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ACC Assessment 
Statistics
July 17th-Aug 31st:

• ESL - 498 students tested 
virtually

• HSE - 291 students tested 
virtually



Meet the Requirements

Review the Remote Testing Guidance 
Chart on the TCALL website

• Review both TWCs’ & test publishers’ 
guidelines for remote testing.

https://tcall.tamu.edu/docs/RemoteTestingGuidanceChart.pdf
https://tcall.tamu.edu/COVID-AEL.htm


Agenda
This webinar will lay out the steps needed for building 
a remote testing process for AE programs.
Topics covered include:

5 Critical Steps to consider when building a remote 
assessment process for your program.

Examples and Templates of processes created for 
remote assessment.

Discussion: Hear and ask questions about problem-
solving before, during, and after testing sessions along 
with lessons learned, the challenges, and the 
successes from Austin Community College.



5 Steps to Build Your 
Remote Assessment 
Process

5. Build your SOP

4. Train Staff

3. Develop a Communication Process

2. Develop a Scheduling Process

1. Choose a Virtual Platform



Step 1
Choose a Virtual Platform
What do you need to know?



Will we test 1:1 or 1:many? 
Or Both?

• How many students do 
we need to test?

• Will our platform 
accommodate 1:many 
testing?

• Can our schedule 
accommodate a lot of 1:1 
sessions or a few 1:many 
sessions?

• How many employees do 
we have that can be 
trained to run and staff a 
remote session?



One-to-One (1:1)
Pros 
• More platform options
• May be able to use free option for 

platform
• Fewer staff to manage
• More flexibility with scheduling
• Possible easier access for students
• More manageable for smaller programs
Cons
• Not able to test large number of students 

at one time (not as cost effective)
• Keeping track of scheduling for lots of 

individual sessions
• Managing multiple testing links



One-to-Many (1:many)
Pros 
• Ability to test multiple students in one 

session
• Manage fewer testing sessions and links
• Utilize staff more efficiently
• Reduce testing costs
• Multitask in one session: orientation, testing, 

registration, tech help, etc.
Cons
• Limits platform selection
• May need to upgrade to paid platform option
• More training for staff
• Requires more upfront planning
• Less flexibility in scheduling



Explore the platform 
features

Are there time limits?

Are there breakout rooms?

Is there a waiting room option?

What are the host capabilities?

Testing



Experiment & 
Practice

Experiment with the different 
platforms and allow plenty of practice.



Step 2: 

Develop a 
Scheduling Process



How are you going to 
structure your remote testing 
events?

You will need to know: 
● How many students will be testing in a 

session
● How many trained Proctors/Test 

Administrators are available to work the 
session

● How much time do you have to run a 
session



ESL Scheduling example:

On average, each ESL test administrator 
will virtually test 1 student every 30 
minutes (in Best Plus).

# Test 
Administrators

# Students Appt. Time Slots Length of Session

3 24 3 students every 
half hour: EX:
8:30, 9, 9:30, etc

About 4 hours

4 24 4 students every 
half hour

About 3 hours

2 12 2 students every 
half hour

About 3 hours



HSE Scheduling Considerations 
• intake time
• tech issues/can’t test
• attrition (no shows)
• student wait time (for proctor to intake/start test)
Example (CASAS test)

# 
Proctor

s

# 
Students

Time Slots 
(max 7 per hour)

Length of session
(when taking 2 tests)

5 21 9am, 10am, 11am 5+ hours

3 10 3pm, 4pm 4+ hours

1 1 10am 3+ hours



How are you going to schedule 
your remote testing events?

Create a system that tracks all the parts 
and people of a remote testing session:

• Shared Google resource page 
• Shared Google Calendar

Include:
• Date & Time
• Session Link
• Host(s) - (if needed)
• Test Administrators/Proctors
• Additional Staff



Example: Shared Calendar 
(Google) 1:1 testing



Example: Shared Resource Page 
‘Testing Sessions Schedule’ (Google sheet)



Step 3:
Develop a Process for 
Communication

How are you going to communicate 
the remote testing process 

to your students and to your staff?



Develop a way to send students
the information they need for:

• Technology requirements to test
• How to join the test session
• Date & time of session
• Contacts for Tech support or FAQs

Visual step-by-step guides or short videos are a 
great way to communicate information to 
students!



Example: ESL email template



Example: HSE email template



Develop a way to send staff the 
information they need for:

• Technology requirements to test
• Where and how to sign up for testing 

sessions
• How to join the test session
• Date & time of session
• Link for the test session
• Training Materials
• How to Guides



Example: Calendar Invites to 
Staff (Google)



Example: Shared Resource Page 
(Google Sheets)

Create tabs for schedule, sign-in sheets, rosters



Step 4:
Training Your Staff

Your staff will need to be trained 
on how to remote test and the 
processes you develop for 
scheduling & communication.



Train staff for:
• Scheduling – to create test sessions and put them on 

a calendar, Google page, and/or other method to keep 
track

• Test Administrators/Proctors – to give remote 
assessments

• Test Session Hosts – to run/manage a remote 
session

• Communication – to send emails, manage phone 
calls, provide info, etc.

• Technology - to know what technology works with 
what assessments

Create step-by-step documents and/or 
presentations.

• Keep these on shared resource page for easy access.



Step 5:
Build Your SOP

Backwards planning is difficult with 
remote assessment. There is a lot of 
trial and error.

• Start with a general outline.

• Fill in the SOP as you decide on your 
platform, processes, and trainings.



Don’t give up!
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