Procedure to Graduate an Apprentice (with CSC or CWPC certification)
Program Chair or Coordinator’s Role

Approximately 60-90 days prior to date of graduation but after completion of the 576 Hours of Related Instruction, the Program Chair or Coordinator needs to:

1.  Order the Certified Sous Chef or Certified Working Pastry Chef Written Exam from the National Apprenticeship Office.  This will be the same exam that any candidate takes for this certification.
· Send $75.00 per apprentice exam (include names of apprentices, type of exam needed, and proctor’s name and address).

· Submit completed exams to apprenticeship office for grading.  All results will be returned by mail to the Program Chair or Coordinator. 

· Apprentices that do not pass the written exam must wait 30 days to be eligible for retake.  Order retake exam in the same manner as above.

2.  Administer the National Practical Exam to each apprentice (Certified Sous Chef or Certified Working Pastry Chef).  Follow instructions on the actual exam.  This will be the same exam that any candidate takes for this certification.
Approximately 30 days prior to date of graduation, the Apprenticeship Program Chair or Coordinator must:

3.  Complete a Apprentice Graduation Form for each apprentice that is ready to graduate. (This graduation form is located in the Operations Manual)

· Include Letter(s) from Sponsoring House(s) verifying 6,000 or 4,000 hours on-the-job-training.

· Include completed Final Evaluation Form from apprentice training log.  Supervising Chef and Chair or Coordinator must sign.

· Include Final Transcripts of 576 Hours of Related Instruction from the apprentice’s educational facility.
· Include CSC or CWPC Practical Exam Judge’s Summary Form.

· Include copy of the CSC or CWPC Written Exam results letter.

4.  Complete the Certified Sous Chef or Certified Working Pastry Chef Application (for Apprentices Only).  This form must be accompanied by payment of $50.00 for the certification. The written exam score sheet and practical exam passing form required on this form will be the same one used to graduate the apprentice from the Apprenticeship Program.  We do not need 2 copies.
5.  Attach the above listed documentation to the apprentice graduation form and submit it to the National Apprenticeship Office.
**All apprentices must be junior members of the ACF the entire time of his or her apprenticeship, including at the time of graduation.

National Apprenticeship Office’s Role
After receiving all required documentation, a Certificate of Completion for the Apprenticeship Training Program, the completed Certification Application (for Apprentices Only), the results of the written and practical exams, and a letter of congratulations will be forwarded to the Certification Office so that they may issue a Certified Sous Chef or Certified Working Pastry Chef certificate and certification wallet card to the individual.  These will be sent directly to the individual unless otherwise requested by the program.  
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