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Introduction 
This user guide has been designed to provide you with the necessary guidance as you work your way 
through the JETS Workforce programme and it’s ePortfolio. 

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 and three are currently being developed and will be made available by the end of 2020. 
Level two will consist of one section (advanced endoscopy) and level three will consist of two 
sections: (management and leadership, and assessing clinical practice). 
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Setting up a JETS Workforce account 
 

If you have previously used GIN, JETS or NED you will already have a account so you do not need to 
create a new account. Please contact us to activate your JETS Workforce account. 

 

If you have never used GIN, JETS or NED and this is your first time using JETS Workforce you can set 
up a new account following the steps below:  

 

1. First you will need to go to www.jetsworkforce.thejag.org.uk 

2. Click the Register button on the left hand side 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.workforce.jets.nhs.uk/
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3. You will then be asked for some personal details 

a. All fields must be completed to register 

b. We recommend you use an email address you will have continuous access to e.g. a 
personal email address 

c. If you do not have a professional registration number (eg Health Care Assistants or 
Decontamination Technicians) please enter the details as below in the registration 
number field: 

i. HCA-Surname-Initials 

ii. DeconTech-Surname-Initials 

d. Your password must include: 

i. At least 8 characters 

ii. Have upper and lower case letters 

iii. At least 1 number 

e. Add all of the sites you work – you can choose multiple sites 

 

4. You will then be sent an automated email with your login information to confirm your 
registration is complete.  

5. Your registration will automatically give you staff member access. If you require mentor, 
assessor or unit manager access please speak to your unit manager or contact 
askjag@rcplondon.ac.uk to amend this. 

 

mailto:askjag@rcplondon.ac.uk
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JETS Workforce training pathway 
 

It is important that all you go at a pace that you feel comforsectionle with, however, below are the 
recommended timeframes for you 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 you need to make sure your account is correctly set 
up and ready to go. 

 

1. Login or register an account on www.jetsworkforce.thejag.org.uk 

2. Make sure you have been assigned the correct role. Endoscopy staff members who are going 
through the competency framework should have staff member access. If you do not have the 
correct role assigned please contact askjag@rcplondon.ac.uk. 

3. Assign senior colleagues who will be supporting your training as mentors and assessors so that 
they can sign off your evidence and final assessments.  

 

For more information regarding the registration process please see the sections above. 

 

Once you are logged in and have set up your account you can then begin your 
training. 

1. Start on the self-assessment of each of your competencies 

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  

 

 

 

 

Once each self-assessment is completed your assessor will be able to sign off your final assessment 
for each completed competency. Once all your final assessments have been signed off, you have 
attended an ENDO1 course and completed the e-learning you will have completed the first JETS 
Workforce level. 

 

  

PRO TIP: You do not 
need to complete these 
stages in any particular 

order, so do them in 
whichever way works 

best for you. 

http://www.workforce.jets.nhs.uk/
mailto:askjag@rcplondon.ac.uk
http://www.e-lfh.org.uk/


 

 9 

Overview of the e-portfolio 
 

When you initially login you will come to the JETS Workforce landing page as below: 

 

 

To update your personal details go to the MyJAG tab and select User Profile 

Note: You are unable to update your username or site. Please contact askjag@rcplondon.ac.uk if 
your username or site needs to be updated. 

 

 

  

PRO TIP: We 
recommend you use a 

personal email 
address for you 

account so that you 
always have access 

mailto:askjag@rcplondon.ac.uk
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If you would like to change your password go to the MyJAG tab and select Change Password 

 

 

To access your e-portfolio go to MyJAG and select My Assessments 

 

 

Staff member access will give you access to 5 sections as part of the programme. More details are 
given below: 
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Assessments 

The assessments section is where you will start your self-assessment of each competency. 
Competencies are split between Section 1 (Foundation) and Section 2 (Decontamination). 

 

 

Evidence 

The evidence section is where you will add all of your DOPS and Witness statements to be signed off 
by a mentor. 

 

 

Learning objectives 

The learning objectives section is where any learning objectives that yourself or a mentor have 
added will be displayed 
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Mentors/Assessors 

The mentors/assessors section is where you can add anyone you want to be a mentor or assessor. 
You can have more than one assessor and a colleague is able to be both mentor and assessor. 

 

 

Training courses and other information 

The training courses section is where you can view previous courses you have attended, available 
upcoming courses, upload course certificates and if you previously used GIN you can also download 
your GIN passport. 
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JETS Workforce roles 
 

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

 

Staff member – endoscopy staff member using the competency framework. All clinical staff should 
have this level of access as everyone will need to complete their competencies including mentors 
and assessors. 
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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 

 

 

 

Assessor – An experienced member of staff as determined by the unit manager who is responsible 
for completing a staff member’s final assessments.  
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Unit Manager – Responsible for adding users to the e-portfolio and overseeing staff progress 

 

 

JETS Workforce levels 
JETS Workforce is broken down into three levels.  

 

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. 

 

Level 1 (ENDO1) was released on 1 April 2019. Level 2 and Level 3 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. 
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E-learning 
 

As part of the JETS Workforce training programme, all workforce members are required to complete 
5 e-learning modules to complete Level 1. These modules have been made available on the e-
Learning for Healthcare website www.e-lfh.org.uk and have been designed to support you as you 
work your way through the foundation Level 1 part of the programme. 

 

The best part about these modules is that if you either work in the NHS, work with NHS patients or 
who are in education access to all the e-learning content is free of charge. If none of the above apply 
to you, don’t worry. Access to the modules can be licensed through EIntegrity at www.eintegrity.org 
for a small fee.   

 

Further guidance on registering to start the modules can be found in our e-learning guide on the 
JETS Workforce website. 

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 a mentor 

• Final assessment to be signed off by an assessor 

 

Assessment of competencies is graded based on 5 levels of competence as shown below. 

 

 

 

 

 

 

 

Please note, the JETS Workforce programmes has been designed to be made available to the whole 
workforce. However, we recognise that some competencies may not be relasectionle to all roles so 
we have included a N/A option for assessments and DOPS to allow all workforce members to 
complete the programme. 

  

http://www.e-lfh.org.uk/
http://www.eintegrity.org/
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Downloading GIN passport 
 

If you previously used GIN your GIN passport is now available for you to download on the JETS 
Workforce website.  

 

1. To download your GIN passport go to the Training courses and other information section 

 

 

2. Scroll to the bottom where you will see ‘Print GIN passport’ 

 

 

3. Your GIN passport will then open in the window for you to download 

Assigning mentors and assessors 
 

Before you can have any evidence or final assessments signed off you need to assign your mentors 
and assessors. The same person can take both roles and multiple mentors or assessors can be added 
to your e-portfolio. 

 

Mentors are responsible for signing off your evidence and assessors are responsible for completing 
your final assessments. However, in some cases the mentor and assessor roles overlap. Whilst it's 
the primary responsibility of an assessor to sign off the final assessments, if needed they can sign off 
evidence too. This decision is up to the organisation. 
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1. To assign a mentor or assessor you first need to go to the Mentors/Assessors section 

 

2. Select your mentor or assessor from the dropdown list and click Add Mentor/Assessor 

3. Your mentor or assessor will receive an automated email advising them you have assigned 
them as a mentor or assessor. They will now be able to sign off your evidence or complete 
your final assessments depending on their role. 

 

If at any point you need to remove a mentor and assessor this can also be removed from the same 
section as shown below 

 

 

Unable to see any mentors or assessors to choose from 
 

If you do not have anyone in the drop down list of mentors and assessors this means that noone 
from your organistaion has yet been assigned the role on JETS Workforce. 

 

If this is the case please have your mentor/assessor contact us so that we can give them access.  

PRO TIP: More than 
one mentor/assessor 
can be added to your 

list and your colleagues 
can be both a mentor 

and assessor. 
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Adding evidence 
 

Evidence for your JETS Workforce portfolio can be in the form of DOPS (direct observation of 
procedural skills) and witness statements (for instances of CPD, feedback or events/experience).  

 

Adding DOPS evidence 
 

1. Go to the Evidence section and select DOPS as the evidence type 

 

2. Select the type of DOPS you are adding from the dropdown list 
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3. Click Add new 

 

4. Enter the date of procedure which will populate the rest of the DOPS form 

 

5. Complete your self-assessment of your skills (Able to teach others, competent, minimal 
supervision, significant supervision or maximal supervision, N/A). As this programme is for all 
workforce members, we recognise some of these not apply to you so if this is the case select 
N/A.  
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6. At the bottom click Mark DOPS as complete for mentor to sign off later 

 

7. Your mentor will now receive an automated email to let them know you have submitted 
new evidence 

8. They will then decide if it can be signed off and provide comments to support you in your 
learning 

 

Available DOPS 
 

1. Assisting with Argon Plasma Coagulation (APC) 

2. Assisting with simple biopsy 

3. Assisting in simple polypectomy 

4. Care and observation of patients undergoing diagnostic endoscopy procedures 

5. Manual cleaning of an endocope 

6. Preparation of the endoscopy procedure room 

7. Sending/receiving scopes for repair/service 

8. Setting up and assisting with diathermy 

9. Storage of endoscopes 

10. Use of automated endoscope reprocessors 

Formative – DOPS Pentax – Manual cleaning of Gastrointestinal endoscopes 

Formative – DOPS Fujifilm - Manual cleaning of Gastrointestinal endoscopes 

Formative – DOPS OKM - Manual cleaning of Gastrointestinal endoscopes 
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Adding Witness Statements 
1. Go to the Evidence section and select Witness statements as the evidence type 

 

2. Click Add new witness statements 

 

3. Enter a title (eg name of course or a particular clinical case), date of occurrence and the 
hours of CPD that were completed (if N/A enter 0) 
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4. Enter the details of where you received the feedback from, how was the feedback received 
and what was the feedback about, eg course, from senior colleague 

 

5. Provide further details of the experience, reflecting on what the feedback was, what you 
have learnt from it etc 
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6. You can also upload any further supporting evidence should you wish to do so 

 

 

7. Click Save 

 

8. Your mentor will then receive an email notifying them you have submitted evidence 

Note: If your mentor is close by they can enter their details before you submit the evidence 
so that it can be completed straight away. 
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Completing self-assessments 
 

Self-assessments are a way for you to reflect on your abilities in a variety of competencies and is 
supported through evidence in the form of DOPS and witness statements. You can start your self-
assessment at any time, however, you will need to have your evidence signed off by one of your 
mentors before you can complete the assessment. 

 

Note: You can start a self-assessment at any time and does not need to be completed at the same 
time. If you would like to come back to it you can save the progress of you self-assessment and 
complete it at a later date. 

 

1. To start a self-assessment go the assessments section 
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2. Click New empty self assessment next to the competency you would like to complete 

 

3. Assess your self against each sub-competency giving yourself a grade from 1 (Maximal 
supervision) to 5 (Able to teach and assess others) or N/A if the competency does not apply 
to your role.  

 

4. If you have completed your evidence, you can now attach the applicable piece of evidence 
to each sub-competency. The type of evidence required will be shown next to each sub-
competency.  
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5. To do this click where it states the type of evidence required which will open the below box 
with your completed evidence 

 

6. Click Assign and close 
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7. There should now be a tick next to each piece of evidence that has been assigned to a sub-
competency as shown below. 

 

8. When you have attached your evidence and you are happy with your self-assessment you 
can then sign it off by clicking sign off your self-assessment 

 

 

Remember you can complete multiple self-assessments for the same competency as needed. This 
allows for annual reviews, revalidations and progress tracking. For example, a new member of staff 
starting in endoscopy may be graded 1 for all competencies to start with, but with experience and 
time they will improve and move up in grading and this will be reflected in their new assessments. 

 

Unable to sign off self assessment 
 

The most likely cause is that you have not attached all your evidence or the correct evidence. 

 

Please go through your self assessment again and make sure every piece of evidence has a tick next 
to it. 

  

https://rcplondonacuk.sharepoint.com/sites/AUchitchat/Shared%20Documents/General/fancy%20dress.docx?web=1
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Booking courses 
A list of available courses can be found on the courses section of your JETS Workforce account. 

 

All courses are booked through the JETS website, so when you select a course you will be taken to 
the JETS page to book. Please ensure you are logged into JETS otherwise you won’t be able to book 
the course.  

 

• To book a course click on the one you would like to attend on the courses section of your 
JETS Workforce account 

 

• Once you are on the JETS course page click Apply for course on the top right hand side 

 

• Enter your date of birth, job role and title and any dietary requirements on the Personal 
details section 
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• Go to the contact details section to check your information is up to date and amend if 
required 

 

• Go to the professional details section to enter your year of training and select your 
procedural counts for each modality 

Note: If the procedure counts do not apply to your role please select Nil 

 

PRO TIP: If any fields 
are left blank on any of 
the following sections 
you will not be able to 

proceed with your 
course booking. 
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• Go to Confirm booking to read the course application criteria and terms and conditions 

 

• You need to ensure you tick the box ‘I confirm that I meet the course application criteria’ 
and ‘I confirm that I have read and agree with the Terms and Conditions of this booking’ 

 

• Click Confirm Booking 

• Once you have confirmed your booking the training site will receive a notification that you 
have requested a place 

• When the training site is able to confirm if you have secured a place they will contact you to 
arrange payment of the £50. Please note each training site will have their own payment 
policies 

PRO TIP: If you do 
not tick both of these 

boxes you will be 
unable to confirm 

your booking 
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For any questions relating to courses please contact the training site directly. JAG only advertises the 
courses on the website and is not involved in the administration of specific courses unless they are 
being held at the Royal College of Physicians in London.  

 

Contact details for training sites can be found at www.jets.nhs.uk/TrainingCentres.aspx. 

 

Registering interest 
If the course is fully booked, there will be an option for you to click onto the full session and select 
‘register your interest'. 

 
 

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

 

Cancelling a course request 
 

To cancel, please log into your JETS account. 

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

 

If the booking has been updated, it does not provide the option to cancel and you will need to 
contact the training site directly. 

 

  

http://www.jets.nhs.uk/TrainingCentres.aspx
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Making payment or finding out which documents to upload for a 
JETS course 
 

If you have booked onto a course and are yet to hear back regarding payment or documents, JAG 
recommends that you contact the training site where the course is taking place. Training sites 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.  

 
 

Completing course and trainer feedback 
After attending your course it is important that you complete the course and trainer feedback so the 
JETS Workforce team and training sites can continue to improve the way we deliver courses to you 
and your colleagues. 

 

1. To complete the feedback login to your JETS account 

2. Go to ePortfolio> Review my Portfolio> Courses> 

3. Select Submit Feedback 

 

4. Complete the evaluation of trainers skills and evaluation of the course itself 

5. Click Submit 

6. Now that you have completed your feeedback you will be able to print your certificate 
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Downloading course certificates 
 

After you have completed your course and trainer feedback you will be able to print your certificate. 

 

1. To print your certificate login to your JETS account 

2. Go to ePortfolio> Review my Portfolio> Courses> 

3. Click Print certificate 

 

4. Your certificate will then automatically download to your computer 

 

Viewing past course history 
 

Each course that you have attended is saved on the JETS website for you to see.  

 

Go to ePortfolio> Review my Portfolio> Courses> and you will see all your previous courses. Please 
see example below. 

 

 

 

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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