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Purpose of the ePortfolio 
The ePortfolio is a web-based tool that enables trainees to log evidence of their experience, 

competences, and progress throughout their training. It contains tools to identify educational 

needs, enables the setting of learning goals, and facilitates reflective learning and personal 

development. Some CESR candidates will choose to use it for training and to log evidence 

of equivalence. For this reason, not all the following will apply to them. 

Since August 2009, the e-portfolio has been compulsory for progression through training for 

all specialty trainees. 

Upon registering/enrolling with the Faculty of Sexual & Reproductive Healthcare (FSRH), 

trainees will be given access to ePortfolio. It is the trainee’s responsibility to: 

➢ keep their ePortfolio up to date 

➢ enter details of their posts and supervisors 

➢ arrange assessments in a timely manner and ensure they are recorded 

➢ maintain their personal development plan (PDP) 

➢ record their reflections on learning and record their progress through the curriculum. 

It is the responsibility of the supervisors to: 

➢ use ePortfolio evidence (assessment outcomes, reflections, and PDPs) to inform 

review/appraisal meetings 

➢ monitor the trainee’s progress through the curriculum 

➢ write end of attachment appraisals and supervisor reports. 

All appraisal/review meetings, personal development plans and workplace-based 

assessments (WPBAs) should be recorded in the ePortfolio 
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Glossary of terms 

Role 

There are three principal roles on ePortfolio, that of the Trainee, Educational Supervisor and 

Clinical Supervisor. Each role views the ePortfolio system differently and can perform 

different functions dependent on their role. 

Trainee 
The primary user of the ePortfolio. Refers to both trainees and CESR applicants. 

Educational Supervisor (ES) 
A named trainer who is selected and appropriately trained to be responsible for the overall 

supervision and management of a specified trainee’s educational progress during a training 

placement or series of placements. They are responsible for collating evidence of the 

trainee’s performance in a training placement, providing feedback to the trainee and 

agreeing action plans to ameliorate any concerns or issues identified. The ES has access to 

all their trainee’s public documents. 

Clinical Supervisor (CS) 
A named trainer who is selected and appropriately trained to be responsible for overseeing a 

specified trainee’s clinical work and providing constructive feedback during a training 

placement. In some instances, the same individual may provide both educational and clinical 

supervision. 

Training programme 
Indicates the trainee’s current training programme, i.e., CSRH. 

Post 
Represents a period of training, e.g., current placement. It identifies grade / designation, 

location, specialty, and supervisors. Trainees must add their current post to be able to send 

ticket requests and collate/record evidence. 

Location 
Refers to physical location, most commonly a specific hospital. 

Grade 
refers to a trainee’s designation or stage of training, e.g., ST1, ST2. 
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Accessing your FSRH ePortfolio 

Getting started 
Open your internet browser and enter www.nhseportfolios.org in the address bar. On the 

right-hand side of the screen a user login box is displayed - enter your username and 

password in the appropriate fields and click on the Log In button. 

When you log into ePortfolio for the first time you will be prompted to change your password 

(you will also be asked to verify that your e-mail address is valid). 

If you want to change your password again at a later date, you can do this by clicking on the 

Profile drop-down menu and selecting Personal Details - Login Details. Enter your old 

password and then enter the new password twice in the appropriate fields. 

At this stage, you may also wish to change your username to something more memorable, 

e.g., your email address. Select Personal Details from the Profile drop- down menu. Click on 

the Login Details tab and enter your new username in the Change Username box. 

 

Home page 
Once you are logged into your ePortfolio, you will be taken to your home page. This page 

will display alerts on any relevant information, news and announcements, and details of your 

current placement and supervisors (once you have added your post). 

The menu at the top of the page is the main tool to navigate through the various sections of 

your ePortfolio. 

 

The sections are divided as follows: 

Profile – personal details, post/supervisor details, courses, personal library, outstanding 

tickets, absences, my filled forms, download/export declarations and agreements, 

certificates and exams, personal library, and post/supervisor details. 

Forms – view, save and request assessment forms, including WPBAs. Also here, 

educational agreements, meetings, logs, personal development plan, and ticket requests. 

http://www.nhseportfolios.org/
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Curriculum – edit curricula and record your progress against the curriculum by linking 

assessments and signing off competences. 

Progression – here you can view ARCP forms, outcomes, Educational Supervisor’s 

Reports, and Procedures Summary 

Help – Support and blank forms. 

Resources – here you can find different resources connected to the training programme. 
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Profile 

Post/Supervisor Details 

Adding and amending posts and supervisors 
From the Profile drop-down menu, select Post / Supervisor Details. This will take you to a 

page displaying your current and previous posts. 

Here you can see how to edit your details under Post/Supervisor Details. 

 

Personal Library 
The Personal Library is a space that trainees can use to store evidence relevant to their 

training. 

The structure of the ePortfolio is such that if the curriculum links are used appropriately, 

there is little that needs to be accessed through the personal library. However, ARCP panels 

may wish to browse or locate specific documents in your library, and you will need to have 

organised it appropriately to facilitate this. 

Your personal library can be accessed via the Profile drop-down menu. 

 

https://www.loom.com/share/886f086f3f274a0984e87b48b6f4d275
https://www.loom.com/share/886f086f3f274a0984e87b48b6f4d275
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A well organised personal library is essential for your Educational Supervisor, an ARCP 

panel or an external assessor to be able to efficiently review your ePortfolio. To improve the 

organisation and presentation of your personal library, it is suggested that you organise it by 

training year, and then create subfolders in line with the curriculum. 

The example given below may be used as a guide and adapted according to your needs. 

 

➢ To create a new subfolder, select the ‘parent’ folder you would like to subdivide, and 

click Create new folder. 

➢ Enter the name of the folder and click save. 

➢ To upload a document, click   to browse your directory. Once you have selected the 

file, enter a description. 

➢ Set the file status (private or shared), depending on whether the document may be 

shared with your Supervisor (and anyone else who has access rights to your 

ePortfolio), or you wish it to be marked private so that only you can view it. 

➢ Click save to begin upload. 

Pro tip: Name your uploaded documents carefully. Try to put the nature of the item (e-

learning, course programme, meeting minutes, etc.) in the title, as well as the 

presentation it relates to (if relevant) and the date.  
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Downloading 

Downloading your ePortfolio 
You can download and save a PDF containing any ePortfolio information you select. From 

the Profile drop-down menu, select Download/Export. 

 

Click on Create PDF. This will take you to a page where you can select items from your 

ePortfolio to make into a PDF. It will also show a list of any files you have previously 

generated via this facility. 

You are able to create PDF files containing a selection of up to 50 items (curricula and/or 

forms) from within your portfolio. However, you can create multiple files, arranging items into 

separate files as you wish. 

Add a curriculum to the downloadable PDF file: 

➢ Select the round radio button labelled Curriculum / Competencies. The Available 

Items panel will be populated with the curricula within your ePortfolio 

➢ Ensure the curricula you wish to include are highlighted in the Available Items panel 

➢ Click the icon  to move the highlighted curricula to the Selected Items panel. 

Add a form to the downloadable PDF file: 

➢ Select the round radio button labelled Forms 

➢ Select the desired Year or Post from the drop-down list 

➢ The Available Items panel will be populated with the forms within the selected year or 

post 

➢ Ensure the form(s) you wish to include is/are highlighted in the Available Items panel 

➢ Click the  icon to move the highlighted forms to the Selected Items panel. 
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You can also click on select all to move all the curricula/forms at once. 

Finish and create the downloadable PDF file: 

➢ Highlight items in the Selected Items panel and use the buttons to arrange the items 

in the order in which you would like them included in the downloadable file 

➢ Ensure the Include Post/Supervisor Details on Overview Page and Show linked items 

on form downloads boxes are checked according to your personal preference 

➢ Click the green button labelled Create PDF to generate the PDF 

➢ The downloadable PDF file will be generated and, when complete, you will be 

returned to the main Download Portfolio page where the file will appear in your list of 

ePortfolio downloads. 

ePortfolio automatically generates a file name containing a reference number and the date it 

was created. To easily identify the contents of the file, it is recommended that you add a 

‘description’ by clicking on the blue button labelled Actions to the right of the file and 

selecting Edit from the drop-down menu. 

Download a generated PDF file: 

Go to the Download/Export page, click on the blue button labelled Actions to the right of the 

file you wish to download and select View from the drop-down menu. The PDF will open in a 

new window using your computer’s PDF viewer. 

If the file does not download, please ensure you do not have a pop-up blocker running that 

has prevented the file from opening. 

Downloading your personal library 
 

➢ Go to Download/Export from the Profile drop-down menu. 

➢ Click on Personal Library   

➢ In the box that appears, click on Create ZIP archive. You will be notified when the 

archive has been created and is available for download. 
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Other Profile subsections 

Personal Details 
Here you can view and amend your personal details, upload a photo, and change your email 

address, password, and username. 

Courses 
This section is linked to the Courses and Seminars tab on the home page. When an 

administrator enters details of a course in your region, an outline will appear on the home 

page under this tab. It is not unusual for this page to be blank. 

Outstanding Tickets 
Here you can view and complete your outstanding tickets. 

My Filled Forms 
This page allows you to view or download a list of forms you have completed. 
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Forms 

All Forms 
A summary of all completed forms can be accessed from the Forms drop-down menu. You 

are able to view forms for a specific year or post or select all. 

From this page, you can also create forms and see the number of submissions for each form 

type. 

By clicking on to the right of the form, you can create links and tickets. 

Educational Agreements 
Here you can create and view your educational agreements. You should fill in an educational 

agreement at the beginning of each training year. 

Workplace Based Assessments 
To view your completed Workplace Based Assessments (WPBAs), select Work-Based 

Assessments from the Forms drop-down menu, and then select the type of WPBA you wish 

to view from the sub-menu. 

You will be presented with a page listing all your completed WPBAs of the type selected. 

You can view by post or the whole portfolio by selecting the required option from the Select 

Year or Post drop-down menu. 

Adding a new WPBA 

➢ To request a WPBA, select Work-Based Assessments from the Forms drop-down 

menu, select available forms, and select ticket. This will open a ticket window that 

you can fill in. 

➢ To create a new WPBA, select Work-Based Assessments from the Forms drop-down 

menu, select available forms, and select create. 

Linking a WPBA 
Once your form has been completed and saved, you will be given the option to link it to other 

areas of your ePortfolio, such as a curriculum item or a file in your personal library. You can 

link a form by navigating to where your form is and clicking on link on the right side. 
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➢ To link to a curriculum, select Curriculum Item from the Link to drop-down menu. 

Select the relevant curriculum from the Select a Curriculum drop-down menu. A list of 

the competences within that curriculum will appear. Select the competences you wish 

to link to the form, and click continue 

 

➢ To link to an item in your personal library, select File in the Personal Library from the 

Link to drop-down menu. 
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➢ You can link a WPBA to a form in the Meetings, Logs, and PDP section. 

➢ You can also add comments and signature to the forms by selecting these two 

options in the drop-down menu. 

Meetings, Logs, and PDP 
Here you can view, create, and ticket: 

➢ General Logs 

➢ Meeting Forms 

➢ Personal Development Plan 

➢ Procedure logs 

➢ Reflective Practice 

Personal Development Plan 

The Personal Development Plan (PDP) is your chance to set out what you expect to achieve 

during each post and throughout the programme. It should be developed in conjunction with 

your supervisor and should be updated following appraisal meetings. 

The PDP should be reviewed at the beginning of each post. You should identify your 

learning objectives, outline how they will be met, and give an indication of the timescale for 

completion. The PDP can subsequently be updated to record and provide evidence of 

achievement of the objectives. These will remain on the PDP to reflect your achievements 

throughout training. 

Reflective Practice 
The Academy of Medical Royal Colleges and COPMeD define reflective practice as ‘the 

process whereby an individual think analytically about anything relating to their professional 

practice with the intention of gaining insight and using the lessons learned to maintain good 

practice or make improvements where possible’. 



 
 

16 
 

ePortfolio enables trainees to record a variety of learning experiences. Trainees should 

discuss the experiences they are planning to reflect on, or have already reflected on, with 

their Clinical and Educational Supervisors. Discussion assists with the learning aspect of the 

reflective process to make it more meaningful. It also helps to demonstrate engagement in 

reflective thinking as an educational and professional tool. 

Trainees should include insights gained, and any changes made to practice, in their learning 

portfolio. 

Be mindful of the need to ensure confidentiality of individuals involved in the experience. All 

details of those involved in an educational event – patients, colleagues, relatives, etc. – must 

be fully anonymised. 

Ticket Requests 
To request an assessment from someone who does not have access to your ePortfolio, you 

will need to send a ticket request. This will generate a unique code that the assessor can 

use to log in to ePortfolio and complete the assessment. 

A ticket is valid for 30 days from the date it is generated. After that time, if the ticket has not 

been used, you will need to create a new one. 

Go to Ticket Requests and select Create Ticket: 

➢ Step 1: Select the post and type of form. This will create fields that you can populate 

before sending the ticket to the assessor. 

➢ Step 2: If you are requesting an assessment by your Supervisor or by someone to 

whom you have previously sent a ticket request, their email address should appear in 

the drop-down menu of the Select a related user / previously ticketed assessor field. 

Alternatively enter a new assessor’s email address in the field below. 

➢ Step 3: If the assessor’s email address is connected to an existing ePortfolio 

account, the ticket request will automatically pre-fill the assessor’s details. These will 

appear ‘greyed out’ and are not able to be edited by the trainee. If the assessor’s 

email address is not connected to an existing ePortfolio account, you will be able to 

enter the details yourself. Details of the procedure or case to be assessed/discussed 

can be entered in the Comment for Assessor box. 

➢ Click Finish. The ticket request will be visible to you immediately, and an email will be 

sent to notify the assessor of the login code. 

If a ticket request has not been completed within 7 days, a reminder may be sent to the 

assessor by selecting Send Reminder from the Actions drop-down menu to the right of the 

ticket. From this menu, you are also able to view the ticket details and form (once 

completed) or copy the ticket to another assessor. 
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If the assessor wishes to discuss the procedure with you prior to completing the assessment, 

they can save the form as a draft and access the form later via their home page, or by using 

the ticket code from their email. 

Once the form has been saved as a final version, it cannot subsequently be edited by either 

assessor or trainee. 

  



 
 

18 
 

Curriculum 
The Curriculum section includes a system which allows trainees and their supervisors to sign 

off their curriculum competence ratings and monitor progression. The system also enables 

the trainee to link workplace-based assessments, reflective logs, and personal library files to 

specific curriculum competences. 

Curricula 
To view the competences/presentations within a specific curriculum, select the appropriate 

option from the Curriculum drop-down menu. 

You will also be able to add competency ratings and link to other areas of your ePortfolio, as 

well as view ratings or links previously entered. 

To view the Capabilities in Practice (CiPs) linked to each Competency, click on the relevant 

 icon. Alternatively, select expand all to view the entire curriculum. 

For further information about each competency, click on the  icon. 

You can see how to change the curricula you view in your drop-down here. 

Ratings and Comments 
Different Supervisors can rate and comment on a Trainee’s progression. The only comments 

that will be pulled through to the Educational Supervisor Report that is reviewed at ARCP is 

the assigned Educational Supervisor 

Community Sexual and Reproductive Health (CSRH) Curriculum 2021 
To add comments and ratings to your Curriculum, login to your ePortfolio and navigate to the 

Curriculum tab on the top bar. From here select Community Sexual and Reproductive Health 

(CSRH) Curriculum 2021. 

 

Here you will find all the CiPs and Key Skills with all the forms that you have linked to them. 

To view the Key Skills under the CiPs, click on the folder icon on the left of the CiP. From 

here you will be able to click on rate on the right side. 

https://www.loom.com/share/50b483efca98401491713aa7ddc49a0e
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We suggest rating and commenting on each Key Skill first and then rating and commenting 

the overall CiP. When you are commenting on your Key Skills remember to also be thorough 

and reflective, to mention the evidence that you have linked and to make sure to comment 

on your progress. Please note that only your comments on the CiPs will be pulled through to 

the ESR so make sure that what you write is comprehensive, specific, thorough, and that it 

references the comments and ratings of the Key Skills. Also, make sure to mention plans for 

training in the future, whether there are any gaps or issues and how you and your ES plan 

on addressing them in the future.  

An extensive and exhaustive review from the Trainee and the ES helps the ARCP Panel 

Reviewer when they are assessing your ESR and evidence. They will firstly look at your 

ESR (which will only include the ratings and comments of the CiPs) to guide their 

assessment and then they will review your Key Skills and the evidence that you have linked. 

Keeping this in mind, make sure that the comments that you add are reflective and mention 

your linked evidence to help the ARCP Reviewer navigate your ePortfolio and get a sense of 

your experience and training. 

To enter a rating and a comment, click on rate on the relevant Key Skill or CiP. A tab will be 

brought up and you will be able to add the rating and comment. 
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Once you are finished, you can click on save and you should be able to see your comment 

and rating under the Key Skill/CiP. 

Please note: Clinical Supervisors (CS) can comment and rate both your CiPs and Key Skills 

and it might be appropriate for them to do so. This does not substitute the rating and 

comments of your ES who is the one in charge of overseeing your training in all areas. Your 

CS ratings and comments can inform and support the ratings and comments of your ES but 

are not a substitute and will not be pulled through to the ESR. 

Clinical Expert 
The procedures and their expected levels of entrustability can be found under the Curriculum 

tab by selecting Clinical Expert. 
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Here you will be able to see all of the procedures and the forms that have been linked to 

them. You can also give yourself a rating according to the evidence that you have 

accumulated. Your Educational Supervisor will need to go into this section of your 

curriculum, review your evidence and give you a final rating to sign off your competence in 

the procedure. 

 

Once they do this, you will be able to see their comments and ratings here and in the 

Procedures Summary table. Only your ES’s ratings will turn the button green on the 

Procedures Summary table. You can access the table by navigating to the Progress tab and 

selecting Procedures Summary. 
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Here you can see your expected level of entrustability for each procedure for your level of 

training as well as the evidence linked. If your ES has signed off the procedure the radio 

button next to the level will be green. 

 

Please note: Those that have transferred to the 2021 Curriculum, do not need to repeat 

forms for competences that were already signed off before the transfer. If this is the case, 

the ES and the Trainee should have filled in a gap analysis together, after which, the ES can 

rate the Trainee at the appropriate level even if there is no OSATS linked. The gap analysis 
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should be uploaded to your personal library and easily available. You can refer to the gap 

analysis in your comments and ratings. 

  



 
 

24 
 

Progression 

ARCP 
ARCP forms are created and saved on the ePortfolio by the ARCP Panel and Deanery 

Administrators. Trainees will only have access to this form once it has been saved as final. 

Educational Supervisor Report 
Here you can find guidance for the Educational Supervisor Report 2021 and preparing for 

ARCP. 

Procedures Summary 
This tool has been developed to help you track your competencies and progress with 

procedure. According to your current level of training the table will automatically prepopulate 

your expected level of entrustability. You will be able to see all the evidence that is linked to 

a specific procedure in preview by clicking on the procedure. 

Once you have collated enough evidence your Educational Supervisor can review the 

evidence (available by clicking on each procedure), make a holistic assessment, and create 

a rating for you on the table. If the rating matches the expected level, then the button will turn 

green. Only your Educational Supervisor can rate you in the table. 

The actions available in the table are: 

➢ Create formative/summative form 

o This allows you to automatically create and link an OSAT from the table 

➢ Create rating/rate as another user 

o This allows you to create a rating for the procedure (please note this will not 

change the colour of the button since only your ES can rate you). If you are 

sitting with your ES in the same room, you can choose the function rate as 

another user. This will allow them to input their login details and create a rating 

without having to login on another device. 

➢ Ticket formative/summative form 

o This function allows you to automatically create, link, and ticket an OSAT from 

the table 

➢ Ticket rating 

o This function allows you to send a ticket to your ES to create a rating for the 

procedure. 

  

https://www.fsrh.org/documents/csrh-guidance-note-5-educational-supervisor-report-and/
https://www.fsrh.org/documents/csrh-guidance-note-5-educational-supervisor-report-and/
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Help 

Support 
Here you can see the contact details of the support officers from the ePortfolio provider. 

If you have any issues, you can email the FSRH ePortfolio Administrators at 

specialty@fsrh.org  

Blank Forms 
Here you can view PDFs of all the blank forms that are available to you within ePortfolio. 

  

mailto:specialty@fsrh.org
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Resources 
Here you can find documents and resources that will help guide you through different 

aspects of the CSRH Programme. 

 


