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GLOBAL HOSPITALITY CERTIFICATION:
APICIUS GRADUATE APPLICATIONS

YOUR GUIDE TO APPLYING FOR GLOBAL HOSPITALITY
CERTIFICATION

This document explains what you need to do if you are a graduate from Apicius International School
of Hospitality, Florence University of the Arts - The American University of Florence (referred to as
Apicius in this guide), hold one of the certificates that makes you eligible for Global Hospitality
Certification and you would like to apply for certification.

1. ELIGIBILITY

If you hold a certificate for one of Apicius qualifications shown in the table below, you are eligible to
apply for Global Hospitality Certification using the following steps:

Apicius certificate Global Hospitality Certification level
— mapped for eligibility

Year 2 Food, Wine, and Wellness Studies Worldchefs Certified Chef de Partie

Culinary Arts

Year 3 Food, Wine, and Wellness Studies Worldchefs Certified Sous Chef

Culinary Arts (Please note that an Employer
Witness Testimony is also required) *
Year 1 Hospitality Management Food and Beverage Service Supervisor

Year 2 Hospitality Management Reception Professional

Year 2 Food, Wine, and Wellness Studies Wine Junior Sommelier
Studies and Enology

IMPORTANT
To be eligible for certification, your application must be completed within two years of graduating
from Apicius.

Only certificates issued by Apicius will be accepted.

*To apply for the Worldchefs Certified Sous Chef certification, you are also required to provide a
Witness Testimony Form completed by your current employer. This Form must confirm that you have
worked for in a sous chef role for at least three months and are competent in all the requirements set

out in the Form.

If you haven't yet received the Witness Testimony Form template, contact Apicius for a copy.
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2. STEP TO FOLLOW

STEP 1

STEP 3

LEARNING
ASSISTANT

o

STEP 4

P
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Go to the Global Hospitality Certification website
www.worldchefs.org/globalcertification

Select and pay for the certification level you are eligible to apply for

IMPORTANT:

When you click on the image of the badge you are eligible for, select ‘Apply now’
and follow the instructions provided for standard applications.

Do not choose the fast-track application route.

Log into Learning Assistant to check the certification level and your email
address (See Section 3 of this guide for details).

Once you have paid, you will get an email from Learning Assistant, the online
application portal, with your log-in details.

Use these details to log into the portal, following the steps outlined in this guide.

IMPORTANT:
Only do what is outlined in this guide. Do not upload any further evidence or
do anything else in Learning Assistant.

Confirm that you have applied

Send an email to globalcertification@cityandguilds.com including the following:
- state that you have applied and paid on the website

- state the certification level you have applied for

- a copy of your certificate from Apicius which makes you eligible for the
certification

- a copy of the completed Witness Testimony Form if you are applying for the
Worldchefs Certified Sous Chef certification.

IMPORTANT:

Write ‘Apicius applicant’ in the subject heading of your email.

If there are any questions on your application, you will be contacted from the
globalcertification@cityandguilds.com email address.

Claim and share your badge

Wait for email confirmation, sent by 'City & Guilds via Credly’, that you have been
issued with your badge. You should receive this email within 10 working days after
you have sent your email confirmation (under Step 4).

Once you have received the email notification from City & Guilds, follow the
instruction in this guide to accept, download and share your badge.

IMPORTANT
If you haven't received the email confirmation with your badge within 10 working
days, contact globalcertification@cityandguilds.com .
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3 LOGGING INTO LEARNING ASSISTANT (STEP 3)
3.1 ACCESSING LEARNING ASSISTANT
Once you have paid on the website (Step 2), you will receive a Welcome email from Learning
Assistant.
The welcome email will look like this and will be sent from Notifications:
= Tl 9B NOTE
File  Message Help  Q Tellmewhatyouwanttodo If you don't receive the Welcome email within 24
o hours of applying on the website, please contact us at
s @] E Iv_lév_l EE @] — To Manager p.p.y .g . 'lp
o Delee A :ply %Ily onart g | sharo ;(Dirzﬂ:te - globalcertification@cityandguilds.com
Delete Respond Teams
Welcome to Learning Assistant The Welcome email will provide you with a username.
o :}"“ﬁcations You will need this username to log into the

portal once you have activated your account.
Hi You Apicius Applicant, Welcome to Learning Assistant.
As this is your fifst login click here to start)working on your courses — To active your account, you will need to use
the “click here’ link.

To continue working on your courses, follow this link:

https://system.learningassistant.com/C GGH/

i i wing username:
< Username: You.Apicius

We hope you enjoy the experience!

You will then be prompted to set up a password
of your choice.

IMPORTANT

If you need to log back into the portal for any
ok LearningAssistant reason, you will need to use the following

address:

https://system.learningassistant.com/CGGH/

Reset Your Password

To change your current password, enter a new password and confirm.

This web address is also included in your
Welcome email.

New Passworc

New Password

Reset Password

Contact Administrator  Gustemer Support

NOTE

The system can be used on multiple devices laptops, computers, smartphones or tablets. It is easiest
to access the system on a computer or laptop due to the screen resolution. Recommended browsers
include Internet Explorer, Google Chrome, Microsoft Edge, and Safari to name a few.
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When you log in, you will need to accept the Terms & Conditions to access your account.

Scroll down, to the bottom of the page, to read the Terms and Conditions and click Accept.

City Learning
Guilds Assistant

Terms & Conditions

Terms & Conditions

ACLICHM  Privacy Policy || Acceptable Use

This page (together with the documents referred to an it) (terms) tells you the terms on which you may make use of the City & Guilds Learning Assistant Service (aur service). By

using our service, you agree to these terms,

1. Information about us

a. City & Gullds Learning Assistant is a service operated by The City and Gullds of London Institute (we or our or us). We are a body incorporated by Royal Charter and
registered as a charity in England and Wales (Reg. No. 312832) and in Scotland (Reg. No. SC038576). Our registered office is located at 1 Giltspur Street, London EC1A 9DD.
Our VAT number is 788 6564 55.

2. Informaticon about you and your visits to our service
Use: to recard basic computer information such as: repeat visits; page usage; country of origin.
Type: Third party session and persistent cookie.
Further information: The specific cookies set, can be found here: developers.google. fanalytics/resources/concepts/gaConcept:

If you have any questions or concerns, please contact us at digitalsupport@cityandguilds.com

Terms &Conditions  // Changelog // CustomerSupport // Submitanidea // ReportaProblem // Logout //
Copyright City & Guilds - Learning Assistant ©2006-2020

3.2 CHECKING THE CERTIFICATION LEVEL

The certification level you have applied for will be displayed on your Homepage, as shown below, in
the black bar, in the middle of the page. Check that the certification level shown is correct.

If the certification level shown on the screen is not the level you intended to apply for, send an email to
globalcertification@cityandguilds.com asking for assistance.

- X
e ¥ https //system leamingassistant.com/views/homepage/index.cf sswordprompt=true&blnTermsViewed =trus - @0 Search o~
¥ Certification - Hello You
File Edit View Favorites Tools Help
T XEIA LA DPHDPF@r X0 2B ©OQce GO & CAGaaam %ov E) v 20w v Pagev Safetyv Toolsv @~
]
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Hello You
X =y {a} / Homepage

G} Homepage

Programme

vels

0% STARTED 0% SUBMITTED 0%ACLEr il

Global Hospitality Certification: Worldchefs Certified Chef de Partie ﬁxﬂ 0 0
— L )
PARTA [PARTZ, raec3 e | s RSeS|

Programme Recently Reviewed Outcomes Resources

Guide to ACF Fast Track applications
(Nov 2020)

TASK(S) STATUS DATE -

0% STARTED
There are no Outcomes to display.

0% SUBMITTED [@ video (2): Introduction to Learning

Assistant
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3.3 SETTING YOUR NOTIFICATIONS

Click on the Avatar.

Click on Notifications.

The Email Notifications Settings box will appear. There are two things you need to do here:
1

Check that the email address shown here is correct and the one you would like your badge to be
issued to. If you would like to use a different email address, change it here.

IMPORTANT
The email address shown here must be your personal email address. If your application is successful,
and you are issued with a badge, the link for your badge will also be sent to this address.

2.
Adjust the Contact Diary Digest settings. Select ‘Per Entry’, as shown below. Do not choose ‘No’.

Once you are done, click Save Email Settings and log out of the system.
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¥ Certification - Hello You
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O] Avatar
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> togout

Global Hospitality Certification: Worldchefs Certified Chef de Partie g 0

el e T DiARY | RETURNED

Email Notification Settings
Programme

Email Address | The email address usgg#when payment was made will appear here. CHECK TO MAKE SURE IT IS CORRECT.

Contact Diary Digest

Bo you wish to receive an e-mail eaciayayth all your new contact diary entries from that day, or an email each time someone adds a diary entry for you.

Mo Dally ' PerEntry
javascript:objWaffle.Open(‘'email_settings'); LT
Lenet e,

o

REMEMBER

Once you have checked your email address and set your notifications, do not do anything else with
your application.

Log out and wait to receive an email confirming that your badge has been issued.
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