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Overview of NRS Requirements

The National Reporting System (NRS) established the reporting requirements for federally funded adult education programs authorized under Title II of the Workforce Investment Act. The NRS defines the measures local programs must collect, the methodologies for collecting them, and state reporting requirements. While the NRS includes participant descriptive measures (e.g., participant age and ethnicity) and participation measures (e.g., contact hours), it is the participant outcome measures that have the greatest impact on the adult education delivery system. Exhibit 1 summarizes the NRS core outcome measures.

Exhibit 1 

Core Measures

	Topic
	Measures
	Definitions

	Educational Gains


	· Educational gains


	Improvements in educational functioning levels in reading, writing, speaking and listening and functional areas

	Follow-up Measures
	· Entered employment

· Retained employment

· Receipt of secondary school diploma or GED

· Placement in postsecondary education or training


	Learners who obtain a job by the first quarter after exit quarter

Learners who entered employment who are employed in the third quarter after program exit

Learners who obtain a 

GED, secondary school diploma or recognized equivalent

Learners who enroll in a postsecondary educational or occupational skills program building on prior services or training received


Along with the descriptive and participation measures, programs collect the educational gain measure while participants are enrolled in the program. However, programs must collect the NRS “follow-up” measures—entered and retained employment, receipt of secondary credential and placement in postsecondary education or training—after the participant has left the program.  Furthermore, the follow-up measures are participant goal dependent— that is, they apply only to participants who designate one of these outcomes as a main or secondary goal for attending. For example, the employment measures apply only to participants with a goal of obtaining a job and the enrollment in postsecondary education measure applies only to participants, who enter with a goal of obtaining this outcome, 

The NRS allows two methodologies for collecting data on follow-up measures: data matching and surveys. Data matching relies on using other databases, such as unemployment insurance wage records, to obtain the measures by matching participant records and social security numbers with the information in the database. States can use this procedure to meet reporting requirements for participants with employment-related, postsecondary, and GED goals.  When this capability is not present, data on follow-up measures must be collected through a survey of learners.  For program years 2005 – 2006 and 2006 – 2007, Michigan’s adult education programs will use the survey method.
The State Adult Education Office of the Michigan Department of Labor and Economic Growth will be working with partnering agencies to develop agreements for data matching.  We are hopeful that these 

agreements and the accompanying computer programming that must be developed can be accomplished for the employment and GED measures during PY 2006-07.  If so, we will be able to give local programs the option of using data matching for the follow-up measures beginning with July 2007.  Given the difficult nature of locating participants after they exit our programs in addition to the labor-intensive task of conducting telephone interviews, data matching will be the most cost and labor effective method of follow up.  Additional changes made by the U.S. Department of Education to the follow up process for participants with employment goals will go into effect July 2006.  For that reason, in addition to increased accuracy, the U.S. Department of Education is strongly encouraging all states to initiate data matching as soon as possible.

To determine the success of our efforts with adult learners, we need a follow up process that will provide accurate results.  In addition, we are quickly approaching a point where our funding will be determined by our success at achieving USDOE performance benchmarks.  The data we collect must be consistent, reliable, and valid.  Therefore, it is critical that the procedures described in this document are followed diligently. 

Overview of This Document

This document presents the guidelines for conducting participant surveys.  It is designed to be used as a supplement to regional and state trainings that are provided to delve more deeply into the policies and procedures for conducting participant follow-up.  

The document:

· Explains what participants need to be surveyed and when,

· Outlines the process for conducting the telephone survey,

· Provides guidelines for selecting and training telephone interviewers, and

· Includes standardized forms and checklists for use in the student survey process.

Conducting the Participant Survey

Conducting a follow up survey is a complex activity that requires good organization and planning.  This section describes the NRS procedures for planning and conducting the follow up survey, including identifying who is to be included in the survey, when to conduct the survey, and the methodology for conducting it.  The monitoring of the survey procedures, training of staff conducting the survey, and reporting of findings are also addressed.

Getting Started

The follow up process begins at intake and continues well after the participant has left your program.  Participants need to be notified about the follow up process upon registration.  They need to understand what follow up is and that they will be asked to participate.  Further, they need to know how the data will be used and that their specific answers will be confidential.  The more information about follow up you can provide, the more likely they will be to participate in the process.  

How do I know what participants to survey and when?

Only participants who designate a primary or secondary goal related to the follow up measures (enter employment, retain employment, improve employment, enroll in postsecondary education or job training, receive a GED or a high school diploma) need to be surveyed.  Exhibit 2 summarizes the participant population to include for each follow up measure and when to contact them to collect follow up data.

Exhibit 2:  Participant Population and Collection Time for Follow Up Measures

	Follow Up Measures
	Participant Population to Include
	Time Period to Collect Measures

	Enter employment
	Participants unemployed at entry with employment goal who exit during the program year
	First quarter after exit quarter

	Retain employment
	Participants unemployed at entry with employment goal who obtain a job during enrollment or the first quarter after exit; and participants employed at entry with a goal of retained employment who exit during the program year
	Third quarter after exit quarter

	Improve employment
	Participants employed at entry with a goal of improve employment who exit during the program year
	Third quarter after exit quarter

	Enroll in postsecondary education or training
	Participants with a goal of entering postsecondary education or other training
	Any time prior to October 25 (following the end of the program year on June 30)

	Obtain a GED 
	Participants with a goal of obtaining their GED


	Any time prior to October 25 (following the end of the program year on June 30)

	Obtain a high school diploma
	Participants with a goal of obtaining a high school diploma.  NOTE:  Follow up may be verified by internal school records versus telephone survey.  If the participant exits the class prior to earning a diploma (and does not re-enroll in another diploma program within that school year), school records - versus telephone interview - may be used to document non-completion of the goal.
	Any time prior to October 25 (following the end of the program year on June 30)


Identifying learners for the retained employment measure is more complex than the other measures, as this measure applies to the unemployed participants who had a goal of “Obtain a Job” and who then entered employment.  The measure also applies to employed participants who had a goal of retained employment.  Measurement of both employment-related measures – entered and retained employment – is complicated further by the fact that the participant must enter employment by the end of the first quarter after the exit quarter (defined as the quarter when the participant completes instruction or has not received instruction for 90 days and has no instruction scheduled).  A job obtained while the learner is still enrolled may be counted but is reported in the first quarter after exit quarter.  Retained employment is measured by determining whether the participant has a job in the third quarter after their exit quarter.

Exhibit 3 provides an example of when programs must measure entered and retained employment, using the 2005-2006-program year (July 1, 2005 – June 30, 2006) as an example.

Exhibit 3

Quarterly Schedule for Collecting Entered and Retained Employment

for Program Year 2005 – 2006

	Exit Quarter
	Collect Entered Employment by the end of:
	Collect Retained or Improved Employment by the end of:

	First Quarter (July 1 – September 30, 2005)
	Second Quarter
	Fourth Quarter

	Second Quarter (October 1 – December 31, 2005)
	Third Quarter
	First Quarter, Next Program Year (July 1 – September 30, 2006)

	Third Quarter (January 1 – March 31, 2006)
	Fourth Quarter
	Not Reported

	Fourth Quarter (April 1 – June 30, 2006)
	First Quarter, Next Program Year (July 1 – September 30, 2006)
	Not Reported


Note that:

· Entered employment goals must be collected using the quarterly schedule listed in the second column of Exhibit 3.  Obtain a Job goals can and will be tracked across program years.  For example, participants exiting in the fourth quarter will need to be contacted during the first quarter of the next program year (quarter ending September 30) since you have until October 25 to submit your follow up data.

· For PY 2005 – 2006, retained or improved employment is not reported for participants exiting in the third or fourth quarters of the program year (i.e. the two quarters from January 1 to June 30).  Programs should measure entered employment for these participants in the appropriate quarter (first quarter after exit), but do not have to measure retained employment in the third quarter after exit (quarters ending December 31 and March 31 of the calendar year).  These quarters end beyond the reporting period for the program year (October 25), so retained employment cannot be determined in time to meet the deadline for the annual report for the program year. Consequently, participants that exit in the third or fourth quarter of PY 2005-2006 need not be surveyed and are not counted in the computation of the percentage of participants retaining or improving employment in your performance standards.

· NOTE: Beginning in PY 2006 – 2007, the NRS will require that the third and fourth quarter exit participants be tracked and reported within the following program year’s report.
What are the procedures for conducting the participant survey?

Surveys are conducted by mail, telephone, or through an in-person interview.  The latter option is extremely costly and is not feasible for adult education programs.  A mail survey, while inexpensive and easy to administer, normally produces an unacceptably low response rate – typically around 10 percent.  Consequently, Michigan’s approved survey procedures require that local programs conduct the follow up survey by telephone.  The telephone survey may be supplemented with a mail survey and by information collected while the participant is enrolled.  For example, programs can supply participants with a form during their enrollment to return when they have met their goal.  DLEG has developed a Participant Follow Up Survey form (described below) for these purposes.  You may NOT rely on mail surveys only, however, since a 50 percent response rate must be achieved. (More explanation is provided later.)    

By following the seven steps listed below, you will increase your chances of obtaining a 50% response rate.

Step 1:  Select and train telephone interviewers.

Conducting a survey is highly labor intensive.  Besides administering the survey, you must locate the participants, explain the survey to them, and obtain their cooperation.  This work requires frequent callbacks to participants and careful record keeping.  Your program should ensure that you have sufficient staff and time to conduct the survey.  Due to lack of resources, your program may use teachers or other program staff to conduct the survey.  However, this approach may be inadequate if these staff members do not feel the work is a priority or if they do not have sufficient time to conduct the survey.  A better approach might be to hire a part-time assistant or volunteer to conduct the telephone interviews.

Keep in mind that you could be surveying ESL participants. The survey may need to be translated into the most common languages your participants speak, using interviewers with the ability to speak and understand those languages.

Once the telephone interviewers are selected, appropriate training is essential.  Training should include:

· How to use the script, including what to say to participants to introduce the survey and get their cooperation;

· Ways to avoid refusals;

· How to ask the survey questions;

· How to record responses; and

· How to answer participant questions about the survey.

During the training, you should go over every question in the survey to ensure staff understands the purpose of the question, what is being asked, and what responses are desired.  The training should also include mock interviews and other practice.  Staff should be thoroughly familiar with all questions and procedures before beginning.  It may be desirable to develop your own local follow up training (after you have been trained by the State) to ensure understanding and standardization of procedures.

Appendix C contains strategies and procedures for training your interviewers.

Step 2:  Determine your telephone survey schedule.

As described previously, the employment-related goals are time sensitive and must be collected using the quarterly schedule in Exhibit 2.  

NOTE:  If the telephone survey confirms that a participant with a goal for entering employment was indeed employed by the end of the first quarter after exit, that participant will need to be surveyed again at the end of the third quarter after exit to determine if he/she is still employed for the job retention measure.  

Because of the quarterly structure of the employment follow up, the simplest time to conduct most telephone surveys is quarterly.  If quarterly collection is conducted, the survey should begin no sooner than the last month of the follow up quarter, called the “measurement quarter,” and be completed within three months, which is called the “contact quarter.”

The local program should determine the optimal time to collect the postsecondary/job training and GED/high school diploma follow up.  For example, it may be advisable to collect the entry into postsecondary measure during the fall quarter or September – October (following the program year) when most participants enter community college.  For GED completion, you may want to wait until that time period as well to allow participants the maximum amount of time (prior to the October 25 reporting deadline) to take and pass the test.  

Step 3:  Inform participants of the survey.

It is very important to the success of the survey that participants know they will be contacted later and asked about their outcomes.  The main challenge in conducting the survey is finding the participants after they leave the program.  For this reason, programs should inform participants with follow up goals about the survey upon entry into the program.  

At intake, participants with follow up goals (and those with the potential to convert to follow up goals) must be provided with the DLEG Follow Up Notice (Appendix B).  This notice explains the follow up process, requests their participation, and provides the participant’s permission to be contacted by a member of your staff for follow-up.  The Follow Up Notice also gives the program permission to verify GED completion with the state or local GED testing examiner.  Program staff must ensure that participants understand the follow up process.  Participants that change their goal after entry to a goal required for follow up need to be notified about the follow up process as soon as possible.

During the period of instruction, you need to remind participants about the follow up process and its importance.  If possible, you should introduce participants to your staff members who will be conducting the follow up survey.  

Some programs provide students with a follow up postcard and ask them to return them to the program if they meet their follow up goal after they exit the class.  This process is optional and can be used in addition to the Program Survey, but not as a substitute for it.  The DLEG state office has sample wording that can be used on such mailers.  Contact Dean Smith for more information.

Step 4:  Ensure accurate contact information.

Local programs are strongly encouraged to collect alternative contact information from the participant, such as addresses and phone numbers of relatives or others who may know of the participants’ whereabouts over time. The alternative contact information can then be used to help you contact the participant once he/she leaves your program.  The Follow Up Contact Information Form is located in Appendix C.  The alternative contacts can be input into MAERS in the Update Alternative Contact screen (Appendix E).

In addition, participants should be encouraged to provide new addresses and phone numbers when they move.  Programs should implement procedures to update this information periodically while the participant remains enrolled.  

Step 5:  Identify survey respondents.

It is critical that data be input into MAERS on at least a quarterly basis.  By doing so, MAERS will be able to generate a Follow Up Contact List that will list all participants that need to be contacted and when. This should greatly assist your scheduling efforts.  

Step 6:  Conduct the telephone survey.

The Program Survey (Appendices D1 – D6) is conducted through telephone interviews. A separate Program Survey has been developed for each follow up measure:  D1 – GED, D2 - high school diploma completion, D3 – obtain a job, D4 – retain job, D5 - improve job, and D6 – postsecondary education/job training.  Obviously, the telephone interviewer should only use the survey that matches the individual participant’s goal.  If a participant has selected two follow up goals, then two surveys (one for each goal) need to be administered.   

The Program Survey is divided into sections. Section 1 contains general participant information.  Section 2 relates to the individual’s follow up goal.  Section 3 requests participant feedback and recommendations.  The interviewer must ask the question/s in Section 2 exactly as they appear in the survey.  Programs may adapt the questions and information in Sections 1 and 3 to fit their own local program requirements.
When calling a participant, follow up staff should ask for the individual by first name or nickname.  This will help to increase the likelihood of the participant accepting the survey phone call.  If the participant’s teacher cannot conduct the telephone survey, then follow up staff should say they are calling on behalf of the participant’s teacher.  Again, this is designed to increase the likelihood of the participant accepting the call and responding to the survey questions.  Participants will be most comfortable talking with their teacher or someone who is calling on behalf of their teacher.  This will help to increase your follow up response rate.

The State-approved Contact Log (Appendix F) must be used to record contacts during the follow up process.  The Contact Log must be kept for federal and state monitoring.  Follow up staff must attempt four contacts per participant.  If there is no answer to the follow up call after four attempts, then the participant is considered a non-respondent.  If the participant is contacted on the fourth phone call or before and answers the primary survey questions, the participant is counted as a respondent.

Step 7:  Record the results.

The Program Survey must be filed in the participant’s file.  If the participant is a non-respondent to the Program Survey, a blank survey should be kept in the participant’s file.  The incomplete survey should clearly indicate that the participant could not be contacted or refused to participate.  

Follow up results should be posted to the Follow Up Information screen in MAERS on a regular basis (at least quarterly).

To assist programs in tracking individual participant follow up, a Participant Follow Up Checklist (Appendix G) has been developed.  This checklist can be adapted to best serve the purposes of the local program’s tracking efforts.
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