
Remote and Hybrid 
Education Training
AEPP, ASISTS and The Accountability Office

Sign in here!



PREREQUISITES FOR REMOTE AND HYBRID INSTRUCTION

Program Managers Test Assessors Case Managers

EPE Distance Education 

Training

TABE 13 & 14 Test 

Administrator Training

Case Management Training 

Best Plus 3.0 Test 

Administrator Training

Remote and Hybrid 

Education Training

(2 Hours of PD)

PM should turnkey Remote 

and Hybrid Training to Test 

Assessors and Teachers.

PM should turnkey Remote 

and Hybrid Training to 

Case Managers.



HYBRID AND REMOTE APPLICATION DEADLINES

● Applications for Hybrid and Remote Instruction due date has passed.

● Programs that are approved for Hybrid and Remote Instruction will 

be approved for July 1, 2025 - June 30, 2026.

● Programs interested in applying for hybrid or remote instruction 

during the FY 25-26 fiscal year will be considered on case by case 

basis and should contact their Regional, RAEN and Aris Bird.



LOCATION REQUIREMENTS:

For programs receiving AEPP funding:

● Students must reside and physically be in New York State when 

receiving services. 

● Program staff (teachers, case managers etc.) funded through 

AEPP must be in New York State when providing services.



WIOA/ALE

Requirements

100% Remote



WIOA AND ALE 100% 
REMOTE AND HYBRID REQUIREMENTS

1. Each program may apply for 1 (ONE) 100% 

fully remote course per funding source.

2. The class roster for the remote course may 

have 25 students in attendance at any given 

time. 

3. NRS Level 1 students should be grouped 

together, have smaller classes, and be 

continuously monitored for progress or one-

on-one support.

4. Each class must be a minimum of six (6) hours per 

week and a maximum of 20 hours per week. 

5. Instruction must be synchronous online instruction where 

the teacher is engaged with students on scheduled days and 

times selected by the program and published on the PIF 

generated from ASISTS.

6. All performance benchmarks for Post Testing, Measurable Skill Gain, 

Follow Up Outcomes, and Enrollment must be met. Continuous poor 

performance that does not demonstrate student gain and progress may 

lead a program to Corrective Action, which may result in the termination 

of the program’s remote option.



EPE

Requirements

100% Remote

Lisa Pearson



EPE 100% REMOTE REQUIREMENTS 

1. ONE (1) 100% completely remote 

class for eligible* students, if 

additional remote courses are 

needed the program must 

demonstrate student need and 

apply.

2. NRS Level 1 students should be 

grouped together, have smaller 

classes, and continuously monitored 

for progress or one-on-one support.

3. The class roster for the remote class 

may have up to 20 students in 

attendance at any given time. 

4. If the program is approved for a 

class size waiver, the class roster 

may have up to 35 students listed, 

with a maximum average daily 

attendance of 25 students.

EPE Slide 1



EPE 100% REMOTE REQUIREMENTS (CONTINUED) 

5. This fully remote class must be synchronous online 

instruction where the teacher is engaged with 

students on scheduled days and times selected by 

the program and published on the PIF generated 

from ASISTS.

6. All performance benchmarks for Post-Testing, 

Measurable Skill Gain, Follow Up Outcomes, and 

Enrollment must be met. Continuous poor 

performance that does not demonstrate student gain 

and progress, may lead a program to Corrective 

Action which may result in termination of the 

program’s remote option. 

7. Each class must be a minimum of 

six (6) hours per week and a 

maximum of 20 hours per week.

8. If the program is approved for a 

class hour waiver, the class can 

be for a minimum of four (4) 

hours per week and a maximum 

of 40 hours per week.

EPE Slide 2



CODING 100% REMOTE 
INSTRUCTIONAL OFFERINGS IN 

ASISTS

Step-by-Step Directions

Kate Tornese



STEP 1 : ENTERING CLASSES INTO ASISTS

1. Go to ASISTS Menu

2. Find Instructional Activity

3. Click Add/Edit Instructional Activity



STEP 2: ADDING REQUIRED FIELDS FOR 100% REMOTE

4. Click where the interface reads “Add 

New Course”

5. Then enter the required fields for the 

synchronous 100% remote class

6. Course ID: must begin with an 

underscore “_”, the next characters (up 

to 15) may be chosen by the program 

to further identify the class (XXXXXX 

in the example image), and the course 

ID must end with “_100” (underscore 

then 100 for “100% Remote”)



STEP 2: ADDING REQUIRED FIELDS FOR 100% REMOTE 
(CONT’D)

7. Start Date & End Date: should reflect 

the actual anticipated start and end 

dates of the course 

8. Instruction Type: may be Basic 

Education (BE), GED preparation (GE), 

HSE preparation (H), Math (MA), or 

English as a Second Language (ES)

9. Primary Instructor: should be the 

teacher of the class

10. Level: should reflect the general NRS 

level of instruction being provided

11. Format: should be “Remote”



STEP 3: ADDITIONAL REQUIRED DETAILS

● On the “Details” 

screen for the class, 

select the days and 

times when the 

synchronous class 

will meet 

● Click the “Schedule 

Section” to Edit



STEP 3: ADDITIONAL REQUIRED DETAILS (CONT’D)

Add the Start and End times for the 

days the class will meet using the time 

selection drop-downs for each day



EPE DISTANCE 
EDUCATION

CAN IT BE CONDUCTED REMOTELY?



WHAT IS EPE DISTANCE EDUCATION?

Programs approved by NYSED in which students are not present in a classroom but where instruction 

is facilitated by a teacher. All distance education programs must conform to the two-week packet model 

whether a program is comprised of physical packets or delivered electronically. 

Academic programs: 

● National External Diploma Program (NEDP) 

● Skills to Make Adults Ready to Succeed (SMART) 

● Giving Ready Adults a Study Program (GRASP) 

● ESL Distance Education Packet Program 

● Fast Track 

○ Fast Track GRASP Packets

○ Fast Track Math GRASP Packets



EPE DISTANCE 
EDUCATION

The Details

1. Tutoring MUST be in person 

and offered for 3 hours per 

week.

2. Class roster can not exceed 

20 students without a waiver.

3. All rules for packets would 

remain the same. 



EPE REQUIREMENTS

50% 
Hybrid

50% In-
person



● In-person instruction 50% of each 

scheduled class time along with 50% 

remote synchronous instruction where 

the teacher is engaged with students 

on scheduled days and times selected 

by the program within the same week.

● NRS Level 1 students should be 

grouped together, have smaller classes, 

and continuously monitored for 

progress or one-on-one support.

.

● Class roster for hybrid classes may 

have up to 20 students in attendance 

at any given time. If the program is 

approved for a class size waiver, the 

class roster may have up to 35 

students listed, with a maximum 

average daily attendance of 25 

students.

● Each class must be published on the 

Program Information Form (PIF) 

generated from ASISTS.

Traditional EPE Hybrid Requirements



● Each class must be a minimum 

of six (6) hours per week and a 

maximum of 20 hours per week. 

If the program is approved for a 

class hour waiver, the class can 

be for a minimum of four (4) 

hours per week and a maximum 

of 40 hours per week.

● Students must actively attend both 

the remote and in-person classes. If 

students miss 3 consecutive classes 

of either modality, they should be 

transferred to traditional 

classroom programming

● All students included in Remote 

Instruction must have a signed Hybrid 

Screening Tool in their physical student 

folders

Traditional EPE Hybrid Requirements (Continued)



WIOA AND ALE REQUIREMENTS

50% 
Hybrid

50% In-
person

Aris Bird



● In-person instruction 50% of each 

scheduled class time along with 50% 

remote synchronous remote instruction 

where the teacher is engaged with 

students on scheduled days and times 

selected by the program within the same 

week

● NRS Level 1 students should be grouped 

together, have smaller classes, and 

continuously monitored for progress or 

one-on-one support

● Each class must be a minimum of six 

(6) hours per week and a maximum 

of 20 hours per week and published 

on the Program Information Form 

(PIF) generated from ASISTS.

● The maximum number of active 

students may not exceed 25 

students per class. Special 

consideration must be taken for 

Level 1 students that may require 

additional support

WIOA and ALE Hybrid Requirements



● Students must actively attend both the remote 

and in-person classes. If students miss 3 

consecutive classes of either modality, they 

should be transferred to traditional classroom 

programming. If the student does not 

participate in remote or in person classes, the 

student must be contacted to assist in the 

removal of barriers.

● All students included in Remote Instruction 

must have a signed Hybrid Remote 

Screening Tool in their student folders. The 

form must be completed with the help of 

the program.

● All synchronous remote instruction 

requires that students and instructors use 

a computer, audio and have cameras on 

during remote classroom instruction.

● All performance benchmarks for Post Testing, 

Measurable Skill Gain, and Follow Up 

Outcomes must be met. Continuous poor 

performance that does not demonstrate 

student gain and progress may lead a program 

to Corrective Action, which may result in the 

termination of the program’s remote option.

WIOA and ALE Hybrid Requirements (Slide 2)



EPE
Class rosters may have up to 20

students in attendance at any given time. 

If the program is approved for a class size waiver, the class roster 

may have up to 35 students listed, with a maximum average daily 

attendance of 25 students

Each class must be a minimum of six (6) hours per 

week and a maximum of 20 hours per week. If the 

program is approved for a class hour waiver, the 

class can be for a minimum of four (4) hours per 

week and a maximum of 40 hours per week.

WIOA/ALE

The maximum number of active students 

may not exceed 25 students per class. 

Each class must be a minimum of 

six (6) hours per week and a 

maximum of 20 hours per week

Differences Between EPE and WIOA/ALE Hybrid



CODING HYBRID 50/50
INSTRUCTIONAL OFFERINGS IN 

ASISTS

Step-by-Step Directions



BASICS OF SETTING UP HYBRID CLASSES IN ASISTS

Create 2 distinct classes, one 
representing the remote 

instruction and one 
representing the in-person 

instruction companion class.

Exact days and times must 
be recorded in both the 
synchronous remote and 
in-person class to align 

with the 50%-50% 
requirement.

The Start and End date 
must also match and reflect 
the date the classes begin 
and a projected date for 

when they may end.

Students must be enrolled 
in BOTH classes.



STEP 1 : ENTERING CLASSES INTO ASISTS

1. Go to ASISTS Menu

2. Find Instructional Activity

3. Click Add/Edit Instructional Activity



STEP 2: ADDING REQUIRED FIELDS FOR REMOTE HALF 
OF HYBRID

4. Click where the interface reads “Add 

New Course”

5. Then enter the required fields for the 

synchronous 100% remote class

6. Course ID: must begin with an 

underscore “_”, the next characters (up 

to 16) may be chosen by the program 

to further identify the class (XXXXXX 

in the example image), and the course 

ID must end with “_RE” (underscore 

then RE for “Remote”)



STEP 2: ADDING REQ’D FIELDS FOR REMOTE PART OF 
HYBRID(CONT’D)

7. Start Date & End Date: should reflect 

the actual anticipated start and end 

dates of the course 

8. Instruction Type: may be Basic 

Education (BE), GED preparation (GE), 

HSE preparation (H), Math (MA), or 

English as a Second Language (ES)

9. Primary Instructor: should be the 

teacher of the class

10. Level: should reflect the general NRS 

level of instruction being provided

11. Format: should be “Hybrid”



STEP 3: ADDITIONAL REQUIRED DETAILS

● On the “Details” 

screen for the class, 

select the days and 

times when the 

Remote synchronous 

part of the Hybrid 

class will meet 

● Click the “Schedule 

Section” to Edit



STEP 3: ADDITIONAL REQUIRED DETAILS (CONT’D)

Add the Start and End times for the 

days the Remote synchronous part of the 

Hybrid class will meet using the time 

selection drop-downs for each day



STEP 4: ADDING IN-PERSON PART OF HYBRID CLASSES 

• Create the companion “In Person” traditional class.

• REPEAT STEPS 1 - 3 above, using the SAME Instruction Type, Level, and Format that 

was used in the Remote section of the class, as well as the leading “_” (underscore), 

and the same entry where you see “XXXXXX” in the example images.  The only 

difference will be that the In-Person Class Course ID must end with “_IN” (underscore 

then IN for “In-Person”)



STEP 5: CONNECTING HYBRID SECTIONS IN ASISTS 

● Each Hybrid remote synchronous class must have a “Special Program” assigned

● While creating the In-Person class, scroll down to “Special Program”

● Select “Add New Program”



STEP 5: CONNECTING HYBRID CLASSES INTO ASISTS (CONT’D)

• Select “HY - Hybrid” from the 

Program drop-down 

• Then, from the “Connected Class” 

drop-down, select the “_XXXXX_RE” 

companion class to this In-Person 

class 

• FINALLY: Return to the “_XXX_RE” 

companion class and connect it to the 

In-Person class just created by 

repeating the two bullets above, but

selecting the “_XXXX_IN” class from 

the drop-down.  



VIRTUAL 
INTAKE

Aris Bird



WHAT DOES VIRTUAL 
INTAKE LOOK LIKE?

1. Individual Paperwork (1 on 1)
a) Remote/Hybrid Screening Tool

b) ISRF

c) Remote Intake Check-list

d) All Required Forms

2. Group Orientation

3. Assessment 
a) Best Plus (Individually)

b) TABE 13/14 (Small group)

Intake should be robust 

and up to 12 hours. 

Should be coded as BE 

or ESL in ASISTS.



CONSIDERATIONS

Is the student the 
right fit for remote 

or hybrid 
instruction? 

Is the instructor 
the right fit for 

remote or hybrid 
instruction? 

Online Platform to 
be used.

Communication to 
student – link for 

intake, orientation, 
instruction.

Setting up 1 on 1 
meetings with 
students vs. 

groups. 



IS THE STUDENT 
A GOOD FIT 
FOR REMOTE OR 
HYBRID 
INSTRUCTION?



HYBRID 
SCREENING 
TOOL

IF STUDENT DOES NOT MEET 

THE REQUIREMENTS ON THE 

SCREENING TOOL, THEY ARE 

NOT ELIGIBLE FOR REMOTE OR 

HYBRID INSTRUCTION. 

THIS INCLUDES LEVEL 1 

STUDENTS.



REMOTE INTAKE 
CHECKLIST



ISRF



TRADITIONAL METHOD FOR COMPLETING AN ISRF

Student 
comes in 
person

Intake staff sits 
with student 

and fills in ISRF.

Student signs 
ISRF.

ISRF is stored in 
student’s 

physical folder.

Data staff enter 
information 

from ISRF into 
ASISTS.



COMPLETING THE ISRF WITHIN ASISTS

Only for programs approved for 

Hybrid/Remote Instruction

Only one individual per program 

will have access.

Submit contact information of 

individual who will be given 

access from your program to Aris 

Bird, Regional, RAEN



REMOTE/HYBRID ISRF REQUIREMENTS

MUST BE COMPLETED 1 
on 1 to protect student 
privacy. 

Intake staff must have a 
computer, internet, camera 
and audio ability.

Student must have a 
computer, internet, 
camera, audio and ability 
to access to online 
platform.

Program must have a 
platform such as Google 
Meet, Teams, Webex, Zoom 
to meet with the student.



ISRF COMPLETION –TWO OPTIONS – OPTION #1

Option #1: If your agency 

already has an electronic 

signature program/process

• Fill in the the FY2026 

Fillable ISRF while on 

the Zoom/Webex/Meet

• Make sure to click 

“Remote Intake” in the 

upper right corner.

• Use your existing 

electronic signature 

program to request the 

student’s signature.

• PRINT & file document 

in folder.

Kate Tornese



ISRF COMPLETION –TWO OPTIONS – OPTION #2

Option #2: Fill out the ISRF 

data directly into ASISTS and 

use the built-in signature 

request process

• Click “Add Student” in 
ASISTS

• Complete the ISRF 
screen completely, 
paying special attention 
to the accuracy of the 
email address

• Indicate that this was a 
“Remote Intake” by 
clicking the “Remote 
Student” check box

• Save ISRF Information 
using the “Save” button at 
the bottom of the screen



ISRF COMPLETION –TWO OPTIONS – OPTION #2 (CONT’D)

Option #2 continued: Request 

signature

• Go to the “Student Details” 

screen 

• Scroll down & click the 

“Generate ISRF for Signature”

• NOTE: Email will go to the email 

address entered for the student

• After student signs, use 

“Download Signed ISRF” 

button to get and print a copy of 

the signed document

• Full Instructions available using 

 link

https://docs.google.com/document/d/1zQMHF_GfZCz7GbV

ksDM7r79EBf5j0xxtkN2_SiQAoYE/edit?usp=sharing

https://docs.google.com/document/d/1zQMHF_GfZCz7GbVksDM7r79EBf5j0xxtkN2_SiQAoYE/edit?usp=sharing
https://docs.google.com/document/d/1zQMHF_GfZCz7GbVksDM7r79EBf5j0xxtkN2_SiQAoYE/edit?usp=sharing


ORIENTATION
AFTER THE VIRTUAL SCREENING TOOL, DOCUMENTS & ISRF

Aris Bird

In the chat: 

List one 

orientation 

activity.



WHAT IS INCLUDED IN VIRTUAL ORIENTATION?

● How to access class virtually?

● Case Management - Identify barriers of the 

student.

● Assessment of TABE 13/14 and Best Plus 3.0 (all 

students need a new test).

● Letting students know that someone from the 

program will follow-up with them 2 and 4 

quarters after exit to continue the program 

funding.

Most activities can be 

conducted in a small 

group setting. 

Overview and 

Introduction to the 

program.

Staff Introduction.

Virtual Tour of the 

Program if student may 

need to attend in 

person.

How to connect with 

staff virtually. Email? 

Phone? How can they 

get help? Are there 

office hours?

Expectations of 

attendance. How are 

classes structured? 

Reminder: Students can’t miss 3 consecutive 

classes of either modality.



VIRTUAL ASSESSMENT 
REMINDERS

TABE 13/14 & BEST PLUS 3.0



TABE 13/14 REMOTE PROCTORING

1. Step by Step Guidance at DRC. 

TABE_Student_Instructions_for_Remote_Testing.pdf

2. Contact the DRC with a CC to your RAEN and Aris Bird 

for technical assistance. 

3. Student and Assessor must have a computer, internet, 

audio, camera, quiet location to work. 

4. TABE 13/14 Level L is not available.

5. TABE 11/12 Level L is not appropriate to be conducted 

remotely.

http://tabetest.com/PDFs/TABE_Student_Instructions_for_Remote_Testing.pdf


BEST PLUS 3.0 REMOTE REMINDERS

Test Administrator Requirements

● Certified test administrator (Best Plus 3.0)

● Must have internet, a computer with a 

camera and audio 

● Camera on

● Must be comfortable with video 

conferencing software 

● Must follow CAL’s Test Administrator Guide

● Test must be 1 on 1

● Verify student.

Student Requirements 

● Computer with camera and audio.

● Camera on

● Internet

● Quiet testing location

● Ability to navigate video 

conferencing software.



RECORD KEEPING
THE ISRF AND OTHER DOCUMENTS

In the chat: 

what 

documents 

must be kept 

in the student 

folder?



RECORD KEEPING FOR HYBRID AND REMOTE

ISRF MUST be printed 
and signed in student 

folder. (Includes 
remotely completed)

The remote screening 
tool must be 

completed and 
physically placed in the 

student’s folder.

The intake checklist 
must be completed and 
physically placed in the 

student’s folder.

Assessments - even 
conducted remotely, 

results must be printed 
and physically placed in 

the student’s folder.

All other requirements 
for the student folder 

remain.

Must be kept for 6 
years plus current fiscal 

year (7 total years)

Must be audit ready at 
all times.



“IF IT’S NOT IN ASISTS, IT DOES NOT EXIST.”

Reminder: 

If a staff member is scheduled for case management 

time on the PIF, that staff member should be 

conducting case management activities during that 

time. 



VIRTUAL/REMOTE CASE MANAGEMENT

Must be an 
established student 
that has been 
through intake

Update Barriers to 
Employment

Enrolled not 
counted

Updating EEP
Updating ISRF (got a job, 
moved, etc)

Referral to 
available resources

Document time spent 
with students in ASISTS.

5 minutes spent with 
student can count as .5 
of an hour in ASISTS.



REMINDER: LINKS 
TO CLASSES

Must be sent to the RAEN by the 20th of every month and available 

always upon request.



WHO DO I 
CONTACT?





QUESTIONS?

Must fill out to earn PD 

credit. 
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