
HLPAE
Registration and Testing

AN OVERVIEW



Students Register Online
Registration is currently 3 steps:
◦ 1. Fill out online registration form
◦ 2. Fill out testing agreement
◦ 3. Make an appointment for testing

hlpae.com

Students click on one of the program options.



Online Registration Form



Online Registration Form



Testing Agreement – Summary of Form



Testing Agreement – Summary of Form



Testing Agreement – Computer Information
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Testing Agreement – From CASAS Guidelines



Testing Agreement – From CASAS Guidelines



Testing Agreement – From CASAS Guidelines



Testing Agreement – Form Completion Message



Calendly



Calendly



Calendly



Calendly – Email Confirmation to Students



Calendly – Email Reminders



Using CASAS Guidelines 1:5 –
Test Lab Setup

**Proctors provide students with a remote access code**

Proctors 
choose one 

main computer



Using CASAS Guidelines 1:5 –
Test Lab Setup

**Proctors provide students with a remote access code**

Proctors sign into multiple 
computers using their same 
zoom account or use the 
zoom testing link and 
password to join the testing 
meeting 
(assigned name like “Proctor 1”)



Using CASAS Guidelines 1:5 –
Test Lab Setup

**Proctors provide students with a remote access code**

Students are allowed into meeting and 
are assigned a breakout room.  We make 
sure to pair each student in a breakout 
room with one of the multiple logins

Pair student 
w/proctor

Ex. Student 1 & Maria Tellez assigned 
to Breakout Room 1



Using CASAS Guidelines 1:5 –
Test Lab Setup

**Proctors provide students with a remote access code**

End result - can visibly see each student in each breakout 
room on computer screens without having to navigate to 

each breakout room on one computer.

Once the following has taken place:

• all rooms have been assigned, 
• all students have been given the remote access 

code 
• all students are ready to start

The proctor will click (open all rooms) and move to 
the logged in computers to accept all their multiple 
selves into each breakout room.



Proctor Feedback 
(Pros and Cons)

• Students choose testing modality
• Provide students with 21 Century Skills
• Registration easy to understand

• Step by step instructions
• Multiple languages

• Calendly is user friendly
• No need to constantly make appointments
• Easy to look up testers

• Language Barrier
• Transition student from multiple testers to 

another computer that is open for remote 
control access

• Need to have “extra” computer in lab in order to 
troubleshoot

• Lack of flexibility
• Students share Calendly link instead of registration 

link



Incentivizing Testing - Textbook

ESL Citizenship HSE

Students completing an NRS level receive a program book



Team Effort

Proctors

Testing

Email 
students

Troubleshooting

Following up 
with 

students and 
teachers

Support 
Staff

Checking 
Registration 

Forms

Log student 
information 
in database

Contacting students

Assisting 
students with 
appointments

Data 
Support 

Staff

Cleans 
data

Uploads

Supports 
proctors

Notifies 
instructors 

about testers

Other 
data tasks

Teachers

Encourage 
Students

Assist students 
with 

appointments
Supports entire 

testing team when 
possible
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