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Na onal Registry Food Safety Manager Cer fica on
Examina on (Exam) Examinee Handbook

This Examinee Handbook will guide you through taking the Na onal Registry Food Safety Manager
Cer fica on Examina on (Exam) and will help you understand your rights and responsibili es as an
examinee.

Na onal Registry of Food Safety Professionals (Na onal Registry or NRFSP) has developed the Food
Safety Manager Cer fica on Program to assess the knowledge and skills of entry-level food managers.
Poten al examinees who successfully pass the exam and meet all other criteria for cer fica on will
receive cer fica on. Examinees must agree to the Examinee Test Use Agreement to be eligible to sit for
the cer fica on exam. Cer fica on is valid for a period of up to five years.

You play a significant role in keeping food safe. As part of your job, you need to know how to protect the
public from foodborne illness. Taking this exam will help you measure how well you understand food
safety and show you how to apply this knowledge in the workplace.

Benefits of the Na onal Registry Food Safety Manager Cer fica on
Obtaining this cer fica on will be of value to you in several ways:

 Validates your professional credibility.
 Na onal Accredita on as a food Safety Manager offers you acceptance in all 50 states for

regulatory requirements up to 16 hours.
 Authen cates that you understand the tasks that employees, managers, and food safety

professionals need to know to keep food safe in their establishment.
 Your food safety knowledge can be shared with your en re opera on.

It is highly recommended that you read this en re Examinee Handbook prior to taking the Exam. The
informa on it contains will walk you through the en re Exam process and provide a quick reference to
ques ons you may have.
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About the Na onal Registry Food Safety Manager Cer fica on
Examina on
The Food Safety Manager Cer fica on Examina on (FSMCE or Exam) is accredited under the American
Na onal Standards Ins tute’s Na onal Accredita on Board (ANAB) through the Conference for Food
Protec on (CFP) Accredita on Standards.

The CFP Standards are based on na onally recognized principles used by a variety of organiza ons
providing cer fica on programs for diverse professions and occupa ons. Accredita on, through the
process recognized by CFP, indicates that the cer fica on organiza on has been evaluated by a third-
party accredi ng organiza on and found to meet or exceed all of the CFP’s established Standards.

This Na onal Registry Exam is secured, copyrighted, and developed independently of all training
materials. It adheres to all valid test development criteria. The exam is based on an analysis of tasks you
perform in your job. The most current U.S. Food and Drug Administra on (FDA) Food Code is used as a
reference for cri cal food safety content to be tested.

Exam ques ons are rotated on a scheduled basis to reflect the most updated food safety informa on.
Although the ques ons will vary from Exam to Exam, the provide a fair assessment of examinees’
knowledge.

Exam ques ons are developed using a systema c process of pilot ques ons to check their accuracy,
relevance, technical quality, and readability. A secure, standardized exam administra on assures the
highest degree of integrity for the en re tes ng process and allows you to perform to the best of your
ability on the Exam.

The Na onal Registry Cer fica on is valid for up to five years, however, check with your state or local
laws and employer’s standards to determine your re-cer fica on requirements.

You can also check for regulatory requirements for cer fica on in your area by visi ng the “State
Regula ons” sec on on www.NRFSP.com.

Who is eligible to take the Exam
Anyone may take the Cer fied Food Safety Manager Exam regardless of educa on, background, or
experience; however, work experience, studying, or taking a course in food safety and sanita on is
recommended before taking the exam.

There is no specific age limit requirement, as long as the examinee has a Valid government-issued photo
ID with signature – driver’s license, state ID, student ID, military ID, employee ID, green card, or passport.
Examinees cannot use a photocopy. Examinees cannot take the Exam without a valid photo ID.

NOTE: Check with your local health agency to see if you are required to take a course or other training
prior to taking the exam. Some states require an approved course before taking the exam. Other
jurisdic ons accept home study. If your jurisdic on does not require training, you may simply take the
exam.
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Where Can I Take the Exam
The exam is offered na onwide. The exam administra on op ons are a paper/pencil version, proctored
with an in-person proctor online through Diversys Learning, a computer-based tes ng at a Pearson VUE
tes ng center, and through our remote proctoring service Proctor U.

Paper/Pencil or In-person Online: Paper/pencil and in-person online exams are scheduled by
Na onal Registry-approved Proctors. If you are unable to locate a Proctor, visit our website at
www.nrfsp.com and select Trainer & Tes ng Loca ons, you may also contact Na onal Registry’s
Customer Care Department  via email at customer.service@nrfsp.com or telephone at 1-800-
446-0257.

Pearson VUE Tes ng Centers: Should you wish to take a computer-based exam, the Pearson VUE
network offers hundreds of sites across the United States and Canada. To schedule a reserva on
at a Pearson VUE site, go online to www.pearsonvue.com/nrfsp or call Pearson VUE Customer
Service at 1-888-687-1571 to schedule your exam. A credit card will be needed for registra on. If
you have purchased an exam voucher, please bring it with you on the day of the exam.

Proctor U Remote Proctoring: Should you wish to take the exam at home through our remote
proctoring pla orm, the Proctor U network offers a safe and secure op on to get cer fied from
the comfort of your own home in a way that works best for your schedule. To schedule a
reserva on with Proctor U, go online to h ps://www.proctoru.com/. You must also purchase an
Exam or Ac vate an Online Voucher by going to h ps://nrfsp.myvlp.com.

Exam Scoring (Explana on of a Scaled Score)
Na onal Registry has a large bank of exam ques ons (items) from which many different exam forms can
be created. The items in the bank vary in level of difficulty, thus some are easier while others are harder.
As a result, the overall difficulty of each exam form can vary slightly. Obviously, it would not be fair to
give some examinees an “easy” test while other examinees are given a “hard” test.

Na onal Registry establishes a “raw” minimum passing score (the actual number of correct answers
required to pass) for each exam form. This study consists of a detailed analysis of each exam ques on
focusing on the difficulty level of the ques ons and the es mated propor on of competent food
managers who would really know the answers. By adding up the es mated values for all items on a given
exam form, we are able to arrive at the raw score required to pass that par cular exam form.

Na onal Registry then uses a simple mathema cal formula to convert the raw minimum passing score
for each exam to a scaled score of 75. It is important to understand that this scaled score is not the same
as scoring 75%. A scaled score of 75 does not mean that an examinee has answered 60 out of 80 items
correctly. The actual number correct might be higher or lower than 60 depending on the difficulty of the
specific exam form that the examinee took.

Passing the Na onal Registry exam requires the individual that took the exam to receive a scaled score of
75 or higher. A scaled score of 75 is not a percentage and does not mean that an examinee has answered
60 out of 80 ques ons correctly.

Conver ng examinee’s raw scores to scaled scores allows us to compare scores from one exam form to
another without having to adjust based on the difficulty of the exam or the different raw minimum
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passing scores. It is important to understand that the conversion to a scaled score does not affect the
rank ordering of the scores nor does it affect whether an examinee passes or fails the exam. This process
ensures that all examinees have an equal opportunity to demonstrate their knowledge of food safety.

Before the Na onal Registry Exam
Examinee Rights and Responsibili es
By complying with and enforcing these rights and responsibili es, you, the examinee, help maintain the
integrity of the Na onal Registry Cer fica on Program and the value of your cer fica on.

Rights
 Respec ul and fair treatment regardless of race, religion, age, disability, gender, sexual

orienta on, or any other personal characteris cs or beliefs.
 Advance knowledge of accommoda ons available if you have difficulty comprehending the

language of the exam.
 A comfortable exam loca on, complete with adequate ligh ng, wri ng surfaces, sea ng,

hea ng/cooling, and ven la on that is ADA compliant.
 Trained individuals who follow a professional code of ethics for administering the exam.
 Confiden ality of exam scores to the extent allowed by law.

Responsibili es
Know and accept the consequences of taking, not taking, or not fully comple ng the Exam.

 Follow all exam instruc ons and represent yourself honestly during the tes ng.
 Treat others with courtesy and respect during the exam process.
 Be familiar with and accept the consequences of your ac ons should you be caught chea ng or

ac ng in an otherwise unethical manner during the exam process.
 Assist with any Na onal Registry inquiries regarding your class and/or exam experience.
 Tell your Test Administrator/Proctor if you have difficulty understanding the language of your

Exam.
 Report any unethical or inappropriate ac ons to Na onal Registry’s Exam Security Department

by email at ExamSecurity@nrfsp.com.
 Know when and where the Exam will be given, pay for the Exam if required, appear on me with

any required materials, and be prepared for the Exam.
 Inform your Proctor, Na onal Registry, or the organiza on responsible for administering your

Exam, if you believe that exam condi ons affected your score.

NOTE: Local regulatory laws supersede these rights and responsibili es.

Fees
Before you sign up for the Exam, check with your Test Administrator/Proctor, the organiza on
administering the Exam, or your employer to discuss any fees.

Failing to pay fees can lead to disciplinary ac on including revoca on or denial of any cer fica on
earned.
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Materials
Before you sign up for the Exam, check with your Test Administrator/Proctor, the organiza on
administering the Exam, or your employer to determine what materials you need.

You are responsible for bringing these materials to your exam loca on:

 Valid government-issued photo ID with signature – driver’s license, state ID, student ID, military
ID, employee ID, green card, or passport. You cannot use a photocopy. You cannot take the Exam
without a valid and unexpired photo ID.

 Several #2 lead pencils that have been sharpened. You cannot use ink on your exams.
 Bilingual (Foreign Language) dic onary (i.e., Russian-to-English) – only if English is NOT your

na ve language. No pieces of paper or wri ng should be in the dic onary. The Test
Administrator/Proctor will check the book prior to the start of the exam to make sure no
prohibited materials/content are within. Electronic dic onaries are not allowed.

 Magnifying glass – only if you have trouble reading small print.

Do not bring food or drink into the exam loca on.

Retest Limit Policy
If you fail your Exam, you may retake the Exam whenever you are ready to do so. However, you may only
take the exam twice within a 30-day period and must wait a full 24-hours between your 1st and 2nd
a empts. If you fail a second me, you must wait 60 days from your last exam a empt before you can
take the Exam a third me. No more than four a empts are allowed in a 12-month period.

Not passing the Exam is the only legi mate reason to retake the Exam.

Example: 1st A empt – June 1; 2nd A empt – June 2; 3rd A empt – August 2; 4th A empt – October 2.

Exam Accommoda ons: Iden fying Examinees with Special
Needs
Examinees with medical disabili es, limited proficiency in English, and/or literary deficiencies may apply
for a special accommoda on by comple ng the appropriate request form and submi ng it with all
required documenta on at least fi een business days prior to the scheduled exam date, allowing the
examinee enough me to obtain approval from Na onal Registry.  Examinees should also no fy their
Exam Administrators so they can prepare for the approved accommoda on(s).

If, at the me of the Exam, an examinee requests an accommoda on that has NOT been pre-approved
by Na onal Registry, the examinee may either postpone the Exam to another date OR take the Exam
without the requested accommoda on.

Below are just some examples of accommoda ons and is not intended to be all inclusive.

 Examinees with Disabili es
Na onal Registry provides reasonable accommoda ons to individuals with medical and literary
disabili es following procedures that are consistent with the Americans with Disabili es Act
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(ADA), Uniform Guidelines on Employee Selec on Procedures and the Standards for Educa onal
and Psychological Tes ng.

 Foreign Language Transla ons
An examinee with limited proficiency in English is permi ed to hire and pay for a qualified
interpreter to assist the Exam Administrator in administering the Exam. The interpreter must be
fluent in both English and the examinee’s na ve language and provide proof of transla ng
creden als/experience upon submission of Translator Request Form prior to exam date. The
Interpreter may have no personal rela onship with the examinee. The interpreter also may not
interpret subjec ve opinions or provide cues to the examinee.

Examinees are permi ed to use a bilingual English-Na ve Language dic onary (e.g., English-to-
Japanese) while taking the Exam. This accommoda on does not need prior approval from
Na onal Registry, but Test Administrators/Proctors must report the use of a bilingual dic onary
on an Incident Report Form and submit with the exam materials. Test Administrators/Proctors
MUST inspect the bilingual dic onary prior to the start of the Exam. English language (glossary)
dic onaries are not allowed.

 Literary Deficiencies
Examinees with literary deficiencies may apply for a special accommoda on by comple ng the
Exam Accommoda ons Request Form and submi ng it with an official report documen ng the
deficiency to Na onal Registry at least ten business days prior to the scheduled exam date. If the
request is denied, an Appeal Request Form can be submi ed within 30 days of the denial.

Submi ng Exam Accommoda on and/or Foreign Language Transla on Requests
All Exam Accommoda on and/or Foreign Language Transla on Requests must be completed and
submi ed at least fi een days prior to scheduled exam date. Turnaround typically takes 3-5 business
days. Requests can be submi ed to Exam Security via email (ExamSecurity@nrfsp.com) or fax (407-226-
3500). Examinees MUST include a valid email address on their Request Forms.

See Appendix C for addi onal details regarding submi ng Exam Accommoda on Requests.

Approval or Denial No fica ons
Once an Exam Accommoda on Request Form or Foreign Language Transla on Request Form has been
processed, the examinee will be no fied, via email, of the approval or denial of the accommoda ons. If
the request is denied, an Appeal Request Form can be submitted within 30 days of the denial.

The examinee must bring the approval le er with them on the scheduled date of their exam and turn
the approval le er in with their completed exam materials. Once an EARF has been approved, the
examinee MUST no fy the proctor of all the approved accommoda on(s) ahead of the exam date to
allow me for the proctor to provide accommoda on(s) for exam date.
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What to Expect During the Na onal Registry Exam
When you Arrive at the Exam Site

• Present your photo ID with signature to the Test Administrator/Proctor. You cannot use a
photocopy. You cannot take the Exam without a valid photo ID.

• Your Proctor will retain your ID during the exam and return it to you once you have completed
your exam and returned all exam materials.

• Store personal items, such as cell phones, cameras, pagers, smart watches, calculators, PDAs,
computers and bags/purses in the designated area away from your exam seat.

• Due to Exam Security requirements, you will be assigned a seat.
• Once the Proctor passes out your Exam Packets, Read the Examinee Test Use Agreement on the

front of your Exam Packet Envelope. A copy of this agreement is provided in Appendix A.
• Wait for permission from the Proctor to start the Exam. Star ng the Exam without permission

from the Proctor will result in disqualifying you from comple ng the Exam and removal from the
Exam room.

Paper/Pencil Exams
For this exam, you will be given an Exam Packet by your Test Administrator/Proctor prior to the
beginning of the exam. The Exam Packet is a white windowed resealable envelope that includes two
documents you will use:

1. Exam Booklet – The Test Administrator/Proctor will give you one before you begin the exam.
2. Examinee Answer Sheet – this document is a ached inside the Exam Booklet as the back cover.

You will detach this document from your Exam Booklet when prompted from your Test
Administrator/Proctor.

Exam Booklet
Your Na onal Registry Exam Booklet will be sealed inside the Exam Packet when you receive it.
Before opening your Exam Packet, you must read and accept the Examinee Test Use Agreement
printed on the front. If you do not want to accept the Examinee Test Use Agreement (and not take
the Exam), then you must return your Exam Booklet to your Test Administrator/Proctor, unopened.

If you DO accept the Examinee Test Use Agreement, wait for your Test Administrator/Proctor to
instruct you to proceed. Your consent will be noted by tearing the perforated strip on the back of the
Exam Packet.

Once you pull the Exam Booklet out of the Exam Packet, you will need to print your name on the
bo om right corner of the cover of your Exam Booklet. You must also hold onto your Exam Packet
because you will need it once you complete your exam.

You can read the Examinee Test Use Agreement in Appendix A of this Handbook.

Examinee Answer Sheet
The Na onal Registry Examinee Answer Sheet is a bubbled answer sheet that is a ached as the back
cover of your Exam Booklet. You must detach your Examinee Answer Sheet, and you will log your
answers by filling in bubbles using a No. 2 lead pencil.
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Darken each circle completely. If you decide to change an answer, erase the original answer
completely. Incomplete erasing, stray marks, or mul ple responses on the Examinee Answer Sheet
could result in incorrect scoring.

The bubble is always to the right of its le er. You must completely fill in the circle that corresponds
with your answer.

Online Exams
If you are taking the Online Exam, you will not need an Examinee Answer Sheet, as all exam ques ons
and answer choices will appear on the computer screen, one ques on at a me. You will provide your
answers by clicking your computer mouse on the bubble next to the answer.

Comple ng the Na onal Registry Online Exam
• No fy your Test Administrator/Proctor and they will submit your exam for official processing

and results.
• Upon submission of the exam, you will be directed to a screen sta ng your unofficial score.
• If the unofficial score is a 75 or be er, you may print out your cer ficate of comple on to

keep for your records.
• Sign out of the exam and get your photo ID back.
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Na onal Registry Exam Overview
• Follow all of the Test Administrator/Proctor’s instruc ons.
• The Na onal Registry Exam has 85 mul ple-choice ques ons. Answer all 85 ques ons.
• A passing score is a 75 or be er.
• Examinees have 2 hours to complete the Exam. All Exams and exam materials must be returned to the

Test Administrator/Proctor a er two hours form the start of the Exam.
• The only allowable reason for addi onal me on an Exam is if the examinee has an Exam Accommoda on

Request Form that has been approved for this allowance.
• The average length of me to finish is approximately 1 ½ hours.
• You can skip ques ons and go back to answer them later.
• You do not have to answer ques ons in order.
• Every Exam ques on has only one correct answer.
• For paper/pencil Exams, mul ple answers marked for a ques on will be counted as incorrect.
• Never leave a ques on blank. Blank answers are scored as incorrect. There is no penalty for guessing if

you are not certain of an answer.
• Do not talk with other examinees. If you do, your Exam and the other examinee(s)’ may be confiscated

and invalidated. You will then need to retake the Exam again at another me.
• An examinee who needs to leave during the Exam will not be allowed to return, and a retest will need to

be scheduled for another me.
o Paper/Pencil Exams: The Test Administrator/Proctor will collect the Exam materials; return their

ID and personal belongings.
o Online Exams: The examinee will close the web browser; the Test Administrator/Proctor will

return their ID and personal belongings.
• Only one examinee at a me may go to the restroom during the Exam. You are not allowed access to any

of your personal effects during the break. The Test Administrator/Proctor will keep track of how long the
examinee is gone; if they are gone for an extended period of me, it will be recorded as an irregularity.

o Paper/Pencil Exams: The Test Administrator/Proctor will collect the Exam materials before the
examinee leaves and will return the same materials upon the examinee’s return.

o Online Exams: Examinees should close the web browser before leaving the room. The Exam will
remain available for 20 minutes a er closing the browser before the Exam is locked. Upon return,
the Test Administrator/Proctor will take them back to the Exam Portal screen and the examinee
will log back into their account; the Test Administrator/Proctor will enter their Proctor creden als
and allow the examinee to con nue the Exam. Anything answered previously has been recorded;
examinees can proceed to the ques on where they stopped.

• Paper/Pencil Exams only:
o Complete both sides of your Examinee Answer Sheet only using a No. 2 pencil. Ink pens will not

pick up on the grading scanner and will be marked as incorrect.
o Ensure your answers are bubbled on your Examinee Answer Sheet, answers circled in your Exam

Booklet will not be graded.
o Make sure your full legal name, phone number, email address, and mailing address is on your

Examinee Answer Sheet.
o Seal only your Exam Booklet back inside the White Window Envelope when your Exam is

finished. Keep you answer sheet separate.
o Return your completed Examinee Answer Sheet and your sealed Exam Booklet to the Test

Administrator/Proctor. You cannot take Exam materials with you once you leave the exam site.
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A er the Exam
Exam Results
Due to Exam Security Requirements, Exam scores cannot be provided over the phone or sent through
email. If an examinee wishes to contact Na onal Registry to find out results, they may only no fy an
examinee if they have passed or failed.

Paper/Pencil Exams
You will receive your official results (cer ficates or failure no fica ons with a diagnos cs report)
about 10 business days a er you have completed your exam via USPS mail. Results may take
longer or shorter me depending on how quickly the Test Administrator/Proctor ships your Exam
Materials for scoring.

Online Exams
Once your Exam has been submi ed, you will automa cally receive an unofficial score
no fica on le ng you know your score and if it is deemed a passing or failing score. You may
ask your Test Administrator/Proctor to print this unofficial score report. Your official Exam results
will be processed and mailed to you via USPS mail the following business day from your Exam
date.

**NOTE: The unofficial score report is not a valid result or cer ficate and will not be recognized by the
Health Department as a valid Food Safety Manager Cer ficate. Only the official results mailed by

Na onal Registry will be acceptable.

Na onal Registry will provide the following for your Exam Results:
• A Diagnos c Score Report for those who fail the Exam to show how well they did on each sec on

of the Exam and help them prepare to re-take the Exam.
• A frameable cer ficate and wallet card for those who pass the Exam.
• Register your cer fica on status and keep on file in the Na onal Registry of Food Safety

Professionals database.
• Release your cer fica on status to your local jurisdic on, state, Department of Veteran’s Affairs,

and/or Test Administrator/Proctor with your consent.
• If you do not receive your Exam results within 2 weeks of your exam date, contact Customer

Service at Na onal Registry of Food Safety Professionals by calling 800-446-0257 or by email at
customer.service@nrfsp.com. You will have 60 days to claim Exam results and a er the 60-day
grace period there will be a fee to receive your results.

Due to the security of the Conference for Food Protec on (CFP) Accredita on Requirements for a fair
and valid Exam, answers cannot be shared with examinees a er the Exam has been scored. Examinees
will need to review the Diagnos c Score Report to determine which areas/domains they need to review
and improve on.
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Diagnos c Score Report
Every official Exam result will provide a Diagnos c Score Report that breaks down each category of
knowledge that is the focus of the Exam. The Diagnos c Score Report is a ra ng of each category and
content associated with the du es and tasks. Please see Appendix B: Exam Blueprint for a further
breakdown of each category and the number of ques ons for each duty/task/category that will be on
the Exam. You may also review our Exam Content Outline that provides a more detailed breakdown of
each of the Exam Blueprint categories. The Exam Content Outline is available to download on the
www.nrfsp.com website under the Food Safety Manager Cer fica on link.

Rescores
If you believe Na onal Registry made an error in the score of your Exam, you may submit a Rescore
Request Form to Na onal Registry via fax 407-352-3603 or email Customer.Service@nrfsp.com.

A Rescore Request Form is located in Appendix E of this Examinee handbook. You may also contact
Na onal Registry’s Customer Care Department via phone 1-800-446-0257 or email
Customer.Service@nrfsp.com to request a Rescore Request Form or download and print a copy of the
Rescore Request Form from the www.nrfsp.com website under the Food Safety Manager Cer fica on
link.

This form must be sent to Na onal Registry within 30 days of when you first received your score. You
must provide your full legal name, phone number, email address, exam date, Test
Administrator/Proctor’s Name, and your original score.

Requests are processed within five business days of receipt.

In the event that the rescoring process results in a passing score altera on, your records will be updated
and a correct score along with a cer ficate and wallet card will be issued and sent. If the rescore
confirms failing status, you will be no fied via email about the results.

Cer ficate Errors
If you believe Na onal Registry made an error in the informa on on your Cer ficate, you must contact
Na onal Registry’s Customer Care Department (toll-free 1-800-446-0257 or email
Customer.Service@nrfsp.com) within 30 days of when you first received your Cer ficate. You must also
have the name of your Exam Administrator and Exam Date.

Errors are corrected and a new Cer ficate will be mailed to you within five business days. The Cer ficate
will be mailed to the mailing address noted on the Examinee’s Online Exam Profile or Examinee Answer
Sheet.

Renewing your Cer fica on
Check with your local regulatory authority for recer fica on requirements.

Mee ng Regulatory Requirements
While the Na onal Registry Food Safety Manager Cer fica on is na onal accredited, some local laws
require training me in addi on to passing an exam. If you need to be cer fied or recer fied, or you
have moved and do not know what may be required of you, check with your local regulatory authority.
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Cer ficate Revoca on or Denial
Na onal Registry reserves the right to revoke or deny any cer fica on based on security viola ons or
non-payment of applicable fees. Anything that compromises the validity, reliability, security, or integrity
of the Na onal Registry Exam Program can result in revoca on or denial to award Cer ficate.

Appeals
Any examinee who is denied eligibility to sit for the Exam, is denied accommoda on, failed the Exam,
had the Exam terminated due to chea ng, has had a Cer ficate revoked, or believes there is an error
with a ques on in the Exam, can appeal the decision. You must submit a wri en request to Na onal
Registry’s Accredita on/Exam Security Department within 30 calendar days of no fica on of the
revoca on or denial.

To submit an appeal, visit www.NRFSP.com, click on the Exam Center tab, then click the Administrator
Resources link. Download the Appeal Request Form. Complete form and fax or email to the Accredita on
Department (fax: 407-226-3500 or email: ExamSecurity@nrfsp.com).

Once the Accredita on/Exam Security Department receives your request, it will be reviewed along with
any other documenta on related to the appeal by the director of the department. A final decision on the
appeal will be made within 30 days of receiving your request. The final decision will be sent in wri ng
within 10 days a er that, via traceable mail, to whoever submi ed the appeal.

Name and Address Changes
To ensure that regular communica ons, announcements, and no ces sent to you will be received, it is
important that you update Na onal Registry regarding any changes to your Name (marriage, divorce,
etc.), mailing address, email address, or other contact informa on.

If you are changing your name, you must also submit a copy of your name change documenta on
(marriage license, divorce decree, valid driver’s license, etc.) to Na onal Registry.

You may contact Na onal Registry’s Customer Care Department for name and/or address changes by
phone 1-800-446-0257 or email Customer.Service@nrfsp.com.

Duplicate or Replacement Cer ficates
A replacement Cer ficate can be mailed for $20.00. Standard processing me is two to three weeks.
Standard replacement requests are sent via USPS regular mail.

Standard Delivery – 5-7 business days – is available for no addi onal charge. Standard delivery
Cer ficates are sent via USPS regular mail.

Overnight delivery – 1 business day – is available for an addi onal $40.00. Overnight delivery
Cer ficates are sent via UPS Overnight Delivery by 10:00am. Na onal Registry cannot ship overnight
deliveries to P.O. Boxes or APO/AE addresses.

To order a duplicate/replacement Cer ficate, visit www.nrfsp.com, click on the Exam Center tab, and
then click the Request a Replacement Cer ficate link under the Take An Exam sec on. Follow the
instruc ons under the Food Manager Cer ficate Reprints sec on on the page.

**NOTE: Na onal Registry Cer ficates that are more than five years old cannot be reprinted.
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Na onal Registry’s Contact Informa on
If you have any ques ons related to the Na onal Registry’s Exam, contact Na onal Registry.

Mailing Address:
Na onal Registry of Food Safety Professionals

6751 Forum Drive, Suite 220
Orlando, FL 32821

Email:

• Customer Care Department: Customer.Service@nrfsp.com – (All services; training
materials, exam trainer loca ons, exam ques ons, etc.)

• Accredita on/Exam Security Department: ExamSecurity@nrfsp.com – (To report
chea ng or exam irregulari es)

Phone:

• Toll-free – 1-800-446-0257
• Local – 407-352-3830 (Orlando, FL area)

Fax:

• Customer Care – 407-352-3603
• Accredita on/Exam Security – 407-226-3500

Hours of Opera on:

• Office Hours: 8:30a – 5:00p EST, Monday through Friday
• Phone Hours: 8:30a – 6:00p EST, Monday through Friday

Website:

• www.NRFSP.com
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Addi onal Informa on on the FSMCE
Repor ng Security Breaches
NRFSP exam ques ons can cost $400 or more per ques on to replace due to chea ng and/or viola ons
in security protocol. It also forces us to con nue to develop enhanced security and cheat detec on to
fulfill our accredita on standards. Competent Food Safety Managers cer fied by NRFSP are cri cal to
promo ng food safety and consumer protec on. Help us maintain the highest level of integrity of our
exam by repor ng suspected chea ng, even at the examinee, employer, and Exam Administrator level.

Please report any suspected chea ng or exam irregulari es on our NRFSP Complaint Form to our
Accredita on/Exam Security Department via email: ExamSecurity@nrfsp.com. The NRFSP Complaint
Form is located in Appendix F of this Examinee Handbook or can be downloaded and printed from our
website (www.nrfsp.com).

Please provide as many details of the irregularity as possible as well as any suppor ng documenta on
(correspondence w/ the proctor, statements from fellow examinees, pictures/names/dates, etc.) that
could substan ate your claim. Your iden ty will be kept confiden al and secure.

Indeterminate Scores Policy
Na onal Registry is commi ed to repor ng only valid scores. Occasionally, circumstances may require
Na onal Registry to classify scores as indeterminate. Circumstances may be related to examinee
behavior during the tes ng event, faulty exam materials, or other irregulari es in the administra on of
the exam. Indeterminate scores will not be reported to examinees. Examinees receiving an
indeterminate score will be advised of the op ons for retaking the exam.

A er inves ga on and analysis of all available informa on, scores will be either classified as valid and
reported, or scores will be classified as indeterminate. Indeterminate scores will be canceled and will not
appear on the examinee’s record and will not be reported or verified to any party. If the scores are
classified as indeterminate, the examinee will be no fied within seven business days and advised of the
op ons for retaking the exam at a Pearson VUE tes ng center. Examinees who have received a score
report that is later classified as indeterminate will be no fied of the indeterminate classifica on.

Cer fied Food Safety Manager Disciplinary Policy
Na onal Registry has adopted a Cer fied Food Safety Manager Disciplinary Policy. A copy of this code of
conduct is listed in the Examinee Test Use Agreement in Appendix A of this Examinee Handbook. In
addi on to passing Na onal Registry’s exam, examinees must adhere to the requirements contained in
this Disciplinary Policy in order to become and remain a Cer fied Food Safety Manager. To be eligible for
cer fica on and con nued cer fica on, an individual must con nuously comply with all of Na onal
Registry’s standards, policies, and procedures. Ac ons that cons tute a viola on of the Cer fied Food
Safety Manager Disciplinary Policy include but are not limited to chea ng on an exam, providing false
informa on, misrepresen ng cer fica on status, misusing property of Na onal Registry, and being
subject to any regulatory, criminal, or civil ac on related to public health and/or food safety.

Persons concerned about viola ons of the Disciplinary Policy are asked to inform Na onal Registry in
wri ng. Alleged viola ons are first referred to the Accredita on Manager, and then to an Appeals Panel if
review is warranted. If good cause is found to further pursue the alleged viola on, a hearing will be held
before the Appeals Panel. The individual will have the opportunity to present a defense. The Appeals
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Panel will determine the appropriate sanc ons to be imposed, if any; Na onal Registry may deny,
revoke, or otherwise act upon an individual’s cer fica on. The individual may appeal an unfavorable
decision; otherwise, the Appeals Panel decision will be final. If eligibility or cer fica on is denied or
revoked, an individual cannot be reconsidered for a period of at least three years. In the event an alleged
viola on cons tutes an imminent threat to the public, this procedure may be accelerated.

Cer fica on Trademarks & Informa on Policy
Upon successful comple on of the Food Safety Manager Cer fica on Exam, you will be entered into the
Na onal Registry of Food Safety Professionals database. Na onal Registry will not provide exam scores
without your authoriza on.

The trademarks “Cer fied Food Safety Manager”, “Environmental Health Tes ng”, “Na onal Registry of
Food Safety Professionals”, “Na onal Registry” and the abbrevia ons rela ng thereto are the exclusive
property of Environmental Health Tes ng, and it has the sole right to control the use of these marks.
However, with con nued cer fica on and compliance with Na onal Registry’s standards, policies, and
procedures as they may be amended from me to me, you may use these marks to iden fy yourself as
a Cer fied Food Safety Manager, including:

• Displaying the Cer ficate awarded to you
• Sta ng that you are a “Cer fied Food Safety Manager” (CFSM)
• Using the CFSM marks on business cards and le erhead

Should you wish to use these marks in other ways, such as on adver sing or promo onal materials, you
must obtain wri en approval for each use from Na onal Registry.

You may not reproduce cer ficates or wallet cards, alter cer ficates or wallet cards, or otherwise
misrepresent the informa on contained on the original document. Evidence of involvement in the above
ac vi es will be grounds for revoca on or other disciplining sanc on.

More on Food Safety
The following materials are a helpful resource to learn more about food safety. Visit www.nrfsp.com for
more informa on on available resources.

1. FDA 2022 Food Code, U.S. Public Health Service Food and Drug Administra on,  U.S. Department
of Commerce, Technology Administra on, Na onal Technical Informa on Service, 5285 Port
Royal Road, Springfield, VA 22161 PB 2005-102200
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Appendix A – Examinee Test Use Agreement
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Appendix B – Exam Blueprint
The exam is based on nine broad categories of knowledge that are the focus of the exam. Below is a
breakdown of each category and content associated with the du es and tasks of each category. The
Items represent the number of ques ons for each duty/task/category that will be on the exam.
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There are a number of ways to prepare for the exam. For more informa on on food safety to prepare for
the exam, go to www.NRFSP.com, click on the Exam Center Tab, then click on the Food Safety Manager

Cer fica on Exam link under the TAKE AN EXAM sec on. Scroll down to Recommended Support
Materials, and you can review both the Exam Blueprint and Exam Content Outline for a more detailed

breakdown.
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Appendix C – Exam Accommoda on Request Form (EARF) &
Process
Comple ng the Exam Accommoda on Request Form (EARF)
The following informa on is required to be completed on the submi ed EARF:

 Examinee Informa on (Legal Name, Email, and Phone number)
 Exam Pla orm (Paper/Pencil Exam, Diversys Online, or Proctor U)

o Examinees taking exams through any Pearson VUE Tes ng Center MUST complete the
separate Pearson VUE Exam Accommoda on Request Form located in Appendix D

 Accommoda on(s) needed (i.e., Reader, Scribe, Extended Time, etc.)
o If reques ng the use of a Screen Reading Program, please note program name on form.

 Completed Reader Agreement Form (2nd page of the EARF) if reques ng use of a Reader, Scribe,
and/or Sign Language Interpreter

 Suppor ng Documenta on including, but not limited to:
o Recommenda on from qualified professional (Licensed or otherwise properly

creden aled and possess exper se in disability. I.e., physician, guidance counselor,
disability support specialist, etc.)

o Proof of past exam accommoda on
o Observa on by educators
o Formal Public/Private School documenta on – Individualized Educa on Program (IEP) or

Sec on 504-Plan
o Results of psycho-educa onal or other professional evalua on
o Individual’s history of Diagnosis
o Individual’s statement of his/her history regarding Exam Accommoda ons

Exam Accommoda ons for each Pla orm
Each exam pla orm (Paper/Pencil, Online, Pearson VUE, Proctor U, etc.) has addi onal steps needed to
ensure accommoda ons are available during exam administra on for that pla orm.

Responsibili es for both the examinee and/or Proctor for each exam pla orm type:

Paper/Pencil Exam Accommoda on Procedures
Examinee – No further ac on needed.

Proctor – Locate, hire, and train appropriate Readers, Scribes, and/or Sign Language Interpreters
to be available for examinee on date of exam. If extended me is approved, Proctor must set
aside enough me for examinee to complete exam in extended me limit.

Online (Diversys Learning) Exam Accommoda on Procedures
For Extended Time ONLY.

Examinee or Proctor – Create student profile on Diversys Learning website
(h ps://nrfsp.myvlp.com/) AND purchase an exam into the account and provide Exam Security
examinee’s Username.
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**NOTE: Exam Security must swap out the original purchased exam for ADA Extended Time Exam, which can take
an addi onal 1-2 business days for confirma on. Examinees cannot take the accommodated exam un l Na onal

Registry confirms the Accommoda on Approval.

Proctor U Exam Accommoda on Procedures
Examinee – Create student profile on Diversys Learning website (h ps://nrfsp.myvlp.com/) AND
purchase an exam into the account.

Then, create student profile on Proctor U website (www.proctoru.com). Provide Exam Security
examinee’s usernames for both websites.

**NOTE: For examinees using Readers, Scribes, and/or Sign Language Interpreters, they must provide their own
appropriate Reader, Scribe, and/or Sign Language Interpreter to sit with examinee during exam setup and

administra on with Proctor U Test Administrator/Proctor.

Pearson VUE Exam Accommoda on Procedures
Examinee – create student profile on Pearson VUE’s website and provide Exam Security their
Pearson VUE Username generated from Pearson VUE website (EHT ID).

Exam Security must provide Examinee’s EHT ID and note approved accommoda ons through Pearson
VUE’s Accommoda on Department and receive confirma on before providing approval le er to
examinee and allowing examinee to schedule exam.

Once a Pearson VUE accommoda on representa ve confirms receipt of the accommoda on, Exam
Security will no fy examinee of approval and provide addi onal instruc ons to contact Pearson VUE’s
Exam Accommoda on Scheduling Line to schedule exam ((800) 466-0450 and select op on 3).

**NOTE: Confirma on from Pearson VUE can take 2-3 business days.
Examinee CANNOT preschedule an exam with Pearson VUE un l AFTER they have received approval from Exam

Security and MUST schedule their exam through a special Pearson VUE Accommoda on line. If examinee already
schedules exam through Pearson VUE but has not received confirma on from Pearson VUE of accepted

accommoda ons, they must cancel exam to schedule through Pearson VUE’s Accommoda on line.
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Appendix D – Pearson VUE Exam Accommoda on Request
Form
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Appendix E – Foreign Language Transla on Request Form
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Appendix F – Rescore Request Form
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Appendix G – NRFSP Complaint Form


