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Competency in ITRAK 365



Procedures in ITRAK 365



Our People

Diane

Procedure Author
• Responsible for 

authoring procedures 

in the Portal and on 

Mobile

Jane 

Employee
• Has Procedure 

Competency records 

assigned to her by her Job 

Role(s)

• Responsible for reviewing 

and being competent in 

tasks related to her job

Bob 

Supervisor
• Jane’s Supervisor

• Responsible for 

assessing Jane

Jim 

Company Assessor
• Company wide 

assessor

• Can assess any

employee, including 

Jane and Bob



Procedure Authoring



Procedure Authoring

• Procedures are designed to be managed in the Portal

• Procedures are authored in the Portal 

• Procedures can be corporate or site specific

• Procedures can optionally have an Approval / Review process or be 

Published straight from Draft

• Procedures can be duplicated to make minor adjustments for the 

various sites

• Procedures can be revised with version history



Procedure Authoring



The employee record & who can assess

Reports To
• An individual who can assess the employee in 

the Portal.  Generally the Manager or the 

Supervisor is identified here.

Reviewed By
• A second individual who can assess the 

employee in the Portal.  This may be the 

Supervisor if the Reports To is identified as 
the Manager. Bob 

Supervisor
• Jane’s Supervisor

• Responsible for assessing 

Jane

Reporting Team
• A Team is a group of users.  
• The Team is related to the employee.

• All members of the Team are able to assess the 
employee.

• An example of this use is when you have a site 
that has multiple Leads that can assess the 
employees for their competency



Assessment Types

3 assessment types provide flexibility to how your employees achieve competency 

for a specific Procedure.

Self Assessment

Employee reviews the Procedure 

and acknowledges by:

• Agreeing to a statement 

that they understand what 

they have reviewed

• Successfully passing a 

related exam

Once successful, Competency 

status is ‘Reviewed’

Assessor Assessment

An assessment is completed by 

the employees Reports To, 

Reviewed By, the company 

Assessor, or a member of the 

employee’s Reporting Team.

An assessment can optionally 

contain criteria on how the 

employee is to be assessed on 

each step/task

Reports To, Reviewed By, the 

company Assessor, or a member 

of the employee’s Reporting 

Team updates the Competency 

status to ‘Partial’ or 

‘Competent’

Both

Involves the employee and the 

employees Reports To, Reviewed 

By, the company Assessor, or a 

member of the employee’s 

Reporting Team.

The employee first reviews the 

Procedure as outlined in Self 

Assessment.

Once the employee has 

completed their review, the 

Reports To, Reviewed By, the 

company Assessor, or a member 

of the employee’s Reporting 

Team completes their assessment 

and updates the Competency 

status to ‘Partial’ or ‘Competent’



Employee 
& 

Procedure Competency



ITRAK Portal & the Employee

Jane 

Employee
• Has Procedure Competency 

records assigned to her by her 

Job Role(s)

• Responsible for reviewing and 

being competent in tasks 

related to her job

Activity page
• Outstanding Competencies: all Procedure 

Competencies related to a Job Role for Jane 

which she needs to complete her review

Personal page
• Competency grid: all Procedure 

Competencies related to Jane, regardless of 

status.  Outstanding, Competent, Partial, 
Reviewed, etc.

Meeting control
• Process flow (form): Using the Meeting 

control, a Procedure can be reviewed.  

Employees who attend and sign off on the 
Meeting receive a ‘Reviewed’ Competency 

record when the process flow is Closed



Demo – Employee Jane 

in the Portal



Supervisor
& 

Procedure Competency



ITRAK Portal & the Supervisor

Activity page
• Outstanding Team Competencies: all 

Procedure Competencies employees have 

completed their review, or that are Assessor 
Assessment that Bob needs to assess.

Team page
• Filter and select employee
• Competency grid: Review Jane’s Procedure 

Competency records.  Assess Jane’s 
Competency.

Bob 

Supervisor
• Jane’s Supervisor

• Responsible for 

assessing Jane

Competency page - optional
• Employee: Search and select employee’s.
• Competency grid: Review Jane’s Procedure 

Competency records.  Assess Jane’s 
Competency.



Demo – Supervisor Bob 

in the Portal



Company Assessor
& 

Procedure Competency



ITRAK Portal & the Super Trainer

Competency page
• Employee: Search and select any employee.
• Competency grid: Review Bob or Jane’s 

Procedure Competency records.  Assess their 
Competency.

Jim 

Company Assessor
• Company wide assessor

• Can assess any employee, 

including Jane and Bob

Procedure page
• Procedure Steps: Assessors can add 

Assessment criteria to a Procedure Step at 

any time to the Procedure, whether it is in a 
Draft or Published state.



Demo – Super Trainer Jim 

in the Portal



Procedure Competency 
Recertification



• Recertification is the how you keep your employees safe

• There are 4 ways recertification works with Procedures

Recertification

1. Valid For:  Number of months the Procedure is valid for.  An Expiry Date is set 

on the Procedure Competency record based on the number of months and when 

the employee completed the requirements.

2. Procedure Revision – Recertification: When a procedure is revised and 

employees need to be recertified.

4. Procedure Revision – Notified: When a procedure is revised, and it is only a 

minor change, option to notify employees only and not require recertification.

3. Procedure Revision – Recertification – Self Assessment Only:  Available when 

the Procedure being revised was Assessment Type of Both. Option to have the 

employees do a Self Assessment instead of completing the review and then 

being assessed.



Highlights of 4.14



Highlights of 4.14

• Employee Reporting Team: Ability to have a Team related to the employee record that can review 

Procedure Competency and Training records.  Previously this was limited to the Reports To and 

Reviewed By, individual employees identified on the employee record.

• Procedure Valid For: Recertification process based on the number of months a Procedure is valid 

for.  Similar to Training and how long a Course is valid for.

• Activity page: My Outstanding Competencies, Outstanding Team Competencies.  Ability for 

employees, Reports To/Reviewed By/Reporting Team to manage Competency from the Activity 

page.

• Procedure page: Procedure View.  A view which can be filtered and customized for your 

Procedures.

• Procedure fields: Procedure Number, Sub-groups related to Groups, 2 customizable multi selects 



Procedure Competency 

ITRAK Mobile Apps



Procedure Competency & the Apps

PROCEDURES

Create Procedures

- Add

- Edit 

- Create

Self review a Procedure

COMPETENCY

Complete an assessment on the 

App







Procedure Competency 

And Teams



Competency and Training channel (video)



If we do not get an opportunity to respond to your 
question, we will follow up.

A pdf of the presentation will be in the chat window.

Questions?



SAFETECH Synergy Schedule! Upcoming Sessions!

• https://neosystems.com/conference-schedule/

https://neosystems.com/conference-schedule/


www.useitrak.com

sales@neosystems.com

Follow us on:

Preferred Solution on AppSource

Thank You

https://www.youtube.com/channel/UC6QZ9uYocxCjebbg442T4WQ

