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1.  INTRODUCTION 

The purpose of this WPD is provide instruction to line managers and team leads within ECTU 
on the review of the staff electronic training records. This WPD is with reference to 
ECTU_SOP_QA_02 Maintaining an Electronic Staff Training Record 

2.  INSTRUCTIONS and GUIDANCE 

The staff member is expected to complete all sections of the electronic training record as per 
ECTU_SOP_QA_02 Maintaining an Electronic Staff Training Record before review by their 
line manager. 

2.1 Line Manager Review 

At the time of annual or ad hoc review, as applicable, the following steps are to be followed: 

2.1.1 Log into the REDCap Database 

2.1.2 Select the “Switch” button at the top of the screen -  

 

 

 

2.1.3 Under the “Switch Data Access Group” Select the staff member that you wish to review 
the training record for and click “switch” 
 

 

 

 

 

 

2.1.4 Once the training record is visible, select the “Training Record Review” button
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2.1.5    Complete the fields using the drop-down menus, then proceed to the below tasks,  

• Select the appropriate action for “Were there any findings from the review which 
require action?”. If “yes” was selected, the details of the findings need to completed in 
each text box. A text box should be used for every finding. 
 

• Select the “Confirmation by REVIEWER”, and enter the date/ select “Today”. 
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2.1.6 For every new review select the “+Add new” button at the top of the page to add a new 
review record. Do not delete existing records. 

 

 

 

 

 

2.1.7 Return to the Project Home, once you have completed the review. 

 

 

 

2.1.8 Under Training Record Review the staff members record will now be marked in green.

 

 
2.1.9 Select the “Switch” button to return to your own data access group 
 

 

 
 
2.1.10 Click on “Switch” to confirm your data access group 
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2.1.11 The record is now ready for staff member input/acknowledgement following the review. 

An automated email notification will be sent to the staff member that a review has taken 
place and by whom. The staff member will have to complete the pending actions, if 
applicable and sign off the “Confirmation by STAFF MEMBER” section. If there were 
no pending actions to be completed by the staff member, the line manager will not 
receive an email once staff have signed off. 

 

2.2      Quality Assurance Review 
 

2.2.1 Log into REDCap Database. 
2.2.2 Select “Record Status Dashboard” under “Data Collection” located on the left-hand 

side of the page. 
  

 

 

2.2.3 Follow sections 2.1.4 to 2.1.8 

 

3.  RELEVANT DOCUMENTS AND REFERENCES  

On ECTU Website 

• ECTU SOP AD 01 Creating and Maintaining Staff Records 

• ECTU_SOP_QA_02 Maintaining an Electronic Staff Training Record 

On ECTU Shared Drive 

• ECTU e-Training User Guide 
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