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ProStart PEP TALK
• What the industry is saying about ProStart and 

why they believe in your kids and YOU:

• Golden Corral:  
https://www.youtube.com/watch?v=ShWvmiwy0FA

• Marriott:  
https://www.youtube.com/watch?v=1wuoKCyhlXU

• ProStart is changing lives:  
https://www.youtube.com/watch?v=GpNon9pSWGo

https://www.youtube.com/watch?v=ShWvmiwy0FA
https://www.youtube.com/watch?v=1wuoKCyhlXU


The COA: 
What is it and how 
industry can help 

Mandy Hines
NC Prostart Coordinator  

2018 Fall Educator Workshop



Session goals:

• 1.  Understand what the COA is.
• 2.  Understand the process to help students 

achieve the COA.
• 3.  Identify strategies to help students track 

and earn the COA.
• 4.  Identify partners to employ students so the 

COA is attainable.



1.  What is the COA?

• COA:  Certificate of Achievement awarded by 
the NRAEF (National Restaurant Association)

• This is the culmination of work over 2-3 years 
in the ProStart program.



Pieces of the COA:

• Earned by completing 4 steps:
– Passing Level 1 NRAEF exam
– Passing Level 2 NRAEF exam
– Completing 400 hours in industry related jobs
– Completing skills check list

– Exams can be RETAKEN if student does not pass the first time.  
A new voucher must be purchased.

– I am encouraging you to test ALL students at the end of each 
course and retest those that you consider more likely to earn the 
COA



2. Users and process of the COA:

• Students-work and accumulate 400 hours
– Have 3 years in the program to earn COA
– For teacher to receive the credential for CTE attainment in FH72 

(Level 2), student must earn COA prior to graduation.
– 200 student work hours can be volunteer

• Teachers-assist with tracking student 
progress and approval of work hours

• Coordinators-approve all documentation and 
keep in secure area for NRAEF audits



Why help your students earn the COA?

• 1.  Students are eligible for scholarships from 
NRAEF and schools in the ProStart passport.

• 2.  School recognition.
• 3. Earn the Tier 3 bonus pay.
• 4.  Building work ethic in students which will 

eventually create better workers.

*NRAEF Passport available at www.ncrla.org



Student Responsibilities to earn the COA:

1. Register on the website.
2. Track and enter hours and competencies. 
(Can be started AFTER passing first exam)
3. Give supporting documentation (pay 
stubs/logs from hours worked and signed 
checklist) to teacher for review









Work Experience Hours



Accessing E-Certificate



Most Common Problems:
Student

1. Exam Record Merging
• This happens when a student has more than one profile on the 

NRAEF website.
• To merge the records:

• Email servicecenter@restaurant.org with student name and 
exam session numbers

• Allow adequate time for the merge to occur
2. Student has multiple profiles
3. COA has been approved and issued, but E-Certificate 

won’t load
• This is a technical error and the Service Center should be contacted.

mailto:servicecenter@restaurant.org


Educator Responsibilities:

1. Register on the website.
2. Review student documentation of work hours 
and competencies. Provide help finding proof of 
hours worked and gather information. 
3. Send supporting documentation to Coordinator.  
4. Students have 3 years from beginning of COA 

to complete all necessary steps. 

Note: Entering student hours not included.  Students can take on 
this responsibility.  







Student Work Experience Checklist





Educator Sends Student Documents to State 
Coordinator for Final Approval



Most Common Problems:
Educators

1. Teacher receives an “Access Denied” message when 
trying to access COA applications

• This likely means the teacher is registered as a Foundations 
instructor and not ProStart. The teacher should go to the 
“Register” page and request ProStart access. This will go to the 
Coordinator for approval. Further IT assistance will be 
necessary.

2. You cannot find your student.
• This means that either the student is “connected” to another 

teacher that administered their exam, you are using the wrong 
date/time filters, or your student hasn’t passed their first exam.



Coordinator responsibility:







After Approval

• A COA is mailed to the student address on 
file. 

• E-certificates are also available, but only in 
the student view.



State Restaurant 
Associations 
MUST keep 
records of COAs 



3.  Strategies to help your students:

• 1.  Strongly encourage them to find a job in the hospitality industry.  
Point out “hiring inside” signs you see around town. Work with your 
CDC for job openings in the community.

• 2.  Create a master log for off-site and after hours catering jobs or 
other volunteer opportunities. This can be reproduced for all 
participants.

• 3.  Set aside time to enter work hours and teach them how to find 
electronic W-2 information.

• 4.  Keep a secure area to keep pay stubs and logs. 
• 5.  Consider making document submission a grade.
• 6.  Collect documentation frequently. 



4.  Industry Partners:



How to connect with industry partners:

• 1.  Visit the location and introduce yourself.
• 2.  Find a time to connect and share about 

ProStart at your school including skills being 
taught and opportunity for employment.

• 3.  Invite the partner to visit your class and 
talk about their store/property.

• 4.  Invite the partner to join your advisory 
board or participate in job fair. 
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