January 12, 2012
Subject: ACF Practical Exam Administrator update

Ref: CEC Electronic Scoring Procedures

1. Visit ACF websitewww.acfchefs.org, click “Resources,” click Electronic scoring system CEC. First Save it as “Original,” to your pc or laptop desktop.

2. Fill out and save a score sheet for each CEC candidate. Make 3 hard copies of the CEC electronic score sheets and give copy to each evaluator. Also provide copies to “Apprentice Evaluator’s,” if present.
3. Score explanations.

a. 1-10 score points system.

b. Any less than 7.4 requires a comment.

4. Hand written evaluations will be given to the Test Administrator to enter into electronic score sheet. Calculations are automatic via the spreadsheet program. Comments from handwritten score sheets are not entered into final score sheet. 

5. The candidate review form should be filled out by one of the 3 evaluators, summarizing comments. This form may be typed or handwritten. 

a. Highlight the critique of all candidate certification levels.
b. Example: Bullet points, i.e. Sanitation; revisit cross-contamination… It’s like a bullet points, brief and short sentences, key is to point out highs and lows – to encourage candidate to be successful (in future attempts). 
6. Evaluators must review their scores on final electronic tally sheet, sign the sheet and sign the summary score sheet (for continuing education hours). 
7. Inputting scores may take Test Administrator 30 minutes therefore it is suggested that the interval per candidate will be 30 minutes to allow for data-entry.
8. Phoned conversation with ACF, Alina Cooper all above instructions.
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