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Written Plan 
Follow-up Plan 

 
Goals & Objectives 
The Carthage Technical Center’s Student Follow-up Plan is to assist all qualified students in 
employment and/or assist with furthering their education upon completion of their program. 
 
Process Overview 
 
Each year, all public schools in Missouri are required by the Department of Elementary and 
Secondary Education to collect follow-up information on each of their secondary and post-
secondary graduates from the previous year approximately 180 days after graduation.  This is 
completed to determine if the students are employed, attend a post-secondary training facility, 
college, or in the military. 
 
Procedures and Specific Guidelines 
 

• Career Services Coordinator is responsible for all coordination of follow-up activities.  
 

• Student Follow-up data collection:  Approximately 180 days after graduation students 
will receive a remind message instructing them to complete a short post-graduate follow-
up survey.  The students will receive a hard copy of the survey through first-class mail.  
They will also receive an online version through email.  To encourage the return of the 
survey, an incentive for completion of the survey by the due date is included in the 
process and outlined in the letter. The survey is used to collect completion, placement, 
and licensure information. This survey is also used to assess the program’s effectiveness 
and to assess the student level of satisfaction with the education that was received.  
 
The Career Services Coordinator collects the information and places the information in 
the Follow-up Notebook.  The Career Services Coordinator will contact the graduates 
who did not respond to survey by phone.  The contact information in Infinite Campus 
will be used to contact each graduate.  The Career Services Coordinator will send a list of 
graduates that have not responded to the faculty to enlist their help in contacting each 
graduate.  Any follow-up information collected will be recorded on a call log and added 
to the Follow-up Notebook. 
 

• Employer Follow-up data collection: Employer information will be gathered from 
student follow-up survey responses. An online employer survey will be emailed to the 
identified supervisor and specific information will be gathered regarding the program’s 
effectiveness in preparing the graduate for employment. This survey is used to assess the 
level of satisfaction with the education their employee received from the Carthage 
Technical Center.  
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• Maintenance of records:  All information provided on the follow-up surveys are kept in 
the Follow-up notebook.  Data is entered in Infinite Campus and shared with the Missouri 
Department of Elementary and Secondary Education Data collection system.  The 
information is used by our school and by DESE to analyze students’ education and 
employment-related activities after high school. 
 

• Communication Plan:  The Career Services Coordinator stays in contact with 
instructors and other support staff members who are collecting follow-up data during the 
data collection period.  Additionally, instructors are encouraged to reach out to their 
Advisory Committee members for recommendations regarding appropriate post-
secondary training for students in the field and/or potential full or part-time job 
placement in the area. 
 

• Follow-up Plan Review:  Once all graduate follow-up information is completed, 
summaries and specific employer feedback will be available for review. This information 
is made available to the instructional personnel and administrative staff. Carthage 
Technical Center faculty and administration will review the follow-up plan annually and 
revise if needed. Summaries and program information will also be reviewed during the 
fall Advisory Board Meetings in order to evaluate program effectiveness and improve 
student outcomes.  
 
 

 
 
 

 
 
 


