
Guidelines for tutors on building & submitting portfolios 
 

1. Building portfolios 

a. Do some background reading 

i. see portfolio and assessment guidance in Course Handbook 

ii. look at standard forms – especially the overall portfolio cover sheet for LPs/WLs. 

b. At regular meetings with your student, nudge them to ensure they are on track to produce the 

proper quantity of worship leading & preaching paperwork, reflections on attended worship, and 

exploration of theological themes by the end of module 4. 

c. Help your student achieve the required breadth of theological themes and media (that is, at least one 

and no more than two items per module from the theological themes list and a different media 

choice for each theological theme). 

d. Provide prompt constructive feedback to your student on their worship leading & preaching 

paperwork, reflections on attended worship, and exploration of theological themes as and when 

they complete each item, using the relevant standard form – 

i. for worship leading & preaching paperwork, you will simply comment on the ‘Worship 

Leading/ Preaching opportunities: Cover Sheet’ 

ii. for reflections on attended worship and exploration of theological themes, you will 

comment and indicate whether or not the assessment criteria have been met. 

e. If a piece of your student’s work falls into the ‘not yet met’ category, they will eventually need to 

successfully submit another piece of work (or a revised version of the original work) – encourage 

them and help them learn from your feedback. 

2. Submitting portfolios 

a. Help your student check through what is required in the portfolio. 

b. Offer to read your student’s drafts of their: 

i. introduction 

ii. overall reflection on their journey so far 

iii. brief account of their understanding of the role of LP/WL and their sense of call. 

c. Ensure your student submits their portfolio on Moodle normally by the end of August or the end 

of February*. 

d. Once your student has submitted their completed portfolio on Moodle, receive it as a zip file (but 

you may also like to encourage your student to print out the paperwork for you) and then, 

respectively, normally by the end of September or the end of March: 

i. review all the paperwork (NB worship leading & preaching paperwork, reflections on 

attended worship, and exploration of theological themes should be unchanged since you 

assessed them as criteria ‘met’ or ‘exceeded’) 

ii. assess the whole portfolio as criteria ‘met’ or ‘not yet met’ and write a comment 

justifying your overall assessment 

iii. omplete the Portfolio submission: tutor’s assessment & feedback form and send it, 

together with a copy of the student’s zip file, to your Discipleship & Ministries 

Learning Network Ministry Development Specialist, who will oversee the regional 

moderation process 

 
To support you, your regional learning and development officer (normally a ministry specialist) will invite you 

to regular meetings of tutors, which will include workshops in which you will have the chance to assess some 

anonymised portfolios and compare and critique each others’ assessment – to help standardise and to build 

up your own skills and confidence as an assessor. 


