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Introduction 
This user guide has been designed to provide Unit Managers with the necessary guidance to support 
your staff as they work their way through the JETS Workforce programme. 

JETS workforce was launched in April 2019 and replaces the Gastrointenstinal Endoscopy for Nurses 
(GIN) platform. It should be noted that any existing content uploaded to GIN will not be transferred 
to JETS workforce. The JAG office anticipates an overlap period in which all trainees are expected to 
re-upload their evidence and past activity no later than April 2021. 

JETS Workforce's online e-portfolio holds endoscopy specific competency frameworks, DOPS, 
witness statements and reflective CPD statements that combine to create a platform that the 
endoscopy workforce will be able to use to submit their evidence of their practice. JETS Workforce is 
envisaged to be used by current and new endoscopy staff irrespective of grade and title, and could 
be used to support the NMC and similar revalidation processes.  

JETS workforce is comprised of three levels: 

Level one which consists of two sections (foundation and decontamination), has been reviewed, 
refined and finalised, with agreed competencies and supporting documents. Level one was made 
available to all JAG registered services on 1 April 2019.  

Level two (advanced endoscopy) and level three (leadership and management) are currently being 
developed and we hope to release these by the end of 2020. 
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About JETS Workforce 
JETS Workforce roles 
 

JETS Workforce has four different roles which enable varying degrees of access to the e-portfolio.  

 

Staff member – endoscopy staff member using the competency framework. This is what a staff 
member’s e-portfolio should look like when they login. 
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Mentor – an experienced member of staff as determined by the unit manager; who is reponsible for 
signing off a staff member’s evidence. This is what a mentor should see when they have been 
assigned the role. They will see the same sections as a staff member with an additional staff 
evidence tab. 

 

 

Assessor – an experienced member of staff as determined by the unit manager, who is responsible 
for completing a staff member’s final assessments. This is what an assessors e-portfolio should look 
like. They will see the same sections as a staff member in addition to the staff evidence and final 
assessments tab. 
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Unit Manager – responsible for adding users to the e-portfolio and overseeing staff progress. This is 
the e-portfolio you should see as unit manager with all secions including the Unit Staff section. 

 

 

JETS Workforce training pathway 
 

It is important that all staff go at a pace they feel comfortable with, however, below are the 
recommended timeframes for staff to complete Level 1: 

 

• Experienced staff – up to 32 weeks 

• New and part-time staff – 44 weeks to one year 

 

Before starting the JETS Workforce programme trainees need to make sure their account is correctly 
set up. 

 

1. They can either login with an existing registation or you can set them up with an account. For 
more information about adding staff please see the Adding new staff section on Page 11. 

2. When setting up your staff ensure you assign them a role. Endoscopy staff members who are 
going through the competency framework should only have staff member access. Mentors and 
assessors will have additional levels of access, however, they should still also have staff member 
access  

3. Ensure your staff members assign senior colleagues who will be supporting their training as 
mentors and assessors. This is so that they can sign off staff evidence and final assessments. It is 
at the Unit manager’s discretion who is qualified to act as a mentor and assesor. 
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Once they have logged in and have set up their account they can begin the 
following training framework. 

1. Start on the self-assessment of each competency 

2. Start collecting evidence to support each competency in the form 
of DOPS and witness statements 

3. Complete the 5 ENDO1 e-learning modules which can be 
accessed at www.e-lfh.org.uk 

4. Book the foundation and decontamination course (ENDO1) via the 
JETS website https://www.jets.nhs.uk/FindCourseHome.aspx  

 

 

 

 

Once each self-assessment is completed, a nominated assessor will be able to complete the final 
assessment for each completed competency. Once this has been completed and the staff member 
has gone through the training pathway, Level 1 of JETS Workforce will be completed. 

Level 2 (advanced endoscopy) and Level 3 (leadership and management) are currently in 
development and we are hoping to have this released before the end of 2020. Keep an eye on our 
website for future updates. 

 

JETS Workforce levels 
JETS Workforce is broken down into three levels. Level 1 (ENDO1) was released on 1 April 2019 and 
we are hoping to release Level 2 and 3 in 2020.  

 

Level 1 – Foundation and decontamination 

Level 2 – Advanced endoscopy 

Level 3 – Leadership and management 

 

Within each level is a number of sections with set competencies that need to be met. 

 

Level 1 consists of two sections (foundation and decontamination) with 5 competencies for Section 1 
and 9 competencies for Section 2. 

 

PRO TIP: These stages do 
not need to be 

completed in any 
particular order so staff 

should complete them in 
whichever way works 

best. 

http://www.e-lfh.org.uk/
https://www.jets.nhs.uk/FindCourseHome.aspx
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Competency framework 
The JETS Workforce programme is an endoscopy specific competency framework with set 
competencies required to be met for each level of the programme before progressing to the next 
level. Each competency needs to be supported with evidence in the form of DOPS, witness 
statements and reflective CPD statements. 

 

The completion of a competency is via a three stage process: 

 

• Self-assessment of competencies 

• Completion of evidence to support assessments to be signed off by mentor 

• Final assessment to be signed off by assessor 

Setting up a new site 
If your site would like to have access to JETS Workforce you will need to become JAG registered 
before you can do so. Please contact askjag@rcplondon.ac.uk to start the process. 

For services wishing to subscribe to JAG, we will ask you to complete a registration form which we 
will provide and email it to AskJAG@rcplondon.ac.uk. JAG requires at least one management, nurse 
and clinical unit contact to process the application. Please ensure that you obtain consent from each 
individual whose details are listed on the form. Once the annual subscription has been paid we will 
grant nominated users access to the JAG website.  

 

Once you are JAG registered you will need to be given unit manager access by the JAG team to add 
new staff. Please email askjag@rcplondon.ac.uk to request this. 

 

The JAG annual subscription grants services access to the following programmes: 

 

• JAG accreditation, including access to the GRS and knowledge management system 

• The JAG Endoscopy Training Programme (JETS) 

• JETS Workforce (JETSW) 

• The National Endoscopy Database (NED) 

 

In addition, the JAG annual fee also funds the central costs of running JAG and its programmes 
(based in the Royal College of Physicians), as well as the JAG research programme. 

 

  

mailto:askjag@rcplondon.ac.uk
mailto:askjag@rcplondon.ac.uk
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Adding new staff 
You are able to add either new staff that aren’t registered or staff who are registered but not yet 
linked to your site.  

 

1. To add a new staff member go to the Unit Staff tab 

 

2. Scroll to the bottow until you see Add a new user to the unit 

 

3. Enter the registration number or full email address that is registered on JETS Workforce for 
the person you would like to add. Note: the function does not search by name so if you 
search someone by name you will get no results. 

4. If a record is found you will see the following screen 

 

5. Click Pick next to the person’s name and they will be added to your list of staff. 
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6. If no records are found you will be prompted to enter some details and assign a role 

 

 

 

7. The new staff member will then receive an email with login instructions 

Note: The registration number you enter will also be the staff members username. 

 

  

PRO TIP: If the staff 
member doesn’t have a 
registration number e.g. 
HCAs, Decon techs enter 
their registration as HCA-

surname-initials  or or 
Decontech-surname-initials 
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Viewing staff progress 
To view the progress staff are making you can view a snapshot of their progress via the Unit Staff tab 

 

2. You will be able to to see the following information: 

• The roles currently assigned to each staff member 

• Their level of competency and whether it has been completed 

• Which levels they have completed (ENDO1, ENDO2 and ENDO3) 

 

From this page you also have the option of amending their details such as updating their roles if they 
will now be responsible for mentoring and/ or assessing staff. 

 

Determining who can be a mentor or assessor 
There are currently no set rules of who can be a mentor or assessor. This decision is left up to you as 
the Unit Manager to determine who is capable of mentoring or assessing other staff. 

 

 If someone’s role needs to be amended that you’re unable to do so yourself, please contact 
askjag@rcplondon.ac.uk. 

 

  

mailto:askjag@rcplondon.ac.uk


 

 15 

Faculty Training Days 
 
Faculty training days are a requirement for any staff who wish to deliver the JETS Workforce ENDO1 
training course. For anyone wishing to become faculty they will need to demonstrate that they have 
experience in workforce training, proven leadership and communication skills and a high level of self 
awareness.  

 

All expressions of interest are subject to approval by the JETS Workforce clinical lead, Phedra Dodds. 

 

Key duties of role are:  

• Deliver the JETS workforce ENDO 1 course content at scheduled training dates. 

• Supporting the development of JETS workforce ENDO courses. 

• Provide feedback and clinical advice on the JETS workforce ENDO 1 course content. 

• Review supporting materials required to support workforce training for example training 
courses, e-learning and guidance materials. 

• Liaise with JAG as required 

• Contribute to the building of strong training networks through standardised course delivery 

• Ensure that course content updates are communicated to participants as appropriate 

 

Faculty are expected to act as faculty on at least 2 courses per year and to deliver at least 2 JETS 
Workforce courses per year. 

 

If you know of anyone that may be interested in becoming faculty please contact 
askjag@rcplondon.ac.uk so that we can let them know when the next training day will be and 
provide them with all the necessary information. 

 

We will also be looking for faculty when we release ENDO2 and ENDO3 so keep an eye on the 
website for future updates! 

  

mailto:askjag@rcplondon.ac.uk
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Training courses 
Setting up a new training site 
To be able to set yourself up as a new training site you need to have at least two faculty members 
that have attended a faculty training day first. 

 

If you meet this requirement you can contact the JETS Workforce team at askjag@rcplondon.ac.uk 
with details of your site so we can get this set up for you. 

 

Setting up a new course in JETS 
If it is your first time running a specific course, you will need to set up the course before you can add 
course dates. This is done via the JETS website. You will also need training centre admin access so if 
you don’t have this please contact askjag@rcplondon.ac.uk.  

 

• From your JETS account go to Course administration 

 

 

• Select Add new course 

 

  

mailto:askjag@rcplondon.ac.uk
mailto:askjag@rcplondon.ac.uk
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• Choose the course you want to set up (ENDO1) 

 

• Basic details are set by JAG. But you will need to complete any fields which show as TC set as 
these vary by training centre. 
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• Add required and attached documents which applicants need to complete in order to apply 
for the course. These will show for the applicant when they apply for the course 

 

• Any uploaded documents will show in the course details section of JETS.and the applicant 
can download, complete and then upload the document(s). 

• When you have added the relevant details click Save 

 

• The course will show as saved at the top of the screen 
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• If you now click on course admin you will be able to see the course you just set up 

 

Adding new course dates in JETS 
When you run an ENDO1 course you will need to set it up on the JETS website each time you have a 
new date.  

 

1. To set up a course login to the JETS website 

2. Go to Admin → Course Schedule 

 

3. Select Add a new course date 
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4. Choose the course you want to set up 

 

5. Enter the date of the course and capacity. There are no CPD points for ENDO1 courses. 

6. Make sure the price is set at £50. Note: This must be paid by all delegates even if the course is 
run at their hospital. 

 

7. Select the course lead and faculty members.  

 

8. When you have entered all the required information click Save Course 
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9. If you go back to Course Schedule you will see the course is now listed and people will be able to 
book 

 

 

Registering interest 
If a course is fully booked, there is still an option for users to click onto the full session and select 
‘register your interest' as shown below.  

 
 

However we are unable to guarantee if they will be able to book a place. If they do wish to register 
their interest, as you can only book onto one session at a time, they will not be able to select 
another course date. 
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Cancelling a course request 
 

To cancel, please ask the staff member to log into their JETS account. 

Once logged in, please click: ePortfolio> Review my Portfolio> Courses> then click ‘Cancel Request’. 

 

If the booking has been confirmed, it does not provide the option to cancel and the staff member 
will need to contact the training centre directly. 

 

Making payment or finding out which documents to upload for a 
JETS course 
 

If one fo your staff members has booked onto a course and are yet to hear back regarding payment 
or documents, JAG recommends that they contact the training site where the course is taking place. 
Training centres are responsible for administration of courses and operate independently from JAG. 

 

You can find the contact details for training sites by going to Courses > Training Centres and 
selecting the relevant centre from the drop-down menu.  

 

Further information 
For more information please take a look at our FAQs which can be found at 
https://thejag.zendesk.com/hc/en-us/categories/115000334494-JETS-Workforce 

 

Call us on 020 3075 1620 

 

Or email us at askjag@rcplondon.ac.uk 

 

 

 

 

 

 

https://thejag.zendesk.com/hc/en-us/categories/115000334494-JETS-Workforce
mailto:askjag@rcplondon.ac.uk
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Further information regarding this report may be obtained from the JAG office 
at the Royal College of Physicians. 

 

JAG Office 
Royal College of Physicians 
11 St Andrews Place 
London 
NW1 4LE 

0203 075 1620 
askJAG@rcplondon.ac.uk 
www.thejag.org.uk 
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