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Safeguarding Leadership training module 

How to submit evaluation task on the portal – step by step guide 
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1. Log into the learning portal 

 

https://safeguardingtraining.cofeportal.org/ 

2. Scroll down to ‘Courses’ section, 
click on ‘Leadership’ tab and then 
on ‘Guildford Diocese – 
Leadership’ 
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3. Click on ‘Session 2’ button 

 
4. Click on ‘Evaluation Tasks – Self 

Reflection and action Plan’ button 
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5. Read what your evaluation should 
contain (points ‘a’ and ‘b’) and 
click on ‘Add submission’ button.  

You need to create an action plan. 
You need to do it separately as a 
Word/.pdf document. If you want, 
you can use the action plan 
template or you can create the 
plan in your preferred format 
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6. Type your reflections in the box 
next to ‘Online text’. 

Upload your action plan that you 
created in a Word/.pdf format by 
clicking on the paper icon next to 
‘File submissions’ 
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7. Click on ‘Save Changes’  
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8. Click on ‘Submit my work’ 

 
9. Click on ‘Continue’ to confirm 

your submission, otherwise your 
work will remain at ‘draft’ stage 

 
Your evaluation will be graded and you certificate will be available on your portal account 24hrs after the grading has been 

completed 

 


