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Creating an Exam Session  

1. Log in to StateFoodSafety.com. 

2. Select PROCTOR in your StateFoodSafety account. 

3. Under SESSIONS, select THE CREATE SESSION (+) button. 

4. Read the Terms and Conditions and select the appropriate box. 

5. Fill in the “Create Session” box. 

Can I make changes to a session after I create it? 
Yes. After you create a session, you will be able to edit that session. Be aware that making changes could 

create problems for examinees who have already registered for your session. Examinees will receive an 

automated email informing them if you make changes to their exam session. They will have the option to 

register for a different exam session without repurchasing. 

Can I cancel a session? 
You can, but once examinees begin registering, do not change or cancel the session unless it is absolutely 

necessary. If possible, arrange for a substitute proctor to administer the exam at the original time and place. 

If you need to change or cancel an exam session, please do so at least seven days before the session takes 

place unless it is a personal emergency. StateFoodSafety may audit proctors who cancel or change exam 

sessions. 

Examinees will receive an automated email if you cancel their session. They can register for a different exam 

session without repurchasing the exam.  

Can examinees cancel their registration? 
Yes. Examinees may cancel their session registration at any time. 

Can I schedule a remotely (online) proctored exam? 
No. StateFoodSafety proctors must be physically present with examinees to administer exams. 

StateFoodSafety currently offers online proctoring through third-party vendors. These partners use 

advanced software and strict processes to prevent cheating and copying exam information.  

Before the Exam 

What are exam accommodations? 

• Accommodations are individual arrangements for examinees who have physical or learning disabilities that 

interfere with their test taking.  

• If an examinee requests extra time or an exam reader, StateFoodSafety must approve the accommodation. 

The examinee is responsible for submitting their accommodation application materials to StateFoodSafety. 

Please advise candidates to mail, email, or fax these documents.  

• All accommodations must be arranged before the exam session. Examinees must submit an Exam 

Accommodation Application to StateFoodSafety 15 days in advance. 

• If you are co-proctoring a session, inform your co-proctor of all accommodations in that session. 
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What should I bring to the exam session? 

• Bring necessary resources that your exam location does not supply. Do not bring any materials that could 

compromise the integrity of the exam or cause distractions. 

• Check your exam location to make sure it meets exam session standards. Will there be enough computers? 

Is the internet working? Is the room comfortable and quiet? 

• Log in to your StateFoodSafety account. 

How do I check in examinees? 
• Check each examinee’s identity as they arrive. Acceptable forms of ID include any government-issued photo 

ID. Ensure that each examinee resembles the photo on his or her ID. Check that the name on the ID matches 

the name on the examinee list in your proctor tools. 

• Keep in mind that some people may register using middle names or shortened names such as “Bob” instead 

of “Robert.” If someone uses a middle name, that name must appear on his or her ID. 

• As you verify each examinee’s identity, click the ACCEPT (+) button to the right of each entry. This action 

indicates that the examinee is present and verified. The REMOVE (-) button indicates that an examinee is 

absent or disqualified from taking the exam. Examinees are disqualified from taking the exam if their 

identification documents do not match their registered identification. 

• If an examinee has an accommodation, check that he or she is prepared and has all necessary materials. If 

the examinee brought his or her own materials, inspect them for unauthorized information. 

What if an examinee needs an accommodation that wasn’t arranged before the exam?  
• The examinee will need to reschedule the exam to arrange the accommodation. Click the REMOVE (-) 

button to remove them from the current session. Remind examinees that they are responsible for arranging 

accommodations before the exam session. 

How do I seat examinees? 
• Seat each examinee at his or her own computer. Space examinees at a reasonable distance to prevent 

cheating. 

• Instruct examinees to log in to StateFoodSafety.com. As needed, help examinees log in. 

What is the Exam-Taking Tutorial? 
• The exam-taking tutorial is a short practice exam that lets examinees use the exam features before they 

take the exam. Examinees are encouraged to take the tutorial before they attend the exam session. If they 

have not, you may allow them to take it before launching the exam. 

• Examinees may access an Exam-Taking Tutorial from the Food Manager Certification “Learn More” page or 

from the “Course Files” section of their StateFoodSafety account.  

• Examinees will need no more than 10 minutes to complete the tutorial. Instruct examinees to look up from 

their computers when they are ready to take the exam. 

Are examinees required to take the Exam-Taking Tutorial? 
• No. If no examinees want or need to review the tutorial, you may begin the Review Policies section. 

When can examinees join the exam session? 
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• Examinees can join the exam session any time until you start reviewing policies. Once you begin reviewing 

policies, additional examinees cannot be admitted to the exam session. 

Do I need to read the exam script word for word? (The answer is yes.) 
• Yes. When you are ready to begin this step, announce that you will now read the policies for the exam. Read 

aloud the remaining text in this section, beginning with “My name is….” 

 

My name is _________, and I will be the proctor for this exam session. The role of a 

proctor is to administer the exam and prevent cheating. Please pay attention as I explain 

the policies for this exam session. 

Personal Items Policy 

Please put away all personal items during the exam. This includes electronic devices such 

as cell phones, tablets, MP3 players, and digital or smart watches. Cell phones must be 

turned off. 

The exam is closed-note and closed-book. This means that review materials, notes, or 

papers of any kind are not allowed. 

Take a moment to put away your personal items. Please stow these items in a locker, 

under a chair, or in a closed bag during the exam. You may leave personal items with me 

for safekeeping. 

(Wait for examinees to put their personal items away. If an examinee asks you to hold an 

item, put it somewhere safe, such as a drawer or a large bag.) 

Cheating Policy 

Cheating is any action that may provide an unfair advantage over other examinees or 

compromise the exam itself. Cheating includes using outside information to answer exam 

questions, including notes, unauthorized knowledge of the exam, a neighbor’s exam, or 

information from electronic devices. 

This exam has a zero-tolerance policy for cheating. If I suspect that an individual is 

cheating, I will reject his or her exam. If I suspect that multiple examinees are cheating, I 

may shut down all exams in the session, even if some examinees do not appear to be 

cheating. If your exam is shut down, you must repurchase the exam and retake it on a 

different day. I will be watching for cheating and unauthorized objects during the exam. 

Please note that all exam materials are copyright protected and cannot be copied or 

reproduced without written permission. 

Bathroom Policy 
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You may use a designated bathroom during the exam. The designated bathroom is 

located __________. Examinees may use the bathroom one at a time. You may not take 

notes or electronic devices with you to the restroom. This includes digital and smart 

watches. 

If you need to use the bathroom, I will pause your exam. Time will continue to run while 

you use the restroom. Check with me to make sure no one else is using the bathroom. If 

you use the bathroom, I will note the occurrence. 

Are there any questions about the policies we just covered? 

When your examinees are ready to take the exam, read the following: 

By completing and submitting your StateFoodSafety exam, you have agreed to uphold 

and promote the integrity of the exam. You have affirmed that you will: 

Act with high ethical standards; 

Be honest and trustworthy in your service to your employer, industry, and the exam 

owner, StateFoodSafety; 

Report cheating to the exam proctor or StateFoodSafety; and 

Follow all StateFoodSafety directions for exam participation. 

Failure to follow this code of ethics may result in dismissal from exam location, denial or 

revocation of certificate without refund, refusal of future testing, and legal action. 

We are about to begin the exam. During the exam, there should be no talking. Please note 

that talking can be considered cheating. If you experience technical difficulties during the 

exam, please raise your hand and I will help you. However, I cannot answer questions 

about exam content. 

Unanswered questions will be marked incorrect. There is no penalty for guessing, so it is 

in your best interest to answer all the questions.  

When you finish, wait for me to confirm your exam submission. The computer will then 

issue you a score. Examinees who pass will receive a certificate in their StateFoodSafety 

account. Please close your browser before you leave. 

Are there any questions? 

• When all examinees are ready, click the START EXAM button. This will give examinees access to the exam. 

 

During the Exam 

Why should I move around the room during the exam? 
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• During the exam, your main responsibility is maintaining the integrity of the exam and making sure that all 

examinees take their exams honestly and receive a reliable score. 

• Move around the room and watch for cheating and unauthorized objects. Use your presence to discourage 

examinees from cheating. 

What counts as cheating on the exam? 
• Cheating is defined as any action that may give an unfair advantage over other examinees or compromise 

the exam itself.  

• Make sure examinees are not using the internet to browse for answers. This exam requires no typing. If you 

see or hear typing, investigate that examinee’s computer or device immediately.  

What should I do if I suspect someone is cheating? 
• Proctors should pause or reject exam submissions if they witness or suspect cheating.  

• To minimize disruptions, wait until the end of the session to reject an exam. Direct the suspected examinee 

to stay in the room until the session is finished so you can speak with them privately. Explain what you saw, 

state the “zero-tolerance” cheating policy, and inform the examinee that their exam has been rejected. 

o There are two scenarios when an examinee’s exam should be shut down during the session: 1) 

when an examinee is recording exam information and 2) when an examinee’s behavior disrupts 

others. In both cases, the exam should be shut down immediately, and the examinee should be 

directed to leave the test site.   

• If more than one examinee is cheating, this may indicate that many examinees are cheating. If more than 

one examinee is cheating, you are authorized to shut down all exams in the session, even if some examinees 

may not be cheating.  

How do I shut down an exam? 
• To pause an exam, click the PAUSE button to the left of the examinee’s name. This will stop their exam 

progress. The examinee will not be able to navigate between exam questions until you press the PLAY 

button to resume their exam. The exam timer will continue to run while an exam has been paused. 

• To shut down an exam during the session, click the PAUSE button to the left of the examinee’s name. Then 

click the EJECT button to the right of the examinee’s test entry. You will be prompted to provide a reason 

for why you stopped the exam. 

• To reject an exam submission after the session, click the FINALIZE button to the right of the examinee’s test 

entry and then select the REJECT EXAM option. You will be prompted to provide a reason for why you 

rejected the exam. 

• Whenever you shut down or reject an exam, you will be asked to submit an explanation of why you shut 

down the test. Please explain the examinee’s suspicious or disruptive behavior clearly. Please provide a 

clear and detailed account of the cheating.  

What should I do if an examinee disagrees with my decision to shut down their exam?  
• If examinees are dissatisfied with the decision to shut down their exams, please recommend that they call 

StateFoodSafety customer support. If customer support is unable to resolve their concerns, they may refer 

to the StateFoodSafety Complaints and Appeals Policy and Procedure.  

What if an examinee needs to use the restroom? 
• Only one examinee may use the restroom at a time. 

• Make sure examinees do not take electronic devices to the restroom, including digital and smart watches 

and items they may have in their pockets. Ask examinees to leave these items in the exam room. 
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• You can use the PAUSE button to the left of the examinee’s name to suspend their exam progress while they 

are in the restroom. Press PLAY to allow them to resume the exam when they return.  

• Use the Session Report tool in your account to keep track of each examinee who uses the restroom. Record 

the examinee’s name, exit time, and return time. 

What if an examinee has a question about the exam? 
• Your examinees may have questions and comments about the exam while they take it. If they ask you 

questions related to the exam material, do not respond in a way that will influence their answers. 

Remember that a proctor does not act in the role of teacher or trainer. Using your knowledge of the exam to 

assist examinees with the exam content is expressly forbidden. Instead, encourage your examinees to think 

through the questions and give their best answers. 

What if an examinee is having computer problems? 
• If examinees are having technical trouble, help them resolve the issue. Contact StateFoodSafety customer 

support at 1-801-494-1416 if you cannot resolve a technical problem. English and Spanish-speaking support 

staff are available between 7 A.M. and 7 P.M. Mountain Standard Time. 

What should I do if there are outside distractions during the exam? 
• As you monitor the exam, be mindful of possible environmental distractions. Is there a distraction you could 

remove or reduce? If so, take action to improve the testing environment. Remember that you cannot leave 

examinees unsupervised. 

 

After the Exam 

What should I do when each examinee finishes their exam? 
As each exam is completed, click the FINALIZE button to the right of the examinee Status column. To approve 

exams, click SUBMIT EXAM FOR GRADING. If you suspect that an examinee has cheated, click REJECT EXAM. 

You will be prompted to provide a reason for rejecting the exam submission. Please explain suspicious or 

disruptive behavior clearly and give all details necessary to support your decision. 

How are exams scored? 
• All exams will be scored electronically. Examinees will receive an unofficial exam score immediately after 

they submit their exams. Examinees can access their official exam score from the Transcript on their 

StateFoodSafety account. 

• Examinees who receive a passing score will be automatically issued a certificate by email and in their 

StateFoodSafety account.  

Can I print certificates on site for examinees? 

• Encourage examinees to print their certificate off-site or at home. This practice preserves examinee privacy 

and allows examinees to leave the test site as they finish.  

• Certificates may be printed at the proctoring location if a printer is available. Instruct examinees who 

request a printed certificate to wait silently until the exam session is over. Wait until all examinees have 

completed the exam before printing certificates.  

What happens if an examinee goes over the time limit? 

• If an examinee exceeds the time limit, the exam will end automatically. 

Can examinees leave when they finish the exam? 
• Yes. Examinees can leave the testing site when they finish their exam and exit their browser. 
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• Check each examinee’s screen to ensure they have logged out completely before allowing them to leave. 

What is the proctor report? 
• The proctor report is a summary of the exam session that you will submit to StateFoodSafety after the 

session ends.  

• After you have finalized all exam submissions for an exam session, you will be prompted to write an exam 

session report. Wait to complete your report until all the examinees are finished and have exited the exam 

location. You must write a report for every exam session you proctor. 

What should I include in the proctor report? 
• Report any incidents of cheating or irregularities of exam administration such as accommodations, 

restroom use, absent or late examinees, disruptive examinees, and technical problems.  

• If there were no incidents or irregularities during the exam session, report that all exam policies were 

followed throughout the exam session. 

• Failure to complete a report after each exam session could result in the suspension or revocation of your 

proctoring permissions.  

• Once your report is submitted, your proctoring responsibility for the exam session is complete. 

Can examinees retake the exam if they fail? 
• Food Protection Manager Certification examinees who fail the exam must repurchase it and register for an 

additional proctored exam session in order to retake it. They must wait a minimum of 24 hours before 

repurchasing the exam after each exam attempt. For more information, please refer to the Certification 

Exam and Proctor Assessment Failure Policy and Procedure. 

• Test-takers for the Canada Food Handler Exam have three attempts to pass. If they fail all three attempts, 

they must repurchase the course and complete the training before they retake the exam. There is no wait 

period before they repurchase the course. 

 

https://www.statefoodsafety.com/doc/CFPM_Exam-Failure-Retake-Policy.pdf
https://www.statefoodsafety.com/doc/CFPM_Exam-Failure-Retake-Policy.pdf
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