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Hybrid instruction was 
permitted to approved 

programs starting July 1, 
2024.

It has been extended 
through June 30, 2026.

Upon approval from 
AEPP, may be conducted 

immediately.

REMOTE & HYBRID INSTRUCTION



Who is Eligible for Remote 
or Hybrid Instruction?



Eligibility
AEPP Hybrid and Remote  Ins t ruct ion

ALE 
Funded Programs

WIOA 
Funded Programs

Student s  mus t  be  16  yea rs  of age  or 
olde r, not  enrolled or required to be  
enrolled in a  s econda ry s chool.

ABE/ASE s tudent s  mus t  be  a t  NRS 
Leve l 1 on the  TABE (11/12 or 13 /14 )

ESOL s tudent s  mus t  be  a t  NRS Leve l 1 on the  Bes t  
Plus  (2.0  or 3 .0) or t he  Bes t  Lit e racy (1.0  or 2.0) t o 
pa rt icipa t e  in AEPP Remote  Educa t iona l Se rvice s .

ALE ABE s tudent s  mus t  be  a t  NYRS leve l 1 on the  TABE 
(11/12 or 13 /14 ) in both Ma th and Reading  to pa rt icipa t e  in 
any AEPP Remote  Educa t iona l Se rvice s . 



EPE FUNDED PROGRAMS

Adult Secondary 
Education (ASE):HSE 
Test Preparation NRS 

Levels 5&6

English as a Second 
Language (ESL): NRS 

Levels 1- 6

Family Lit eracy: 
Incorporate activities 

that include interactive 
literacy activities 

between parents and 
their children. Parents 

must be EPE eligible and 
attend teacher led 

instruction.

Adult Basic Education 
(ABE): NRS Levels 1- 4

EPE TRADITIONAL  FUNDED PROGRAMS



EPE FUNDED PROGRAMS

SMART (Skills to Make 
Adults Ready to Succeed): 
NRS Levels 1, 2, 3, 4

English as a Second 
Language (ESL): NRS 
Levels 1 – 6

Family Lit eracy: 
Incorporate activities 
that include interactive 
literacy activities 
between parents and 
their children. Parents 
must be EPE eligible and 
attend teacher - lead 
instruction.

Fast Track Grasp Packets 
(Giving Ready Adults a 
Study Program): NRS 
Levels 4, 5 & 6 – HSE 
Readiness is required.

EPE DISTANCE  EDUCATION FOR ADULT PROGRAMING

Career and Technical 
Education (CTE): 
NYSED/K- 12 Accredited 
Course – all programs 
must seek approval. 
(Microsoft 
Office/Computer 
Based/Non- Allied Health 
or required in person 
instruction by 
supervising agency)



EPE FUNDED PROGRAMS

Students  may receive 
up to three (3) hours of 
in - person tutoring per 

week. (Maximum 12 
hours per month).

Tutori ng may be offered 
one on one or in a 
classroom setting.

These hours are claimed 
at the traditional rate and 
must be documented  

in ASISTS.

In - person tutoring 
is strictly for 

students enrolled in 
Distance Education 

programs.

EPE IN - PERSON TUTORING  FOR ADULT PROGRAMING

Students may not be co-
enrolled in traditional 

and Distance Education 
programs concurrently. 

(The exception is the 
tutoring).

The purpose of the in -
person requirement is 

that students are already 
enrolled in distance 
education and if the 

student is not 
progressing remotely, 
the student should be 

offered traditional 
instruction in - person.



Students must 
be pre-tested.

Post -Test

Students must 
be post-tested 
at the 
appropriate 
time.

ISRF

Students must 
have completed 
and signed an 
ISRF.

Apply

Program must 
apply for hybrid 
or remote 
instruction.

Approved

Program must 
be approved by 
AEPP before 
implementing 
remote 
instruction.

ASISTS

Approved 
programs must 
correctly code 
remote/hybrid 
classes in 
ASISTS.

TERMS & CONDITIONS FOR HYBRID  & 
 REMOTE INSTRUCTION

Pre-Test



Post-Testing Reminder



Students receiving hybrid services must have 12 hours of robust intake contact hours 
with the program before they can achieve student status for Federal and State reporting.

Programs must provide in-person instruction at a minimum 
of 50% of the total class time with the accompanying 50% 
remote instruction.

The Initial 12 contact hours for remote instruction learners can be any combination of in-person contact 
and contact through electronic modalities that can support video or any other synchronous online 
platform, where the participant and program staff can interact and through which participant identity is 
verifiable and documented and attendance recorded.

Programs are allowed one (1) 100% fully remote course. If a program 
needs more than one 100% fully remote course, they must demonstrate a 
need and apply for approval from AEPP.

TERMS & CONDITIONS FOR HYBRID  INSTRUCTION



Not Approved?
IF UPON REVIEWING STUDENT 

RECORDS,AEPP/AUDITOR/NRS IDENTIFIES THAT A 
PROGRAM PROVIDED REMOTE OR HYBRID INSTRUCTION 

WITHOUT AEPP APPROVAL THE PROGRAM WILL FACE 
CORRECTIVE ACTION. 



GETTING STARTED
EPE, WIOA, ALE

Application Intake Case 
Management Assessment



APPLICATION
EPE, WIOA, ALE



COMPLETING EPE APPLICATION

PlanISRFTraining

Plan to distribute 
packets.

Ability to have 
students sign ISRF 

electronically

Instructors and 
program managers 

attended EPE 
Distance Education 

Training

FilesPlatform

Ability to securely 
maintain student 

digital files. 

Platform that will be 
used for class that 
covers entire class.



EPE HYBRID & REMOTE INSTRUCTION 
APPLICATION



COMPLETING WIOA/ALE APPLICATION

PlanISRFTraining

Method to distribute 
& collect materials.

Ability to have 
students sign ISRF 

electronically

Experience 
providing digital 

literacy to students.

FilesPlatform

Ability to securely 
maintain student 

digital files. 

Platform that will be 
used for classes that 
covers entire class.



WIOA & ALE  HYBRID & REMOTE INSTRUCTION 
APPLICATION



Remote Intake & Case 
Management

EPE, WIOA, ALE

ROBUST INTAKE IS REQUIRED FOR ALL 
PROGRAMS APPROVED FOR REMOTE 

INSTRUCTION.



12 HOURS STATISTICS CAUTION

To be deemed a student, the 
student must complete 12 

robust contact hours.

Data demonstrates students 
who were provided 12 hours 
or more contact hours are 

more likely to complete the 
adult education program and 

achieve gains.

Adult Education programs 
that do not provide 

consistent and robust intake 
will not be permitted to offer 
remote instruction and adult 

education services. 

REMOTE INTAKE & CASE MANAGEMENT GUIDELINES



Complete  t h e  AEPP In ta ke  
Ch e c klis t  a n d  m a in ta in  in  th e  
s tu d e n t ’s  file .

Ap p ly to  p ro vid e  re m o te  
in s t ru c t io n .

Be  a p p ro ve d  b y AEPP to  
p ro vid e  re m o te  
in s t ru c t io n .

Id e n t ify th e  s tu d e n t ’s  n e e d s  a n d  it s  
a p p ro p ria t e n e s s  b y a s s e s s in g  th e  
s tu d e n t  w ith  th e  Hyb rid  Re m o te  
Sc re e n in g  To o l.

In c lu d e  in  s tu d e n t  fo ld e r fo r a  p e rio d  o f 6 
ye a rs  p lu s  c u rre n t  ye a r.

In ta ke  m u s t  b e  c o n d u c te d  via  a  
vid e o  c o n fe re n c e  p la t fo rm .

En s u re  th a t  th e  s tu d e n t  h a s  a  
c o m p u te r w ith  a  c a m e ra  a n d  
re lia b le  in te rn e t .

01

04

05

06

REMOTE INTAKE & CASE MANAGEMENT 
REQUIREMENTS



AEPP REMOTE 
INTAKE 
CHECKLIST



Does the student 
have a quiet place to 
work?

Does student have 
the time to attend 
classes?

Is student willing to 
spend periods of 
time on the 
computer?

Does the student 
have a computer 
available to them? 

Does the student 
have an email 
account?

Does student know 
how to use a web 
browser? (Firefox, 
Google)

Does the student have 
internet?

Does the student 
have a camera and 
audio on their 
computer?

Will the student 
attend in person 
classes?

STUDENT HYBRID SCREENING TOOL



HYBRID & REMOTE SCREENTING TOOL



All students must have an 
ISRF form completed and 

signed.

Adult Education Programs must 
adapt an electronic signature 

program such as DocuSign for 
the completion of the ISRF. 

The ISRF must indicate if the 
intake was conducted remotely 
by selecting the box on the right 

of the document.

Must be stored securely digitally 
in the student’s folder and 
accessible by request for 

AEPP/audit

REMOTE INTAKE & CASE MANAGEMENT 
ISRF REQUIREMENTS

Options for Digital Signature: DocuSign, 
Adobe Sign, HelloSign, SignNow, 
Pandadoc, eversign, SignEasy, 

OneSpan, Zoho Sign, SignRequest



INDIVIDUAL 
STUDENT RECORD 

FORM (ISRF) 
Updated March 2025

Click Remote Intake
Here!



Conduct outreach, recruitment, intake and enrollment for all students.

Conduct pre and post-testing for all participants, regardless of the 
modality in educational services being provided, in accordance with 
NYSED’s Assessment Policy.

Student files MUST contain all required documentation per modality of 
educational services enrolled in. 

It is the program’s responsibility to ensure that they are familiar with the required 
documentation per the modality of the service being provided as determined by the 
respective funding source.

REMOTE INTAKE & CASE MANAGEMENT 
REQUIREMENTS



Attendance policies must be adhered to as indicated on the WIOA, ALE, EPE, WEP Attendance 
Records Requirements Memo issued on January 10, 2024.

Student attendance regardless of the modality in educational services being provided, must be adhered to 
in accordance with NYSED’s data entry policy and must be recorded in ASISTS, backed by written 
documentation signed by the teacher.

Fully in-person educational services must be provided to those participants who have little or no 
access to technology.

In-person instruction is the required modality permitted for most of the training components of WIOA IET/IELCE or 
locally approved training agency programming that require hands-on experience and/or as required by the supervising 
agency, as in the case of the Allied Health Programs.

Computer- based training such as Microsoft Office may be provided remotely upon approval by AEPP.
Demonstrated student success in hybrid/remote instruction is required before approval is considered.

REMOTE INTAKE & CASE MANAGEMENT 
REQUIREMENTS



Remote Instruction
 Program Performance

EPE, WIOA, ALE



PERFORMANCE ACCOUNTABILITY 
REQUIREMENTS

Regardless of the instructional modality a program uses, in -person, 
hybrid or one completely remote class, the program will be held to 
AEPP state performance benchmarks in the areas of Measurable Skill 
Gain (MSG), Post-Test Rates, Follow Up Outcomes and Enrollment.

Programs should refer to their individual funding grants/contracts for 
compliance with enrollment expectations.



PERFORMANCE ACCOUNTABILITY 
REQUIREMENTS

POOR PERFORMANCE

AEPP funded Adult Education Programs that do not adhere to the 
Hybrid Policies and do not demonstrate effectiveness for student 
performance and attainment will not be permitted to offer remote 
instruction. 

Continuous poor performance that does not demonstrate student gain 
and progress may lead a program to Corrective Action, which may result 
in termination of program’s remote option.



REMOTE INSTRUCTION FUNDED CONSORTIUM

AEPP Remote Instruction is available to EACH consortium member per 
contractual agreement with AEPP. Should a program be funded to 
support multiple agencies, EACH agency may apply for and receive 
approval for AEPP Remote Instruction.

Example : Program  ABC receives  a WIOA  Area 1 award
Program  ABC consists  of  three  consortium  member  agencies
• Agency One
• Agency Two
• Agency Three

If Program ABC is approved, EACH of the three consortium member 
agencies may offer AEPP Hybrid Instruction to their students per the 
aforementioned guidelines



100% REMOTE REQUIREMENTS
EPE, WIOA, ALE
One (1) 100% completely  remote  class  for  eligible  students,  if  additional  remote  courses  

are needed the  program  must  demonstrate  student  need and apply .

The class  roster  for  the  remote  class  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 . 

NRS Level  1 students  should  be grouped  together,  have smaller  classes,  and continuously  
monitored  for  progress  or one-on-one support .

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 by ASISTS. 

The link must be valid and made available to the RAEN/AEPP for access at anytime and submitted to the 
RAEN Office by the 20th of each month



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.

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 programing. If 

the student does not participate in remote or in 
person classes, the student must be contact 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.

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.

All synchronous remote instruction 
requires that students and instructors 

use a computer, audio and have cameras 
on during remote classroom instruction.

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.

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 termination of the program’s 
remote option.

50/50% Remote 
Instruction

 Requirements  
WIOA/ALE



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.

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.

Each class must be published in the 
Program Information Form (PIF) 

generated from ASISTS.

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 waiver, the class 
roster may have up to 35 students 
listed, with a maximum average daily 
attendance of 25 students.

Students must actively attend both the 
remote and in-person classes. If a 

student misses 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 Remote Screening 
Tool in their student folders. The form must 
be competed with the help of the program.

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 termination of the program’s 
remote option.

50/50% Remote 
Instruction

 Requirements  
EPE



The state Comptroller, the Attorney General 
and any other person or entity authorized to 

conduct an examination, as well as the agency 
or agencies involved in the monitoring of 

programs, shall have access to the Records 
during normal business hours at the adult 

education program. 

RECORD RETENTION FOR REMOTE ASSESSMENT 

Patterns of record violations and evidence of 
fraud may result in discontinuing of services 

and program funds.



REMOTE ASSESSMENT GUIDELINES

AEPP funded programs are allowed to assess students remotely using the 
approved assessments DRC’s TABE (11/12 or 13/14) and CAL’s Best Plus (2.0 
and 3.0) and Best Literacy (1.0 and 2.0).

It is the program’s responsibility to ensure that students have a computer, 
working camera, reliable internet and digital literacy skills necessary to 
achieve academic success.

Programs must review the Remote Assessment Tutorial PowerPoint prior 
to assessing students remotely.



Test Administrators must be 
certified on the assessment being 
provided to the student with the 
most up -to -date trainings.

The program must ensure that the 
program or software required by 
the assessment vendor is available 
and ready for use.

The assessment administrator must 
use a computer, audio and camera 
to assess students, and the student 
must have a computer, audio and 
camera to be assessed.

The assessment administrator must 
verify the ability, availability, 
location, and identity of the 
student.

Assessments must be safely 
guarded within the student’s file 
and located within the adult 
education program.

REMOTE ASSESSMENT REQUIREMENTS



Level L and Level E generate a lowest possible scale score even 
with zero questions answered correctly. Any student that is 
assigned a Level L, or E will have at least an NRS score of 1

TABE 13/14 Level L

For TABE 13/14 - Level L is not available at this time

Level E replaces Level L until Level L is available

Both TABE Level L and Level E cover content in NRS Level 1 and 2. 
TABE Level E allows for scoring into NRS Level 3



REMOTE ASSESSMENT ADMINISTERING TABE
Set up TABE Remotely



REMOTE ASSESSMENT ADMINISTERING TABE
Set up TABE Remotely



REMOTE ASSESSMENT ADMINISTERING TABE
Set up TABE Remotely



REMOTE TABE 13/14 RESOURCES



• Computer with 
internet, audio and 
camera. 

• May not use Cell 
Phone, Tablet or 
iPad. 

• Camera must be on. 
• Must be in New York 

State. 

• Select the 
appropriate video-
conferencing 
software. 

• Ensure the test is 
administered in a 
quiet environment. 

• Camera and audio 
must be on for both 
student and 
administrator.

• Answer sheet must 
be readily available. 

• Best Plus Test 
Administrator must 
be Certified 

• Computer with 
internet, audio and 
camera. 

• Camera must be on. 
• Students must be 

tested 1 on 1. 
• Must verify the 

student is the correct 
student. 

Student Requirements: Preparation: Test Administrator 
Requirements: 

REMOTE ASSESSMENT BEST PLUS GUIDANCE



During the Test: 
• At the end of each question prompt, the test 

administrator should look into the camera to 
provide the student with a visual cue that it is their 
turn to speak. 

• To administer picture description tasks, click on 
the image to maximize it 

• Screen share only the software so the examinee 
can see the image. 

• Provide the verbal prompt and listen to the 
examinee’s response. 

• Stop screen sharing once the examinee has 
finished responding, then minimize the image. 

To administer Audio-Based summary tasks In Part 
B of Best Plus 3.0, share audio only. 

Do not share the screen with the examinee. 

It is recommended that the administrator be 
familiarized with how to share audio only in the 
selected video-conferencing software prior to 
administering the test 

Note:
• Reference pages 71-74 of the Best Plus 3.0 

Test Administrator Guide. 
• For details on how to virtually administer the 

Audio-Based Summary tasks in Part B of Best 
Plus 3.0, reference page 82 of the TAG. 

REMOTE ASSESSMENT BEST PLUS GUIDANCE



Student 2
• Has access to a loaned 

program computer.

• Has the ability to go to 
the library for 
internet.

• Able to communicate 
effectively without 
face- to- face 
interaction.

• Has average writing 
skills.

REMOTE INSTRUCTION ACTIVITY
Scenario Activity

Student 1
• Has a computer with 

camera.

• Has access to the 
internet.

• Is comfortable using a 
web- browser and 
google meet.

• Is willing to sit at the 
computer for periods 
of time.

Student 3
• Has a cellphone.

• Does not have a quiet 
place to work.

• Is not showing 
progress in traditional 
classes.

3

Which student(s) could be eligible for remote/hybrid instruction? 



1. Name 2 document s  t ha t  MUST be  in t he  s t udent  folde r t o be  e lig ible  for 
hybrid or remote  ins t ruct ion?

2. Wha t  a re  3  requirement s  t ha t  a  s t udent  mus t  have  t o be  e lig ible  t o be  a  
remote  or hybrid s t udent ?

3 . Wha t  a re  t he  four required pe rformance  s t anda rds?

4 . When mus t  web links  be  ava ilable  for AEPP/RAEN?

5 . Which WIOA IET/IELCE t ra ining  component s  can be  provided remote ly?

6 . How long  mus t  s t udent  document s  be  kept ?

POST TRAINING QUIZ



1. Hybrid Screening  Tool & Elect ronica lly S igned ISRF

2. Compute r, Camera , Int e rne t

3 . Enrollment , MSG, Pos t -Tes t , Follow-up Outcomes

4 . By t he  20 t h of eve ry month. Always  current .

5 . Compute r-based t ra ining  such a s  Microsoft  Office  with approva l 
of AEPP.

6 . 6  yea rs  plus  t he  current  yea r

POST TRAINING QUIZ ANSWERS



AEPP CONTACTS
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