WIA, Title II Core Performance Follow-up Survey: Mail 

Instructions

1. Generate list of randomly selected students for follow-up using the TOPSpro Enterprise (TE) California Core Performance Wizard. In TE, go to Tolls and click the California Core Performance Wizard. For more detailed instructions for generating the report and entering survey responses, please refer to the California WIA, Title II Core Performance Follow-up Survey Overview. A separate list will be generated for each Core Performance Measure for those enrolled in on-site programs and for distance learners.
2. Disseminate surveys via U.S. mail, e-mail, or phone.
· Be sure to print a separate survey for each student according to the list for each measure. 
· Print the student name on the survey so that individual survey response from each student can be entered in TOPSpro Enterprise.
· Indicate the quarter that the student exited the program.

· Indicate if the student is a distance learner.
3. Enter all survey results in TOPSpro Enterprise. To access the Core Performance student list on the TE Organization menu, click Agencies. Refer to the Navigator bar on the left side and click Core Performance Measures.

Sample Cover Letter for Mailed Surveys
It is a good idea to include a letter with each survey so that students understand why they are receiving it. Below is a sample agency letter. The underlined portion will change depending on the student’s goal.

Rolling Hills Adult School
10151 S. Main St.
Rolling Hills, CA 99999
(619) 555-1234 FAX (619) 555-4321
John Smith, Principal 

January 1, (Year)

Dear Student, 

Rolling Hills Adult School would like to provide the best services possible to our students. Please read the attached survey and answer the questions to the best of your ability. We want to know if our program has been helpful to you. 

When you were a student at Rolling Hills Adult School, you had indicated that you were employed at that time. Could you please tell us if you have kept that job or if you have obtained a new job? 

Thank you for your help. Enclosed is a self-addressed, stamped envelope for you to return the survey to us. The information you give us will help improve our program. 

Sincerely,

John Smith
Principal
Rolling Hills Adult School 




Student Name: (Please print the student name before sending the survey)
(Your School Name Here) is interested in helping its students meet their goals. We are sending you this survey because when you enrolled you said that one of your goals was to continue your education or training. Your answers to the questions below are important to help us improve our program. We will keep your answers confidential.
1. After you stopped attending class at (Your School Name Here), did you enroll in any other education or training program? This can include a university, community college, or job training program.
□ Yes


□ No 

Do you have any comments about your adult education classes? ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Please return by: 

Thank you for taking the time to answer these questions. 

The information you provided will help improve adult education programs.  



Student Name: (Please print the student name before sending the survey)
(Your School Name Here) is interested in helping its students meet their goals. We are sending you this survey because when you enrolled you had indicated that you were unemployed. Your answers to the questions below are important to help us improve our program. We will keep your answers confidential.
1. Did you get a job?

□ Yes


□ No 

Do you have any comments about your adult education classes?





Please Return By: 

Thank you for taking the time to answer these questions. 

The information you provided will help improve adult education programs.



Student Name: (Please print the student name before sending the survey)
(Your School Name Here) is interested in helping its students meet their goals. We are sending you this survey because when you enrolled you had indicated that you were employed. Your answers to the questions below are important to help us improve our program. We will keep your answers confidential.
1.  Did you have a job when you were in class?


Yes


No

2.  Do you have a job now?

Yes


No

Do you have any comments about your adult education classes?





Please return by: 

Thank you for taking the time to answer these questions. 

The information you provided will help improve adult education programs.
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