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First-Time User: create your account

The Safeguarding training Hub can be accessed through any internet enabled device.
Open your web browser and type:
https://learning.openelms.com/surrey/login/surreychildrensacademy
into the address bar and press Enter.

Alternatively, you can scan the QR code:

You will see the login screen. As a first-time user you will need to create an account. To do this, 
select Register.
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This is the registration page. Please enter the following details:

• Username Use your contact E-mail address as your username.

• Password Your password should be 8 characters or more in length and contain at least 1 

uppercase letter, 1 lowercase letter and 1 number.

• First Name

• Last Name

• Organisation Name please enter the name of your organisation.

• Contact E-mail each account must have a unique email address.

• Company This is pre-filled ‘Surrey Children’s Academy’

• Department

When you have completed the fields as required, choose Register to continue.

You will now be taken to the Safeguarding Training Hub home page.  
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Logging In

The Safeguarding training Hub can be accessed through any internet enabled device.
Open your web browser and type:
https://learning.openelms.com/surrey/login/surreychildrensacademy
into the address bar and press Enter.

Alternatively, you can scan the QR code:

You will see the login screen. 

1. Enter the email address you registered with

2. Enter your password

3. Click or Tap Login

1

2

3

You will now be taken to the Safeguarding Training Hub home page.  
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Safeguarding Training Hub Home Page

This is the Training Hub home page. You can return to this page from other pages by clicking on the 
Academy logo in the top left-hand corner.

From the home page, you can browse courses (by category) by clicking on any of the image tiles.

You can also search for courses by entering key words into the search field. In the example below, 
I search for “bullying”.

Click on the Academy logo in the top left-hand corner to return to the home page.
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Learning Resources View
Click on the LEARNING (lightbulb) icon to see the learning resources view. The learning resources 
view shows all the opportunities available to you.

1. These are the Filter options.

2. All of the learning opportunities are grouped alphabetically into categories.

1

2

The key filter icons are: Completed, In Progress, Not Started, Failed and Refresher training 
scheduled.
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My Calendar View

Click on the MY CALENDAR icon to see the calendar view. 
Here, all scheduled learning opportunities are displayed and will show as Enrolled or Not Enrolled.

1. Scroll through the calendar using the Previous, Today and Next buttons.

2. Change the page view to Year, Month, Week or Day

1 2
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Progress Pane

Click on the PROGRESS (chart) icon to open your personalised progress pane.

1. Learning Resources. Click here to see all the e-learning courses you have started or 

completed.

2. Events. Click here to see your attended and upcoming classroom courses. (In-person and 

facilitated online courses.)

3. Email History. Click here to view any emails that have been sent regarding classroom courses. 

These emails will also have been sent to your email address.

4. Cancel. Click here to close your personalised progress pane.

1

2

3

4
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Profile and Settings

Click on you name to open (or close) the profile and settings menu.

View and update your profile details.

Change your password.

Log out.
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Enrol (Book) Courses

E-Learning Courses
When you have found a course that you are interested in taking (usually from the Safeguarding 
Training Hub Home Page or from the Learning resources view), you can find out more about the 
course and enrol.

Note: The process is slightly different for E-Learning and Classroom or Facilitated Learning 
courses.

Click or tap your chosen course’s tile.

The course Overview is displayed.

1. Enrol on the E-Learning course. (Choose Enrol again at the bottom of the information window 

that appears to confirm.)

2. Details. View more information about the course.

3. Close the course information window.

1

2

3

When you have enrolled, you can choose Launch resource, to begin the 
E-Learning immediately. You will also find the E-Learning listed in your 

Progress pane under Learning Resources.
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Enrol (Book) Courses

Classroom and Facilitated Courses (part 1 of 2)
When you have found a course that you are interested in taking (usually from the Safeguarding 
Training Hub Home Page or from the Learning resources view), you can find out more about the 
course and enrol.

Note: The process is slightly different for E-Learning and Classroom or Facilitated Learning 
courses.

Click or tap your chosen course’s tile.

The course title, date, venue and cost details are displayed. Choose Enrol to find out more. You 
will not be enrolled or charged at this stage.
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Enrol (Book) Courses
Classroom and Facilitated Courses (part 2 of 2)
The course details are displayed.
If you wish to book: 

1. Let the organiser know of any special requirements by entering information in the text box.

2. Choose Enrol, then choose OK on the Confirm dialogue to continue.

Note: For chargeable courses, you will proceed to the GOV UK card payments service to complete 
payment by credit card, debit card or Google Pay.

1

2

If you do not wish to book, choose Close.

When you have enrolled, details of the course will be sent to your 
registered email address. You will also be able to find the course 

details in your Progress pane listed under Events. 
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Cancel Courses

E-Learning courses cannot be cancelled and will remain listed as either not attempted or in 
progress in your Progress pane Learning Resources.

To cancel classroom or facilitated courses, first find the course listed in your Progress Pain Events.

Then, choose view to bring up the course Overview.

Now, at the bottom left of the course Overview, choose Cancellation and follow the instructions 
on screen.
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Print Certificates

If you have successfully completed an E-Learning or classroom based / facilitated course, you will 
be able to print or download a course certificate.

Navigate to the course in your Progress pane. Remember, E-Learning courses will be in the 
Learning Resources section and Classroom and facilitated courses will be listed under Events.

Click or tap on the course title.

Choose Print Certificate.
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Further Help

Please contact Surrey Children’s Services Academy by email at:

surreychildrens.academy@surreycc.gov.uk
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