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How to Collect Follow-Up Data 

A Step-by-Step Guide 
 

At the National Coordinating Center (NCC) at Think College, we use data on the outcomes of 
students with intellectual disability to advocate for continued funding and legislative support 
for programs like yours.  It is critical that we capture data on program completers both at exit 
and annually after they complete the program. We understand that it is challenging to reach 
out to program completers to gather this information, so we offer a number of tools to do so. 
We also offer a $10 electronic gift card once per year for each former student who provides 
outcome data. In this step-by-step guide, you will find instructions for how to collect and enter 
follow-up data.  
 
Thank YOU for your dedication to this important effort! 
 
Step 1: Before students complete your program, gather contact information  
As students get close to completing your program, set up a process to gather contact 
information from them as well as their families. Gather as much information as possible: home 
address, cell number, personal email address, social media accounts, etc. We created a 
template form that you may want to use or adapt (see “Student Contact Information Form”).  
 
Step 2: Store contact information along with student system ID and exit date 
We recommend setting up a centralized database to store student contact information along 
with the student system ID number assigned to them in the Think College Data Network along 
with their date of exit. We created a template Excel spreadsheet that you may want to use or 
adapt (see “Template for Storing Student Contact Information”). Record in your spreadsheet 
each time you reach out to program completers, including the date and method of contact. 
Every time you are able to get in contact with a student, be sure to verify that the contact 
information you have is current and note any changes.  
 
Step 3: Know when it is time to reach out to program completers 
You only need to collect follow-up data on students who completed your program. You collect 
data once per year on the anniversary of the student’s date of completion.  When you enter 
follow-up data into the Data Network, the system will tell you the next date you should be 
entering data for that student.  
You will receive automated reminders from the Data Network via email to remind you when 
follow-up data collection needs to be entered for your program completers. You can log on to 
the Data Network at any time to review upcoming reporting dates. It might be helpful to create 
a calendar (paper or digital) to record when students complete your program and to mark the 
annual follow-up data collection time point.  
We know that it’s not always possible to reach the student on the exact day, so we have 
established the following window for data collection:  
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• Annual data should be collected within 2 months (before or after) of the yearly 
anniversary of program completion 

Record the date that you collect follow-up data from program completers (i.e., date that you 
talk to them on the phone or date that a paper survey is completed) so that you can enter this 
into the Data Network.  
 
Step 4: Decide how to gather data from program completers 
 
To meet the needs of your program, we have established flexible options for gathering data 
from program completers.  
 
Option 1: Phone call 
If you decide to contact program completers via phone, you can read the questions from 
Quickbase or use one of the paper options below to record answers as you talk to program 
completers. You may want to prepare a script to use. For example: 
 

“Hello, [student name], this is [name] from [program]. Do you have a few minutes to tell 
me how you are doing? I will need about 15 minutes of your time today.  
 
(If student has time, continue the survey. If not, schedule a different time and verify 
phone number) 
 
“Great! Thank you so much for taking the time to talk with me. First let me check that 
the contact information I have for you is still correct [verify phone, mailing address, 
email address]. 
 
“Thank you. Next I have a few questions about where you are working and living now.  
 
(Read questions 1 to 18 and record answers) 
 
“Thank you again for taking the time to talk with me today. Getting this information 
from you helps us to improve our program and other programs for students like you. I 
will call you again in a year, but stay in touch and let us know how you are doing.”  

 
Option 2: Paper survey 
If you decide to contact program completers via paper survey, there are two ways to download 
a paper version.  

• Download the 4-page PDF version of the survey from the follow-up data webpage in the 
TPSID-only area of thinkcollege.net. Before sending a survey to a student, you must 
write in the student’s system ID number in the top right corner.  

• Download a version of the survey directly from Quickbase that has the student system 
ID number and date of exit pre-filled.  
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Mail the survey to the student with a stamped self-addressed envelope so they can return it to 
your program.  
 
Option 3: Electronic survey  
We also have the follow-up data collection survey programmed into Qualtrics. If you choose 
this option, you will email or text the survey link to your program completers to complete 
themselves. The data will go directly into a Qualtrics account owned by the Institute for 
Community Inclusion at UMass Boston. Staff at Think College will then upload responses into 
the Data Network. You will be able to access responses through reports in the Data Network.  
Think College is not permitted to collect student names or other identifying information. You 
will need to give program completers their student system ID number to complete the survey. 
An example of what you will need to tell program completers is: 

Thank you [student name] for taking the time to answer a few questions about how you 
are doing now! To begin the survey, click the link below and enter [student system ID#] 
in the box on the first page.  

 
Survey: https://umassboston.qualtrics.com/jfe/form/SV_1BIXNNpsjcIKDzL  
 
Step 5: Enter follow-up data into Qualtrics 
Beginning April 2018, all outcome survey responses will be entered into Qualtrics. Think College 
is working on a few behind-the-scenes edits to the outcome data module in Qualtrics, so we 
will be temporarily collecting all outcome data in Qualtrics.  
 
Use the Qualtrics link to input all outcome data once you have gathered it from former 
students: https://umassboston.qualtrics.com/jfe/form/SV_1BIXNNpsjcIKDzL  
 
If you have any issues with data entry, send an email to thinkcollegeTA@gmail.com   
 
Step 6: Think College wants to send your former students a gift card! 
Beginning April 16, 2018, the Think College National Coordinating Center will provide each 
former student with one $10 electronic gift card each time that they provide you with 
responses to the outcome data survey (once per year). All they need to do is provide an email 
address and we will take care of emailing them the gift card. They can choose from a Starbucks, 
Target, or iTunes gift card. 
 
Here’s what needs to happen for the former student to receive a gift card: 

1. You reach out to your former students each year on the anniversary of when they 
completed the program.  

2. Ask your former students to respond to the outcome survey questions. You can do this 
via phone, paper survey, electronic survey, or in person.  

3. Ask each former student for their email address and to choose which gift card they 
would like (Starbucks, Target, or iTunes). 
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4. Enter the outcome data directly into Qualtrics 
(https://umassboston.qualtrics.com/jfe/form/SV_1BIXNNpsjcIKDzL ) 

5. At the end of the Qualtrics, you will be redirected to a separate google form that will ask 
you to enter the email address and gift card choice.  

6. If former students are completing the electronic survey themselves, they can enter their 
email address and gift card choice directly.  

7. Repeat the above for each former student you reach out to! 
  
Former students can expect to receive a gift card via email in about 1-2 weeks from when we 
receive their email address.  
 
Feedback? Resources? 
Do you have any feedback that would help us improve or simplify the follow-up data collection 
process? Do you have any resources that would help others to stay in touch with program 
completers and manage follow-up data outreach efforts? If you have anything to share, send to 
clare.papay@umb.edu  

Thank you! 
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