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Purposes and Uses
The Follow-Up Report is a survey of CTE program concentrators. It 
focuses on the students’ continued use of CTE skills after leaving their 
secondary education.

The data you collect is designed to:

• Aid school and program improvement.

• Assist with program review considerations by answering questions such as “Are 
concentrators finding jobs or education in a related field?”

• Indicate Perkins V core performance (3S1 - Placement).

• Factor into reviews of added cost rankings.



Follow-Up Timeline
Date Activity

Early October

Follow-Up materials are emailed to CEPD Administrators for 
distribution to local districts. All materials are available online at the 
CTEIS web site. CEPD Administrators should distribute their CEPD-
specific instructions along with the materials to local Follow-Up contacts 
and verify receipt of these packets within 3 days of delivery.

Early October –
Early January Local Districts begin the survey data collection process.

January 6

Districts are to authorize the submission of their Follow-Up data to their 
CEPD Administrator by January 8, 2021. CEPD Administrators should 
notify Yincheng Ye at OCTE (phone: 517-241-7652; email: 
YeY@michigan.gov) of districts that have not submitted data and also 
provide a projected submission date.

January 13
CEPD Administrators are to authorize the release of Follow-Up data for 
their districts to OCTE no later than January 15, 2021.

Late Spring
Survey results are made available on CTEIS once all districts have turned 
in their reports. CEPD Administrators should notify and distribute 
reports to local superintendents and Follow-Up personnel.



The Follow-Up

Gathering information:

• District officials interview CTE 
Concentrators* from the previous 
year.

• Focus on Wage-Earning programs 
(not New & Emerging or Family & 
Consumer Science).

• Telephone/mail surveys each have 
their own individual forms.

• Data compiled into CTEIS.

• Submitted to Level 5 FAs, CEPD 
Admins. and the State.

*Concentrator survey criteria:

1) Earned 8 or more segments/ 
in a CTE program. 
(competencies next year)

2) Left school.



Support Services

• Provides webinar training.

• Designs and updates manuals.

OCTE provides a Survey Support Center to facilitate your 
survey and assist in obtaining accurate data.

PTD Technology:

• Develops CTEIS software for Follow-Up Report submission.

• Offers advice for conducting an efficient and effective Follow-Up survey.

• Answers questions related to the Follow-Up survey forms.

• Helps solve problems encountered while conducting your survey.



Help Is Available

Technical Help
• For technical questions 

regarding the survey forms

• If you need assistance with   
how to collect your data

• For any issues relating to 
CTEIS operations or usage

PTD Help Desk

cteis.help@PTDtechnology.com

(800) 203-0614 or (517) 333-9363

Ext. 128

Policy Help
• For direct questions regarding 

OCTE policy issues

• To offer suggestions for 
Follow-Up improvements

Yincheng Ye

YeY@michigan.gov

(517) 241-7652



Steps for Success

Follow-Up reporting using CTEIS has 
been designed as a step-by-step process.

By following these steps, you can be sure 
you will not overlook any necessary 
survey elements. 



Step 1:  Review Your Follow-Up Packet

 MEMOS
• One from OCTE and one from the SSC.

 WORKSHOP  SCHEDULE
• Contains info on training schedules, locations, what to bring, and the 

general agenda.

 PROTOCOL  MANUAL
• Instructs users on how to collect data, including how to ask the survey 

questions and complete forms.

 INSTRUCTIONAL  GUIDE
• Teaches users how to input survey data into CTEIS.



Step 1:  Review Your Follow-Up Packet

 INTRO SCRIPT
• Quickly introduces you to the student, identifies the concentrator, and determines which 

type of survey will be taken.

 SURVEYS
• Student Survey — phone survey, completed by the student.
• Proxy Survey — phone survey, completed by a representative of the student.
• Mail Survey — mailed to and completed by the student.

 PDFs are online at:
• The CTEIS Knowledge Base: support.cteis.com.
• The CTEIS homepage: www.CTEIS.com.

 Watch the CTEIS Listserv for additional information (email 
martinezj9@michigan.gov).

http://support.cteis.com/
http://www.cteis.com/


Step 2:  Access Your Follow-Up Student Listing

• Login to CTEIS with your MEIS account 
information.

• Click Data Entry → Follow Up.

• Export your chosen buildings into Excel.



Logging In

• Make sure you have a MEIS account:
– https://mdoe.state.mi.us/MEIS/login.aspx

• Your Fiscal Agency Authorized Official (Level 5 Official) will 
authorize your MEIS account for CTEIS.

• Navigate to www.cteis.com (or train.cteis.com).

• Click “Login,” then enter your MEIS account username and 
password.

https://mdoe.state.mi.us/MEIS/login.aspx
http://www.cteis.com/
http://train.cteis.com/


Step 3:  Review Your Follow-Up Listing

 Your list represents the students who 
earned 8 or more segments in a program 
and also left school in the last year.

 If a student completes programs in 
multiple districts, the system will 
determine which one is responsible for 
Follow-Up.

 Contact OCTE if you find any discrepancies with student 
exit statuses or encounter missing concentrators.



Step 4:  Conduct the Survey

Mail

1. Make several copies of each type of survey form.
2. Put the student’s name and program onto the 

Intro Script.
3. Attach the Intro Script to a survey form.

Call
Student

Speak 
with 
Proxy



Step 4a:  Student Self Survey

Mal

1. Get Self Survey Id from the Follow Up List 
Export (2022-8084-4840-0180)

2. Create an email directing student to Self Survey 
Web Site
1.StudentFollowUp.CTEIS.Com

3. Completed Survey will so up with status as 
‘SELF’



Train Interviewers
 Understand the survey forms thoroughly.
 Focus on your conversation.

 Make every effort to interview the student.
 Proxies usually have limited information.
 Vary the ways in which you contact your concentrators.

 Be consistent.
 Strive to maintain high standards.
 Consistency is key in interpreting the value of different responses.

 Follow survey wording exactly.
 Each concentrator must be asked the same 

questions in the same way.

 Even slight deviations can:

• Change the meaning of a question
• Affect a respondent’s answer.



Train Interviewers
 Be objective.

 Keep your voice even – show no emotion towards the question.

 Do not apologize for or pre-empt a question with a comment.

 Follow the survey script.

 Each item has been revised based on experience and feedback.

 Following survey instructions is critical to maintaining consistency.

 If you are uncertain about any questions, please contact the SSC.

 Check your work.

 Check through your forms before you hang up.

 Review items you skipped.

 Contact the interview trainer if you are unsure 
how to code an item.



Survey Question Review

Phone Survey Form

Intro Script

Protocol Manual











Potential Problem:

• An interviewer is uncomfortable asking 
about a student’s wages and alters the 
question slightly to make himself or 
herself feel better about asking it.



Solution:

 Be confident: you have written permission and are authorized 
to ask each question.

 Do not remind students that they may choose to skip 
questions—that may imply that the subject is sensitive or that 
you do not expect them to answer.

 Remember that this is simply another question.  Remain 
casual; your students will be less likely to hesitate, and you 
will stay objective.



Potential Problem:

• The concentrator may want to know 
more information before answering.



Solution:

 Why are you asking?
 It helps us to know how our students are doing.

 Who gets this information?
 The data is reported to the district and the state, but your responses are 

confidential.  Names are not included in the data that is reported.



Potential Problem:

• Some concentrators may refuse to 
answer; however, others may just be 
uncertain.



Solution:

 If a person refuses to answer or clearly does not want to, then 
immediately skip the question and move on.

 However, if the person suggests that they are uncertain by 
saying something like “I’m not sure,” then ask if they could 
give an estimate.



Improving Response Rates

• Get additional contact info during student exit interviews.

• Telephone, mail, and self-surveys – conduct all if helpful.

• Contact students between 8:00 AM and 9:00 PM and log your work.
 4:00 PM to 8:00 PM works well!

• Attempt contact at least 6 times on different weekdays.

• Call from your school for people screening with Caller ID.

• Use online resources to find valid phone numbers.

 An acceptable Response Rate is 90-100%.
 Below 80% puts you in non-compliance.

• State and federal funds may be recaptured.
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Attachment B in your 
Protocol Manual includes 
more ideas for improving 

response rates.



Step 5:  Enter Survey Data Into CTEIS

 Log into CTEIS.

 Click Data Entry →
Follow Up.

 Click the pointing hand button next to a chosen building.

 Choose a student, then click the Survey button next to his/her program 
name.

 Add contact information and notes, then click the Begin Survey button.

 Select the student’s primary program and survey type.



Step 6:  Complete the Report

 Choose “Follow Up,” then 
“Building Follow Up 

Review.”

 Select the correct Fiscal 
Agency and building.

 Click the View or 
Export button to review 

survey results.

 Click the Complete 
button to submit data.



Step 7:  FA Review & CEPD Submit

Directions for FAs and CEPD 
Administrators are at:

• support.cteis.com

• www.CTEIS.com

http://support.cteis.com/
https://www.cteis.com/


Step 8:  Follow Up Reports

X0610 - Placement Summary of Concentrators by Program
X0611 - Education by Employment Comparison
T1608 – CTE Follow Up Responses

CPIs – 3S1 indicator

CTEIS.com/Reports

Reports.CTEIS.com

Analytics.CTEIS.com



Adhere to Timelines



Questions?

Don’t forget to fill out our 
Training Evaluation Form at

support.cteis.com/Training/Registration-
General-Info

Thank you!

http://www.ptdtechnology.com/cteiskb/Training/Registration-General-Info/CTEIS-Training-Evaluation
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