Consolidation Programme Graduate Certificate
Submission Process
There are 2 submission points for your portfolio please ensure you follow the instructions below and submit through Moodle and to your training coordinator.

Trinity St David’s University submission via Moodle

· Submit/upload your portfolio through your Moodle account before the submission deadline. Please note: Submissions will not be accepted after the deadline and you will not be able to upload them to Moodle.
· The portfolio should be submitted as a word document using the portfolio template provided on Moodle.
· Your portfolio must be submitted as one complete document. This should include all sections of the portfolio 1 to 9 and must have your name and student number on the front. Mentor’s comments, learners’ details and the learning agreements should be filled in and included. The submitted to Trinity does not however need original signatures. 
· Please ensure that your written work in sections 2-7 follows the guidelines regarding confidentiality.
· Signatures do not need to be included in your Trinity submission (these will be included in your submission to your local authority).
· Please ensure your portfolio is complete and that you have answer all the sections, incomplete or incorrectly submitted portfolios maybe marked as fails.
· You will receive a receipt for your submission to your designated university email, if you do not receive a receipt it means the work has not been submitted correctly, please try again.
· Please ensure you leave plenty of time to submit and check your uploaded submission is the correct version.
· If you have problems please contact Trinity St David’s University. 

Local Authority submission via email to your designated training coordinator/manager
· Submit a PDF of the entire completed portfolio before the submission deadline to your training coordinator designated local authority email address.
· This must be submitted as one complete document and include scanned copies of all original signatures, unless you are instructed otherwise. Please insert the scanned pages/signatures into the relevant sections, if you submit more than one document it will be returned to you unopened with a request to resubmit it as one document before the deadline.
· [bookmark: _GoBack]If you are having any difficulty scanning documents please contact your training coordinator.
