no, ask, “Are you currently working in a different field? If so, would you mind sharing what you are doing?” Then, proceed to Question 2 to learn more about the out-of-field placement.

i. If they are not currently working or going to school, ask, “Is there anything we could have done to better support you with your career goals after you finished the [IET program name]?”

ii. Thank them for their time.

2. What is the name of your employer? (ask for spelling if needed to help with notes)

3. What date did you start working for this employer?

4. If you are comfortable sharing, how much are you making per hour with this employer?

5. Is your position full-time or part-time?

a. If part-time, ask “How many hours do you work per week?”

6. Does your job offer benefits, such as health insurance?

7. Is there anything else about your job now that you would like us to know? 

Thank you again for your time! We hope you keep in touch to let us know how you are doing. 
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Subject: We Want to Hear From You – [IET program name or Adult Education provider name] Follow-Up Survey

Dear [student name],

We are so proud of your accomplishments in the [IET program name]. We have some quick questions to see how you are doing after earning your certificate(s). Please click on the survey link below to answer some quick questions about what you have been up to. This information will help us learn whether we are helping our students accomplish their career goals so we can make our program even better. The survey should take 5 minutes to complete. 

[Insert survey link or button. Make sure your survey has a way to identify the student’s response for documentation purposes.]

Thank you for your time! We hope you keep in touch to let us know how you are doing.

Sincerely,
[staff name or Adult Education provider name]
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Subject: We Want to Hear From You – [IET program name or Adult Education provider name] Follow-Up Survey

Dear [student name],

We are so proud of your accomplishments in the [IET program name]. We have some quick questions to see how you are doing after earning your certificate(s). This information will help us learn whether we are helping our students accomplish their career goals so we can make our program even better. Can you reply to this email with your responses to the questions below? 

1. Are you employed in a job related to the skills you learned in the [IET program name]? (Yes/No)
2. What is your position title?
3. What is the name of your employer?
4. What date did you start working for this employer?
5. How much are you making per hour with this employer?
6. Is your position full-time or part-time?
a. If part-time, how many hours are you working per week?
7. Does your job offer benefits, such as health insurance? (Yes/No)
8. Is there anything else about your job now that you would like us to know? 
Thank you for your time! We hope you keep in touch to let us know how you are doing.

Sincerely,
[staff name or Adult Education provider name]



FY2023 IET Follow-Up Survey Schedule

The IET Follow-Up Survey will be submitted to OAE by emailing to oaereporting@tcsg.edu on a quarterly basis following the same deadlines as the Local Program Data Quality Reports. 


	Quarter
	Due Date
	Who to Contact

	Quarter 1 
(July-September, 2022)
	Friday, October 14, 2022 (close of business)
	
FY22 IET participants who completed an IET and earned a credential from July 1, 2021 to March 31, 2022


	Quarter 2 
(October-December, 2022)
	Wednesday, January 18, 2023 (close of business)
	
FY22 IET participants who completed an IET and earned a credential from April 1, 2022 to June 30, 2022


	Quarter 3 
(January-March, 2023)
	Friday, April 14, 2023 (close of business)
	
FY23 IET participants who completed an IET and earned a credential from July 1, 2022 to September 30, 2022


	Quarter 4 
(April-June, 2023)
	Friday, July 21, 2023 (close of business)
	
FY23 IET participants who completed an IET and earned a credential from October 1, 2022 to December 31, 2022
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