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ADE is developing a new AZELLA test aligned to 
the 2011 Arizona English Language Proficiency 
(ELP) Standards.

AZELLA Revision - Overview



AZELLA Revision - Overview

Revision necessary due to revised ELP Standards
An advisory committee of ELL educators from across 
the state was formed
A new test blueprint was created
Item specifications were developed on August 2, 
2011
Over 1,300 test items were written and reviewed 
for alignment, content, and bias



This training will provide an overview of the two 
main field test guidance documents: the Fall 
2011 AZELLA Field Test Coordinator’s Manual 
and the Test Administration Directions.

Fall 2011 AZELLA Field Test
Pre-Test Workshop



Committees of ELL educators from across the 
state wrote hundreds of new AZELLA test items.

Field Test Overview



Field Test Overview

A field test of new AZELLA test items is needed to 
ensure they meet the expectations necessary for 
inclusion on the new AZELLA test.
The test will be administered within the test window 
of November 7, 2011 through December 2, 2011
Results of the field test will not be used to 
determine student English proficiency levels
No results of the field test will be provided to 
districts, charters, schools, parents, or teachers
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One or more schools in your district or charter 
are part of the representative sample of schools 
participating in the Fall 2011 AZELLA Field Test.

Who Will Participate 
in the Field Test



Who Will Participate in the Field Test

Each school has specific Stage assignment(s)
All ELL students in the assigned Stage(s) will participate
A sample of non-ELL students have also been selected 
to participate in the field test
Exceptions:

Students with cognitive disabilities
Students with an IEP that designates them as eligible for an 
alternative ELP assessment
Students who require large print or Braille materials
Students who are deaf
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Who Will Participate in the Field Test

Stage Grade 
Span

Domains

Stage II: Primary 1-2 Listening, Writing, Reading, Speaking

Stage III: Elementary 3-5 Listening, Writing, Reading, Speaking

Stage IV: Middle School 6-8 Listening, Writing, Reading, Speaking

Stage V: High School 9-12 Listening, Writing, Reading, Speaking
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P. 3



The District ELL Test Coordinator is responsible for 
the correct administration of testing through the 
district or charter. This includes organizing and 
implementing the activities necessary to conduct 
testing in the schools. To facilitate these activities, 
some responsibilities may be delegated to School 
Test Coordinators. However, the District ELL Test 
Coordinator assumes ultimate responsibility.

Responsibilities of District ELL 
Test Coordinator



Responsibilities of the District ELL 
Test Coordinator – Before Testing

Develop lists of students testing
Attend a pre-test workshop
Obtain signed copies of Test Security Agreement
Submit to ADE a copy of the Test Security 
Agreement, signed by District Superintendent or 
Charter Representative
Schedule test activities within the district or charter
Communicate the schedule to the Test Administrators
Train Test Administrators and Proctors on procedures
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Responsibilities of the District ELL
Test Coordinator – Before Testing (continued)

Work with Test Administrators to select appropriate 
testing sites
Arrange for use of CD players for the Listening portion, 
and telephones for the Speaking portion
Implement and maintain security procedures
Communicate security procedures and responsibilities to 
Test Administrators
Receive materials from Pearson
Inventory test materials
Follow up on questions from Test Administrators by 
contacting either Pearson or ADE
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Responsibilities of the District ELL 
Test Coordinator – During Testing

Maintain an accurate inventory of all test materials 
through the test administration window
Check out test books, answer documents, and Test 
Administration Directions to Test Administrators at 
the beginning of each day of test administration
Monitor assessment activities
Check in test books, answer documents, and Test 
Administration Directions from Test Administrators at 
the end of each day of test administration
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Responsibilities of the District ELL
Test Coordinator – After Testing

Complete the Header Sheets
Box materials for return shipping as instructed
Ensure all scorable and nonscorable test materials 
are picked up by UPS no later than 
December 6, 2011
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Questions



All districts and charters that will be 
administering AZELLA must have a 
Superintendent/Charter Representative Security 
Agreement signed and on file with ADE. One 
copy of the Fall 2011 Superintendent/Charter 
Representative Test Security Agreement must be 
signed and faxed to ADE at (602) 542-5467 no 
later than October 31, 2011.

Test Security



Test Security

All school/district/charter personnel who will have 
access to AZELLA materials must sign a Test Security 
Agreement, including:

Warehouse personnel
Proctors
Test Administrators
Test Coordinators
School Administrators
District/Charter Operators
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Test Security (continued)

A Test Administrator must be assigned to each 
testing room

Proctors may assist Test Administrators if necessary

Test Administrators and Proctors must be employees 
of the district or charter
Test Administrators and Proctors must be trained by 
the Test Coordinator in correct test administration 
and security procedures

TAD
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Test Security (continued)

Test Administrators and Proctors may NOT:
Assist students in answering questions
Translate, reword, or explain any test question or 
answer choice
No test question/item may be discussed before, during, 
or after test administration
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Test Security (continued)

It is unethical and shall be viewed as a violation of test 
security for any person to:

Disclose or allow to be disclosed the content of any portion 
of the field test before, during, or after test administration
Discuss any field test item before, during, or after test 
administration
Allow students access to field test questions or writing 
prompts prior to testing
Allow students to share information during the field test 
administration
Read any parts of the field test to students except as 
indicated in the test administration directions
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Test Security (continued)

It is unethical and shall be viewed as a violation of test 
security for any person to:

Influence students’ answers
Change students’ answer choices
Read or review students’ answers
Photocopy, transcribe, or in any way duplicate any part of 
the field test books
Fail to return all test materials, including unused documents 
and manual
Participate in, direct, aid, counsel, assist in, encourage, or 
fail to report any violations of test administration security 
procedures

TAD
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The Fall 2011 AZELLA Field Test must be 
administered between November 7, 2011 and 
December 2, 2011. All field test books are 
organized by the four AZELLA domains: Listening, 
Writing, Reading, and Speaking.

Test Administration



Test Administration – Staff

The District ELL Test Coordinator is responsible for the 
correct administration of AZELLA testing throughout the 
district or charter. Some responsibilities may be 
delegated to the School ELL Test Coordinators, but 
ultimate responsibility rests with the District ELL Test 
Coordinator.
Test Administrators and Proctors must: 

Be employees of the school/district/charter
Be trained to administer AZELLA
Meet all state and federal requirements for test 
administrators. 
Be able to carry out standardized testing procedures
Be thoroughly familiar with test administration procedures 
described in manual for test administrationTAD
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Test Administrator Responsibilities

Participate in training activities scheduled by ELL Test 
Coordinator
Sign AZELLA Test Security Agreement and return to Test 
Coordinator
Adhere to test administration security procedures
Review Test Administration Directions prior to testing date
Receive test materials from ELL Test Coordinator
Verify the quantities of test materials received
Request from ELL Test Coordinator additional materials 
required to test all participating students
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Test Administrator Responsibilities (continued)

Complete all necessary demographic information on 
student demographic data grid for students without a 
Pre-ID label
Mark the correct form code on the student demographic 
data grid for all students tested for that stage
Follow the test administration directions exactly
Read aloud to the students directions exactly as scripted
Administer the test in the exact sequence of Listening, 
Writing, Reading, and Speaking
Assemble and return all test material to the ELL Test 
Coordinator
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Test Administration: General 
AZELLA Field Test Format
Session Domain Type of Administration Special Equipment for 

Administration

Session 
1

Listening: Multiple 
Choice

Individually or group 
administered with 
paper and pencil

Audio CD and CD player

Break

Session 
2

Writing: Writing 
Production

Individually or group 
administered with 
paper and pencil

None

Break
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Test Administration: General 
AZELLA Field Test Format (continued)

Session Domain Type of Administration
Special Equipment for 

Administration

Session 
3

Reading: Multiple 
Choice

Individually or group 
administered with 
paper and pencil

None

Break

Session 
4

Speaking: Oral 
Response

Individually administered
Speaker telephone 

and computer
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Test Administration Schedule

Stage II Schedule



Test Administration Schedule

Stage III Schedule



Test Administration Schedule

Stage IV Schedule



Test Administration Schedule

Stage V Schedule



Test Administration (continued)

The Fall 2011 AZELLA Field Test should be 
administered so that each student has sufficient time 
to complete it. Allow any student to have as much 
time as needed to complete the test.
The order of test administration is: Listening, 
Writing, Reading, and Speaking
Test administrators must provide breaks between 
testing sessions. 
It is not appropriate to provide English language 
instruction immediately before  test administration 
or during breaks.
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Test Administration (continued)

The field test should be administered in one to two 
days, depending on what works best for local 
circumstances. For two-day administration, Sessions 
1, 2, and 3 will be administered on day one and 
Session 4 on day two. As Session 4 is administered 
individually, not all students may complete Session 4 
on the same day.

TAD
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Test Administration – Preparation

The testing room(s) should be prepared for the test 
administration prior to the testing date. Good 
lighting, ventilation, and freedom from distracting 
noises and interruptions are important for student 
performance.



Test Administration – Preparation 
(continued)

Remove any visual aids that are displayed in the 
testing room and could assist students
Arrange student seating so they cannot easily see 
the answer documents of others and so that Test 
Administrator(s) and Proctor(s) can observe each 
student
Student desks and tables should be cleared of 
backpacks and unnecessary materials prior to 
distribution of test materials
Some portions of test require specific preparations
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Test Administration – Preparation 
(continued)

Listening
Requires use of an audio CD and a CD player
Ensure CD player is available and in good 
working order
Ensure volume and sound quality of CD player 
are sufficient so that all students can easily hear 
Listening portion of field test
Verify that the Listening CD plays in the CD 
player
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Test Administration – Preparation 
(continued)

Writing
Includes three extended writing prompts
Provide each student with three sheets of blank or 
lined paper for use in planning their responses
Final writing responses must be included in test 
book for Stage II and in answer document for 
Stages III-V

TAD
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Test Administration – Preparation 
(continued)

Speaking
Includes a demonstration video
Requires the use of a telephone
Is administered individually



Test Administration – Preparation 
(continued)

Speaking
Show students the short Speaking Demonstration Video 
prior to administration of Speaking test

Available for download from PearsonAccess
(www.pearsonaccess.com – no password needed)
View directly on computer screen or projected
Show either individually or in group setting either 
immediately before or up to several days before test 
administration
Video is required for all Stage II students
Video is required for all students below Intermediate level 
for Stages III-V

TAD
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Test Preparation

Speaking test demonstration:



Test Administration – Preparation 
(continued)

Speaking
Use a landline speaker telephone for Speaking Portion

Telephone must be in a quiet place
Prior to administration, ensure landline speaker telephone is 
available and in good working order
Multiple telephones, each in its own quiet space, may be 
used
A short individual teacher/student practice session 
immediately prior to the phone call

TAD
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Test Administration – Preparation 
(continued)

Speaking
Use a landline speaker telephone for Speaking Portion

Capacity for 1,200 simultaneous phone calls
Guarantees one line per participating school
Phone number will work prior to November 7
No testing may occur prior to November 7



Test Administration (continued)

AZELLA is a standardized test. The Test 
Administrator must follow the directions exactly as 
written in the Test Administration Directions. Please 
review the directions in advance to become familiar 
with the scripted text and testing procedures.



Test Administration

Follow the script:
Read aloud to students only what is marked with “SAY” and 
printed in bold type
Information in italics should not be read aloud
Manual is designed for administering a specific AZELLA field 
test book, therefore language is specific to that test book

Monitor testing:
Check students to make sure they are progressing through 
the test
Supervise the room at all times during testing
Answer student questions that pertain only to the 
clarification of test administration directions
Verify that students’ responses are in the proper locations in 
their test books (Stage II) or answer documents (Stages III-V) TAD
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Test Administration – Precautions

Do not use any test books or answer documents other 
than those that correspond to the Fall 2011 AZELLA 
Field Test
Do not disassemble or pull pages from the answer 
documents
Do not allow students to make any marks near the 
timing marks on the edges of scorable materials
Do not use “sticky” notes, paper clips, tape, staples, or 
glue on the answer documents
Do not insert loose papers into the answer documents
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Test Administration – Precautions (continued)

Do not tape or glue additional paper into the 
answer documents
Do not allow students to use correction fluid on the 
answer documents. Any errors should be completely 
erased and corrections made using a No. 2 pencil.
Do not allow students to use colored pencils, pens, 
markers, or highlighters on the answer documents
Do not return test materials that have been 
contaminated with blood, vomit, or other bodily 
fluids to Pearson. 

TAD
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Universal Test Administration Conditions

Testing in a small group, testing one-on-one, testing 
in a separate location or in a study carrel
Being seated in a specific location within the testing 
room or being seated at special furniture
Having the test administered by a familiar test 
administrator
Using a special pencil or grip

TAD
P. 6



Universal Test Administration
Conditions (continued)

Using devises that allow the student to see the test: 
glasses, contacts, magnification, special lighting, and 
color overlays
Using devices that allow students to hear the test 
administration: hearing aids and amplification
Wearing noise buffers after the scripted directions 
have been read (for Writing and Reading domains)
Having the scripted directions included in the 
manual repeated (at student request) and having 
questions about the scripted directions or the 
directions that students read on their own answered

TAD
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Test Administration –
Use of Unacceptable Resources

Student use of electronic devices is prohibited 
during AZELLA testing. Test Administrators who 
observe students using such unacceptable resources 
are to remove the resource as soon as possible. The 
student must be allowed to continue testing.

TAD
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Test Administration –
Disruptive Students

Students who disrupt testing, refuse to participate, 
receive help from others, or otherwise engage in 
behavior not consistent with acceptable classroom 
behavior, should be subject to the disciplinary 
procedures established by the school for such 
occurrences after completion of testing. Whenever 
possible, the disruptive or misbehaving student 
should be allowed to continue testing in a different 
location so that other students may test undisturbed.

TAD
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Test Administration –
Students Leaving the Test Room

Students should remain in the testing room during the 
entire scheduled testing session. However, students may 
be allowed to go to the restroom, if necessary, during 
testing. Only one student may leave at a time. The 
student’s test materials must be collected before the 
student leaves the room and then given back to the 
student upon returning to the room.
Students who leave school during testing should be 
allowed to finish upon a timely return to school. 
However, they may not make changes to previous 
responses.
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Questions



Fall 2011 AZELLA Field Test materials will be 
boxed by school and shipped to the 
district/charter for all participating schools in 
the district/charter. The District ELL Test 
Coordinator is responsible for inventorying 
materials and distributing appropriately to 
schools.

Receiving Test Materials



Receiving Test Materials

Delivery of test materials
Field test material will arrive no later than 
November 2, 2011
Shipment will include one white box and one or more 
brown boxes

The white box is a district box
The brown boxes are school boxes

Each box of field test material will be labeled with a 
pink “Field Test Materials” label
Save all boxes for use in returning materials to Pearson

TCM
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Receiving Test Materials (continued)

Verify boxes received
Check shipping label to ensure all boxes belong to your 
district or charter school

cc
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Verify boxes received
Each school in the district will receive boxes with a 
hand-number range

The first and last box will be number “1 of X” and “X of X”
The boxes between the first and last box will have only the 
number marked specifically for each box

Receiving Test Materials (continued)
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P. 11



Inventory test materials
District boxes

Fall 2011 AZELLA Field Test Coordinator’s Manual
Header Sheets – blank
UPS shipping labels
Color coded return labels (pink and green)

Receiving Test Materials (continued)
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Inventory test materials
School boxes

AZELLA Field Test Books
AZELLA Field Test Answer Documents (Stages III-V)
AZELLA Listening Audio CDs
Fall 2011 AZELLA Field Test Administration Directions (Stage 
and test form specific)
Pre-ID labels
Pre-ID Rosters
Header Sheets – preslugged
Paper bands

Receiving Test Materials (continued)
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Inventory Checklist
Compare the box ranges and the number of actual boxes 
received for the district and school boxes.
Open the district box and verify the materials received against 
the District Packing List. Verify that an appropriate number of 
color coded return labels and UPS shipping labels was received.
Open the school boxes and verify the materials received against 
the School Packing List. 
If a discrepancy or shortage was noted in the district box or in 
any of the school boxes, contact the AZELLA Customer Support 
Line at Pearson by November 4, 2011.
Distribute the school materials to the schools prior to November 7. 
Maintain an accurate inventory of all materials at each school 
and at the district.

Receiving Test Materials (continued)
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Questions



Test Administrators will receive their test materials 
from the ELL Test Coordinator. 

Test Administrators must be sure to have an 
adequate supply of test materials available prior 
to testing.

Test Materials



Test Materials

Each Test Administrator should receive an inventory of 
the number of test books delivered
Test Administrator should count actual test books 
received versus inventory and immediately report 
any discrepancies to the ELL Test Coordinator
AZELLA test books, answer documents, and manual 
are secure documents to be collected from the Test 
Administrator at the beginning of each day and 
returned at the end of each day

TAD
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Test Materials (continued)

While in Test Administrator’s possession, test materials 
are to be kept in a secure, locked storage except 
during actual test administration
Test Administrators must follow proper procedures to 
ensure test material security before, during, and after 
administration
Students must use a standard, wooden, graphite-
based No. 2 pencil to mark their multiple-choice 
question answers and to write their responses to the 
writing prompts

TAD
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Test Materials Supplied by School

Sharpened, standard, wooden, graphite-based No. 2 
pencils with erasers
Pencil sharpener or an additional supply of sharpened, 
standard, wooden, graphite-based No. 2 pencils with 
erasers
“Testing – Do Not Disturb” signs
A CD player for the Listening domain
Blank or lined paper for the Writing domain
Landline speaker telephone(s) for the Speaking domain
A computer for the Speaking demonstration video

TAD
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Test Materials Supplied by State –
Stage II

AZELLA Test Books Stage II
AZELLA Listening audio CDs
Fall 2011 AZELLA Field Test Administration Directions
Pre-ID labels
Pre-ID Roster
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AZELLA Test Books, Stage III, IV, or V
AZELLA Answer Documents, Stage III, IV, or V
AZELLA Listening audio CDs
Fall 2011 AZELLA Field Test Administration Directions
Pre-ID labels
Pre-ID Roster

Test Materials Supplied by State –
Stages III through V

TAD
P. 8



Test Materials – ELL Student 
Identification Information

All ELL students in the selected Stages must 
participate in the field test
Pre-ID labels have been provided for ELL students in 
the selected Stages based on enrollment data in 
SAIS as of September 27, 2011.
If an ELL student does not have a Pre-ID label, 
demographic data must be hand-bubbled
All information must be marked using a No. 2 pencil
Fill the bubbles completely with dark, heavy marks
Completely erase any errors TAD
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Test Materials – Non-ELL Student 
Identification Information

Pre-ID labels provided for all non-ELL students 
selected to participate in the field test
Non-ELL students with a pre-ID label must
participate in the field test.
Non-ELL students without a pre-ID label may not
participate in the field test.
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Test Materials –
Students with Pre-ID Labels

Affix the label in the 
designated space on the 
back of the answer document 
before testing
If student is no longer 
enrolled, return the unused 
label with the nonscorable 
test materials
In Box K, fill in the bubble 
that corresponds to the test 
book form, Stages III-V

TAD
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Test Materials –
Students without Pre-ID Labels

Data grid must be completed by the 
ELL Test Coordinator, Test 
Administrator, or other designated 
school personnel before testing

The student demographic data grid 
is not to be completed by student

Print and bubble student’s last and 
first names as they appear in SAIS. 

Print and bubble student’s SAIS 
Number

Bubble student’s Birth Date, Gender, 
Grade, and Test Code

Do not mark or bubble Pearson Use 
Only section
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All AZELLA field test materials, scorable and 
nonscorable, are to be returned to the Test 
Coordinator at the end of testing.

What To Do When Testing 
Is Complete



What To Do When Testing is Complete

After testing, Test Administrators should inspect 
AZELLA test materials to ensure the following:

Test books and answer documents have been separated 
into individual stacks. Test books must not contain answer 
documents (Stages III-V).
The Pre-ID label has been applied in the designated 
location on the back of the test book (Stage II) or answer 
document (Stages III-V); or, if no Pre-ID label is 
available, the student demographic data grid located on 
the back of the test book (Stage II) or answer document 
(Stages III-V), has been completed.
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What To Do When Testing is Complete
(continued)

After testing, Test Administrators should inspect 
AZELLA test materials to ensure the following:

The letter to designate the test form has been bubbled in 
Box K on the answer documents for Stages III-V.
The students’ marks in the test book (Stage II) or answer 
documents (Stages III-V) have been made with a No. 2 
pencil and any erasures are complete and neat. Light 
marks and marks made with a colored pencil, ink, or 
felt-tip pen, marker, or highlighter cannot be properly 
scored. These marks should be marked over with a No. 2 
pencil.
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What To Do When Testing is Complete
(continued)

Return all test materials to Test Coordinator
Scorable AZELLA test materials:

Used AZELLA Test Books (Stage II)
Used AZELLA Answer Documents (Stages III-V)

Arrange these documents facing up and unbound with 
paperclips or rubber bands
It is helpful, but not necessary, to alphabetize documents
Follow Test Coordinator’s directions regarding return of 
scorable test materials
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What To Do When Testing is Complete
(continued)

Return all test materials to Test Coordinator
Nonscorable AZELLA test materials:

Unused AZELLA Test Books – Stage II
Used and unused AZELLA Test Books – Stages III-V
Unused AZELLA Answer Documents – Stages III-V
Fall 2011 AZELLA Field Test Administration Directions

Follow Test Coordinator’s directions regarding return of 
nonscorable test materials

Scratch paper used for Writing portion
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Questions



Box materials as instructed. UPS pickup no later 
than December 6, 2011. 

Materials Handling – Returning
Test Materials



Materials Handling – Returning 
Test Material

The District ELL Test Coordinator is responsible 
for determining which of the following steps will 
be completed by Test Administrators or by the 
School ELL Test Coordinator. The District ELL Test 
Coordinator is responsible for providing 
directions and training accordingly

TCM
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Materials Handling – Returning 
Test Materials (continued)

Organize the scorable test books and answer 
documents and separate by Stage
Separate answer documents for Stages III-V by grade

You do not need to separate ELL and non-ELL materials

Stage Grade Span Scorable Material

Stage II: Primary 1-2 Used Stage II Primary Test Book

Stage III: Elementary 3-5 Used Stage III Elementary Answer Document

Stage IV: Middle School 6-8 Used Stage IV Middle School Answer Document

Stage V: High School 9-12 Used Stage V High School Answer Document
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Materials Handling – Returning 
Test Material (continued)

For each stack of AZELLA 
scorables, select a 
preslugged red AZELLA 
Header Sheet with the 
correct school.

TCM
P. 14



Materials Handling – Returning 
Test Material (continued)

Completing the Header Sheet:
A Header Sheet must be completed for each group’s documents
Each group of completed test books (Stage II) or answer 
documents (Stages III-V) may include statements from only one 
grade
preslugged and blank Header Sheets have been provided
Header Sheets are scannable documents; photocopies are not 
acceptable for the scoring center’s use
Do not use Header Sheets from other Arizona testing programs
If information on a preslugged Header Sheet is incorrect, do not 
alter it. Instead, fill out all information on a blank Header Sheet.

TCM
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Materials Handling – Returning 
Test Material (continued)

Return scorable material checklist
For each school, separate the scorable test materials by Stage
Separate the Stage II test books and the Stage III through V 
answer documents by grade, creating a separate stack for 
each grade level within a Stage
Place a completed RED AZELLA Header Sheet with one side 
facing up on each stack
Wrap one paper band around the stack horizontally or 
vertically
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Materials Handling – Returning 
Test Material (continued)

Return scorable material checklist (continued)
Place bundled stacks in the return shipping boxes
Bundled stacks from multiple schools may be combined 
for shipping
Fill any empty spaces in the scorable boxes with 
crumpled paper or plastic bubbles
Seal the boxes

TCM
P. 15



Materials Handling – Returning 
Test Material (continued)

Return scorable material checklist 
(continued)

Affix a pink scorable return 
label on the top of each box of 
scorable test materials
Fill in district name and CTDS 
code
Number scorable boxes for the 
district
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Materials Handling – Returning 
Test Material (continued)

Return scorable material checklist (continued)
Affix a UPS shipping label on the top of each box, next 
to the pink scorable label
Keep scorable boxes in secure storage until the 
scheduled UPS retrieval

TCM
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Materials Handling – Returning 
Test Material (continued)

Organize nonscorable test materials by document type 
for each school:

Unused Stage II test books
Used and unused Stage III-V test books
Unused Stage III-V answer documents
All Fall 2011 AZELLA Field Test Administration Directions
Fall 2011 AZELLA Field Test Coordinator’s Manual
All unused Pre-ID labels
All unused Header Sheets (preslugged and blank)
Scratch paper for Writing domain

TCM
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Materials Handling – Returning 
Test Material (continued)

Return nonscorable material checklist
Organize the nonscorable test materials by document 
type for each school
Box all nonscorables
Nonscorables from all schools may be boxed together
Do not mix scorable and nonscorable materials in 
the same box
Fill any empty spaces in the nonscorable boxes with 
crumpled paper or plastic air bubbles

TCM
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Materials Handling – Returning 
Test Material (continued)

Return nonscorable material 
checklist (continued)

Affix a green nonscorable 
return label on the top of 
each box of nonscorable 
test materials
Fill in your district name 
and CTDS code
Number the nonscorable 
boxes for the district

TCM
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Materials Handling – Returning 
Test Material (continued)

Return nonscorable material checklist (continued)
Affix a UPS shipping label on the top of each box, next 
to the green nonscorable label
Keep nonscorable boxes in secure storage until the 
scheduled UPS retrieval

TCM
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Materials Handling – Returning 
Test Material (continued)

Materials retrieval checklist
Contact UPS at 1-800-823-7459 no later than December 5, 
2011, to arrange for pickup of your boxes
UPS must pick up all Fall 2011 AZELLA Field Test scorable 
and nonscorable boxes no later than December 6, 2011
Inform the representative that you have a shipment going to 
Pearson, with a pre-paid Ground label
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Materials Handling – Returning 
Test Material (continued)

Materials retrieval checklist (continued)
Verify that all boxes have a color-coded return label 
AND a UPS label
Verify the total number of boxes for each label color

TCM
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Contact Information

Questions regarding the administration of AZELLA should be 
directed to:

Linda Harvey
AZELLA State Test Coordinator
Phone: 602.542.2967
Email: Linda.Harvey@azed.gov

Questions regarding materials and retrieval of materials for 
AZELLA should be directed to:

AZELLA Customer Support Line at Pearson

Phone: 1.888.705.9421, Option 1

Email: ArizonaTeam@support.pearson.com
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