
T E A C H I N G  &  
L E A R N I N G  
T R A I N I N G  

P O R T F O L I O

Student’s Guide



GLOSSARY:

▪ Assignment => Individual pieces of work set by Instructors and submitted 
within each module

▪ Course => Role dependent and circa 10 modules e.g. Range 1 TA, Range 2 TA 
etc. 

▪ Instructors/Graders => Trainers/Tutors (delivering training and marking 
assignments)

▪ Module => These relate to different areas e.g. classroom practice, speech 
therapy, SCERTS etc. 

▪ Students/Subscriber  => Individual staff members



What is the Teaching & Learning Training Portfolio? 

▪ You may hear it being referred to as the T&L Portfolio.

▪ Staff feedback from multiple surveys and other forums highlighted a recurring theme that personal 
development opportunities have been limited especially in relation to available hours to complete. 

▪ There was a change to the class staff structure, and this was with the view to enable training and 
personal development to be completed.

▪ Continuous Personal Development is essential and key for every role within the organisation, 
supporting and developing knowledge growth which in turn increases confidence and competence.

▪ This training portfolio has been designed, built and delivered just for The Vale Federation, delivering a 
platform to support the personal development journey of everyone.



How to get started:

▪ Students will be added to the T&L Portfolio by the Central Team

▪ Students will get an email notification alerting them that they have 
been added to the T&L Portfolio

▪ Students will then be able to log in and will clearly see courses they 
have been allocated (as well as any completed courses in the future 
once they have completed these)



STEP 1
LANDING PAGE: LOG IN

▪ Website - www.tandltrainingportfolio.com

▪ Username – Use your first and last name with no 
spaces (TestTest) or your Vale Federation email 

address  (TestTest@thevalefederation.com)

▪ Password – Use the password you were 
registered with. If you have forgotten the 

password, click on “lost your password?”



S T E P  2
I N S I D E  T H E  T R A I N I N G  

P O R T F O L I O

What do you as a 
student need to do?



THIS IS THE STUDENT DASHBOARD WHERE YOU CAN ACCESS THE COURSE THAT YOU ARE 
ENROLLED IN. ANY COMPLETED COURSES WILL ALSO APPEAR HERE.  



YOUR EMPLOYEE DETAILS AND TRAINING INFORMATION CAN  BE FOUND BY SCROLLING DOWN ON THE HOMEPAGE/DASHBOARD



What can you do on the T&L Portfolio? 

▪ Complete and submit assignments 
(once submitted you cannot go back and make changes)
▪ Write text in the comments box when doing your 

assignments
▪  Upload word documents, PDFs and images

▪ Re-submit assignments (once rejected and sent back by 
the grader)

▪ The Instructor/Grader can view and mark assignments 
(Pass or Fail)

▪ The Instructor/Grader can leave feedback
▪ The Instructor/Grader can reject an assignment and 

send it back to you to re-submit your work

You – The Student The Instructor/Grader



STEP 3 
YOUR DETAILS

▪ Student details need to be updated  
when any changes occur.  

▪ The image on the right illustrates 
what will be displayed on your 

student dashboard.

▪ Only Admin, can update or amend 
changes to this section. 

** YOUR EMPLOYEE DETAILS AND TRAINING INFORMATION CAN  BE FOUND BY SCROLLING DOWN ON THE HOMEPAGE/DASHBOARD **



STEP 4
WHAT HAPPENS WHEN YOU 
SUBMIT AN ASSIGNMENT? 

▪ You will receive a confirmation email 
and the relevant Instructor will receive 

an email notification.

▪ Please be aware that you cannot re-
open assignments once they are 

submitted. 

▪ To access your assignment again, the 
Instructor must reject it which will then 

allow you to be able to resubmit it.

** PLEASE ENSURE YOU CHECK THE UPLOADED DOCUMENT IS CORRECT **



STEP 5
VIEWING AND COMPLETING  

ASSIGNMENTS

COURSE

Every course has a number of modules 

MODULE

These relate to different areas e.g. classroom management, speech 
therapy

ASSIGNMENT

Individual pieces of work to be submitted within each module

** IN THE EXAMPLE BELOW: **
COURSE:   Portfolio Range 2 –  Teaching Assistant
MODULE:   Classroom Practice Level 2, Understanding Behaviour Level 2 etc.



STEP 5
VIEWING AND COMPLETING  

ASSIGNMENTS

1. Click on the module for which you have received 
training

2. To view the assignment linked to the module, click 
on the green hyperlink (“Click here to view your 
assignment”). If there are any further documents, 
these will show below. Once you click on these, 
the document will open in a new window.

3. You can then complete the work that has been set 
in the assignment.

1.

2.



STEP 6
HOW TO UPLOAD  

ASSIGNMENTS/DOCUMENTS AND 
SUBMIT ASSIGNMENTS

1. Upload your document(s) using the “Select file(s)” 
button. This can be a Word Document, PDF file or 
Image which is saved on your device. 

* Please ensure you upload the correct document * 

2. You can leave any comments or further information 
in the “Comments” box underneath.

3. You then need to read the “terms and conditions” 
and tick the box once done. 

4. Then click on “Submit” and then “Mark complete”.

1.

2.

3.

4.



▪ Once you have completed all modules from the 
course,  all the modules will be ticked green.

▪ At this stage you will know if all your modules have 
been passed or failed. 

▪ Once you have successfully completed and passed the 
full course, you can then move onto the next course.

▪ You should automatically be able to start the next 
course. 

▪ If your new course doesn’t appear, use the form on the  
“Contact Us” page to submit your query.



QUESTIONS/QUERIES

If you have any questions or 
queries with the system, please 
use the “Contact Us” section 
on the T&L portfolio site or email 
stafftraining@thevalefederation.com 

mailto:stafftraining@thevalefederation.com
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