
Diocese of Liverpool Leadership 
 
The Diocese of Liverpool administers its Leadership training through the NST’s Safeguarding Training Portal. 
 

Before you begin 

You will need an account on the Safeguarding Training Portal. If you already have one, you can log in at the following 
address: https://safeguardingtraining.cofeportal.org/login/index.php 
 
If you have difficulty logging in, please see the Logging In section of the site’s Help and FAQ page, or contact the help desk 
on: elearning@mail.safeguardingtraining.cofeportal.org  
 
If you don’t have an account, you can create one by adding a few details on the registration page: 
https://safeguardingtraining.cofeportal.org/login/signup.php 
 
The registration process is outlined in the What does the registration process involve? item of the site’s Help & FAQ page. 
 
 
 

Once you are logged in 

The course can be found directly be following the link below: 
https://safeguardingtraining.cofeportal.org/user/index.php?id=527 
 
Alternatively, you can select Leadership from the Core Pathways section of the Courses menu – or scroll down the home 
page to the Courses section, select the Leadership tab and then clicking on the Liverpool tile. 
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Enrolment onto the new version of the course: 
 
Scroll down to request enrolment into the new course by entering a few details about yourself in the space shown below 
(please note that the date will have been updated by the time you can access the course). 
 

 
 
 
  



Course Overview 
 
Once your request has been approved by the diocese, the next time you visit the course, you will see the following page: 
 

 
  



Read the introduction and click on the Course Overview icon, familiarise yourself with the overview by clicking on the 
subject titles to expand them, and using the tabs to show different areas. Then click the “Next Activity” button to move on: 

 
 

  



Choosing how and when you will attend group sessions: 
On the next page, you will be able to choose whether you want to attend the group sessions by Zoom or in person: 

 
 
Click the “Become member of” button and then confirm your choice on the next page – once you have made your choice, 
the “Next Activity” button will appear – click on this to choose the session(s) you will be attending: 
  



Choosing the dates you wish to attend: 
 
Again, click the appropriate “Become member of” button and confirm your choice. 
 

 
 
Once your choice is confirmed, you can change your mind be clicking the “Leave group” button, which will appear at the 
end of your group’s table row, and then select a new group. Click the “Next Activity button to view your booking 
confirmation: 
 

 
  



The link to the course calendar, will open a page like the following in a new browser tab: 

 
It shows details of the group sessions you have booked, including how to access them. Close that tab and then click the 
“Next Activity” button to begin the preparation material for the first group session: 
 
 
 
 
 
  



Preparation Tasks: 
 

 
 
Read the introduction and click the “Answer the questions…” button. 



 
Answer the questions and click “Next Page” to continue. You can click “Save and exit” at any point – then, simply navigate 
to the preparation task again and click the “Resume” button – if you end up on an unexpected page of the questionnaire, 
use the “Previous Page” button to click back through to the point you need. 
 
  



When you get to the final page and are ready to submit your work, click the “Submit questionnaire” button, confirm that 
you understand the pop-up message: 

 
 
Then, click “Submit questionnaire” button again. 
 
If you have chosen an in-person, single-day group then you will now be able to complete the preparation task for the 
second session in the same way. 
 
Otherwise, you will need to attend your first groupwork session and will be able to access the second session’s preparatory 
material by returning to the course page, scrolling down and then following the link: 
 

 
 
At this point, you will have to wait until the registers have been completed and then you will be able to begin your 
evaluation task – return to the course and scroll down to the “Evaluating your learning” section, click on the “Evaluation 
task – Guidance” button and read the material. 
 
  



The evaluation tasks: 
 

 
 
Then, click the “Next Activity” button to move onto the evaluation task: 
Click the “Add submission button” You will then be able to add text to the text area or upload a document containing your 
work. 

 
 



 
To upload a document, you can either drag it from a folder on your device into the area or click on the word “Files” at the 
top left of the second section, then, on the file picker, click “upload a file” then “choose a file” then navigate to the 
document, select it and click “Open” – then, click “Upload this file”: 

 
 
Then click the “Save changes” button. 
As with the preparatory questionnaires, you can save a draft of your work to return to but your tutors/ the grading staff 
won’t be able to view your work until you have submitted it – click the “Submit my work” button and confirm that you want 
to. 
 
Your work will be graded and, if it hasn’t met the conditions, you will have another chance to complete it. If it does meet 
the conditions, you will be sent an e-mail confirming that your record has been updated and containing a link that will allow 
you to download your certificate (this takes twenty-four hours from the time your submission is graded). 
 


