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This guide was developed to offer additional information about the common 
metrics instruments the 14 Network for Excellence in Teaching (NExT) partners 
are using to assess their programs. It is intended to provide faculty, staff, and others 
within each institution technical guidance and best practices for administering the 
common metrics instruments, collecting data, and using results to inform program 
improvement.

This is a living document that will experience regular updates. If you have a 
suggestion for improving the guide, please contact Stacy.Duffield@ndsu.edu.
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NExT, which was originally known as the Teacher Effectiveness Initiative, began in 2009 when the Bush Foundation 
invited IHEs to partner with them to change the way they recruit, prepare, place, and support teacher candidates, using 
data to inform improvement in each area. Each IHE has signed a formal memorandum of understanding (MOU) with the 
Bush Foundation that specifies performance and financial expectations to be completed by 2020. Each of these MOUs 
contains an explicit commitment to participate in a series of common metrics. (Learn more about the NExT initiative 
atbushfoundation.org/teacher-effectiveness-initiative.)

Since 2009, the NExT IHEs have been working collaboratively with K-12 partners to improve their teacher preparation 
programs. They have taken advantage of working together across the network to address common issues collectively and 
formed working groups to focus intensively on select issues. The common metrics group, composed of one representative 
from each institution, was convened in 2010 to determine the instruments to be used to assess progress across the 
initiative. The common metrics group developed a set of four common metrics—Entry Survey, Exit Survey, TTS, and 
Supervisor Survey. In addition to administration of the instruments, the common metrics group is seeking to improve 
processes around survey administration and data collection as well as use of reports and other data to inform program 
improvement. 

Background
The Network for Excellence in Teaching (NExT) comprises 14 institutions of higher education (IHEs) in Minnesota 
(MN), North Dakota (ND), and South Dakota (SD). With financial and technical support from the Bush Foundation, these 
IHEs engage in continuous improvement of their teacher education programs with emphasis on recruitment, preparation, 
placement, support, and measurement/assessment. Part of the Bush Foundation’s Educational Achievement program area, 
the NExT initiative is the largest single financial commitment in the Foundation’s history. This commitment demonstrates 
the Foundation’s mission to serve as a catalyst for the leadership necessary to create sustainable solutions to tough public 
problems and ensure community vitality. The Foundation was established in 1953 by 3M executive Archibald Bush 
and his wife, Edyth, and today works in communities across Minnesota, North Dakota, South Dakota and the 23 Native 
nations that share the same geography. 

The NExT IHEs have committed to transform their teacher education programs, with explicit emphasis on using data 
to measure the effectiveness of the teachers they prepare and gauge the effectiveness of their programs. Continuous 
program improvements can only be possible if faculty and administrators have access to data that document their teacher 
candidates’ attributes and effectiveness as they move through preparation programs and into professional careers. Each 
university has agreed to participate in a comprehensive assessment system that includes administration of four common 
metrics instruments: Entry Survey; Exit Survey; Transition to Teaching Survey (TTS); and Supervisor Survey. Each 
university also participates in the common metrics group (see Appendix A), which meets regularly to discuss survey 
design, survey administration, data submission, data reports, and use of the metrics to improve teacher preparation at the 
14 universities.

NExT Timeline
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NExT Timeline
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Other Organizations Involved in the Effort  

Minnesota Association of Colleges for Teacher Education (MACTE) 
MACTE is a voluntary association of Minnesota educational institutions whose mission is to bring together schools, 
colleges and departments of education to provide leadership in the preparation of highly qualified professional educators. 
Part of their work is to support the integration of the Teacher Performance Assessment (edTPA) into member teacher 
education programs to measure their students’ readiness to teach. 

Minnesota Department of Education Board of Teaching 
The Board of Teaching is responsible for leading teacher improvement efforts in Minnesota to assure that the state has 
well-qualified, professional teachers. The board determines the standards and practices that will serve the state’s teachers 
and teacher preparation institutions.

North Dakota Association of Colleges for Teacher Education
NDACTE supported the adoption and implementation of the common metric instruments across all teacher preparation 
institutions in ND, providing grant support for training in survey administration and the development of an additional 
common metric instrument for observation of student teachers.

North Dakota Education Standards and Practices Board
This board oversees teacher preparation program approval and teacher licensure for the state of ND. They have supported 
implementation of common metrics in ND by providing NDSU with a small grant to provide technical support to the IHEs 
and prepare state-level aggregate reports for the purpose of improving teacher preparation.

South Dakota Association of College of Teacher Education
SDACTE is comprised of 13 institutions of higher education that prepare candidates for careers in teaching. 

Data and Assessment Partners
Multiple resource partners have contributed to forming and implementing assessment strategies for NExT and the Bush 
Foundation. Their roles and responsibilities are described below. 

FHI 360, a nonprofit human development organization, 
was involved with the NExT initiative beginning with its 
inception. FHI 360 staff had a major role in facilitating the 
common metrics group meetings and assisted with instrument 
development and revision. Staff members also serve as 
coaches to the 14 IHEs and work with them to ensure effective 
implementation of the NExT initiative, including use of data 
for program improvement. In December of 2015, the formal 
partnership with FHI 360 ended as a new phase of work, 
supported by a new common metrics grant from the Bush 
Foundation, began. 

Hezel Associates was a critical partner 
for analysis and reporting of data on all 
four common metrics instruments. Staff 
members worked closely with the Bush 
Foundation and its IHE partners to establish 
and implement these processes. With the 
initiation of the new common metrics grant 
in late 2015, Hezel’s role shifted from 
analysis and reporting to consulting to 
support teh common metrics group. Their 
contract ended in 2016.
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The NExT IHEs use multiple measures to assess the effectiveness of their teacher candidates. Multiple measures 
allow for data triangulation on educator quality from various perspectives (e.g., recent graduates, supervisors, 
and value-added scores). The measures described below also provide opportunities for longitudinal analyses to 
determine the impact of teacher preparation programs. 

Common Metrics
The common metrics framework (Preparing and Supporting Teachers: A Developmental System of Performance-
Based Evaluation) is a system of assessments at critical points in the preparation of teachers, from program entry 
through the first year of teaching. A group of IHE representatives led development of these assessments to provide 
additional measures to supplement program-level assessments and promote effectiveness of alumni of NExT 
teacher education programs. The common metrics instruments were developed through collaboration among the 
IHEs, FHI 360, the Hezel Associates. Hezel Associates also provided support for survey administration, data 
collection, and data analysis through 2015. More information about each instrument is available in Section Two of 
this manual.

Teacher Performance Assessment (edTPA)
The edTPA is a pre-service assessment process designed by educators to answer the essential question: “Is a new 
teacher ready for the job?” The assessment includes a review of a teacher candidate’s authentic teaching materials 
as the culmination of a teaching and learning process that documents and demonstrates readiness to teach his/
her subject matter to all students. Minnesota is one of the pilot states for the edTPA, which originated at Stanford 
University. MACTE, mentioned above, is responsible for implementing edTPA in Minnesota, in collaboration 
with the state’s Board of Teaching. The Bush Foundation has played a major role in funding implementation of 
edTPA in Minnesota. At this time, North Dakota and South Dakota are not formally implementing the edTPA in 
their teacher preparation programs.

Common Metrics Instruments
This section describes the four survey instruments, survey administration strategies, and processes for collection 
and submission of survey data. Information provided in this section is also provided in the Quick Reference 
Guides (pages 17-20). The four surveys can be found in the NExT shared Google Drive folder. Access to this 
folder is protected; if you do not have access, contact Stacy.Duffield@ndsu.edu. 

Common Metrics Instruments
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The purpose of the Entry Survey is to collect demographic data and information on prior education, interests and 
motivators for teaching, and employment goals of prospective or entering teacher candidates. The survey is often students’ 
initial experience with NExT, so it includes an introduction to the initiative and describes the purposes for which data are 
being collected. In 2018, the entry survey was revised to include a section of scaled response items that allow beginning 
candidates to identify the extent to which they consider various elements of effective teaching to be potential strengths or 
challenges. The new version will be administered beginning fall 2018.

IHEs have the opportunity to add questions to the survey; however, those responses are not submitted for data analysis. 
The survey should be distributed to all students who enter a teacher preparation program. NExT institutions should 
administer the Entry Survey as early as possible during students’ first semester in their programs and then follow up 
individually with those who were not present. Currently, some IHEs administer the survey in introductory courses that are 
taken prior to program entry; in the future, they may explore strategies for distinguishing between those who subsequently 
enroll in teacher education and those who do not. 

ENTRY SURVEY

Entry Survey Administration

• Identify respondent pool. The pool can either be all candidates enrolled in an introductory 
professional education course or candidates who are newly admitted to the preparation program.  

• Determine when the Entry Survey should be administered. If during a course, wait until the 
enrollment is stable (third week or later). If at admission, provide a window of time to the candidate 
during which the survey must be completed.

• Prior to administration, review the purpose and administration protocol with faculty who can 
support and champion survey completion to ensure a high completion rate. 

• Decide how the survey will be distributed to candidates. For example, will emails be sent out 
through Qualtrics or another system, or will a link be posted in a course site.  

• During the survey administration time frame, determine a reminder schedule and track responses to 
ensure a high response rate. 

• Provide reminders in a variety of ways including email and course announcements. Some 
institutions provide incentives such as prizes for respondents.  

• After the surveys have been collected, the data should be exported from the survey platform, 
cleaned and trasferred to the data entry template for submission to NDSU. See appendices for a 
data cleaning guide. The data entry template is available in the secure google drive folder. 
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Exit SURVEY
The purpose of the Exit Survey is to identify learning opportunities and practices candidates believe are 
effective teacher preparation strategies. The Exit Survey is designed to gather candidates’ perspectives on their teacher 
preparation programs as they leave IHEs and prepare to enter the teaching profession. The survey is administered to 
teacher candidates during their last semester at the university, often at the end of their student teaching experiences. 
Students who are on track to graduate during the summer should complete the survey toward the end of the spring 
semester and should be included in the spring semester data submission.

The Exit Survey includes a one-page contact information sheet designed to help track program completers after they leave 
their universities. In particular, the contact information is essential for the administration of the Transition to Teaching 
Survey. The contact sheet requests each candidate’s personal email address, phone number, address, and the names and 
contact information for someone who will know how to reach her/him after graduation (e.g., parents and close friends). 

IHEs have the opportunity to add questions to the survey; however, those responses are not submitted for data analysis. 
The survey should be distributed to all candidates who complete a teacher education program prior to graduation. The 
survey aligns with the Minnesota Standards of Effective Practice for Teachers (MSEPT) and the Interstate Teacher 
Assessment and Support Consortium (InTASC) standards and is administered approximately one year after candidates 
complete their teacher education programs. 

Exit Survey Administration

• Compile a complete and accurate list of student teachers.
• Determine when the survey will be administered. It is best to administer as close to the end of the 

student teaching experience as possible but before candidates leave campus.
• Determine how the survey will be distributed. Will it be sent out through email, or will student 

teachers complete the survey during an event? For example, consider having them bring their 
laptops/devices to a required meeting or class. 

• After the surveys have been collected, the data should be exported from the survey platform, 
cleaned and trasferred to the data entry template for submission to NDSU. See appendices for a 
data cleaning guide. The data entry template is available in the secure google drive folder. 
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The purpose of the Transition to Teaching survey (TTS) is to follow up with teacher education graduates to determine 
their employment status, the steps they took to obtain teaching positions, and the extent to which they feel prepared 
for teaching responsibilities. If the graduate is a part-time or full-time teacher, the survey assesses the new teacher’s 
perception of how well prepared they were for their first year of teaching. Survey responses allow teacher preparation 
programs to develop a better understanding of their graduates’ assessments of the quality of their teacher education 
programs. The survey aligns with the Minnesota Standards of Effective Practice for Teachers (MSEPT) and the Interstate 
Teacher Assessment and Support Consortium (InTASC) standards and is administered approximately one year after 
candidates complete their teacher education programs. The TTS is also an important source of information for the 
Supervisor Survey because it asks each novice teacher to identify her/his school of employment and school address as 
well as her/his supervisor’s name and email address.  

Contact information for graduates can be found on the previous year’s Exit Survey data template. For recent graduates 
who did not complete the Exit Survey, IHEs can work with their alumni affairs departments and/or other sources (e.g., 
social media or state databases) to collect and provide accurate contact information. This process must start early (i.e., in 
the autumn prior to implementation of the TTS) to allow enough time for follow-up efforts necessary to compile contact 
information.

Communications about the importance of completing the TTS must begin while candidates are still in teacher education 
programs. Because the TTS is completed post-graduation, IHEs need to make sure that candidates understand when and 
how it will be administered—and why their participation is critical. Candidates should also be advised to complete the 
TTS regardless of whether or not they are teaching in the spring following graduation. Regular communications with 
alumni should keep them updated regarding the TTS and reinforce the importance of the data for program improvement 
purposes. 

Graduates receive notice of the survey through email communication initiated by their institution. Each IHE follows 
the email communication with reminders such as a post card, text, phone call, and/or additional emails to complete the 
survey. The success of these communications relies on the accuracy of contact information obtained by the IHEs. Without 
accurate contact information, TTS response rates suffer along with the ability to gather reliable data to make informed 
programmatic decisions. 

TRANSITION TO TEACHING SURVEY

TTS Administration
• Begin early fall building a database of contact information for completers. State departments can 

often provide lists of completers who are teaching in the state, disaggregated by IHE, with their 
school email addresses. IHEs are encouraged to track out-of-state completers as well to ensure 
survey respondents are a representative sample. 

• Use Excel to build a spreadsheet of completer names and email addresses that can uploaded as a 
panel in Qualtrics for survey distribution. A panel allows for customized email invitations, accurate 
tracking of respondents, and targeted reminders.  

• Distribute the survey through email through a personal message from a person completers are likely 
to recognize and respond to.

• Track survey completion, sending reminders through email, text, social media, etc.
• After the surveys have been collected, the data should be exported from the survey platform, 

cleaned and trasferred to the data entry template for submission to NDSU. See appendices for a 
data cleaning guide. The data entry template is available in the secure google drive folder. 
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Supervisor SURVEY

The Supervisor Survey was designed to gain supervisors’ perspectives of first-year teachers’ readiness for the teaching 
profession. The survey asks supervisors to assess the quality of graduates’ instructional practices, abilities to work with 
diverse learners, abilities to establish positive classroom environment, and levels of professionalism. The survey is 
administered to direct supervisors of teacher preparation graduates employed in schools approximately one year after the 
teachers completed their preparation programs. The questions on the Supervisor Survey are aligned with those on the TTS 
to facilitate comparisons between the perspectives of novice teachers and their supervisors. 

Similar to the TTS, the Supervisor Survey is administered electronically by the NExT IHEs. Graduates’ supervisors 
receive notice of the survey through email communication initiated by the IHEs. The success of communication relies 
on the accuracy of contact information collected by the IHEs and from supervisor contacts provided on the TTS survey. 
Without accurate contact information, Supervisor Survey response rates suffer along with the ability to gather reliable data 
to make informed programmatic decisions. If survey notices are sent to the proper school but an incorrect supervisor, the 
recipient is asked to forward the notice to the graduate’s supervisor (who is more qualified to complete the questionnaire). 

Supervisor Survey Administration

• Build the contact database for supervisors of first year teachers alongside the completer contact 
database. The name of the supervisor, title, and email address will be needed. The title is needed 
to personally address the email invitations (Dear Dr. Smith, Ms. Jones, or Mr. Johnson…). State 
departments may be able to provide names of principals by school with email addresses. 

• Use Excel to build a spreadsheet of completer names, supervisor names and titles, and supervisor 
email addresses that can uploaded as a panel in Qualtrics for survey distribution. A panel allows for 
customized email invitations, accurate tracking of respondents, and targeted reminders.  

• Distribute the survey through email, using a personal message from a person completers are likely 
to recognize and respond to. Use the custom features in Qualtrics to personalize the email messages 
and identify the specific first year teacher for whom the survey should be completed. (Our records 
indicate you are the supervisor for Jane Smith, a graduate of American University…) Resource 
materials for creating panels and customized emails in Qualtrics can be found in the NExT secure 
Google Drive folder.

• Track survey completion, sending reminders through email, text, social media, telephone, etc.
• After the surveys have been collected, the data should be exported from the survey platform, cleaned 

and trasferred to the data entry template for submission to NDSU. See appendices for a data cleaning 
guide. The data entry template is available in the secure google drive folder. 
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Data Governance Recommendations

• The performance of an IHE’s teacher preparation program and their graduates should be presented with multiple 
measures and with responses to multiple questions. IHEs should not choose responses to a particular question to 
represent their programs to internal and external audiences. IHEs should use common metrics survey data only in 
context of multiple measures. 

• Any requests for aggregate data, with the exception of partner districts with data sharing agreements in place, should 
be forwarded to the and the CMG. 

• Each IHE manages its own risks when sharing data with internal and external audiences.
• IHEs should practice “responsible transparency” with all audiences to ensure an accurate representation of its program 

is being portrayed. 
• IHEs should understand and acknowledge the limitations of perceptual data and low response rates when sharing 

common metrics data. When appropriate, IHEs should convey data limitations to internal and external audiences. 
• TC2 and the Valley Partnership established their own data sharing agreements (formal and informal) to meet the needs 

of their IHEs. 
• CMG and others need to begin thinking about long-term vision for entry, exit, TTS, and employer surveys.

Below are specific recommendations based on the intended audience of the data. The data governance working group 
divided potential audiences into the following categories; teacher education departments and across campus, 14 NExT 
IHEs, P-12 partner districts and schools, accreditation organizations, prospective candidates, media and other external 
parties, institution website, and researchers (internal or external). 

Teacher Education Departments and Across Campus 
• For internal conversations, it is okay to share IHE and aggregate data.
• Files containing aggregate data should be password protected.
• Data policies must reemphasize the critical importance of data confidentiality, even with summary 

reports.
• Data retreats are suggested practices to involve a larger audience in data conversations; site data 

staff might create executive summaries of recommendations emerging from data and report on what 
happens with these recommendations.

• If data reports are distributed at meetings or retreats, paper copies should be distributed at the 
meeting and collected at the end of the meeting to ensure confidentiality.

• Data conversations should go beyond common metrics surveys and include multiple measures. 

14 NExT IHEs
• Because data analysis and reporting was initially completed by external agencies, FHI 360 and 

Hezel Associates, there was no need for a data sharing agreement across the 14 NExT IHEs; 
however, with the start of the new common metric grant and the data analysis and reporting roles 
being conducted by NDSU and USD, the IHEs determined that data use agreements between each 
institution and both NDSU and USD were needed.  

• IHEs and their CMG representatives need to provide accurate cohort sizes when submitting 
entry survey, exit survey, and graduate and supervisor contact data. These data are essential for 
determining response rates and will be important as IHEs move forward with multiple measures.

• The CMG will convene an annual data event in which IHEs will have the opportunity to learn from 
each other and study the obstacles that each IHE faces throughout the year; IHEs will be expected 
to discuss aggregated data as well as some site specific data.

CMG will explore possibility of creating an “honor roll” to highlight promising practices in data 
collection, data submission, and data usage; emphasis will be placed on what NExT IHEs/consortia can 
learn from sites with the highest response rates and/or highest ratings.
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P-12 Partner Districts and Schools
• NExT IHEs are strongly encouraged to develop data sharing agreements with all of their 

P-12 partner districts.
• All data sharing agreements with districts should include confidentiality provisions.
• When sharing aggregate data, IHEs should not provide partners with handouts and/or electronic 

documents that they can reference at a later date. All aggregate data should not leave the room.
• Depending on the nature of its data-sharing agreements, a NExT site could share its own common 

metrics data and aggregate NExT data.
• Aggregate data could be shared in selected tables from data reports and presentation slides. Data 

reports should not be distributed since they are for internal purposes.
• Each IHE manages data-sharing “risks” as it sees fit with partners on a case-by-case basis. 
• The CMG will develop a standard template for IHE/P-12 data sharing agreements.

Accreditation Organizations 
• IHEs are encouraged to share common metrics survey data with an accrediting organization. 
• IHEs can share site- and/or consortium-level data during the NCATE/TEAC/CAEP accreditation 

process. Even though the accreditors sign confidentiality agreements with IHEs, measures should 
be taken to protect the data (e.g., password-protected documents and supervised review of data). 

Prospective Students
• IHEs should make all efforts to not mislead prospective candidates and should represent their 

programs accurately. When recruiting candidates, IHEs have a moral obligation to represent the 
profession well, especially with regard to satisfaction and placement data.

• IHEs should be careful when sharing common metrics data with potential candidates. There should 
never be any comparisons to other NExT IHEs or the aggregate. 

• Use of specific common metrics survey items should at least indicate that percentage is drawn 
from those who responded. For example, if 90% of respondents on the TTS reported having a 
full-time teaching position, it would be unacceptable to tell prospective candidates that 90% of 
graduates found full-time teaching positions when your TTS response rate was 20%. 

• IHEs should share multiple measures of their programs’ effectiveness when recruiting candidates. 
Sharing a high program satisfaction percentage while omitting a low placement rate would mislead 
potential candidates.

Media and Other External Parties
• All requests that only include IHE-level data should be handled at the institution.
• All requests that include NExT and/or consortium aggregate data should be forwarded to the Stacy 

Duffield and then brought to the common metrics group for approval. 

Data Governance Recommendations CONT.
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Institution Website 
• There should be no mention of NExT and/or consortium aggregate data on an IHE’s website.
• IHEs should present the data required under Title II (e.g., MTLE pass rates and completion rates) 

and are encouraged to present any additional data that would be helpful for prospective candidates 
and potential employers of your graduates. 

Researchers (Internal or External) 
• IHEs and CMG representatives should encourage responsible use of common metrics survey data 

and other measures of program and candidate effectiveness for program improvement and research 
reported in national journals.

• All research that includes more than individual IHE data (e.g., comparisons to consortium or 
aggregate data) should be forwarded to the CMG. The CMG will review research requests on a 
case-by-case basis. 

• Use of instruments in dissertations and other research projects at NExT IHEs should be allowed, 
with a notation that instruments are owned by NExT and cannot be used without permission

• CMG will develop standardized application form for access to aggregate and/or site-level common 
metrics data, with further IRB approval possibly needed.  

• IRB approval will most likely be required for internal faculty research.

Data Governance Recommendations CONT.
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Tracking Graduates Effectively
The survey instruments form a continuum of metrics from entry into teacher education programs through the first year 
of teaching. The IHE’s ability to track its graduates into their first years of teaching is essential to gauging program 
effectiveness across the continuum. Without an effective system for tracking graduates, the TTS and Supervisor Survey 
will have lower return rates, and analyses of survey findings may not be useful for measuring graduates’ effectiveness and 
informing program improvement strategies. Tracking systems must take into account the need to manage multiple email 
addresses, phone numbers, and mailing addresses as well as allocating time for an individual to do this work. 

Improving Response Rates
Administration of the entry and exit instruments takes place on the campus level, and IHEs should strive to reach 100 
percent of students entering and graduating from their programs. IHEs should encourage all eligible candidates to 
complete the surveys and explain why the data are critically important for program improvement. It is important to track 
the students who are taking the surveys and identify students who still need to complete a particular survey. IHEs have 
found multiple strategies for doing this effectively, from tracking survey participation within student records to requiring 
survey completion certificates to be able to enter teacher education programs or to graduate. In addition to accurate and 
complete contact information, it has been found that establishing relationships and communicating the importance of the 
TTS and Supervisor Surveys increases responses rates.  

Tracking Survey Distribution and Data Collection
A tracking system should be established to ensure that 100 percent of eligible students are being offered opportunities to 
complete the entry and exit surveys. See the common metrics Google Drive folder for sample tracking sheets that can be 
modified to fit individual IHE needs. Access to this secure folder can be requested by emailing Stacy.Duffield@ndsu.edu. 

Using Data Collection Templates
The NExT data entry templates should be used to submit results of the surveys. Staff cleaning and reporting data for 
analyses and reporting should follow these templates precisely to reduce errors and the likelihood of data being returned 
for corrections. The templates are labeled to correspond with survey versions and can be found in the common metrics 
secure Google Drive folder. 

Defining Common Metrics Roles within the IHE
A contact person should be designated to oversee survey administration, completion of data templates, and 
communications related to the four surveys. This person should work closely with the common metrics representative to 
ensure that all deadlines are met, data are recorded accurately on templates, and information is disseminated to appropriate 
faculty and staff within the IHE. This individual should serve as the primary liaison with NDSU and USD for the purpose 
of coordinating data template completion and submission. 

Internal Training and Data Discussions
Holding regular training sessions and data discussions for all faculty, staff, and graduate students working on the survey 
administration and data submission can help increase understanding of the common metrics instruments and capacity to 
work with data. 

Know Your Key Contacts
When issues arise, the common metrics group representative on your campus should be your initial contact. If questions 
remain unanswered on campus, Stacy.Duffield@ndsu.edu is available to answer questions and provide assistance. A 
complete list of key contacts is provided in the appendices.  

Tips for Success 
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Use of Common Metrics Data to 
Inform Program Improvement

A clearly articulated research and development agenda and systematic gathering and use of data can drive continuous 
improvement in teacher preparation. This section offers tips for using data to inform continuous program improvement. 

Sound Survey Administration

Valid and reliable data depend on sound survey administration following standardized procedures and using a robust 
survey platform.  Administration procedures should include guaranteeing respondents confidentiality and using practices 
that ensure their data and identity are protected. Reporting of results  should only be for de-identified, aggregate data, and 
data needs to be stored in a secure manner. The survey platform needs to be able to support sophisticated design logic 
enabling respondents to move accurately through the survey items.  Programming of the survey needs to be completed by 
someone highly competent with the survey platform and data use.  Items should be tagged to match to item labels (e.g. 
b1a), and option recode values need to be accurate (e.g. Agree = 4).  Well-administered surveys produce valid and reliable 
data, but unfortunately, the opposite is true if due diligence is not paid to the behind-the-scenes infrastructure.

Using Multiple Measures
Data from the four common metrics surveys should be used in conjunction with other data (e.g., observations of clinical 
experiences, grade point averages, edTPA scores, and content and pedagogical assessments) that are collected by the 
university and teacher preparation program. Because the Exit, TTS, and Supervisor Surveys are cross-walked with the 
InTASC Standards, the results can be aligned with program assessments that measure indicators within the InTASC 
Standards. A copy of the survey-InTASC Standards crosswalk chart can be found in the secure common metrics Google 
Drive folder. 

Sharing Report Findings
Survey results should be shared with the larger teacher preparation community. Faculty and staff need to have a strong 
understanding of the instruments so they can make informed decisions to improve the program. 

Presenting Reports Effectively 
When survey results are shared, they should be presented and discussed with an emphasis on identifying opportunities to 
improve programs and increase graduates’ teaching effectiveness. For example, TTS and Supervisor Survey data might 
help identify specific content that needs to be added to teacher education courses.

Guidelines for use of Common Metrics Data

The NExT Common Metrics group supports excellence in teacher preparation through research and use of valid and 
reliable instruments for program improvement. The Common Metrics data offer numerous opportunities to researchers, 
and we are excited to promote this work. The following list provides guidelines for appropriate reference and citations 
when referring to the data and surveys.  These guidelines apply to both formal and informal writing about Common 
Metrics data and surveys.
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Guidelines for Writing about Common Metrics Data and Surveys

The NExT Common Metrics group supports excellence in teacher preparation through research 
and use of valid and reliable instruments for program improvement. The Common Metrics data 
offer numerous opportunities to researchers, and we are excited to promote this work. The 
following list provides guidelines for appropriate reference and citations when referring to the 
data and surveys.  These guidelines apply to both formal and informal writing about Common 
Metrics data and surveys.

• The surveys may not be presented in full or part (i.e., the survey may not be provided in 
the appendices or a list of survey items in a results table).

• Survey items may not be presented word-for-word; rather, the topic of the item can be 
presented (e.g., instructing English learners or providing feedback). Sharing of specific 
items is a violation of copyright. 

• When reporting about single items, make clear that the items were extracted from an 
instrument that is meant to be used in whole and that the items are part of factors that 
include multiple items. Validity and reliability data only apply to intact factors and 
surveys.

• Reporting should focus on outcomes.  We recommend that results are presented by 
factor. (See factor analysis reports.)

• Please note that while the data belong to the institution, the surveys are owned by NExT.   
NExT surveys should be cited in formal and informal writing and presentations. This is 
the citation format recommended by NExT complying with APA guidelines:

Network for Excellence in Teaching (NExT, 2016). NExT Common Metrics Entry Survey.
NExT: Author.

Network for Excellence in Teaching (NExT, 2016). NExT Common Metrics Exit Survey. NExT: 
Author.

Network for Excellence in Teaching (NExT, 2016). NExT Common Metrics Transition to 
Teaching Survey. NExT: Author.

Network for Excellence in Teaching (NExT, 2016). NExT Common Metrics Supervisor Survey.
NExT: Author.
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Appendix A: Quick Reference Guides

Version
See the common metrics Google Drive folder for active version of survey. The pre-
programmed survey is available to all NExT IHEs through Qualtrics collaboration.

Purpose of Survey Collect demographic data and information on prior education, interests and entry 
motivators for teaching, and employment goals of prospective/entering teacher 
candidates. This instrument also provides a brief introduction to the NExT initiative 
and the purpose of the survey. 

Administration Entry survey should be administered prior to admission or shortly after admission to 
the teacher preparation program.

Respondents All students who officially enter a teacher preparation program should complete the 
survey. 

Format Group setting/individual; online

Data Entry Be sure to follow the Template for Entry Survey Data with the data dictionary on the 
first page and the data entry template on the second tab.

Quality Assurance Document dates of survey administration along with students who completed the 
survey during that administration.

Each IHE should provide a training session for all faculty members, staff, and graduate 
students involved in survey administration and data submission.

Strategies Administer survey as part of a class so students all complete it together or at same 
time.

Present information about goals of NExT to increase student understanding of benefits 
to participating in common metrics surveys. 

Provide incentives for completing survey.

Select survey proctors who have positive relationships with the students completing 
the survey. 

Track the students who have and have not completed the survey and send targeted 
reminders to ensure higher participation rates.

Identify contact person responsible for handling the entry survey, including 
distribution to designated parties as appropriate and general communications related to 
the instrument.

Contact Direct inquiries pertaining to survey administration and data submission to Stacy.
Duffield@ndsu.edu 

Appendix D: Common Metrics 
Key Contacts

ENTRY SURVEY – NExT 
Quick Reference Guide
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Version See the common metrics Google Drive folder for active version of survey.

Purpose of Survey Identify learning opportunities and practices that are perceived by candidates as 
effective teacher preparation strategies. The Exit Survey is designed to gather 
candidates’ perspectives on their teacher preparation programs as they leave IHEs and 
prepare to enter the teaching profession.

Administration Exit Survey should be administered during teacher candidates’ final semester in the 
preparation program.

Respondents All students graduating from teacher preparation programs should complete the survey 
during their final semester. 

Format Group setting/individual; online

Data Entry
Be sure to follow the template found in the common metrics Google Drive folder with 
the data dictionary on the first page and the data entry template on the second tab.

Quality Assurance Document dates of survey administration along with students who completed the 
survey during that administration.

Each IHE should provide a training session for all faculty members, staff, and graduate 
students involved in the survey administration and data submission.

Strategies Administer survey as part of a class so students all complete it together or at same 
time.

Provide incentives for completing survey.

Select survey proctors who have positive relationships with the students completing 
the survey. 

Promote understanding of the NExT initiative to enhance students’ willingness to 
provide contact information; provide assurances that contact information entered on 
the exit survey will not be used to solicit donations.

Track the students who have and have not completed the survey to ensure higher 
participation rates.

Identify contact person responsible for handling the entry survey, including 
distribution to designated parties as appropriate and general communications related to 
the instrument.

Contact Direct inquiries pertaining to survey administration and data submission to Stacy.
Duffield@ndsu.edu 

Exit Survey – NExT 
Quick Reference Guide
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Transition to Teaching Survey – NExT 
Quick Reference Guide

Version See the common metrics Google Drive folder for active version of survey.

Purpose of Survey Identifies graduates’ employment status, steps they took to seek teaching positions, 
and the extent to which they believe they were prepared for teaching responsibilities.  
If the graduate is a part-time or full-time teacher, the survey assesses what she/he 
knows and is able to do after a year of employment. 

Administration The TTS is administered by IHEs. 

Respondents All candidates who completed teacher education programs the previous academic year 
should complete the TTS, regardless of whether they have secured teaching positions. 
IHEs should report the total number of prior-year graduates, even if they do not have 
complete contact information for all graduates.

Format Individual surveys are sent to graduates (via email and/or text message) approximately 
one year after graduation. 

Data Entry Be sure to follow the data template to submit survey data.

Quality Assurance Graduate contact information is requested on the Exit Survey to help IHEs track their 
graduates. Effective exit survey administration will lead to more accurate contact 
information for graduates.

Strategies Teacher preparation faculty can work with alumni associations and offices of alumni 
relations, development, and placement to obtain contact information for students who 
did not complete the exit survey or provide the information requested. IHEs may 
also want to consult their respective state agencies to locate where their alumni are 
teaching.

Identify contact person responsible for handling graduate contact information, 
completion of the data template, and general communications related to the 
instrument.

Contact Direct inquiries to Stacy.Duffield@ndsu.edu
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Supervisor Survey – NExT 
Quick Reference Guide

Version See the common metrics Google Drive folder for active version of survey.

Purpose of Survey Gain supervisors’ perspectives of recent graduates’ performance as novice teachers.  
The survey measures employers’ perceptions of the quality of NExT graduates. The 
survey requests supervisors’ opinions on graduates’ instructional practices, abilities to 
work with diverse learners, abilities to establish positive classroom environments, and 
levels of professionalism. 

Administration The Supervisor Survey is administered by IHEs. 

Respondents Direct supervisors of all teacher education students who graduated the previous 
academic year. 

Format Individual surveys are sent to graduates’ supervisors (via email) approximately one 
year after graduation. 

Data Entry Be sure to follow the data template to submit survey data.

Quality Assurance Recent graduates completing the TTS submit employer contact directly to the IHEs. 

Employer contact information provided by recent graduates will be merged with the 
contact information collected prior to TTS administration. 

Strategies IHEs can use an online portal for recent graduates to provide their employer contact 
information.

Teacher education faculty can work with alumni relations and placement offices to 
gather employer contact information. Faculty members can also work with university 
supervisors to determine the employment status of recent grads. IHEs may also want to 
consult their respective state agencies to locate where their alumni are teaching.

IHEs should use state-level databases to help identify employer contact information. 

Identify contact person responsible for handling the employer and supervisor contact 
information, completion of the data template, and general communications related to 
the instrument.

Contact Direct inquiries to Stacy.Duffield@ndsu.edu 
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Appendix B: Survey Administration 
and Data Submission Calendar

Instrument Survey Administration Data Submission 
from IHEs

Data Reports  
to IHEs

Entry Survey • Administered on 
calendar-year basis 
at beginning of every 
spring, summer,and fall 
term to all incoming 
students

• By mid-December

• Data corrections are due 
two weeks from the day 
the IHE was notified of 
errors

• By end of March

Exit Survey • Administered on 
academic-year basis 
near the end of every 
fall, spring, and 
summer term to all 
graduating students. 

• Administer to all 
summer graduates

• By end of June

• Data corrections are due 
two weeks from the day 
the IHE was notified of 
errors.

• By end of October

Transition to 
Teaching Survey 

• Every spring semester 
to all graduates/
program completers 
from the previous 
academic year. 

• Administration window 
is open from early 
March to early June

• By end of June • By end of October

Supervisor Survey • Every spring semester 
to supervisors of 
graduates from the 
previous academic year 
who have entered the 
teaching profession 
with full-time or part-
time status. 

• Administration window 
is open from April to 
mid-August 

• By mid-September • By end of January  
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Augsburg University
Bethel University
Concordia University, St. Paul
Hamline University
Minnesota State University, Mankato
Minnesota State University, Moorhead
North Dakota State University
St. Catherine’s University
St. Cloud State University
University of Minnesota, Twin Cities
University of St. Thomas
University of South Dakota
Valley City State University
Winona State University

Cari Maguire (maguire@augsburg.edu)
Peg McCormick (p-mccormick@bethel.edu)  

Sally Baas (baas@csp.edu) 
Matt Beehr (mbeehr01@hamline.edu)

Laura Maki (laura.maki@mnsu.edu)
Lynn Mahlum (mahlumly@mnstate.edu)
Stacy Duffield (stacy.duffield@ndsu.edu)

Kevin Mackin (rkmackin@stkate.edu)
Jennifer Meuller (jjmueller@stcloudstate.edu)

Jo Matson (jomatson@umn.edu)
Todd Busch (busc9929@stthomas.edu) 
Karen Kindle (Karen.Kindle@usd.edu)

Al Olson (al.olson@vcsu.edu)
Joel Traver (jtraver@winona.edu)

Appendix C: Common Metrics 
Group IHE Representatives
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Make attempts to answer all questions within your college or university. If questions remain, 
direct inquiries to the following people depending on the nature of your question: 

Questions regarding common metrics surveys and their administration, 
the data templates, the data dictionaries, and the submission process

Stacy Duffield, NDSU (Stacy.Duffield@ndsu.edu) 

Appendix D: Common Metrics 
Key Contacts

24Go to Table of Contents

mailto:Stacy.Duffield%40ndsu.edu?subject=


Basic Steps:
1. Look for general irregularities such as empty columns or rows, highlighting, or other formatting and adjust as 

necessary.
2. Open the data dictionary. Compare variable names and make sure the names in the data entry file match those in the 

data dictionary (including spacing, capitalization, order, etc.). Make sure no variable names (columns) are missing.
3. Check all responses for accuracy based on Data Dictionary definitions looking for…

• Correct coding
• Contingency responses (i.e. if someone has to mark yes before filling in the next question make sure they have 

done so correctly)
• Potential inconsistencies (ID#s aren’t the same format, ages or birth dates don’t make sense, etc.)
• Missing data (code a non-response such as a skip as 999, code valid skips as 998)
• Data is in the wrong column (misalignment occurred somewhere)

4.   Ensure there is data for the entire cohort (is a semester missing?)

Tips and Tricks:
1. Always have the data dictionary open at the same time as the raw data worksheet.
2. Data cleaning takes some time, plan on blocking out at least an hour or two.
3. Scroll through the data, column by column, referencing the coding scheme from the data dictionary for each question 

as you progress to the next column.  
4. Your eyes should hit every single cell in the file.
5. Don’t look at two columns at the same time even if they have the same coding scheme, your eyes will naturally skip 

over some cells.
6. Look for inconsistencies even if it matches the coding scheme. (Check the number of digits in the student ID, make 

sure all abbreviations of states are legitimate (e.g., PS vs. PA), a birthdate that doesn’t make sense (11/35/1992, 
12/15/2014), etc.

7. If someone has entered a response that is too far out of the coding scheme to be re-coded, enter 999. 
8. If someone provided more than one response when there only should have been one, convert to 999; there is no way 

to tell what the first or more important answer is.
9. Any added variables need to be moved to the end of the file in the “user” columns.
10. Take a broader look for patterns (e.g., groups of 999 or 998 indicating a group of people who skipped the same 

questions, 0’s entered instead of 998, blank cells vs. 998 or 999). Often times this is how you will see differences 
between individuals doing the data entry or different data entry sessions (e.g., Spring and Fall data).

11. Even after careful manual data cleaning in Excel, mistakes may still found once the files have been converted to 
SPSS. Converting files and running frequencies is a good way to identify responses outside of the correct coding 
scheme. 

12. Check for duplicate student entries by running a frequency count by student ID #.

Appendix E: Data Cleaning Guide
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Data can be transferred between your institution and NDSU using a secure file transfer process. This process is intended 
to reduce concerns about the security of electronic movement of data to and from the evaluation team and adheres to 
the terms of the data use agreements signed by each of the IHEs. There are three potential transfer systems that IHEs 
can choose from, or they may identify a system of their choosing. The three systems include: Institutional Microsoft 
OneDrive, Institutional Google Drive, or Box. All have been approved by NDSU’s chief information security officer for 
personally identifiable human subjects’ data transfer.  

Once an IHE has identified their preferred means of secure data transfer, Stacy Duffield will set up the needed folders or 
system and notify the IHE common metrics representative. Only Stacy Duffield and approved IHE representatives will 
have access to this secure system. IHEs will not be able to access each other’s identifiable data. 

Appendix F: Data Submission Instructions
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