
 

  
 

Submitting your Portfolio 

1. Download the appropriate folder from the Methodist Church website. 
 

2. Rename the folder as your: [Surname, Christian Name, PIN, LP Portfolio A B or WL] 

For example: BLOGGS, Freda 12345 LP Portfolio A 

3. Ensure that the final version of each item (including the cover sheet(s) with tutor’s comments) is 
included in the appropriate folder. 

 
4. Send the completed portfolio (as a zipped folder) to your Local Tutor for marking. For details of 
how to zip a folder see here 

 

You will need to do this via a file transfer site such as WeTransfer.com -  
https://www.wetransfer.com/. (Please note WeTransfer only holds the folder for 1 week). 

 
Make sure you retain the original copy in case items go missing 

 
5. Upload the zipped folder to Moodle in the Portfolio Submission area. 

 
6. The Local Tutor marks the portfolio and completes the Portfolio Assessment Form. 
Note: the Local Tutor must not change any of the work as this needs to match the submission 
uploaded to Moodle. 

 
7. The Local Tutor saves the Portfolio Assessment Form into the student’s portfolio in folder 11 
‘FOR TUTORS ONLY’ 

 
8. The Local Tutor re-zips the portfolio and sends this to their Regional Ministry Development 
Officer for Connexional Moderation. The portfolio must be submitted by midnight on September 
30th or March 31st 

 
9. The Officer will confirm by email to each student that they have received the portfolio and will 
send a list of the people they are moderating to localpreachers@methodistchurch.org.uk 

 

10. The Officer is responsible for regionally-based Connexional Moderation. This should be 
completed within 30 days. The Officer completes the Portfolio Assessment Form (in the ‘FOR 
TUTORS ONLY’ folder), saves a copy back in the ‘FOR TUTORS ONLY’ folder, saves a copy for their 
own records and posts the re-zipped folder on SharePoint. 

 
11. The Officer will send a separate copy of the Portfolio Assessment form to  
localpreachers@methodistchurch.org.uk.This will trigger Connexional Moderation. 

 
12. Regional Officers gather for Connexional Moderation. 

 
13. Students and Local Tutors are informed of outcomes by the Local Preachers’ Office by 30th 

November or 31st May, respectively. 

http://www.methodist.org.uk/for-ministers-and-office-holders/role-holders/local-preachers/worship-leading-preaching/portfolio-submission-guidance/
https://support.microsoft.com/en-us/help/14200/windows-compress-uncompress-zip-files#1TC=windows-7
http://www.wetransfer.com/
mailto:localpreachers@methodistchurch.org.uk
mailto:localpreachers@methodistchurch.org.uk.This


Resubmissions 

If, for any reason, a portfolio does not meet the required criteria the student will be required to 
amend and resubmit it based on the feedback and advice on how to improve the work given 
on the Portfolio Assessment and Feedback form. 

 
Upon release of the assessment result any students whose portfolio did not meet the criteria 
will be enrolled into the ‘Portfolio Resubmission’ area on Moodle. The student will be required 
to make any changes necessary and resubmit the whole portfolio for moderation. This is to 
ensure that the narrative of the whole portfolio is not lost. 

 
Students should zip their portfolio folder as before and upload it to the ‘Portfolio 
Resubmission’ area. 

 
They will then need to send the zipped portfolio as an attachment to an email to  
localpreachers@methodistchurch.org.uk explaining that this is a resubmission of a Worship: 
Leading & Preaching portfolio. 

 
Resubmissions should be received within 6 months (i.e. before the next portfolio submission 
deadline date) 

 
Resubmissions received will be sent on to a moderator who has not previously seen the work 
and will go through a higher level of scrutiny to ensure any weaknesses identified in the first 
portfolio are no longer present. 

 
When a result has been decided the Portfolio Assessment and Feedback form will be 
uploaded to the ‘Portfolio Resubmission’ area of Moodle and sent on separately to the 
student’s tutor. 
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