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About this document  
The åCandidate guideæ is designed to help you get your Worldchefs certification application ready 
for upload in the Open Badge Academy (OBA). Please read the  guide  before you start 
working on preparing your evidence.  
 
This guide should be used in conjunction with the åChecklistæ which you can also download 
in OBA, from the instructions under Task 1.  
 
If you have not yet purchased your badge, make sure you have read the åIntroduction to the 
Worldchefs Certificationæ and the qualification handbook for the level you have chosen to take.  
 
 

A few important things to note  
- The application process is entirely online. Information regarding your application will only be 
provided in your OBA account. Please do not send any enquiries about your application using the 
Worldchefs or OBA technical support email addresses as these may not be responded to. 
 
- You donæt need to upload all of your evidence in one go. You may log into OBA as many times as 
you like before making your first (original) submission. 
 
- You only have two opportu nities to submit your evidence:  the first (original) submission 
and the second (final) submission. If the evidence you submit in your first (original) submission is 
incomplete and/or needs to be edited, you will only have one further opportunity to make 
changes. This will be your second (and final) submission. 
 
- Once you have made your first (original) submission, you will be notified by email if you need to 
make any changes to the evidence you have submitted. The notification will be sent to the email 
address registered in your OBA account, so make sure it is the correct one. 
 
- As well as the information in this guide, you can also find some FAQs on the Worldchefs Academy 
homepage (under åMy Academyæ). 
 
- Assessors are called åManagersæ in OBA. Any time you see a reference to your åmanageræ, it 
means the Worldchefs assessor who is reviewing your application. 
 
- All evidence submitted must be your own work. Applicants who are found to have used evidence 
which was not produced or achieved by them, will have their badge withdrawn.  
 
If a badge has to be withdrawn, the badge link will display a withdrawal notification which will be 
visible to all third parties, including employers, who have been invited to view the badge. 
 
 

Ready?  Follow these three steps:  
 

Step 1: Get to know OBA 
Û so that you can navigate the system with ease.  See page 3. 

 

Step 2: Find out what evidence you need to submit  
Û so that you can prepare your application. See page 7. 
 

Step 3: Learn how to upload and amend your evidence 
Û so that you can complete and submit your application(s). See page 8. 
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Step 1: Get to know  OBA  
 
This section outlines the key functionalities that you are the most likely to use within OBA. 
 

Logging in   
When you log into OBA for the first time, you will see the OBA welcome pages.  
 
You can click these pages through, using the arrow pointing to the right, or skip them.  This will 
take your Profile page (see next section). 
 

 
 

 
 

 
  

Click here to look at 

the welcome pages 

Click here if you 

want to skip the 

welcome pages 

And click here to 

get started 
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åProfileæ page 
Every time you log into OBA, you will be taken to your åProfileæ page. You can do the following here: 
1. Access the badge you are taking: click åBadges Iæm takingæ. 
2. View badge(s) that you have achieved (if any): click åProfileæ. 
3. Upload your photo: click on the white portrait image. 
4. Customise your profile header: click on the three grey dots (optional). 
 

 
 
 

Accessing the badges  
If you have already purchased your badge, you can access it under åBadges I am takingæ. 
Otherwise, click åGO TO WORLDCHEFS BADGESæ to purchase your badge. 
 
IMPORTANT 
If you are eligible for fast track certification, click åGO TO FAST TRACK BADGESæ.  Information on 
eligibility can be found at www.worldchefs.org/certif ication/fasttrack . 
 

 

4. Customise 

your profile 

header 

1. Access the badge you are taking 

3. Upload 

your photo 

2. Badge(s) you have achieved will appear here 

Click here if you have 

already purchased 

your badge 

Click here if you need to 

purchase a badge 

http://www.worldchefs.org/certification/fasttrack
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åMy Academy æ page 
On this page, you can view and/or purchase a Worldchefs badge: click on the badge of your choice. 
 

 
 
 

åNotificationsæ page 
You can do the following here: 
- View confirmation of payment for a badge you have purchased. 
- View messages received from your Worldchefs assessor (if you are required to make changes to 
your first (original) submission). 
- View the outcome of your application. 
 
Every time a new message is posted in åNotificationsæ, you will receive an email notification. 
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åSettingsæ page 
You can do the following here: 
- Change your email address or update your country of residence: click åAccount Settingsæ. 
- Change your password: click åChange passwordæ. 
 

 

 
 

åProfileæ Č åBadges I am taking æ 
Click on the badge icon to access the tasks you need to complete to earn the badge you have 
purchased.  
 

 
 
  

Click here to 

access the tasks 
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Step 2: Find out what  evidence  you need to su bmit  
 
The åChecklistæ is an aid you can use to prepare your application. It can be downloaded on the Tasks 
page, under the instructions for Task 1. It does not  need to be submitted with your application. 
 
When you are on your badge page (see below), DO NOT click åClaimæ yet. 
 
IMPORTANT 
We strongly recommend that you read the åChecklistæ before you start preparing your evidence. 
 

 

 
 
Use the åChecklistæ to record which pieces of evidence you have uploaded in OBA for your 
application. 
 
Tick the grey box, in the åCheckæ column, for evidence which has been uploaded and is ready to be 
submitted. 
 
Once you have a tick against each piece of evidence required, you are ready to make your first 
(original) submission. 
 

 
  

This is the evidence required 

This is the evidence type 
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Step 3: Learn how to upload and amend  your evidence  
 
åTasksæ page 
There are five tasks to complete to achieve a badge*.  
 
Each task requires you to prepare and upload of a range of evidence. 
 
Refer to the åChecklistæ (see previous page) for a user-friendly summary of the evidence 
requirements.  
 
IMPORTANT 
Do NOT click åClaimæ until you are ready to make your first (original) submission. 
 
*The Culinary Educator level has three tasks to complete. 
 

 
 
 

Types of evidence  
There are three types of evidence that will be required across the tasks: text, image and document.  
 
The evidence type is always shown in [square brackets], at the end of each question. 
 
Type of 
evidence  

Upload instruction 
in OBA 

Types of questions that require the evidence  

Text [Add text] - Professional background 
- Written answers to questions 

Image [Add image] - Photographs of dishes 
- Photographs of candidate holding the dish  
(or standing next to a pasty product/centre piece) 

Document [Add document] - HACCP or Food Safety or Sanitation certificate 
- Menus 
- Recipes 
- Plans (for pastry centre pieces) 
- Witness testimony (or ownership declaration) 

  


