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Instructions for the packing and 

returning of materials: 

October suite 2018 

 

 

 

 

 

 

 

 

 

 

 

Important: The Exams Officer must ensure that all necessary test materials are returned in 

accordance with these instructions. 

 

For further assistance, including a step by step visual guide to completing a DHL online 

booking, please visit the Admissions Testing support site. 
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Important information 

You must despatch all scripts, completed attendance registers and room plans within 24 hours 

after the candidates have finished each paper. 

Failure to return test materials promptly can lead to a delay in candidates’ results being released to 

institutions and thereby put a candidate’s place at university at risk. 

You are strongly advised to book your material collections with DHL prior to the test date. 

You must return the following materials to Cambridge Assessment:  

 All answer booklets and answer sheets 

 Any question papers containing responses (e.g. CAT/OLAT etc.) 

 All completed attendance registers (one per test)  

 All completed room plan(s) (one per test room). 

What to keep in secure storage:  

Any confidential materials not required to be posted back to us must be kept in secure storage until 

2nd January 2019; after this date you must securely destroy them.  

The Exams Officer (or appointed invigilator) is responsible for all materials until they are despatched 

or securely destroyed. Students and staff must not be issued or given view of the question papers at 

any stage. 

 

In the case of all candidates being absent from the test 

If all of your candidates were absent for the test and you do not have any completed answer 

sheets/booklets, rooms plans or attendance registers to be returned, you will not need to book a 

courier. 

Instead, send the completed attendance register to Cambridge Assessment Admissions Testing by 

emailing: admissionstestingadmin@cambridgeassessment.org.uk.   

If only some of your candidates were absent, return the attendance register with the other 

materials as described below. 
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Packing and sealing the materials 

 

**To minimise risk of loss, please keep materials separate (e.g. question papers and 

answer sheets)** 

 

1) Optional step: Remove the test materials to a secure location 

for packaging 
 

Test materials must never be removed from the room unsealed.  If you are going to be 

packaging the test materials somewhere other than the test room, use A4 envelopes to 

collate and seal the test materials before moving them. This is a security measure to ensure 

no test materials are lost or exposed while being moved. Once you have transferred the test 

materials to the location you will be packaging them, proceed to step 2. 

 

2) Sort the materials by test  
 

Please ensure that the test materials are clearly separated by test and section where 

appropriate (i.e. all MAT papers together, all BMAT section 1 papers together, all BMAT 

section 2 papers together etc.) Place the attendance register on top of each set of papers.  

 You may like to use plain A4 paper for the purpose of separating the materials. 

Alternatively you could use A4 envelopes to contain each different test.   

 This is to minimise any risk of delays with processing each test when the materials come 

back to us. 

 

3) Optional step: Insert materials into DHL cardboard envelope 
 

The DHL cardboard envelope is only for centres who are returning very few test papers, to 

ensure that the final package is more solid and less likely to be lost in transit. 

 

If you have only a few candidates (fewer than five, for example), please insert the materials 

you are returning into this cardboard envelope. 

 

If you are returning more than a few papers then you can simply dispose of this envelope and 

proceed to step 4. 

 

4) Insert materials into the pre-addressed return envelope(s) 
 

This envelope is the final envelope that you will need to use and is grey with a pink label. 

 If you used a cardboard courier envelope from step 3, insert this into the pre-

addressed return envelope. 

OR 

 If you did not use a cardboard courier envelope, simply insert the separated test 

materials directly into the pre-addressed return envelope. 

 

Ensure that the pre-addressed return envelope is sealed.  
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5) Affix your Waybill to the package 

 

For reference, an example DHL waybill can be seen below. 

 

 All waybills should show the ‘from’ address as your centre address and the ‘to’ address as 

Cambridge Assessment. If this is not the case, please contact the Admissions Testing 

Helpdesk for assistance. 

 Once the test materials have been packed, please affix the DHL waybill to the outer 

packet. 

 If you do not have enough waybills for your despatch, please contact the Admissions 

Testing Helpdesk who can arrange for additional labels to be emailed to you. 

 Make a note of the 10 digit tracking number from your waybill. This is the number between 

the barcodes; in this example below it is 51 3484 2252. 

 You can track your consignment at https://www.logistics.dhl/gb-en/home/tracking.html 

 After attaching the DHL waybill to the package, store the package securely until the 

scheduled collection time. You should inform the relevant staff at your centre that the 

package is ready. 
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Returning the test materials  
 

Booking your collection from DHL 
 

There are three different ways in which you can arrange a collection of the test materials, either: 

1. Make an online booking  

2. Speak to a DHL Customer Service Agent directly  

3. Make a telephone booking using DHL’s automated service  

 

Please note: These instructions are written using the UK version of the DHL website. Screenshots, 

phone numbers and wording will slightly vary depending on the country you are booking from. 

 

1) Making an online booking 
 

 Visit www.logistics.dhl and select your location (in the example below, we have selected 

United Kingdom, please note that terminology slightly differs from country to country but 

the process is the same). 

 

 

 Once you have selected your location, click ‘Our Divisions’ and then ‘DHL Express’. 

 On the right hand side, click ‘Book a Courier Collection’ and select ‘eReturn Shipment’. 

For international centres this might appear as ‘Create a Return Shipment’.  Once you 

have made your selection, the following screen should appear: 

 

 
  

 

http://www.logistics.dhl/
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 Input your Return waybill number (usually a 10 digit number) and select ‘Schedule Pickup’. 

 

You will then be presented with a screen allowing you to schedule a collection. Most of the fields on 

this page will be pre-populated but it is important that you check the details and select your desired 

date and times for the collection. Once you are happy with the details, select ‘Schedule Pickup’. 

You will then see an on-screen confirmation that your booking has been successful. If any of your 

details change, or you are not presented with confirmation that your booking has been successful, 

please telephone DHL and speak to one of their Customer Service Agents. 

 

 

2) Speak to a DHL Customer Service Agent directly 
 

 Before making the telephone call, please ensure you have your Waybill, collection 

address, contact details and the Cambridge Assessment account numbers hand: 

 

International account number: 967771195 (Cambridge Assessment) 

UK account number: 131013069 (Cambridge Assessment) 

 

 Dial 0844 248 0844 (for country-specific telephone numbers, please see the Admissions 

Testing Support Site) 

 The automated speech recognition telephone service will give you a number of options. 

Select option 4. 

 The automated telephone service will again give you a number of options. Select option 4 

to be transferred to a Customer Services Agent who will assist you. 

 
 

3) Make a telephone booking using the DHL automated service 
 

 Call DHL Customer Services: 0844 248 0844 (for country-specific telephone numbers, 

please see the Admissions Testing Support Site). 

 The automated speech recognition telephone service will give you a number of options: 

Select option 1 to book a collection. 

 Key in the Cambridge Assessment account number (that this parcel will be 

charged to) on your telephone keypad: 

 

International account number: 967771195 (Cambridge Assessment) 

UK account number: 131013069 (Cambridge Assessment) 

 

 Say the name of the country the account is held in: United Kingdom 

 Say your telephone number. 

 Provide the collection address where you wish the materials to be collected from. 
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We are Cambridge Assessment Admissions Testing, part of the University of Cambridge.  

Our research-based tests provide a fair measure of skills and aptitude to help you make informed decisions. 

As a trusted partner, we work closely with universities, governments and employers to enhance their selection 

processes. 

 

Cambridge Assessment 

Admissions Testing  

The Triangle Building 

Shaftesbury Road 

Cambridge, CB2 8EA 

United Kingdom 

Cambridge Assessment 

Admissions Testing support:  

admissionstesting.org/help 

 

 

 

http://www.admissionstesting.org/help

