
 

 

Temporary E-Signature Tool Guidance 
 
Scope of Guidance 
The following guidance applies during the current public health emergency to forms identified as priority 
forms by the e-Forms team. This includes the Authorization to Release Information form, which has 
been topic of many questions over the last week.  
 
Summary of Guidance 
Based upon the factors of security, verifiability, and client usability, the following should be utilized in 
the listed order of preference to obtain signatures for clients when the form is unable to be signed in 
person: 

1. Adobe Sign – Client uses code to sign form in a browser (being developed for use beyond 
current pilot) 

2. Email attachment: sign and email back – Use of email and pdfs to capture signature 
3. Over-the-phone affirmation of form content and consent to use electronic signature 

 
Description and Guidance 
Each option is described below, with information on client usability. Based on an analysis of security, 
verifiability, and usability, the options are listed in order of preference to procure signatures from clients 
when face-to-face meetings are not practical: 

1. Adobe Sign (being developed for use beyond current pilot; look for more on this option in the 
future) 

a. Description – Currently in pilot phase. Contact Tony Wilkinson in ITRM to identify 
priority forms and to learn how to get workers set up to use this option. 

2. Email option  
a. Description – This option is initiated by an email containing the form to be signed as an 

attachment from a worker to a client, who can then do one of two things: (1) print, sign 
the form in ink, scan or photograph the signed form, attach the form to an email, and 
send the email back to the worker, or (2) sign the form electronically (for those forms 
with electronic signing capability), attach the signed form to an email, and send the 
email back to worker. 

b. Client usability – The many steps required by the client, along with the need for specific 
technology, makes this option less convenient than either of the other two options. 
However, due to the higher degree of verifiability, this option is slightly preferred than 
option 3. 

3. Phone consent to sign 
a. Description – A worker should verify the client’s identity, and then read the forms 

verbatim to the client over the phone and ask for their permission to electronically sign 
on their behalf.  We would then create a case note regarding the conversation so we 
have a record that the client allowed us to electronically sign on their behalf. A memo 
can be sent with the authorization when obtaining information from third parties 
explaining that the form is a valid authorization when signed in this manner during a 
public health emergency.  

b. Client usability – Apart from listening to the verbatim reading of the content of the 
form, this should be a simple process for the client, because they would only need to 
respond to the questions of the worker leading them through the form. However, the 
client would not have a copy to refer to if there are any questions about what they had 
authorized.  

 


