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Day 2, Session 7

Secure Remote Intake Process Using

DocuSign

Presenter: Ashley Trevino, Grayson College, trevinoa@qgrayson.edu

Session Description: Grayson AEL has created a more than 30-page internal
SOP regarding the process of remote intake. It includes: scheduling the
intake appointment; conducting the intake appointment over zoom, using
DocuSign; completing the assessment w/detailed steps for each assessment
(TABE, CASAS, & Best Oral), a link to a living class schedule document,


mailto:trevinoa@grayson.edu

community WIFI, Data entry steps, languages spoken by staff, and step by

step PIRL instructions. We will also cover using zoom as a "remote" office.
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Introduction

Ashley Trevino, Director of Adult Education and Literacy - Grayson College

e Serves Cooke, Grayson, and Fannin counties
o Total population — 200,000

e Also serves Collin county
o Total population — 1,035,000

Remote Intake Process Goals

Information security (PII)

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

e Staffed M-Th 8am-8pm

e Lobby

e Breakout rooms



¢ Intake/Assessment appointments
e Leadership/IT help
e Meetings

e Classes

Remote Intake Process Overview

e Participant contact
0 Pre-screened for remote intake
0 Scheduled for intake and/or assessment
o0 Given information about intake process
0 Sent intake appointment reminder e-mail

e Intake
o Send email with Zoom link and intake process reminders

0 Zoom “virtual office”
o Intake done through DocuSign
o]

Assessment completed, or appointment made
e After assessment
o Participant class assignment
0 Results sent to data coordinator/instructor, encrypted by 7zip
0 Teacher sends “Welcome” emalil
e Data collected
o PIRL sent by DocusSign

* Includes signature, ID, and staff determined eligibility



= Minors only: court order, ISD withdrawal form, guardian

signature lines

Remote Intake Screening

0]

0]

0]

(0]

19 years or older

If no, schedule appt with guardian, check for ISD withdrawal

form

Technology

Laptop, desktop, phone*, or tablet*?
= *Cannot be used for TABE or CASAS

Internet

If no, refer to free community wifi list

Email address

If no, help participant create @gmail.com account

Intake Preparation Information

e Participant-Given Information

(0]

0]

(0]

(0]

SSN or ITIN
Picture of ID ready
Computer on

Email pulled up

e Information provided 3 times

0 When scheduling intake

(0]

0}

On intake appointment reminder email

On Zoom link email



Intake Schedule — Google Doc

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

Please include: Time; I5 name: participant name, phone number, and email; and service needed
(intake, BPO, CASAS, TABE, ect)

930 AM Carmen & Gisell- ESL Intake+BPO- Elsa G- sco GNP
| elsa M ozl com DocuSign Sent.Rescheduled for 11 am today NO SHOW x2
9:30 AM Fatima(no show) - Saira - ESL Intake+BPO- Sherien S—ma}‘gmail.mm

-214 436 7055 DocuSign Sent
9:45 am (TEXOMA-Debbie-GED)- Ange ) (904 X @gmail.com)--no
show

10-00 Al Saira (switched with Carmeni _ESL Intake+BPO-Xia ( Sophizi NG

yahoo .com -21 DocuSign Sent

11:15 am (TEXOMA-Debbie)- Michell

12:00 PM Mariella/Plereah - Valle] RocicGMM® TABE Reading Only -
Canceled

2 45 pim {TE}{DMA Esmeralda] Math TSI Jﬂulshlne-w.ur '@ A
She rescheduled due to a teacher conference with her child's teacher last Thursday. *--Completed

aperwork but had to abort test due to internet connection
3.00 Angela Aguirre - Intake + BPO - Zonia GGG zoniofP@gmail com -
DocuSign sent *
5- Saira- TABE READING Only- Fei YL%IDH
6:00 pm - Fatima-TABE Only - Erla{j 46 @gmai
ELAZO4 SOAP5793

5:45 pm Beatriz - Intake + HSE FranciscolRPR 2hoo con 214 (D |

DocuSign Sent

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

* Fatima will be out today




Intake Process

¢ Intake appointment reminder sent
o Day and time
o0 Prep information
o Program contact information
e Zoomlink to registration/assessment
0 Instructions for Zoom
0 Prep information

0o Zoom virtual office
e DocuSign link 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
o0 Intake Specialist
e Signature, ID uploaded
o Participant

e Sent to Data Coordinator



DocuSign Templates

Templates

e 19+ and minor
e Both include:
o PIRL
o Staff determined eligibility

o Participant ID upload

e Participant signature
Minor includes:

e Court order upload
e ISD withdrawal form upload

e Guardian signature
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Day of Fiest QT exct

ADULT EDUCATION AND LITERACY ENROLLMENT FORM Formes studenti] x| o Location [Texct ]
STUDENT NAME DATE OF BIRTH AGE | GEND
— T T Wb A LT A LY T L [ demale
I Text Jirext i_lgext E
Text . i-ex
Text

| School Status ot Program Enry: Miigiaat & asugnad
et T2 5T | Houss por weak | schacd, Pestsecondary school Twm
ety L rmeeiovnd et of ot smanding schosl or Secanclary Sehoo dropovt bl Fasrm wosker
inason of employment or Milltary |t smending schos: secondary school grad. of eguiv. et 8 Semsona Farm worket
) = hat attirding chost; within age ]
In Latsar Forse
|t Emptoyed
_Liveatal ar Paychintre disstty ]
=l i 1227 conmecitive
fesre: Hngson NOT in labor farce (requieed:
- caming Disshled L_LFull time carpgiver/pareet
=
I tid not saclose s 3
o - - secondiry it phins 2 yeaes?
g Dig it 41077 - | hsmicmant with n gnabiity receves 8 cenificate EE
L) omciours - s r
J Comple Yy
q e yoars of
N ¥ :
- ) ‘s Dagre
| httained Bachelor's Degree:
+ Degron
| eo Esucations Lovet Competed
S, ™ the S
D, ted OUTSION the LS.

omeaker
Singhe Parert

!E ;.rn-m Entry:

PARTICIPANT GOALS PARTICIPANT ACHIEVEMENTS

Primary | Regisaer to Vote for First Teme Primary Fagistered to Vota for Frst Time

L Imaprowe Ranis Sk | Obtaiwd HS Dipiorma e Bani Sailly

- Progress in Cnglish (LEP) L GEL MMt Progress in Engliih (LEF

L Cbtain a Jb L_lj0btmn U5, Grizerabip || Obitairwed Emplayment Received US. Dizensbi

s Wit kol Achvnce i by - I [} ot | Gemersl nvalvement (Velunteering)

| Eroiimant in Calege or Cthes T ring. | Obtain/Improve: Farenting I Envoled in Callege or Cher Training Cirtairvedimproved: Parenting

bl Secondary | Dartanwsfimproved Hesfth Care
- L Public Ausistane: L Dbt/ Improwe: Ocxupational Saiy L e Pt Assstarce | Dotanesmproved: Ouupatonal Krowledge

Achieve Citaenship Skils ; et/ Improwe: Gomssrnmesnt and Law Achirrd Citirership Shifly | Ontairwd/\mproved: Gavernment and Law
Gr. bohvemend in Children's Edecstion ool Ot Improve: Commmurnsty Resssrce Gtr_ invalvermest in Children’s Education Ootered/improved  Communty Hesource
Gir. Bwnhvement in Children's Literacy Actwities. |_jObtan/improve: Consumes Economics Gtr. Involvemsent in Chikdren’s Literacy Activities Cotsned/improved: Corsumer Economics
Gitr, Bwohommant in Comimasy Activitio T Othes Gitr invabsment in Communty Actaition | chinreed Roason for [rraliment

PARTICIPANT ACKNOWLEDGEMENT AND RELEASE OF INFORMATION

The

i best ;i

rules and regulaton. | farthes

appication lews, Tewes Workioros Commisnon [TWC)
Hhis.

adult education and ineracy pragram
FENO 0 mesitar the prograe. Patxipant 16 yesn

| ackncssdedge that the Adult {Zucation Program and the TWE

by igrature biow
and Adult [ducstion Progre

a1 appregate

v recards. of enrolment, pregress. and transition undes the

o age must b & court order and 18 yean of age

fallow-up, [
Wi sttanded to parmicipate in the

Eanrdan

whhich comists of name, sddren, telephons nusbar, dete of brth, detes

e ke of Wiy,

Chueck thes b s parent o gusaredian AUTHORKZING CONSENT
Chuck thin o i parent o juardian NOT AUTHOMZING COMMNT
s matched 1o the Texas Highes Educataon G the ol

the Texes Education Agency, and the Texss Higher Education

Check this box @5 parest o guardian AUTHORZING

CONSENT
Chec this bow 45 parent or guardian MOT AUTHORZING CONSE NT

¥ retry ghe my corant o The Teis W
Workdaecs Comemiysion, for the sole.

1o rabed it peesonagl ider
ol

W A o ¥

L

tate wflt

Board and/or 1he Texs

G s b 35 parest of geartian AUTHORING CONSENT

6 parent ar

IText

rrext

188 UMDER; | give pemision far my shild 1o attend Grayson Colege
Ackilt Education and Lasracy chassm,
sign
_'_ [D;ite Signed |
STUDENT SIGRAToIE—— DATE PARENT/GUARDIAN SIGNATURE DATE
| SEWLCINY N T SO LTI Y CLASS MAME AND LOCATION:
ext

Revision R2019

D=




Staff-Determined Eligibility

I:Text } to the best of my knowledge attest that the

student ,"I'ext is determined eligible for

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

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

: : 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 environment where a language other than
English is the dominant language
o has native language is a language other than English

The student will be takinga = ESL _“= HSE =’ Civies _“' (other) class.

Slgn i
I 2 ________|Date S'igned]_____
Staff Signature Date

DocuSign Envelope Path

e Administration starts process

e Intake Specialist

¢ Participant

e Participant’s guardian (minor only)

e Data Coordinator

10



Administration Intake
Specialist

Needs Zoom
names/emails

PIRL
Sends

template Staff
Determined
Eligibility

Intake scheduling?

Administration

¢ One account

e Selects appropriate envelope

Participant

Final review

Signature

Upload ID

e Enters names/emails of recipients

e Last name in header of email

11

Data
Coordinator

Automatically
receives

Password
protected




Fall Institute Template

Recipients

1 Intake Specialist # NEEDS TO SIGN MORE ¥

Name =
| B|

Email *

2 Student # NEEDS TO SIGN MORE v

Name *
| 8|

Email *

3 Data Coordinator CC RECEIVES A COPY MORE ¥

Name *
Email *

P Access code suthentication is required for this recipient. Access code authentication: Falllnstitute

m ADVANCED EDIT DISCARD

Intake Specialist

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

e Clicks “Finished”, automatically sent to participant

12



Please DocuSign: Test AEL Enrollment Forms D Decusign «

Graysen College via DocuSign -

Grayson College sent you a document fo review and sign

Grayson College
AoEyson.edy

syt

ey Treving,

Fiease DocuSign Enrciment farm, Staft-Determined Eb

Thank You, Grayson College

Do Not Share This Email
This emadl conf
thars

5 & securg Bnk to DocuSign Please do net share this small, Bnk. or sccess cods

Please review the documents below. OTHER ACTIONS »

CiuSign Emvelops K0 206 AA210-05A0-4208-BOAZ-SIAREDISCFER

START By of Fist Class] | ADULT EDUCATION AND LITERACY ENROLLMENT FORM Formar studant? (s (ho Lecation: |
STUDENT MAME COCUMENT TYPE/NUMBER CATE OF BINTH.
o T TR AR A T o peeterred] o) 3 wv
e (e i
ol o1 — ] J ] -
TR ASOAnT o C
ETHNICITY RACE (CHECK ALL THAT APPLY]
g American fdian o Alaska Nt rets wander | whae
e O [oixe! I 55 o
PARTICIPANT STATUS UPON ENTRY INTO THE PROGRAM
Doabled? Wigraen & Srasanal
(o[ o Diuclonurs - Farmm worker Status:
By gt (Jn schosl, Posecandary schaal
Casegary of Disshliiy (e Oy l Sevendary
Inetect al that appsy] Prrer i — e wrad. or v,
Pysinal/Chonrde Haalth _?:. Py [ pbot sttendng schaot. wither aps of compuony shoot
candition o ehgiie vteras o
_Jai_ other ebgitia par % sl Highast School Gesbe
sy e | e g minarsioes (Jos(po
pary - 227 consecutive weeka] Mg Girade complet seleciw 7
Viskonwrelated disabay . T aciosun
Fearing related disabilery e Reasan NOT in ko force [requived 1= 12th grade o (o scesurs
Umarring Disal E.‘" (_res. specal duasies Pl tirme caneghes fparest iighast Education Level Campieted: Expanded Elgbiity for TANI?
Cognithr/intellectual e b = [ e (Yo isckeure
han of Acnisat Miirary Separation Incarceratid [t sevomsdery schost dsoma et TS
menidd I ek ([ ttisned a secondany schoo eautabency Spmuming TAME b 3 yupes?
Lgrming Cisabley Adeh? S ependent TR with 3 sty reeives & Comcate of e (e e
o oo (o Biccre i rmaeestesmm s v ok soetob
Othar __ comgleting an ItP
.
Type of Commenity; [ ttasned gst-secondary Beshinkal of visationd] centification
s = inon-degreel
hing iy Ueban Area (T Jpmuned asocire's Degres
(pene i bl doea Anuned fuchelee's Degree
e i e
{40 Esucanional Level Compieted
(" omelstsd 1N the 3.
l®* e s
AL, Yo Characaeri: =0 W Frogram: Reteral Type:
Foster Caserteulh Cpaced Homemaker In Correctional Faciy: In Somemunity Corrections: e S1ps Center Reterral
Addd'L Reportable Charsteritic: Sigle Parert (e pe  Jves( Jna e 5...
Debocated Worker e indTticnaliznd Setong: P o Dk
Homeless Engish Lang, Lasenar e we e e
Cuhural Barriers Parent of Chidiren] ages: T #vota¥on. T ral TANS Blar
(yes e o Bsclesure 0-5 | 6-10 -3 wa-ae | SRS [y o
i i o Disclonurs Lrmi_pe Cotiuee
£x.Offendey st at Progeam niry: Speclal Program Typs: Pasbersat from Cobegn
e L:M%:- Ocioure B e
R 48V T Job Corps (e
C des (el Jusinown
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Participant

e Verify data accuracy
e Electronically sign

e Upload ID

[

DocuSign Envelope ID: 2DEBB203-05A9-428B-BDA2-53A9ED35CFE9

Click “Finished”, automatically sent to Data Coordinators

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
TLE LAST NAME [FAMILY NAME] FIRST NAME [ X 53N (preferred) MM o Y Female
Xmr CMs | Test student us o 111-11-1111 01 |01 |1980 |40 |xMele
STAEET ADDAESS Ty STATE | 2P CODE MOBILE TEL 4 WORK TEL EXTH
555 Main Street Plano T |75074 214-222-2222
HOME TEL# E-MAIL ADDRESS

ETHNICITY RACE {CHECK ALL THAT APFLY]

Hispanic/Latino American Indian or Alaska Native Asian Black/African American Native Hawaiian/Pacific |slander White

Yes (X Mo Yes "X Mo Yes (X Mo Yes (X No Tes CXNo X Yes Mo

PARTICIPANT STATUS UPON ENTRY INTO THE PROGRAM

Disabled?
Yes X No Neo Disclosure
Category of Disability

(select all that apply):

Physical/Mability Impairment
Mental or Bsychiatric disabllity
Vislon-related disability
Hearing-related disability

¥ No

Veteran Characteristics:

Veteran Status:
Yes (3 No

Eligible Veteran Status

Yes, ather eligible person

Disabled Veteran?

) ) separatian.
Physical/Chranic Health Yes, £ 180 days Nm"‘i’" o Force
condition Yes, eligible veteran Not Employed

Long-term Unemplayed

Employment Status (Check one only):

% Employed 32 Hours per week
Employed but received notice of
termination of emplayment or Military

(2 27 consecutive weeks)

Reason NOT in labor force {required):

attendance

Yes X! No

School Status at Program Entry:

In school, Pestsecondary school

x| Mot attending school or Secondary School dropout
Mot attending school; secondary school grad. or equiv.
Mot attending school; within age of compulsory school

Highest School Grade Completed:

Highest Grade completed 9th g rade

13t — 12th grades or No school grades

Migrant & Seasonal
Farm worker Status:

Seasonal Farm worker
Migranit & Seasonal Farm worker
Dependent of Seasonal/Migrant
& Seasonal Farm worker

Public Assistance Information:

On Public Assistance?
X¥es N [ No Disclosure

Learning Disabled Yes Ves, special disabled Full time caregiver/parent Highest Education Level Completed: Expanded Eligibility for TANF?
Cognitive/Intellectal Xt Disablect Artained secondary school diploma Yes xmo o Disclosure
Participart did nat disclose Date of Actual Miltary Separation ::t,:r(‘,zlra‘ed rk Attained a secondary school equivalency Exhausting TANF within 2 years?
Learning-Disabled Adult? (mm/dd/yyyy): I}:p:n;;n? " Participant with a disability receives a cestificate of Yes [XNo [ N/A
Yes LX No (] No Disclosure Institutionalized atendance/tompletion as a result of successiully
Other completing an IEP
Completed one or more years of postsecondary education
Type of Community: Attained post-secondary technical or vocational certification
[non-degree)
X Living in Urban Area Attained Associate’s Degree
Living in Rural Area Attained Bachelor's Degree
Attained a Degree beyond Bachelor's Degree
%! No Educational Level Completed
3/ Completed IN the LLS
Completed QUTSIDE the LS,
Add'l. Youth Characteristics: Add’l. Reportable Characteristics (cont.): For C: ions and ional Funded Progi Referral Type:
¥ Foster Care Youth Displaced Homemaker In Correctional Facility: In Community Corrections: One-Stop Center Referral
Add'l. Reportable Characteristics: Single Parent Yes [y Mo Yes X/ No Yes XINo
Dislocated Warker Other Institutionalized Setting: On Parole; Mo Disclosure
Homeless English Lang. Learner Yes (X No Yes X No
Low-Income Cultural Barriers Parent of Childjren) ages: On Probation TANF Referral
Immigrant? ¥es (X Mo | No Disclosure 0-5 (X 6-10 X 11-13 14-18 Ves X N'“ Yes X No
Mo Disclosure i Mo Disclosure
Ex-Offender Status at Frogram Entry: Special Program Type: Referral from College
Yes (X No No Disclosure Family Literacy: In Workplace Literacy Program(s):
Yes [X No Yes X! Mo
One-Stop Program Participation: Participant in Job & Training Program:
Received services under Job Corps: Yes X No
Yes X No Unknawn

14




Done! Select Finish to send the completed document. FINISH

CRECER AN . BE=ANC}

DocuSign Envelope ID: 2DE86203-05A9-4288-BDA2-53A0ED35CF69

PARTICIPANT GOALS PARTICIPANT ACHIEVEMENTS
Primary Register to Vote for First Time Primary Registered to Vote for First Time
Obtain HS Diploma X Improve Basic Skills Qbtained HS Diploma Improved Basic Skills
Obtain GED Make Progress in English (LEP) Qbtained GED Wade Progress in English (LEP)
Obtaina Job Obtain U.S. Citizenship Qbtained Employment Received U5, Citizenship
Retain Job or Advance in Job General Involvernent (Volunteering) Retained Job or Advanced in Job General Invalvement (Valunteering)
Enroliment in College or Other Training btain/improve: Parenting Enrolled in College or Other Training Gbtained/improved: Farenting
Secondary Obtain/Improve: Health Care Secondary Obtained/Improved: Health Care
Leave Public Assistance Obtain/Improve: Occupational Skills Left Public Assistance Obtained/Improved: Dccupational Knowledge
Achieve Citizenship Skills Qbtain/improve: Government and Law Achieved Citizenship Skills Obtained/Improved: Government and Law
Gtr. Involvement in Children's Education Obtain/Improve: Community Resource Gtr. Invalvement in Children’s Education Obtained/Improved: Community Resource
Gtr. Involverent in Children’s Literacy Activities Obtain/improve: Consumer Economics Gtr. Involvement in Children’s Literacy Activities Obtained/Improved: Consumer Econamics
Gtr. Involvement in Community Activities Qther Gtr. Invalvement in Community Activities Achieved Reason for Enrollment

PARTICIPANT ACKNOWLEDGEMENT AND RELEASE OF INFORMATION

The infarmation pravided is complete and correct to the best of my knowledge. | agree to abide by Adult Education Program palicies, rules and regulatians. | 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 acknowledgement to statistical use of my recards of enrollment, progress, and transition under the
application laws, Texas Workforce Commission {TWC) regulations and Adult Education Program internal palicies s aggregate statistical data in evaluation of the program, and 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 monitor the program. Participants 16 years of age must have a court arder and 18 years of age must provide parent or guardian written permission and official withdrawal from last HS attended to participate in the

program.
I 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.
5 Check this box to AUTHORIZE CONSENT 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
Thereby give my consent to release personalidentifiabl information regarding my enrollment in ot secondary institulions as matched to the Texas Higher Education Coordinating Board master enrollment records for the sole
purpose of statistical analysis and adult education program imp nt. be d and exchanged between the Texas Workforce Commissian, the Texas Education Agency, and the Texas Higher Education
Coordinating Board.
X Check this box to AUTHORIZE CONSENT POST SECONDARY 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 CONSENT
Thereby give my consent to the Texas Worklorce Commission o release personal identifiable information regarding my employment status o history to the Texas Higher EGucation Coordinating Board and/or the Texas
Workforce Commission, for the sole purpose of statistical analysis, i evaluation for the of state adult education programs.
X 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 35 parent or guardian NOT AUTHORIZING CONSENT
18 & UNDER: | give p for my child to vson College
Adult Education and Literacy classes.
DocuSigned by
8/31/2020
Shudent Togd
STUDENT SIGNAFUREaa7essa74418 DATE PARENT/GUARDIAN SIGNATURE DATE
THSTAUCTOR'S NAME REGISTRATION COMPLETED BY CLASS NAME AND LOCATION:

Revision 8/8/2013

&P

Data Coordinators

e Envelope with all attachments included (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

e Step-by-step instructions for
o Participant screening
o Creating appointment

o Intake

o]

Assessment (CASAS, TABE, & Best Plus Oral)

15



e Links for
o0 Class times/days/content schedule
o Free wifi services in every major city of service area
o Email templates

e Languages spoken by AEL team

e Detailed PIRL instructions

https://drive.google.com/file/d/1h5We8pYWRBru 7UyGKVA-

Mui7Nolzav8/view?usp=sharing

Remote Intake Rollout

e Internal practice (LOTS)

e Administration started
o Director support

e Administration independently

¢ Administration trained hand-picked Intake Specialists
o IS shadowing
0 Admin support

e Intake Specialists alone

e Intake Specialists trained others

e Training continued

DocuSign Setting Changes

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

e Turned off “attached documents to completion” email for PIl concerns

16


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

Lessons Learned

Price

0 Business Pro
o 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

Discussion and Questions

For additional questions you can contact the team at collinael@grayson.edu.
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