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Completers & Employers of Completers
The mission of Pinellas Technical Collete — St. Petersburg Campus is to provide students the

opportunity to develop national workplace competencies to fill the needs of business and
industry. Pinellas Technical College — St. Petersburg Campus believes that an effective plan
for following up on program graduates and completers with marketable skills is essential for

accreditation and other mandated reports.

Responsibility and Coordination of Follow-Up Activities

Program instructors, Student Services personnel, and the COE Liaison are responsible for the

coordination of all follow-up activities.

Collection of Information from Completers and Employers of Completers

The collection of information from completers and employers of completers is accomplished by
utilizing several collection methods. This information is gathered through the following methods:

1. When a completer exits a program, the instructor completes an electronic withdrawal form; the
form contains the appropriate withdrawal code and employment data, if applicable, and submits it:

a. TO THEIR Program Assistant Director for review. The Assistant Director then forwards
the form to

b. The Student Records Office to be entered into the Pinellas County Schools’ Student
Management System (FOCUS).

c. The Curriculum Coordinator/COE Liaison and other identified staff for their use in
maintaining completion, placement, and certification data in the COE Accreditation files.

2. Graduate/Completer Follow-Up Survey

a. Upon completion of the program, students meet with guidance staff for their final steps.
During this process, students scan the QR code for the Survey Monkey completer survey
and that information is shared with instructors and administrators. Final yearly data is
stored in the program’s COE folder.

3. Employer Follow-Up Survey

a. Upon receiving the withdrawal form or a COE Placement Update form containing
employment information, a survey that includes the student’s name and program attended.
Along with a self-addressed envelope, is sent via US Postal service to the employer.

b. Returned and completed employer survey responses are entered into the employer survey
in Survey Monkey by the Curriculum Coordinator/COE Liaison and populated. This data
is then shared with the administrators, instructors, and Occupational Advisory Committee
members.

Routine Follow-Up of Graduate and Employment Placement with Instructors

1. Throughout the school year, the COE Liaison creates completer and employer placement
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reports using the current placement data from the Student Management System (FOCUS).
a. The reports are shared with the program instructors and administration for their
review to identify any changes, additions, or deletions.

b. Revisions and applicable documentation are submitted to the COE Liaison and the
Student Records Office to update the data in the Student Management System at the

end of each school year. The instructors review the graduate/completer employment
placement and if applicable, licensure data maintained in the Student Management
System, to review for accuracy, their current placement/completion/licensure rates.

Evaluation of Follow-Up Data & Availability

The results are a component in the planning and decision-making process to ensure continuous
improvement of the program.
1. Final graduate completer and employer survey summary reports are created, forwarded to the
administrative team and to the applicable instructor(s), and a copy placed in the COE files in the
COE Liaison’s office. The COE Annual Report uses this data. As of 26-27, the COE now
reviews the average completion and placement rates of all the programs for the institutional data

requirement.

2. The administrative team reviews the graduate completer and employer follow-up survey results
with the program instructors during program meetings.
3. The program instructors share and discuss the survey results with their program advisory
committee members and log into meeting minutes.

ACTIVITY ACTION TIMELINE
Student At the request of the COE Liaison, reports containing the Ongoing
Management | status of the student i.e. graduate/completer and
Advance employment data are created from the student management
Reports system.
Completer The survey is included as part of the Application for Ongoing
Follow-Up Certificate and Request for Transcript form. Once received,
Survey this information is given to the COE Liaison for tracking.
Employer An employer follow-up survey is mailed to the student’s Ongoing
Follow-Up employer as listed on the withdrawal form. Responses are
Survey logged into our tracking system.
Instructor When a non-employed student graduate/completer leaves a | After the student
Follow-Up of | program, instructors contact the students using various terminates
Student methods, such as email or phone call, to gather updated enrollment from
employment and other vital information. This information is the program
shared with the COE Liaison for reporting.
Computer Noew or corrected completion, placement, and licensure Ongoing
Updating information is updated in the Student Management System

when received from the instructor.

The COE Liaison maintains completion, placement, and
licensure rates information and uses it to complete COE
Annual Report for completion, placement and licensure
rates.




PINELLAS TECHNICAL COLLEGE - ST. PETERSBURG CAMPUS

STUDENT WITHDRAWAL FORM

-l

STUDENT INFORMATION
Student Type| [Adult Student

First Name Middle Name Last Name Suffix
I | | | |
Student ID Number Email Address Phone Number
I | || || |
Updated Mailing Address City State  Zip Code

PROGRAM INFORMATION

I -

Program Name

Last Date of Attendance

I -

Withdrawal Code
Has the student obtained industry certification?

WORKFORCE EDUCATION PLACEMENT INFORMATION

Is the Student entering Military Service?
Is the Student continuing their training/education?

If so, at which school will they continue their training/education:

School Name

Street Address

Is the Student presently employed?

City

State

Is the work related to the program's training? [NO - Date Student began working: |

Employment Information:

Company Name

Address
| | | |

ciy State Zip Code Phone Number

Student's Job Title

Supervisors Name

MISC INFORMATION

Supervisor's Email Address

Motes

Date Submitted

Instructor's Name



PTC- St. Petersburg
COE Annual Report - Placement Update Form
(Use only for completers, graduates, and other withdrawals)

Student Name:

Last First Middle
Student ID #: Program Name:
Date: Program Number:

A. Training Related Placement [select one):

a Entering military service
| Branch: |
O | Continuing education/training (in school)

i School:

- Employed related to the program they attended
Start Date: i Emplayer Mame: E
Address: : City: i : State: i E Zip: i
Weork or
Supervisor's Supervisor's
Work Phone: Email: name:

If needed, explain role and relationship to curriculum:

B. Unavailable to Attain Credential or be Employed (select one):

O | Pregnancy [0 | Child Care Problems

[0 | Caring for ill family members [ | Family Related Problems

O Incarceration O | Time/Schedule Conflict

[0 | Serious health-related issues [ | Address Change/Left Area
[physical/mental/behavioral)

O | Other (Specify):

Note: Other reason must be approved by administration

C. Refused Employment (select one):

Failed to keep interview appointments

Refused employment offer in the field of related instruction

N

Enrolled in the program of instruction strictly for personal use

For B and C, Please provide a brief description of the student’s specific situation:

Documented By
Instructor's Mame:

Date

Keep a copy for your records and email to the COE Data Coordinator & Records Department
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PINELLAS TECHNICAL COLLEGE
APPLICATION FOR CERTIFICATE & REQUEST FOR TRANSCRIPT
NAME: (PLEASE PRINT):

Your name will appear on the certificate just as you have written it here,

Month Day Year (Display year in 4 digits, Example: 1985—not just 85)

GENDER: Male Female BIRTH DATE: ! /
XX K XX
ADDRESS: CITY: ZIpP:
Two copies of your transeript will be sent with your certificate.
EMAIL ADDRESS
SOCIAL SECURITY NUMBER: TELEPHONE:
PROGRAM TITLE: DATE STUDIES COMPLETED:

STUDENT FOLLOW-UP: Please provide information here or within 60 days to your instructor. Feel free to use email.

Are you entering military service? ONo OYes

Are you continuing your training/education? ONo O Yes, where?

Are you presently employed? ONo O Yes, job title?

When did you begin work? Is the work related to your training? O Yes O No
Please provide the following information about your job:

Company Name: Phone Number:
Address: Supervisor’s Name:

City, State, Zip:

Your certificate will be ready for pick-up 4 weeks after this form has been submitted.

Federal law (FERPA) requires the student’s signature to release any student information.

Student Signature: Date:

Student Education Records Manual (Electronic Edition) ¢ 2013, page 17. “A parent or eligible student shall provide a signed and dated written consent before an
educational agency or institution discloses personally identifiable information from a student's education records. The written consent must specify the records that may be
disclosed, state the purpose of the disclosure and identify the party or class of parties to whom the disclosure may be made.”

Check One:  Ask your instructor if you are unsure what you qualify for.

Certificate of Program Completion This certificate is awarded to a student who meets state literacy requirements and
satisfactorily completes all required occupational completion points for a state identified career technology program.

Certificate of OCP Completion This certificate is awarded to a student who does not complete all program OCPs — courses. State
literacy requirements must be met for all completers of terminal completion points.

Certificate of Attendance This certificate is awarded upon request to a student who satisfactorily masters a required series of tasks
but has not yet completed an occupational completion point (OCP)

Signature required by each department before leaving this form with the Records Office.

Guidance: (Student meets basic skills requirement CASAS or industry certification)

Financial Aid: (Student understands the responsibility for the repayment of student loan obligations from any institution of higher
learning. No academic transcripts will be released if student is in default of student loan obligations. If Pell has been designated as payor
of tuition, was all tuition deducted from Pell Checks? Does student owe money back to Title IV?) EXCLUDED are Fire Academy, Off
Campus Classes, Apprenticeship, and CVD students.

Completer Survey: (Student has completed the exit survey.)

Records: (Student has paid registration forms for all terms, transcript is complete, and file is updated.)

Date Sent: : Clerk:
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