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New COA Steps for Teachers 

The new online process gives the students more responsibility in keeping their COA application on track. Please encourage the 

students to become familiar with the new process as they pursue the National Certificate of Achievement.  

Teachers will be able to track student progress on the NRAEF website. PLEASE NOTE the new section under Educator Services:  

“Manage COAs” Keep in mind that if you have a problem operating the NRAEF website or with exams that there are many Help 

Documents with troubleshooting solutions available in 

Educator Services. 

COA applications are connected to the educator who 

administered the student’s most recent exam.  That means 

Teacher John Doe’s Level 1 students who took the exam 

with him will be connected to his account until the students 

take the Level 2 exam with Teacher Mary Jones even 

though the students are no longer being taught by John 

Doe. Once the students take the Level Two exam from Mary 

Jones, the student’s records will be attached to her. 

Educators can search for any student at the school to see 

the status of a student’s COA application. 

If for any reason (teacher retires, student transfers school, etc.) a teacher needs to link their account to another teacher’s students, 

a request can be done through the Manage COAs section. Students also have the ability to make such requests through their NRAEF 

account.   

Note: in addition to documenting 400 hours of experience through the new online system students must still submit signed work 

experience checklist(s) to the teacher for approval  

Must have “sign off” on a total of 52 of the 75 Competencies. The Checklist has space for 3 supervisors to sign; but a student may 

submit multiple checklists, each signed by only one supervisor/mentor. 

http://www.facebook.com/MDProStart
http://www.twitter.com/MDProStart
http://www.instagram.com/MDProStart
http://www.youtube.com/user/mdprostart


5 

Remember: class “labs” and practice for competition DO NOT count for competencies or for 

work experience hours. None of this has changed. Please contact the Maine ProStart 

Coordinator with any questions if you are uncertain whether a work experience meets the 

ProStart requirements. 

Teachers must examine and confirm work experience documentation (pay stubs, letters from 

supervisor, signed forms etc.) Teachers must also examine the signed Work Experience 

Checklist to confirm that 52/75 competencies have been reached. 

Teachers should send all of the documentation for each student within 5 days of online COA 

approval to the Maine ProStart Coordinator. The NRAEF requires that MRAEF to keep this 

documentation on file for 5 years for annual audit purposes. 

If documentation for hours is missing or the competencies achieved don’t total 52, the teacher should not approve the COA 

application and should contact the student to explain what is missing. 

The Maine ProStart Coordinator will be notified whenever an educator has approved a COA application. A sample of the 

Coordinator email is shown here: 

After reviewing and confirming the documentation, the Maine ProStart Coordinator may approve a student’s COA application. 

Once the Coordinator approves an application, the COA will be awarded and mailed directly to the student using the address that 

student has in his/her profile. Students will receive a reminder to check the address in their profile before the COA is mailed. 

If after examining the documentation for a student’s COA application, the Maine ProStart Coordinator rejects the application the 

educator will be notified. The educator should contact the coordinator to learn why the application was rejected and what needs to 

happen for the Coordinator to approve it. 

As always, please contact the Maine ProStart Coordinator with any questions at becky@mainerestaurant.com. 
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