National Tracking Project

Rationale: By tracking students’ post-secondary resultspstshwill have the data to
drive school improvement by providing feedback rdgay their students’ performance
after high school graduation. Differences in theelef achievement may point to
particular activities, experiences or courses shadents had in common. CAIS and
CESI have asked their member schools to show Ishigein researching the
effectiveness of their programs, and many schaelsexognizing that their stakeholders
are demanding data. As the competition increasdmols need to be able to show the
impact they can have on student success.

Method: One way to track the level of success of graduatesmonitor their progress

in post-secondary institutions to determine whetheir grades, degree completion rates,
and activities are below, at or above national ayes and whether there is a positive
correlation between their high school and postsdany achievements. The project
coordinator will provide yearly updates on memiesuits and relevant research to form
the basis of discussions within and between scho8lshools electing to participate in
the project are asked to have each graduating siggorms authorizing the release of
their post-secondary transcripts back to their sthar the purpose of tracking their
progress.

In the spring of each year, schools will have thessks:
1. obtain signed transcript requests from the newwgrtidg class
2. gather demographic data on the graduating claserated their high school marks
3. send transcript requests to universities with paytrfa@ prior year graduates

In the fall of each year, schools will again htlwese tasks:
4. enter university transcript data into a worksheet
5. analyze data and share with school stakeholders
6. submit data overview to National Tracking Project

All transcripts, worksheets and analysis stays atie school in order to protect the
privacy of the students. Only the class averagesrfhigh school, university and
activities such as sports and leadership are serd the National Tracking Project
office. Schools are expected to use the data a®al to guide school improvement.
Participants in the project sign an agreement to esure that the data will not be used
in any marketing or publicity material for the school.



How to obtain signed transcript requests from the pw graduating class

Each fall, the school’s National Tracking Projesbrdinator should explain to the
graduating class the reason for the study andnesk to participate. A form (see page 4)
has been designed for the students and their gak@sign, which each participating
National Tracking Project school shall customizentdude their school name and
mailing address. Have each student and their paigm five (or six for Quebec schools)
forms to coincide with the next five years. Ifd¢mts are unsure where they will be
attending, leave the university name and studemt®n section blank and fill in at the
end of the school year.

Explanations you may want to use to ensure you haugh rate of participation:

the study is designed to examine and evaluatedheol’'seffectiveness

the student data will be kept confidential and amdgd to create aggregate data
the transcripts will show the school’s areas cérsgith and weakness

the transcripts may allow the school to identify kmiversities and programs
the data will identify trends and relationshipsttthiave school improvement

the student participation in the study will notttezl to fund-raising solicitations
this is one way for them to give back to the school

NooahkwnNpE

How to get the forms back once they are sent home:

a) Ensure the students fully understand the purpodéanefits of the study

b) Announce the NTP study regularly at parent evemtisheave forms
available.

c) Have student’s sign at least one form in classkaeg on file to discuss
with parents

d) Allow plenty of time for follow-up and designatearson to follow-up

e) Speak to hesitant students in private to addressdbncerns

f) Adult students do not require a parent signature

g) Explain to parents that the data will be kept cderfitial and is designed to
evaluate the school and not to evaluate their salaoghter’s success at
university

Once the forms have been completed, file them theifollowing spring when they will
be used to send for the transcripts.

It is best to file transcript release requesthairtgraduation class groups in order to be
able to easily access the information and comphetelata collection forms in the
following fall. As well, it is recommended that abmpleted data collection forms are
kept with the appropriate graduation class.



Transcript Release Form
National Tracking Project

[Your School Name} has embarked on a study thdtdad the accomplishments of our
graduates. We will be looking for correlationsvibe¢n success in school and success in post-
secondary education. As such, we will be followihg [Your School Name} grads over the next
five years to determine what correlations can lbado

Your participation in the study is requested. [¥&cehool Name} would like you to sign five
Transcript Release Forms so your university/coliegelts will be sent to the school. The school
will analyze this data in order to discover whigfiversities and which university courses our
students are having the most success in. As dihehe school and parents will have data that
may be able to determine what the factors ardélaatto success. In addition, data may identify
where changes in school programmes need to ocowr[School Name} is also participating in

a national study with the Canadian Educational &ieas Institute and the Canadian Association
of Independent Schools. Summative school averagesecnused in order to establish national
trends and identify successful programs and bestipes.

All records will be kept confidential and will nbe used for any other purpose than those stated
above. In no case will responses from individwatipipants be identified. Rather, all data will
be pooled and published in aggregate form onlyithde CAIS nor CESI will publish individual
school results; data will be used for research aep.

If you have any questions or if you wish to expr@g®ncern, you may contact {Project
Coordinator} at [Your School Name} by phone at [soshphone nhumber] or by e-mail at [e-mail
address]. Participation is, of course, voluntarg there will be no penalty or negative
consequences for non-participation. If a studbnbses not to participate in later years, s/he can
withdraw by notifying the Project Coordinator oethlead of School.

I consent to havenmersity or school transcripts from
(Full legal name)

released to
(Name of university) (Student ID number)

[Your School Name} [School Mailing address] foetpurposes of the National Tracking
Project.

(Academic year for which transcript is requested) (Parent/guardian signature)

(Student signature) (Date of birth)



How to gather demographic data and enter high schaonarks

In order to determine how the students fare ingesbndary studies it is necessary to
have a picture of their experiences at your sch@hile a major determinant of their
success is correlated to their socioeconomic stather factors will influence their
experiences. Many schools may have well-develdgadership, sports and co- or extra-
curricular programs. Students are accepted inriatyaf grades and will have a
differing level of exposure to the school progra&R or IB, ESL and work experience
may also factor into their success. We recommextideging this data systematically
through a survey. Students may fill in the surgaypaper or use an on-line option
(information for both follows). This data is themansferred to akxcelfile for use with

the transcript data.

Step by Step Instructions for Data Collection and Wing the Excel Template

A downloadableexcelfile was created to facilitate the entry and asialpf data for the
National Tracking Project. The template is passwwadected and is available through
both the CAIS and CESI websites. Each school nsayamd modify the template to suit
their needs. It includes two worksheets: demogcagd transcripts which
automatically generate charts. Access the diftesbaets by clicking on the labels in the
bottom left corner in order to enter data.
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Entering the Demographic Data

Open the NTP template, and use the SAVE AS optoratne your file and change the file to a
workbook instead of a template file.



Now you can enter the student information.The National Tracking Project survey asks
students to provide personal information (birthed@&mail address) and their activity
information. It is designed to gain the informatioeeded to follow-up with students,
and to create a profile of each graduate.

There are key areas for the National Tracking Rtoje

IB or AP courses

Sports

co-curriculars

volunteering

- leadership

Students self-identify participation on a scald @ 5 and that the school reports all
students with a 3 or higher as a participant inatea. Guidance counselors or advisors
may want to review the data to ensure accuracy.

There are two options to collect the data:
1. Manual: a paper sample follows
2. Electronic: using a service provider suctSasvey MonkeyContact National
Tracking coordinator at ntp@cesi.edu for accesbdaelectronic version.






Example of Paper- Based Survey

1.

2.

10.

11.

12.

13.

14.

15.

16.

Name:

Date of Birth

Gender:

Home Email address

What is the primary language you speak at home?

Are you an IB student?

Number of AP exams you are writing.
Number of years at the school you are graduatiow fr

Number of hours per week you would discuss or peepa assignment with a classmate

Number of papers you wrote this year longer thpades

Number of speeches or presentations you have tjingeyear
Number of years in residence

Would you agree or disagree with the following esta¢nt: “I feel safe, valued and respected at my
school.”

On a scale of 1 to 5, with 3 representing the ayestavel of participation at this school, and a 1
representing a low level of participation, rate ymvolvement in the following activities:

Sports
Leadership
Co-curriculars
Volunteering

coop

What are your career aspirations as you graduate?

List the post-secondary institution you are consiggattending and the student number they have
assigned to you:




Once the above information is collected from thelehts and entered into the worksheet,
then you can enter the Grade 12 or (Grade 11 irb€n)enarks. Depending on the level
of analysis you wish to do, you can enter all sctopearks, or just the final overall
average for the student. Begin by copying the rsaofi@ll students from the
demographic page to the transcript page.

1. Highlight the completed demographic worksheet, sortl the data alphabetically
by the student’s name if this has not been dortgs flinction is found under the
DATA option. Once the data is sorted, then iteiady to be copied.

2. Copy the student names into the transcript workisiseethat it does not have to
be entered again. To do this, highlight all estirecolumn A (Name), and select
COPY under the EDIT button. Then click on the Baipt worksheet tab in the
bottom left corner, and paste the names into colAnf&tudent Name).



Entering high school marks

NTP asks that you report the students’ final higho®| average and their university average. If
you choose to engage in the subject marks compatiise instructions below guide you through
that process. Once you have the names enterethaifranscript worksheet, you may begin
entering marks. Grade 12 marks (Grade 11 marksigb€c schools) should be included on the
spreadsheet including:

1. courses taken by the student in the year befodugtion;

2. courses not recognized by universities;

3. partial courses
The spreadsheet begins with OPTIONAL additionaliowois allowing the school to enter PSAT,
SAT, IB or AP scores, and absences. You can adddelete these areas. This data may be
used for further or additional analysis, mihot required for the National Tracking Project. The
GRAD “Average” column automatically calculates g#tadent average and is coloured yellow in
the template, as it makes it easier to find whéerreg back to the sheet to find information.
Additional columns may be entered if required adiadnal detail may be entered in the name of
the coursesThe spreadsheet is designed to automatically compathe most common high
school and university courses, so changes (renamikgglish as Algebra for example) may
result in errors. When customizing your spreadsheet, SAVE often andme each version, so
that you are able to return to a previous verdioaquired. You will notice when scrolling down
(see below) that the course columns are automigtimatraged for use in the analysis, and will
generate charts once the university data is inputtdhere are two English columns, but one
English average and the History and Law are alsoa@ed together to compare to University
Social Studies courses.



How to Send for the University Transcripts

In the spring of each year, your school will sentithe transcript forms to the
universities the students have selected. Theviolig steps outline the process:

1. Sort the transcript permission forms by universitjected.

2. Determine the cost of the transcript, by visiting tiniversity website. (See
hyperlinks, next page) and attach a cheque (CRSYUMBER requested)

3. You may want to include a cover letter or checklégte sample)

4. Mail out the forms (put each request for a particuiniversity together to save
mailing costs, and use only one cheque per uniygrsi

Each year, the number of transcripts sent forimdiease. In the first year you will have
the transcripts for the first year of universityr the first cohort. In the second year, you
will send for the first cohort’s second year maksg the second cohorts, first year
transcripts. By the fifth year, you will have regtseout for five sets of students.

Many universities request a variety of informatibnf our experience with the procedure
shows that as long as you have the full legal naihtlee student, the birth date, and the
student’s signature they are usually willing todséme transcript. Costs may be
decreased by asking for unofficial transcripts,ihgstudents send their marks
electronically to your school, or by contacting theversities and asking for a school
rate.



Hyperlinks for Transcripts Forms and Fees

Canadian

Acadia

Alberta

Bishop’s University

Brandon

University of British Columbia
Brock University

Calgary

Cape Breton University
Carleton

Concordia University
Dalhousie University

Guelph

University of King's College
Lakehead University
Laurentian

Lethbridge

Manitoba

McGill

McMaster

Memorial University
Mount Allison University

Mount Saint Vincent University
New Brunswick
Nipissing
NSCAD
OCAD
Ottawa
Prince Edward Island
Queen’s
Regina
Royal Military College
Ryerson
St. Francis Xavier University
St.Mary’s University
St.Thomas
Saskatchewan
Sheridan
Simon Fraser
Toronto
Trent
uoIT
Victoria
Waterloo
Western
Wilfrid Laurier
Windsor
Winnipeg
York

American

Amherst

Brandeis
Brown
Bryn Mawr
Butler
Caltech

UCLA

Carnegie Mellon
Chicago

Columbia University
Colorado State

Cornell

Dartmouth College
Duke

Florida

Harvard
Georgetown
Johns Hopkins
Ithaca College

Loyola Univ. Chicago

MIT
Michigan — Ann Arbor

North Carolina
Northwestern
Notre Dame
PennState

U of Pennsylvania
Princeton

Univ. of San Francisco

Smith College

Stanford

Tennessee

Vassar

University of Virginia

Williams College
Yale



Sample Cover Letter
to send with transcript request forms on school léerhead

[Date]

Dear Registrar:

[Your School Name} has embarked on a study thdtdaa the accomplishments of our
graduates. We will be looking for relationshipsvietn success in school and success in post-
secondary education. As such, we will be followihg [Your School Name} graduates over the
next five years to determine what correlations lbafound.

Attached please find signed traptsequest forms for our students.
Please send us the unofficial transcripts oncedbelar session marks are finalized. We
are including a cheque for torcibnecosts.

Please send the transcripts to [Your School NardeAaldress]. If you have any
guestions or concerns please contact [Name andeR¥iomber/E-Mail].

Yours Truly

[Name]



How to Enter Transcript Data: University, College, CEGEP marks
Transcript data from post-secondary institutionsritered on the same worksheet as the high
school marks. Just scroll to the right and bedier ahe column marked University Average. See

below.

Information to record:

1.

Number of credit hours: by counting up the numbidulb time courses the student was
enrolled in, NOT just courses completed. Universicalculate the hours in a variety of
ways, so a simple count enables your school tdyeaminpare the course loads of your
students.

Grade achieved: convert a letter grade or gradd pmia percentage using tbleart

below. To limit the amount of time spent entering déta, course options have been
limited to broad categories that can easily be @exgbto high school courses, and relate
easily to faculty choices. ART refers to Fine anid design options, BUSINESS to the
accounting, management and finance fields and SOSIBIENCES to history,
philosophy, political science etc. All spreadsbewtn be modified to meet the needs of a
particular school, and the template only providgessible way of using the data.

As you enter the dat&xcelcalculates the average for each student, and #hrage
grade in each subject area, and the overall clegsage. It then uses this data to produce



charts to use in your analysis. For the fourth fiftid year for each class, you may choose
to only record the overall average and degreedoh student.

Consistent Grading System

A consistent grading system is needed in ordeetaldde to compare student grades from
a range of universities. To ease the processaastript grades should be converted to
percentages. In order to create a consistent apprdetter grades and grade points will
be assigned percentage equivalents. These equivale based on a survey (see below)
of percentage ranges from universities across Ganeid to some degree arbitrary, as
there is a great deal of variety to the gradingcps of each university. These
equivalents are only created for the purposesefNtional Tracking Project.

A student’s final letter grade or grade point skico# assigned the following National

Tracking Project percentage:

Student Student | o qent National
Grade Gradepoint gradepoint | Tracking

Project
A+ 12 Over 4 95%
A 11 4| 87%
A- 10 37| 82%
B+ 9 33| 78%
B 8 3 75%
B- 7 27| 71%
C+ 6 23| 68%
C 5 2| 65%
C- 4 1.7 61%
D+ 3 58%
D 2 1| 55%
D- 1 51%
F 0 45%

0

Grading Policy Links
University of Alberta
Brandon University

Brock University
Concordia University

Lethbridge
Mount Allison University
McMaster

Bishop’s University

University of British Columbia
Cape Breton University
Lakehead University
Laurentian

Memorial University

Mount Saint Vincent University

New Brunswick Nipissing

NSCAD OCAD

Ottawa Prince Edward Island
Regina Royal Military College
St. Francis Xavier University St.Mary’s University
Saskatchewan Simon Fraser

Trent UoIT

Victoria Windsor

Wilfrid Laurier



How to Analyze the Data

The National Tracking Project was designed to mleachools with the tools to track
graduates. The purpose of tracking students wedswe school improvement by
identifying key or lighthouse programs that coutddnlopted in other schools, or to
identify areas needing further research or imprax@mrhere are four types of data that
the template is designed to deliver automaticallghart form:

1. The type of courses the students are taking. Tdnsbe used to determine what
the students are taking and can then be followedlbsequent years to facilitate
decisions on how to best prepare your students.

2. The number of students enrolled in 1B, AP, lealigxsco-curricular and sports.
Decisions on how to best support these programsase data as a foundation.

3. There is a comparison of class average in highaddnd then university. This
can be used to determine if your students are peifigg at, above or below
norms.

4. Comparison of high school subject averages to usityesubject averages.
Examine discrepancies such as different math pnog(@algebra versus calculus)
or different universities (McGill versus Western)

There are also many other ways of using the data:
Compare course loads — are students attendingriél-and completing their first
degree within the time recommended? What can beddaabout perseverance
and resiliency?
Construct frequency charts to compare the belletfov students at your school
and then for your students in first year university it similar or is grade inflation
a possibility?
Examine transcripts to find evidence of plagiari®farnings or expulsions will
be noted) and then ensure the school is propeelyguing students regarding
Academic Honesty.
Analyze the top 10% and bottom 30%. What activitiesraits do they have in
common? What course is failed or dropped most 8ften
Compare results by gender — is there a clear difitax in the outcomes? Why?
Who needs supporting?
Look at the results of your boarding students v@day students or international
students. Are there trends that should be monitred
Look at the differences between students who dtsedo home and those that
go “away” for university. What are the short-teriffatences? What are the long-
term differences?



Completing the School Data Form

TheExceltemplate is designed to automatically total mamgcfions, so that the required
information can simply be transferred to ®ehool Dataform, then signed and
submitted. On your spreadsheet on the demogragalge, there is a chart, which
automatically counts the highlighted areas below



Formulas for the highlighted areas are enteredthr@aemographic portion of tiexcel
spreadsheet. To locate the data see below:

The NTP data is located beneath the birth dategander columns, and is buff coloured
to ensure it is easy to find. The cells contammfalas, so DO NOT manually fill those
areas. They will calculate automatically whenlevant data entry columns from the
student demographic survey are filled.

The other portions of the NTP worksheet will needhé calculated manually using
school records and the data on the transcript vimeds For further information or help,

contactntp@cais.ca

Once the data is complete the form should be signéldnailed or faxed to the CAIS
office.

National Tracking Project, 12 Bannockburn Avenlieronto, Ontario M5M 2M8

Fax: 416 780 9301



School Data Form
National Tracking Project

Please complete this form, have your Head/Princigan it, and return it by fax — 416-780- 9301.

School:

NTP Coordinator:

1. Total number of students

in school:

in the graduating class: (male  female: )
percentage participating in the NTP: (male: female: )
percentage not attending post-secondary: _ (male: __ female: )
percentage enrolled in IB: AP cEBIrs

For the following questions, report participatib@tis at or above the norm for your school. Thisld be
level 3 or above from the student survey results.

percentage participating in sports: (Is this mandatory? Yes No)

percentage participating in co-curriculars: (Is this mandatory? Yes No)
percentage participating in leadership: (Is this mandatory? Yes No)
percentage participating in volunteer activities: (Is this mandatory? Yes No)

2. How many transcripts did you collect? (male: _ female: )

3. What is the graduating class average? (male: female: )

4. What is the class’ average in its first yearntfsesondary program? (male: _ female)

5. What data have you found most interesting? (Dgat)

The purpose of this project is data-driven schoolnprovement. In participating in the
National Tracking Project, our school will send theschool aggregate averages on an annual
basis to be used for research purposes only. At timne will CESI or CAIS release

individual school scores. It is important to notehat schools may not publish national
aggregate data from the National Tracking Project.

Head’'s Name Head’s Signatu

Please return this form to CAIS/CESI National Traakg Project, Chair at:
Fax: 416 780-9301 or Mail: 202-12 Bannockburn AvEoronto, ON, M5M 2M8.

For further information on the project please confiwour websitesvww.cais.caand www.cesi.edwor
email ntp@cais.ca




How to solicit additional information from particip ating students
(in case, you do not have enough data)

While the transcripts provide useful data, commaiing with the students may also
yield valuable information which will enhance theheol’s ability to make thoughtful
decisions about programming. The demographic vaiscontains the students’
common e-mail. | recommend that it is used to kithe students for participating in the
study, and to encourage them to let you know (rwat they are in university) what they
wished they had been told, taught, or warned abdbe letter below is a sample letter
that | have used, with about a 30% return rate.

Hello everyone,

| hope that you are enjoying your studies and #ilbis going well. | am continuing on
with my research study to track the graduates ampklthat you will consider answering
the following questions for me.

Student number at kit en faculty
1. What clubs, sports, or organizations are you ingdlwith at university?
2. What has been the biggest challenge at university?
3. In hindsight, what would you have changed in higios|?
4. What activity/accomplishment are you most proud of?
5. If you work during the school year, approximatebpwhmany hours/per week do

you work?
List the number of courses you are presently eedalh and the number of hours
you feel you study each day.

a. Courses Hours per day studying

o

| would happily discuss this study or your univgrsioncerns at any time.

Best wishes



