Secure Remote Intake

AlM | EamGa Process Using
TRRlN PD CENTER @ TCALL D O C u S ig n

Keeping Pll safe while getting PIRL
information, participant signature, and
required identification



Introduction

TRAIN PD CENTER @ TCALL e Ashley Trevino, Director of Adult Education and Literacy

e Grayson College

e Serves Cooke, Grayson, and Fannin counties

e Total population ~ 200,000

e Also serves Collin county

e Total population ~ 1,035,000



Remote Intake Process Goals

KT | ERRSALLON
TRAIN PD CENTER @ TCALL

* Information security (Pll)
e Collect all grant-required documentation
e Simple as possible for team and participants

e Create PASES Policy and Procedure document as a step by

step “one stop shop”

e Create framework of support for team



. Zoom Virtual Office

A BBAREEY e Staffed M-Th 8am-8pm

e Lobby

* Breakout rooms

* Intake/Assessment appointments
e Leadership/IT help

* Meetings

e Classes



Remote Intake Process Overview

EDUCATION
AlM | &HUMAN DEVELOPMENT
» TEXAS A&M UNIVERSIT

TRAIN PD GENTER @ TCALL e Participant contact
* Pre-screened for remote intake
e Scheduled for intake and/or assessment
e Given information about intake process

e Sent intake appointment reminder e-mail

* Intake
e Send email with Zoom link and intake process reminders
e Zoom “virtual office”
* Intake done through DocuSign

e Assessment completed, or appointment made



Remote Intake Process Overview |

T ‘ EDUCATION
AlM | &HUMAN DEVELOPMENT
» TEXAS A&M UNIVERSITY

TRAIN PD CENTER @ TCALL * After assessment
e Participant class assignment
e Results sent to data coordinator/instructor, encrypted by 7zip

e Teacher sends “Welcome” email

e Data collected

e PIRL sent by DocuSign
* Includes signature, ID, and staff determined eligibility

e Minors only: court order, ISD withdrawal form, guardian signature lines



Remote Intake Screening

A | ERRSALLON * 19 years or older

TRAIN PD CENTER @ TCALL

* |If no, schedule appt with guardian, check for ISD withdrawal form

e Technology

e Laptop, desktop, phone*, or tablet*?

e *Cannot be used for TABE or CASAS
* Internet
 |f no, refer to free community wifi list

e Email address

* |If no, help participant create @gmail.com account



Intake Preparation Information

T ‘ EDUCATION
AlM | &HUMAN DEVELOPMENT
» TEXAS A&M UNIVERSITY

TRAIN PD GENTER @ TCALL e Participant-Given Information
e SSN or ITIN
e Picture of ID ready
e Computeron

e Email pulled up

e Information provided 3 times
e When scheduling intake
* Onintake appointment reminder email

e On Zoom link email



Intake Schediille — Gnnole Do

Intakes  8/31-- Monday http://intake.gcael.com/

Please include: Time; IS name; participant name, phone number, and email; and service needed
EQ..‘!.F.,&;[.!,QE" {intake, BPO, CASAS, TABE ect)

TEXAS A&M UNIVERSITY

T

NI ER @ TCALL 9:30 AM Carmen & Gisell- ESL Intake+BPO- Elsa CEID- coUNP»

| elsa M) o mail com DocuSign Sent Rescheduled for 11 am today NO SHOW x2
0:30 AM Fatima(no show) - Saira - ESL Intake+BPO- Sherien 5“ aherie-wa_cgmail.com
-214 436 7055 DocuSign Sent
9:45 am (TEXOMA-Debbie-GED)- Ange (90 @gmail.com)--no
show

10:00 AM Saira (switched with Garmeni -ESL Intake+BPO-Xia ( Sophia_—

@vyahoo.com -21 DocuSign Sent

11:15 am (TEXOMA-Debbie)- Michell
agmail.com Just needs to test GED)-- Jﬁalnﬁsyjllﬂ_.éﬂliammm
12:00 PM - Fatima (Gisell took the appointment) TABE-Keumyon, 46 g

TABE Reading Only -

She rescheduled due to a teacher conference with her child's teacher last Thursday. *——Cnmnleted
aperwork but had to abort test due to internet connection
3:00 Angela Aguirre - Intake + BPO - Zoniaﬁ zoni@amail.com -
DocuSign Sent *
5. Saira- TABE READING Only- Fei Ymmg
6:00 pm - Fatima-TABE Only - Erlaifj§ 46 Bgmai

ELAZO4 SOAP5793

5:45 pm Beatriz - Intake + HSE Franciscm 214T

DocuSign Sent

Helpful link(s):
hittps://whte.drcedirect.com/TABE/#portal/tabe/595219/adminld=59521
*Beatriz will start Intakes, BPO & TABE @ 5:45pm

* Fatima will be out today




Intake Process

| SRusATIo

TRAIN PD CENTER @ TCALL * Intake appointment reminder sent
e Day and time
* Prep information

* Program contact information

e Zoom link to registration/assessment
* |nstructions for Zoom
e Prep information

e Zoom virtual office
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Intake Process, ||

M SS\Q
A | ERACALLON

TRAIN PD CENTER @ TCALL ° DocuSign ||nk ready
e Put in Zoom breakout room

e Before starting, verify participant has picture of ID and
SSN/ITIN available

e PIRL, staff determined eligibility completed

e Intake Specialist

e Signature, ID uploaded

* Participant

e Sent to Data Coordinator



DocuSign Templates

KT | ERRSALLON
TRAIN PD CENTER @ TCALL

Templates Minor includes:

e 19+ and minor * Court order upload

e Both include: e [SD withdrawal form upload

e Guardian signature
e PIRL

o Staff determined eligibility

e Participant ID upload

* Participant signature
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EDUCATION

'l'ExAS Aku UNI“RBI’I‘Y

AT

TRAIN PD CENTER @ TCALL

PARTICIPANT GOALS PARTICIPANT ACHIEVEMENTS
i Register 1o Vote for First Tme Primany Raggistersd o Viste for Fest Tims
L rpiees D kil Dbtairwd HS Dipirra improwed Basic Silly
] Wik Progiresss in Dinglish (LEP) Orlairesd GEC g Poograss o Dnglhs (LEP)
Dbt L5, CRizermbep Dirtairwd Ernploymae Received U5, Cltigenatip
1l Gerarsd Irrvobseimess |V oluntsering | Wertaired job or Advanoed in Job Geererad v |vemeni (Volunteering)
||l Obtain/Improve: Parenting Errnled in Colege or Onver Training Dtairedimproved: Farenting
Imprinn: Haahth Case Secoedary | iDtstaredimpreved. Hesfih Care
Imprgad Qegupataonal S Lefl Pl Aspitirce Catainedimpigesd Qigupetonal Kngwlidgs
Imprese: Geesrnmsent and Law i Pieered Cibineehip Shiilly DRitsrwd i proved . Gavernmsnt and Law
i riprove. Cormmundy Hesowroe Gir. bveslye st in Craldren’s Educston Duiened improved: Communty Resource
Gr. mmmlm;mmm E Dbtasnylm o Economics Gtr. involvement in Children’s Literacy Activies Mm Corsumer Economics
Gtr i W inC ¥ GEr, irwalye met in o ity Acvition | dl for [ nrall

PARTICIPANT ACKNOWLEDGEMENT AND RELEASE OF INFORMA TION

Thet iedorrniataon prosesed s complete and correct 1o the best of my knowiedge |agres o ablde by Adult Educstion Program peliciel. rules snd regulstoni. | Farthes unterstand the subenisuos of fales mfarmaetion i grounds
o repection of my application, withdrawal of scoeptance, snd cancellution of ssraliment. by igrature Below ihall corgiiine acknowledgesent 1o sl use of my records of enroliment, pregress, sl arsRion undes ke
ppCEton ke, Tens Woritorre Cammisson |TW0 regulstions snd Adult [lucstan Program mlermsl poscies i1 appregi e stabsltics! dats n evalustion ol the prage

this adelt cdecation and ey pragram | acknowledge tat the &dult Educaton Program and the TWC sill release mformaton to other state and federal agencies far venficatos, fallos-up, and tradong and to generate
reporty io masitar tSe progrem. Parteipants 16 yeen of age munt hawe a court ender and 18 yean of spemust provicde garent ae guandian westen premasas and oficial wetkcl resl from bast Wi sttended to peticipate in the
Brofiras

| ghéw ey ponsent e relonwe of diesctory infermatien, which Consts of rame, sldre, elophons esber, dete ol beth, deies ol Mmendesce, depree obtained, snd Feld of vy,

DIR NFORKATEON RELEASE Chech; thes b a6 parent o gusdian AUTHOSINNG COMSENT
Chac thiy bem FOT SLITHORIE NG CORSINT Chech thin bow n parent of gusrdian BOT AL TWORIZING COMBINT
lhtrdnmlumtmmmmhlu nnnn.- Hurﬂd*lhr_rqﬂgmlnrhntnpml secorsdany instibebons. s matched 1o the Texas Higher Educston Cosdinating Board master enroliment records for the soke
purpone af stetticsl sealysn snd adult eduation prog i Inloersation will Be reesved and exchanged belween the Tenas Workloroe Cer ion, the Texss Education Agency, and the Texas Hgher Education

POST SECONDARY PARTIDIPANT RELEASE OF INFORMATION Chech this hom @4 parest or puardian AUTHOSZIMNG CONSTHT

4
ﬂ-.l H-.t-Hl:I'lﬂuTHDIEII’ﬁtDHH’.ﬂ Check this bos as pareni o guerd s MOT AUTHORI®NG DOMSENT

| ety ghew iy cormart 1o The Tews Workdores [ommisien 10 refease personal deniifabls iionm aties regarsieg ry smpisynerd @2ais o hisiery i 1hs Texas Higher Eaucation Coordmaning Beard #aclfor 18 Texs
Workdaees Cosmeminsion, lor the sole purpoe of slasitical ssalys b, sdmishitrstion or duskstion fof the Enprovement of sate shull st ion pogrems.

EMPLOYMENT PARTICIPANT RELEASE OF INFORMATION Creci this boe s panest or geardian ALTHOSIMG CONSENT
Orweck is bos @ parest ar peardlan NOT AUTHORIMNG COMSENT

108 USDER: | ghve peenission far rrg child o sttend Grayson Colieps
kil Bducatom and Lasracy cleae,

Slgn
¥+ ||Ja'1‘:e Sigl_edl
STUDENT SIGNATORE DATE FARENT/GUARDIAN SIGHATURE DATE
g TRLICTEA" S, e WRGE TRATION CORPLETED WY CLASS NAME AND LOCATION:
. - it
Text | i‘l’ext | |Text

Rewston RAR2019

D=




Staff-Determined Eligibility

| [Text |.ml:hu best of my knowledge attest that the
M EDUCATION
TEXAS LM UNIVERSITY student [Text ___is determined eligible for
TRAIN PD CENTER @ TCALL

classes with Grayson College Adult Education and Literacy under the following criteria:
E] Basic skills deficient

[C] Does not have a secondary school diploma or it's recognized equivalent, and has
not achieved an equivalent level of education (High School Equivalency)

IEI English Language Learners (English as a Second Language)
o has limited ability in speaking. reading, writing or understanding English
language
o lives in a family or community environmeant where a language other than
English is the dominant language
o has native language is a language other than English

The student will be taking a @ ESL @HBE @ Civics @ (other) class.

Slgn

__.'_.__ Il]ate Signed

Staff Signature Date




DocuSign Envelope Path

KT | ERRSALLON
TRAIN PD CENTER @ TCALL

e Administration starts process

* Intake Specialist

e Participant

e Participant’s guardian (minor only)

e Data Coordinator



M | EDUCATION
TRAIN PD CENTER @ TCALL

DocuSign Envelope Path

Administration

Needs
names/emails

Sends
template

Intake
Specialist

Zoom
PIRL

Staff

Determined
Eligibility

Participant

Final review

Signature

Upload ID

Data
Coordinator

Automatically
receives

protected




Intake scheduling?

EDUCATION
& HUMAN DEVELOPMENT
TEXAS A&M UNIVERSITY

A

TRAIN PD CENTER @ TCALL




Administration

TRAIN PD CENTER @ TCALL

* One account
e Selects appropriate envelope
e Enters names/emails of recipients

e Last name in header of email



Fall Institute Template

»

Recipients

; .
m E"?'HF M Intake Specialist # NEEDS TO SIGN  MORE v
TEXAS A&M UNIVERSITY

TRAIN PD CENTER @ TCALL

Name *
| 8|

Email *

2 Student # NEEDS TO SIGN  MORE ¥

Name =

Email *

3 Data Coerdinator CC RECEIVES A COPY MORE ¥

Name =
Email *

! Access code authentication is required for this recipient. Access code authentication: Falllnatitute

m ADVANCED EDIT DISCARD




Intake Specialist

KT | ERRSALLON
TRAIN PD CENTER @ TCALL

e Receives all envelopes in morning
e Shares screen via Zoom
e Completes PIRL and Staff Determined Eligibility

 Clicks “Finished”, automatically sent to participant



Please DocuSign: Test AEL Enrollment Forms o Docusion x &5 2

Grayson College via DocuSign <dse_NAZ@docusign.net> 2:01 PM (0 minutes ago) Yy
EDUCATION fome -
AlM | &HUmAN DEVELOPMENT
» TEXAS A&M UNIVERSITY
TRAIN PD CENTER @ TCALL
DocuSign

Grayson College sent you a document to review and sign.

REVIEW DOCUMENTS

Grayson College
trevinoa@grayson.edu

Ashley Trevino,

Please DocuSign Enrollment form, Staff-Determined Eligibility. docx

Thank You, Grayson Caollege

Do Not Share This Email
This email contains a secure link to DocuSign. Please do not share this email, link, or access code with
others.



Please review the documents below. OTHER ACTIONS ~

DocuSign Envelope 10 2DEAG203-05A9-4288-BDAZ-53A8ED3SCFES

START Day of First Class; | ADULT EDUCATION AND LITERACY ENROLLMENT FORM Former student? (_¥es (Mo Location: |
STUDENT NAME DOCUMENT TYPE/NUMBER DATE OF BIRTH AGE | GENDER
L LAST MAME (FAMILY NAME] FIRST MARE Ll 5SM (preferred) [ oD VY ermale
r 5 LAN ale
Qe B | 1] [ IO, | |l C I o
STREET ADDRESS Ty STATE | 2IF CODE I MDRILE TEI K AR TEL & I EXT I
ETHNICITY RACE (CHECK ALL THAT APPLY)
Hispanic/Lating American Indian or Alaska Mative Asian Black/african American Mative Hawaiian/Pacific Islander White
&5 o 5 a es Oa o5 Ou Oes Ou Oes Ou

PARTICIPANT STATUS UPON ENTRY INTO THE PROGRAM

Dizabled? Veteran Characteristics: Employment Status (Check one only): School Status at Program Entry: Migrant & Seasonal
L Disclos F worker Status:
=S DCND faclasure Vikeran Status: Ermplayed :H{Jurs par week n school, Postsecondary schaol arm r =
Category of Disability Oes O\ID Employed but received notice of ot attending school or Secondary School dropout Seasonal Farm woarker
(select all that apply): Eligible Veteran Status: termination of employment or Military ot attending school: secandary schoaol grad. or equiv. Migrant & Seasonal Farm worker
’ - ) o separatian. .ot attending school; within age of compulsary school Dependent of Seasonal Migrant
PhysicalfChranic Health es, £ 180 days -
T Mot in Labor Force attendance & Seasonal Farm worker
condition s, eligible veteran Not Employed
Physical/Mobility Impairment es, other eligible person " u I Highest School Grade Completed: Public Assistance Information:
Mental ar Psychiatric disability o ng-term Linemployed e °
Vision-related disabllity [z 27 consecutive weeks Highest Grade complet s E-| 2CTw On Public Assistance?
Hearing-related disability Disabled Veteran? o Reason NOT in labor force (required): 15t — 12th grades or No school grades Oes Oo OD Disclosure
Learning Disabled e es, special disabled Full time caregiver/parent Highest Education Level Completed: Expanded Eligibility for TANF?
Cognitivefintellectual a Disabled ttained secondary school diploma es o o Disclosure
Participant did not disclose il j Incarcerated ' ¥ ) L
icip, [Da:;;f;c.tua;.m llivary Separation nelniolo o work ttained a secondary school equivalency Exhausting TAMF within 2 years?
Learning-Disabled Adult? m Ldils articipant with a disability receives a certificate of es 60 O:"ﬂ

Crther completing an IEP
mpleted one or moere years of postsecondary education

) Dependent
Oes Cun On Disclosure : Insmur: attendance/completion as a result of successfully

Type of Community: ttained pest-secondary technical or vocational certification
[non-degree)
ng in Urban Area ttained Associate’s Degree
ng in Rural Area ttained Bachelor's Degree

ttained a Degree beyond Bachelor's Dvegree
o Educational Level Campleted

mpleted IN the U5
mpleted OUTSIDE the LS,

Add’l. Youth Characteristics: Add’l, Reportable Characteristics (cont.): For Corrections and Institutional Funded Programs: Referral Type:
Foster Care Youth

Displaced Homemaker In Correctional Facility: In Community Corrections: One-Stop Center Refarral
Add’l. Reportable Characteristics: Singhe Parent Ve Q\ln Yes ONO 8&& [s]
. Dislocated Waorker er |nstrfutionalized Setting: n Parole: o Disclosura
Homeless English Lang. Learmer s o O‘FES ONO
Low-Income Cultural Barriers Parent of Child{ren) ages: Q;rnha i TANF Referral
Immigrant? O’es ON nONo Disclosure 0-5 1 |6-10 11-13 | 14-18 - @“ ex o
Mo Disclosure i o Disclosure
-Offender Statys at Program Entry: Special Progrom Type: Referral from College
=23 @g o Disclosure Family Literacy: In Workplace Literacy Program(s):
(-1 o Yesb Mo
One-5top Program Participation: Participant in Job & Training Program:
eived services under Job Corps: £h o

es o Unknawn




Participant

TRAIN PD CENTER @ TCALL

 Verify data accuracy
e Electronically sign

e Upload ID

e Click “Finished”, automatically sent to Data Coordinators



EDUCATION

& HUMAN DEVELOPMENT

I- TEXAS A&M UNIVERSITY

TRAIN PD CENTER @ TCALL

DocuSign Envelope 1D: 2DESG203-05A9-420B8-B0A2-53A0ED35CFEY

Day of First Class: ADULT EDUCATION AND LITERACY ENROLLMENT FORM Former Student? _| Yes X No Location:
STUDENT NAME DOCUMENT TYPE/NUMBER DATE OF BIRTH AGE | GENDER
TITLE LAST NAME [FAMILY MAME] FIRST MAME Bl M 55N (preferred) (Y] o VYT Female

XM OMs | Tagt Student 0 111-11-1111 01 |01 1980 |40 | x Mk
STREET ADDRESS Cmy STATE ZIP CODE MOBILETEL ¥ WORK TEL. o EXTH
555 Main Street Plano X |75074 214-222-2222

HOME TEL# E-MAIL ADDRESS
ETHNICITY RACE {CHECK ALL THAT APPLY]
Hispanic/Lating American Indian or Alaska Mative Asian Black/african American Mative Hawaiian/Pacific Islander White
Yes CX Ma Yes (X Na ¥es [X Nao Yes X Mo Yes X Mo X Yes Na

PARTICIPANT STATUS UPON ENTRY INTO THE PROGRAM

Yes Mo Mo Disclosure
X Viteran Status:

Category of Disability Yes [y No
[select all that apply):

Mental or Bsychiatric disability ® No
Vislan-related disability
Hearing-related disability
Learning Disabled

Eligible Yeteran Status:

Disabled Veteran?
Yies Yes, special disabled

Dizabled? Veteran Characteristics: Employment Status (Check one only):

K| Employed _32_ Hours per week
Employed but received notice of
termination of employment ar Military

) . separation.
Physical/Chronic Health Yes, < 180 days Nuﬁn Labar Force
condition Yes, eligible weteran

) - . " Mot Employed
Physical/Mability Impalrment ¥es, other eligible person .

Long-term Unemployed Yes X Mo
[ 27 consecutive weeks)

Reason NOT in labor force (reguired):
Full time caregiver/parent

School Status at Program Entry:

In schoal, Postsecondary school

%! Not attending school or Secondary School dropout
Nat attending school; secondary schoal grad. or equiv.
Nat attending school; within age of compulsory school
attendance

Highest 5chool Grade Completed:

Highest Grade completed gth 9 rad e

1st — 12th grades or No school grades
Highest Education Level Completed:

Migrant & Seasonal
Farm worker Status:

Seasonal Farm worker
Migrant & Seasenal Farm worker
Dependent of Seasonal Migrant
& Seasonal Farm worker

Public Asslstance Information:

On Public Assistance?
X Wes Ma Mo Disclosure

Expanded Eligibility for TANF?

MNa Disclosure

Ex-Offender Status at Program Entry:

Special Program Type:

Yoi X Mo Mo Disclosure Family Literacy: In Workplace Literacy Program|s):
Yes X Mo Yes ¥ Mo
One-5top Program Participation: Participant in Job & Training Program:
Received services under lob Corps: Yes [ No

Yes X Mo Unknawn

Cognitive/Intellectual X Ma Disabled Attained secondary school diploma Yes [ Mo [ Mo Disclosure
Participant did not disclose il i Incarcerated ' ¥ ) .
icip | Date ﬂfd.'-".f.‘l‘l.l?ﬂ.Mlhr?lW Separation ineligible 10 work Attained a secondary school equivalency Exhausting TANF within 2 years?
Learning-Disabled Adult? [mem/ddfyyyyl: Dependent Participant with a disability receives a certificate of Yes X Mo [ N/A
Yes X No || No Disclosure Institutionalized attendance/completion as a result of successiully
Other cempleting an IEP
Completed one or more years of postsecondary education
Type of Community: Artained post-secondary technical or vocational certification
[nan-degree)
X Living in Urban Area Attained Associate’s Degree
Liing in Rural Area Attained Bachelor's Degree
Attained a Degree beyond Bachelor's Degree
%! No Educational Level Completed
%) Completed IN the .5
Completed DUTSIDE the LS,
Add’l. Youth Characteristics: Add’l, Reportable Characteristics (cont.): For Corrections and Institutional Funded Programs: Referral Type:
: ¥
X Faster Care Youth Displaced Homemaker In Correctional Facility: In Community Corrections: One-Stop Center Referral
Add'l. Reportable Characteristics: Singhe Parent Yes [ No Yes M Mo Yes (X Na
) Dislocated Worker Other Institutionalized Setting: On Parole: M Disclosure
Homeless English Lang. Learner Ves X No Yes X Mo
Low-Income Cultural Barriers Parent of Child{ren) ages: O Probation TANF Referral
Immigrant? Yes (% Mo | No Disclosure 0-5 X 6-10 X 11-13 14-18 Ves [ No Yes ¥/ No

Mo Disclosure

Referral from College




Done! Select Finish to send the completed document. FINISH

Q@ Q&8 & 06

DocuSign Envelope 1D 2DESG203-05A9-4288-BDA2-53A8ED35CF69

PARTICIPANT GOALS PARTICIPANT ACHIEVEMENTS
Primary Register to Vote for First Time Primary Registerad to Vote for First Time

Oibtaim HE Diploma X Improve Basic Skills Obtained HS Diploma Improved Basic Skills
Oibrtaim GED Make Progress in English (LEP} Obtzined GED Made Progress in English [LEP)

A M E}QMQNCDQETLC'IFQEEI Oitaima Job Obtain .5, Citizenship Obtained Employment Received U5, Citizenship

= TEXAS A&M UNIVERSITY Retain Job or Advance inlob General Invelvernent (Volunteering) Retained Job or Advanced in Job General Involvernent (Volunteering)

Enrcllment in College or Cther Training Obtain/Improve: Parenting Enraclied in College or Other Training Obtained/Improved: Parenting

TRAIN PD CENTER @ TCALL Secondary Obtain/Improve: Health Care Secondary Obtained/Improved: Health Care
Leawve Public Assistance Obtain/Improve: Occupational Skills Left Public Assistance Obtained/Improved: Occupational Knowledge
Achieve Citizenship Skills Obtain/Improve: Government and Law Achieved Citizenship Skills Obtained/Improved: Government and Law
Gtr. Invehement in Children’s Education Obtain/lmprove: Community Resource Gtr. Involvement in Children's Education Obtained/Improved: Community Resource
Gtr. Invohement in Children’s Literacy Activities Obtain/lmprove: Consumer Economics Gtr. Involvement in Children's Literacy Activities Obtained/Improved: Consumer Economics
Gtr. Invehement in Community Activities Qther Gtr. Involvement in Community Activities Achieved Reasan for Enrollment

PARTICIPANT ACKNOWLEDGEMENT AND RELEASE OF INFORMATION

The information provided is complete and correct to the best of my knowledge. | agree to abide by Adult Education Program policies, rules and regulations. | further understand the submission of false information is grounds
for rejection of my application, withdrawal of acceptance, and cancellation of enrollment. My signature below shall constitute acknowladgement to statistical use of my records of enrollment, progress, and transition under the
application laws, Texas Workforce Commission {TWC) regulations and Adult Education Program internal policies as aggregate statistical data in evaluation of the program, and shall constitute a precondition for enrollment in
this adult education and literacy program. | acknowledge that the Adult Education Program and the TWC will release information to other state and federal agencies for verification, follow-up, and tracking and to generate
reports to maonitor the program. Participants 16 years of age must have a court order and 18 years of age must provide parent or guardian written permission and official withdrawal from last HS attended to participate in the

program.

| give my consent for release of directory information, which consists of name, address, telephone number, date of birth, dates of attendance, degrees obtained, and field of study.

' Check this box to AUTHORIZE COMSENT DIR INFORMATION RELEASE Check this box as parent or guardian AUTHORIZING CONSENT
Check this box NOT AUTHORIZING CONSENT Check this box as parent or guardian NOT AUTHORIZING CONSENT

| hereby give my consent to release personal identifiable information regarding my enrollment in post secondary institutions as matched to the Texas Higher Education Coordinating Board master enrollment records for the sole
purpose of statistical analysis and adult education program improvement.  Information will be released and exchanged between the Texas Workferce Commission, the Texas Education Agency, and the Texas Higher Education
Caoerdinating Board,
! Check this box to AUTHORIZE COMNSENT POST SECOMDARY PARTICIPANT RELEASE OF INFORMATION Check this box as parent or guardian AUTHORIZING COMSENT

Check this box NOT AUTHORIZING CONSENT ‘Check this box as parent or guardian NOT AUTHORIZING CONSENT
| hereby give my consent ta the Texas Workforoe Commission to release personal identifiable information regarding my emplayment status or histary to the Texas Higher Education Coordinating Board and/or the Texas
Waorkforce Commission, for the sole purpose of statistical analysis, administration or evaluation for the improvement of state adult education programs.
1 Check this box to AUTHORIZE CONSENT EMPLOYMENT PARTICIPANT RELEASE OF INFORMATION Check this box as parent or guardian AUTHORIZING CONSENT

Check this box NOT AUTHORIZING CONSENT Check this box as parent or guardian NOT AUTHORIZING COMSENT

18 & UMNDER: | give permission for my child to attend Grayson College
Adult Education and Literacy classes.

RMM@W wﬁsf 8/31/2020

STUDENT SIGNAFHREarassarests DATE PARENT/GUARDIAN SIGNATURE DATE
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Data Coordinators
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e Envelope with all attachmentsincluded (ID, withdrawal,

court order)
e Password protected
e Download and store in secure cloud server

e Receives encrypted assessment results by email



PASES Process and Procedures Document

| SRusATIo

TRAIN PD CENTER @ TCALL ° Step-by-step instructions for
* Participant screening
* Creating appointment

e Intake
e Assessment (CASAS, TABE, & Best Plus Oral)

e Links for
e Class times/days/contentschedule
* Free wifi services in every major city of service area
e Email templates

e Languages spoken by AEL team
e Detailed PIRL instructions



Process and Procedures Document ||

it | &
TRAIN PD CENTER @ TCALL e https://drive.google.com/file/d/1h5We8pYWRBru 7UyGK

VA-Mui7Nolzav8/view?usp=sharing



https://drive.google.com/file/d/1h5We8pYWRBru_7UyGKVA-Mui7No1zav8/view?usp=sharing

Remote Intake Rollout

T ‘ EDUCATION
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TRAIN PD CENTER @ TCALL e |nternal practice (LOTS)

e Administration started
* Director support

 Administration independently

 Administration trained hand picked Intake Specialists
e |S shadowing
e Admin support

e Intake Specialists alone
* Intake Specialists trained others
e Training continued



DocuSign Setting Changes

KT | ERRSALLON
TRAIN PD CENTER @ TCALL

e Changed “sent by” from Ashley Trevino to Grayson College
» Set signing order to be sequential

e Turned off “attached documents to completion” email for

Pll concerns



Lessons Learned
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* Business Pro
e Enterprise per envelope

e Set permission to share information fields to be completed
by IS and not participant

e Google doc rather than google calendar

e Difficulty uploading ID, screenshot taken
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Questions?
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e trevinoa@grayson.edu

e Can contact team at collinael@grayson.edu
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