
                     OREGON 
 
PACKING ELPA21 MATERIALS FOR RETURN 
 
Districts and schools are encouraged to return materials as early as possible following testing to 
expedite the scoring process. The final deadline date for shipping student tests to Measurement 
Incorporated (MI) for scoring and securely disposing of all other secure materials is April 26, 2016 (one 
week after the end of the statewide test window).  Completed materials can be sent prior to this date for 
scoring, as determined by the District Test Coordinator (DTC).  The DTC is responsible for ensuring 
materials are properly prepared for shipment and arranging test materials pickup. Contact the OAKS 
Help Desk if you need additional FedEx return labels or if you encounter any problems packing 
completed tests or arranging for pickup. 
 

PREPARATION 

 Separate student answer booklets that contain responses from any unused student booklets 
and the Directions for Administration booklets: 

 Organize the student answer booklets with responses into separate stacks by grade 
(Kindergarten or 1st Grade). 

o Each box may contain booklets from multiple schools, separated by grade. 

 Dispose of Directions for Administration booklets and unused student answer booklets 
as outlined in Section 2 of the Oregon Test Administration Manual. 

 Identify any damaged materials: 

 Do not return any test booklets that are unsanitary, including having dried blood or other 
fluids on them. Responses from unsanitary test booklets must be transcribed into a 
clean booklet. Unsanitary booklets must be securely destroyed as outlined in Section 2 
of the Oregon Test Administration Manual after the contents are transcribed.   

 Place a rubber band around any damaged booklets.  

 IMPORTANT: VERIFY THAT ALL STUDENT ANSWER BOOKLETS HAVE PRE-ID LABELS 
AFFIXED 

 All student answer booklets returned for scoring must have pre-ID labels. DO NOT 
BUBBLE. If you did inadvertently bubble, also attach the required pre-ID label. The pre-
ID label will supersede any bubbling. 

 If you did not receive a label for a student, labels must be printed from TIDE using the 
extra label stock included in your materials shipment. See the TIDE User Guide for 
information on printing pre-ID labels.  

 
PACKING STUDENT ANSWER BOOKLETS 

 Pack student answer booklets in the same boxes in which materials were shipped. If these 
boxes are not available, use sturdy boxes to return the materials. Copier paper boxes and 
boxes used for food transportation should not be used. Sturdy boxes are capable of holding 65-
95 pounds without collapsing when handled or stacked. Use cushioning materials, if needed, to 
keep materials secure. 

 After you have filled the first box, affix a green label marked “Scorable” to the top of 
this box and mark it “1.” The label has a place to mark the number of each box and the 
total number of boxes being returned. For example, if you have five boxes, mark them “1 
of 5,” “2 of 5,” and so on. 

 Continue packing, affixing a green label marked “Scorable” to the top of each box 
containing student answer booklets.  

 Seal the top and bottom of all boxes with three strips of plastic shipping tape. 



 See the Return Procedures section below for information on FedEx return labels. 
  

 
OTHER MATERIALS 

 The following materials should not be returned to MI. Discard these materials according to 
Section 2 of the Oregon Test Administration Manual. 

 Unused print-on-demand pre-ID and return shipping box labels 

 Unused secure student answer booklets 

 Printed copies of the secure Directions for Administration booklets 

 
 

RETURN PROCEDURES 
 

Instructions for Returning Materials 
 
Remove or black out any old shipping labels, including the original shipping barcode, and ensure boxes 
are sealed securely with shipping tape. 
 
FEDEX PICKUP 

1) Affix the FedEx ground return label (from return kit) directly on top of the original address label. 
If additional labels are needed contact the AIR Help Desk. You must use the return shipping 
labels provided to you in order to guarantee that your boxes can be accurately tracked 
when you ship them to MI. 

2) Print the district name and address in the space provided on the return label. 
3) Retain the receipt tab, from the top of the return label, for your records. Boxes can be tracked 

online at www.fedex.com or by calling 1-800-463-3339. 
4) Contact FedEx to arrange a pickup of your materials. There is no prescheduled pickup day. All 

test materials must be picked up by FedEx no later than April 26 (one week after the end 
of the testing window. Have your receipt tab(s) handy when you make your request. To initiate 
a return using one of the following methods: 

 

 Use www.fedex.com: select “Ship,” then select “Schedule and Manage Pickups” from 
the drop down menu, then click “Schedule Ground Return Pickup.” 

 Call FedEx Customer Service: 1-800-463-3339; explain that you need a “Package 
Returns Program” pickup.  

 Provide materials to your regular FedEx Ground driver. 
 
 
Contact the OAKS Help Desk if there are any problems packing or arranging for pickup. 
 
 

OAKS Help Desk Contact Information: 
 

Toll-Free Support: 1-866-509-6257(OAKS) 

 

Email Support: OAKS.HelpDesk@air.org  
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