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Introduction

TRA appropriate bodies portal is a service available for organisations
responsible for the quality assurance processes for Early Career Teacher

(ECT) induction.

The service provides users with the ability to:
¢ View individual teacher records associated with your appropriate body

e Claim ECTs linked to your appropriate body
e Collect and update induction outcomes for your ECTs at your own

convenience



Terms and conditions

As a user of the service | will:

1.

Comply with the provisions of the Data Protection Act 2018 in respect of
all personal information available through this service, understanding that
such information is provided to enable only authorised users from a
registered organization to carry out necessary checks on whether a
teacher has: achieved qualified teacher status (QTS), completed his/her
induction, been awarded a Mandatory Qualification for teachers of
hearing impaired or visually impaired pupils, has any teaching restrictions
placed against him/her, or has been the subject of a decision by the
Secretary of State not to impose a prohibition order following a
determination by a professional conduct panel of unacceptable
professional conduct, conduct that may bring the teaching profession into
disrepute or conviction of a relevant offence.

. Observe the requirements of the Act and take all reasonable precautions

to preserve both the integrity and security of the personal data it holds as
well as prevent any corruption or loss of personal data.

Not disclose any personal data from the service to any unauthorised third
party.

Indemnify the DfE against any claim for compensation costs or damages
arising from my unauthorised use or corruption of personal data available
via the service where such costs or damages are the result of actions |
have taken.

Not disclose my account login details to any other party.

Ensure that any data submitted through this service is both accurate and
timely.

As a user of this service, | understand:

1.

3.

The DfE takes no responsibility for the accuracy or security of any
personal data which | store in local files. In such circumstances, for
the purposes of the Act, | understand that | am the data controller for
any such personal data and any activities | carry out with this data
must comply with the terms of the Act.

The DfE takes reasonable steps to ensure the quality, accuracy, and
completeness of its data but accept that these factors cannot be
guaranteed.

The DfE reserves the right to re-set user passwords. In the event of a
person with access rights to the service leaving their organisation, the
user should notify the DfE immediately in order for these access rights to
be revoked



View an individual teacher record

The individual teacher record allows you to view the record of any trainee,
newly qualified or fully qualified teacher held on TRA records. The record will
display:

e Teacher's personal detalil

e Initial teacher training qualifications
¢ Qualified teacher status

e Induction status

e Supplementary qualifications

e Details of any active alerts

It is not possible to view a teacher record for a qualified teacher who has
achieved QTS through holding Qualified Teacher Learning and Skills (QTLS)
status. QTLS status should be checked with The Education & Training
Foundation — to find out more please visit their website www.et-
foundation.co.uk

How to access arecord

Step one

& # Inthenews Schools  Children and young people  Getintoteaching  Publications  Data, research and statistics ~ FOI
Teaching

Regulation - .

Aggncy Teaching Regulation Agency

Appropriate Guidance

Home » Appropriate Body »

Teaching Regulation Agency

You are currently logged into Appropriate Body as | Retum o DFE Sign-in »

Please be aware that the terms and conditions for using this application have been updated to reflect data protection requirements.
Please read and comply with these before accessing this application.

Department for Education
Appropriate Body ID 101/101

Find a teacher TRA contact information
TRN Date of birth Email
1234567 dd/mmlyyyy Clear fields = Search teacher.induction@education.gov.uk
Telephone
0207 593 5392
Showing All your teachers (0) Brrinter friendly list @ Export this list @ Import teacher(s)

The symbol A\ indicates an active alert

v w  Forename Date of birth

To access a teacher’s record, you will need to navigate to your
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appropriate body homepage. Once on the homepage, locate the ‘find a
teacher’ section, as highlighted above. To successfully view a record,
you must then enter the following details of the teacher:

e Teacher Reference Number (TRN)
e Date of birth

Please note that when entering the TRN, seven numeric digits only
must be entered. The TRN should not contain any slashes or letters.
For example, the TRN RP 83/12345 would be entered as 8312345.

Click on search

You may be directed to the ‘no teacher found page’, indicating that the
details entered do not match a record held on the database. A record may
not be displayed for a number of reasons:

e The details have not been entered in the correct format.
The TRN should be made up of seven numeric digits only and
date of birth should be in dd/mm/yyyy format.

e The teacher’s date of birth held within the database is
incorrect. In order to update personal details the teacher
affected will need to contact the TRA directly to have this
rectified.

Step two

Should the details match to a record held on the database, the teacher’s
record will be displayed.

Step three

When accessing the teacher’s record, the status box may be highlighted in
red as shown below. This indicates that the teacher has one or more of the
following:

e has been prohibited from teaching

e has a restriction imposed by the Disclosure and Barring Service
(DBS)

e may be the subject of a suspension or conditional order
imposed by the General Teaching Council (prior to its abolition) that
is still current

¢ has failed to successfully complete their induction or probation
period
¢ has been the subject of a decision by the Secretary of
State not to impose a prohibition order following a
determination by a professional conduct panel of



unacceptable professional conduct, conduct that may
bring the teaching profession into disrepute or conviction
of a relevant offence

Further details of the alert can be found on the record by accessing
the alerts tab, alternatively by scrolling down through the record to the
alerts section.

M A& Inthe news Schools Children and young people Get into teaching Publications Data, research and statistics Fol

Teaching

Eggﬁf;b“ Teaching Regulation Agency

Appropriate | Guidance
Body

Home » Appropriate Body» Teacher »

Teaching Regulation Agency

You are currently logged into Appropriate Body as:_Retum to DfE Sign-In »

Please be aware that the terms and conditions for using this application have been updated to reflect data protection requirements.
Please read and comply with these before accessing this application.

TEST TEACHER

Teacher reference number 1111113

F'rinter friendly page

The personal data available on this report is disclosed in order to allow your organisation to fulfil its remit and Status
legal obligations. The data must not be passed to any third parties except those fulfilling a service on behalf of Alerts: Yes
and under the expressed instructions of your organisation. QTS: 01/08/2020

Induction: Fail

Teacher details
Initial teacher training
QTS status Claim ECT for induction

Induction status
Alerts
Teacher details
Title
Forename
TEST

Middle name(s)



Step four

To see if the individual teacher is eligible for transition arrangements under
the Early Career framework you can scroll down the page until you see the
‘Induction status’ section of the teacher record. Individuals eligible for
transition arrangements have until 01 September 2023 to complete induction
within one year. Whether an individual is eligible for transition arrangements
will also affect whether you need to return information on the ‘induction
programme type’ for that individual.

Induction status

Induction status

Required to Complete -

Eligible to complete a one-year induction period under transition arrangements?

Mo

Induction history

Appropriate Body Start Date End Date No Of Terms Programme Induction Type



Claim ECTs linked to your appropriate
body

It is possible to ‘claim’ ECTs who have started to complete their
induction period with your appropriate body. You can claim teachers
on an individual basis or a group of teachers by using the different
claim functions in the steps below.

Once claimed, such teachers will then feature on your list of teachers on your
homepage. This function enables you to update induction details for those
ECTs associated with your appropriate body.

How to claim an ECT for induction — individual basis

Step one

Locate the teacher’s record, by following the steps outlined in the
‘view an individual teacher record’ in section 2.

Once the teacher’s record is displayed, you will see the ‘claim ECT for
induction’ function, as shown below. If this teacher has started to
complete their induction with your organisation and you wish to claim
them, please click on ‘claim ECT for induction’.

m #M Inthenews Schools  Children and young people  Getinto teaching  Publications  Data, research and statistics ~ FOI
Teaching

,’;‘gggﬁg}m Teaching Regulation Agency

TS cudance
Body

Home »  Appropriate Body » Teacher »

Teaching Regulation Agency

You are currently logged into Appropriate Body as | NENEEE R to DE Sign-in »

Please be aware that the terms and conditions for using this application have been updated to reflect data pratection requirements
Please read and comply with these before accessing this application

TEST TEACHER
Teacher reference number 1111113

B Printer friendly page

The personal data available on this report is disclosed in order to allow your organisation to fulfil its remit and Status

legal obligations. The data must not be passed to any third parties except those fulfilling a service on behalf of Alerts: None

and under the expressed instructions of your organisation. QTs: 01/08/2020
Induction:

Required to Complete
Teacher details

Initial teacher training

QTS status
Induction status [ otaim ECT for nduction.

Alerts

Teacher details
Title

Forename

TEST

Middle name(s)



Step two

You will be presented with a new window to register the
teacher as a starter for induction, as shown below. You are
required to populate the date the teacher commenced
induction with you, using the dd/mm/yyyy format.

If the teacher is eligible for transition arrangements under the
Early Career Framework you will see the screenshot below
and can then click submit as you do not need to return any
more data.

Register teacher as starter

What date did this teacher commence induction with you?

dd/mm/iyyyy

| Submit || Cancal |

If the teacher is not eligible for transition arrangements under
the Early Career Framework you will see the screenshot
below. You need to return the type of induction programme the
ECT is undertaking. The options are:

e Full induction programme

e Core induction programme

e School-based induction programme

Then click on submit.

Register teacher as starter

What date did this teacher commence induction with you?

dd/mmiyyyy
What ECF based induction type is the ECT undertaking?
| Full Induction Programme v |

| Submit || Cancal |
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On submitting the induction type and the date the teacher commenced
induction with you, you may receive an error message confirming that
registration has been unsuccessful. This will be due to one of a number of
reasons:

e The teacher has not been awarded Qualified Teacher Status
(QTS), or the teacher has been awarded QTS but the induction
commencement date is prior to the date of award. — Induction
regulations state that a programme of induction cannot take place
until the teacher has been awarded QTS.

e The teacher cannot be claimed for induction if they already
have an induction status of ‘Exempt’, ‘Pass’, ‘Fail’, ‘Failed in
Wales’ and ‘Passed in Wales’. — These induction statuses mean
an individual is not eligible to commence induction.

e The teacher has an open period of induction with another
appropriate body. — Should the teacher have an open period of
induction with another appropriate body, the portal will direct you to
the appropriate body information within the teacher's record to
enable you to make contact directly with the appropriate body to
resolve the open period.

Once the teacher has been claimed you can now ‘update induction details’ for
that teacher when you are ready.

@ # Inthenews Schools  Chlldren and young people = Getlntoteaching  Publications  Data, research and statistics ~ FOI
Teaching

2;’2,2,'3,}"’” Teaching Regulation Agency

Home » Appropriate Body » Teacher »

Teaching Regulation Agency

You are currently logged into Appropriate Body as: | I R<ur 1o DTE Sign-in »

Please be aware that the terms and conditions for using this application have been updsted to reflect data protection requirements.
Please read and comply with these before accessing this application.

TEST TEACHER
Teacher reference number 1111113

B Printer riendly page

The personal data available on this report is disclosed in order to allow your organisation to fulfil its remit and Status

legal obligations. The data must not be passed to any third parties except those fulfilling a service on behalf of Alerts: None

and under the expressed instructions of your organisaticn. QaTs: 01/08/2020
Induction: In Progress

Teacher details

Initial teacher training
QTS status Update induction details
Induction status.

Alerts

Teacher details

Title
Forename
TEST

Middle name(s)

11



You will also note that the induction history information on the ‘induction
status’ tab of the teacher’s record has been populated with your appropriate
body details and the start date of induction, as shown below. If the individual
is eligible for transition arrangements then the ‘Induction programme type’ will
be blank.

Induction status

Induction status
In Progress

Eligible to complete a one-year induction period under transition arrangements?
No

Induction history

Appropriate Body Start Date End Date No Of Terms Induction Programme Type
Depariment for Education 01/0772021 - - Full Induction Programme
Step three

On returning to your appropriate body homepage you will note that the ‘claimed
teacher’ now features in your list of teachers as shown in the example below.

Home » Appropriate Body »

Teaching Regulation Agency

You are currently logged into Appropriate Body as_

Users must read and comply with the application guidance before accessing the application

Birmingham
Appropriate Body ID -

Find a teacher TRA contact information

TRN Date of birth Email . ) )

1234567 | [od/mmyyyy | Clearfields [ Search teacher induction@education gov.uk
Telephone

p
0207 593 5392

Showing All your teachers (1) Beprinter friendly list @ Export this list @ import teacher(s)
The symbol /\ indicates an active alert

- w Forename Date of birth

1000283 Smith John 31/03/1979
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How to claim an ECT for induction — group basis

Step one

To claim a group of ECTs who have started to complete their induction period
with your appropriate body, navigate to your homepage and click on the
‘import teacher(s)’ link.

Home» Appropriate Body »

Teaching Regulation Agency

“You are currently logged into Appropriate Body as_

Users must read and comply with the id before ing the
Birmi ng ham
Appropriate Body ID -
Find a teacher TRA contact information
TRN Date of birth Email
1234567 dd/mmiyyyy Clear fields teacher.induction@education.gov.uk
Telephone
0207 593 5392
Showing All your teachers (1) B erinter friendly list @ Export this list @ import teacher(s)

Step two

You will be taken to the induction data bulk upload page, here you will
need to click and open the ‘download bulk template’. Save the file to a
suitable location.

Home » Appropriate Body » Import»

Teaching Regulation Agency
You are currently logged into Appropriate Body as _

Users must read and comply with the application guidance before accessing the application

Induction data bulk upload

Download bulk template
Please use the attached template to submit induction data. Refer to the user guidance, which provides detailed
instructions on completing your i (Appropriate body gui )

Import file

Upload a completed template using the upload file function below. Prior to uploading the file, please ensure the
imported file is saved as a CSV. Please note, only files that remain unchanged from the supplied templates
(e.g. in structure, field titles) apart from data fields can be imported

Upload file o
Browse... ;Eplm ]
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Step three

To claim a group of ECTs you will need to populate the following
fields on the spreadsheet, which are highlighted green below for
illustrated purposes:

Step four

To claim a group of ECTs you will need to populate the following
fields on the spreadsheet, which are highlighted green below for
illustrated purposes:

e Establishment ID — This is your appropriate body code, which can be
found on your homepage.

e TRN - You will need to enter the correct teacher reference numbers

of all the ECTs you wish to claim.

Surname

First name

Date of birth

Transition arrangement eligible — This field indicates if an individual

is eligible for transition arrangements under the Early Career

Framework. You can leave this blank, or populate to help with your

data returns. It will not update data on our records. When you come to

update data we will add this information for you.

e Induction programme type — You will need to select the ‘induction
programme type’ the individual is undergoing if they are not eligible for
transition arrangements. You do not need to do this if the person you
are claiming is eligible for transition arrangements (i.e., you can leave
it blank).

e Induction Outcome — using the drop down box in each cell select ‘in
progress’ for those who only have a start date, ‘not yet completed’ for
those who have completed one or more terms but not yet passed and
‘Pass’ or ‘Fail’ once completed. See picture below

e Induction period start date — You will need to enter the date the
ECT started induction with your appropriate body. Please ensure this
date is not in the future

A B G D E F
TRM  Sumame Firsl Name Date of Bith Transition Arrangemants Eligible Induction Programme Type Induction Culeome: Inguction Period Start Date Induction Pericd End Date Induction Period Number Of Tarms Induction Period Extended Number OF Tarms

1 |Estatishmant 1D urname  Firsl Name  Date of @ith  Transilicn Arrangements Elgi
2 [1otit01 1000828 RECORD TEST 01011880 No
3

5
7
8

Step five

Once you have finished populating the information and wish to upload this to
TRA records, you will initially need to save the file as a CSV. To do this, click
on the ‘file’ ribbon and locate ‘save as’, here you will need to change the file
type where it states ‘save as type’ to ‘CSV (comma delimited), as shown
below.

14
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Step six

The next step is to upload this file through the portal. Click on ‘browse’ within
the upload file window and once you have located the saved file, click
‘upload’.

Home» Appropriate Body » Import»

Teaching Regulation Agency
You are currently logged into Appropriate Body as: [ NG

Users must read and comply with the application guidance before accessing the application

Induction data bulk upload

Download bulk template
Please use the attached template to submit induction data. Refer to the user guidance, which provides detailed
instructions on completing your submission (Appropriate body guidance).

Import file

Upload a completed template using the upload file function below. Prior to uploading the file, please ensure the
imported file is saved as a CSV. Please note, only files that remain unchanged from the supplied templates
(e.g. in structure, field tities) apart from data fields can be imported

Upload file

Browse.. Upload

Step seven

The imported file will be processed overnight. On processing the file the
system will generate an email to your appropriate body confirming the
results of the imported file. The email may state that one or more of the
entries you added have not successfully imported. This will be due to a one
of a number of reasons:

15



BN ¥ cut

Ej

Paste
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Teacher Reference Number is incorrect — when using Excel the
lead zero on a TRN can sometimes disappear. Please change the
number format to ‘Text’ and this will not happen. See below:

c@o@ R

) D Pam T FEEh X Autosum v A }
. =" A
i B FFi- i iy
nal Format Cell | Insert Delete Format Sort & Find &
ormatting  as Table ~ Styles~ |~ - - L Cear™  Fiter~ Select~

Font Alignment W Number “ Styles Cells Editing
v o
R 2 n F F G H I < K M N 0 P (o] R B

Insert Page Layout Formulas Data Review View PowerPivot

Arial -0 - A A

BIU- -0 A =5=|Es=|EMeroes ittt

Invalid date of birth format has been used — The date of birth must
be entered in dd/mm/yyyy format

The teacher has not been awarded Qualified Teacher Status (QTS),
or the teacher has been awarded QTS but the induction
commencement date is prior to the date of award — Induction
regulations state that a programme of induction cannot take place until
the teacher has been awarded QTS.

The teacher cannot be claimed for induction if they already have
an induction status of ‘Exempt’, ‘Pass’, ‘Fail’, ‘Failed in Wales’ and
‘Passed in Wales’. — These induction statuses mean an individual is
not eligible to commence induction.

The teacher has an open period of induction with another
appropriate body — Should the teacher have an open period of
induction with another appropriate body, the portal will direct you to the
appropriate body information within the teacher’s record to enable you
to make contact directly with the appropriate body to resolve the open
period.

Invalid induction start date format has been used — The start date
must be entered in dd/mm/yyyy format

Induction start date is in the future
Induction programme type was not supplied — where the ECT is

not eligible for transition arrangements under the Early Career
Framework you must supply an induction programme type

The successfully claimed teachers will feature on your list of teachers on your
homepage by the next working day.
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Home»  Appropriate Body »

Teaching Regulation Agency
You are currently logged into Appropriate Body a= [

Users must read and comply with the application guidance before accessing the application

Birmingham
Appropriate Body 1D -
Find a teacher TRA contact information
TRN Date of birth Email
1234567 aammyyyy | Clearfields [ Search teacher induction@sducation. gov.uk
Telephone
0207 593 5392
Showing All your teachers (1) Beninter renay ist @ expor s st @ import teacner(s)

The symbol /A indicates an active alert

v Forename Date of birth

1000283 Smith John 31031979
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Update ECT induction outcomes

It is possible to update the induction outcome for an ECT once they have
completed a period of induction with your appropriate body. You can
update teachers’ induction outcomes on an individual basis or a group of
teachers by using the different processes in the steps below.

How to update an ECT’s induction outcome — individual basis
Step one

To update an individual ECT’s induction outcome, click on the teacher’s
record from your list of teachers on your homepage.

Step two

Once the teacher’s record is displayed, you will see the ‘update induction
details’ function, as shown below.

Mo s Appropnate Body «  Teacher +
Teaching Regulation Agency
[o——— |

Unrs st road and comply =45 Fre sppbc ation udass bebore ciessirs) the sppicaton

John Smith
Teacher reference number 1000282
El
The personal it avalalie On S MO 5 OBCIORHd IN HE0Y 30 Alow YOUT OIJANEATON 10 fulll its rema ang slatus
lepal obagations. The Gata mus! not be passed %o any thied pardes except those fuliling a service on behalf of Aderts: Nore
and under the expressed NMNactions of your oransaton ars: oo0s
Ingducben; n
Teacher details
Inisl teacher trasang
arTs satus Update snucion Sells

Irduction status
Alsrts

Teacher details
Title

Forename
Joha

Miccie rama()

Surname
Smin

Step three

You will be presented with a new window to record the ECT’s induction
outcome, as shown below. You are required to initially select the induction
outcome from the drop- down box of either in progress, pass, fail, induction
extended or not yet completed.

If the teacher is not eligible for transition arrangements under the Early
Career Framework you will also need to provide their induction programme
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type. The induction programme type field is not visible for teachers who are
eligible for transition arrangements.

To update an existing in progress ECT

If you need to update the start date of an ECT, or the induction programme type
where required, then you can select ‘in progress’ from the provided status
options and update the required data. Click on submit.

On returning to the teacher record page you will see the relevant fields have
updated.

Record induction outcome

Current organisation
Department for Education

Induction outcome
[ In Progress -

Induction date
From

01/07/2021

Induction programme type
| Full Induction Programme v

To record an induction pass

Select ‘pass’ from the ‘induction outcome’ drop-down box, here you will be
prompted to complete the ‘induction date’ ‘from’ and ‘to’ fields and the
‘number of terms completed’. Click on submit.

On returning to your homepage you will note that the teacher has now been
removed from your list of teachers, as an induction outcome has been
recorded.
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Record induction outcome

Current organisation
Department for Education

Induction outcome

[ Pass

Induction date
From To
[01/09/2021 | [31/07/2023 |

Number of terms completed
(6 |

Induction programme type

| Full Induction Programme

To record an induction fail

Select ‘fail’ from the ‘induction outcome’ drop-down box, here you will be
prompted to complete ‘induction date from and to’ field and the ‘number of

terms completed’. Click on submit.

On returning to your homepage you will note that the teacher has now been
removed from your list of teachers, as an induction outcome has been

recorded.

Record induction outcome

Current organisation
Department for Education

Induction outcome

[ Fail

Induction date
From To
|01/09/2021 | [31/07/2023 |

Number of terms completed
(6 v|

Induction programme type

| Core Induction Programme

20



To record an extended induction period where an ECT is remaining with
your appropriate body

Select ‘induction extended’ from the ‘induction outcome’ drop-down box,
here you will need to complete ‘induction period start date’ and the
‘induction period extended number of terms’ only. Click on submit.

Record induction outcome

Current organisation
Department for Education

Induction outcome
[Induction Extended -

Induction date
From To
[owo72021 | | |

Number of terms completed
[ v

Extension number of terms
[2 |

Induction programme type
| School-based Induction Programme w

On returning to your homepage you will note that the teacher still remains on
your list of teachers, as you have recorded the ECT as continuing to
complete their induction extension with your appropriate body.

To record an extended induction period where an ECT is leaving your
appropriate body

Select ‘induction extended’ from the ‘induction outcome’ drop-down box,
here you will need to complete ‘induction period start date’, ‘induction
period end date’, ‘induction period number of terms’ and ‘Induction period
extended number of terms’. Click on submit.

Record induction outcome

Current organisation
Department for Education

Induction outcome
[ Induction Extended v

Induction date
From To
[01/09/2021 |  [31/07/2023 |

Number of terms completed
(6 ]

Extension number of terms
[2 ]

Induction programme type
\ Schocl-based Induction Programme ~
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On returning to your homepage you will note that the teacher has now been
removed from your list of teachers, as an induction outcome has been
recorded.

To record an induction period(s) where an ECT has left your appropriate
body but not completed a full programme of induction

Select ‘not yet completed’ from the ‘induction outcome’ drop-down box,
here you will be prompted to complete ‘induction date from and to’ field
and the ‘number of terms completed’. Click on submit.

Record induction outcome

Current organisation
Department for Education

Induction outcome
| Mot et Completed v

Induction date
From To
| 01/09/2021 | | 31/03/2022 |

Number of terms completed
E v

Induction programme type
| School-based Induction Programme s

On returning to your homepage you will note that the teacher has now been
removed from your list of teachers, as an induction outcome has been
recorded.

22



How to update an ECT’s induction outcome — group basis
Step one

To update a group of ECTs induction outcomes whom you have previously
claimed as starting induction with your appropriate body, navigate to your
homepage and click on the ‘export this list’ link.

Home + Appropriate Body »

Teaching Regulation Agency
You are currently logged into Appropriate Body as: _

Users must read and comply with the application guidance before accessing the application

Birmingham
Appropriate Body ID -

Find a teacher TRA contact information
TRN Date of birth Email
1234567 dd/mmiyyyy ‘ Clear fields | Search teacher.induction@education.gov.uk
Telephone
0207 593 5392
Showing All your teachers (1) B printer friendty tist @ Export this list @ import teacher(s)

The symbol /A indicates an active alert

hd w Forename Date of birth

1000283 Smith John 311031979

Step two

You will be taken to a new window. Here you will need to save the file to a
suitable location (e.g. your desktop).

Birmingham
Appropriate Body ID -

Find a teacher TRA contact information

TRN Date of birth Email
teacher.i

1234567 dmmiyyyy | Clear fields

juction@education.gov.uk

Telephone
0207 5935392
Showing All your teachers (1) B erinter friendly st [E]EUBUEEY @ import teacher(s)
The symbol A indicates an active alert
e w Forename Date of birth
1000283 Smith John 31/031979
What do you want to do with AB_2018-03-19-114911.xis?
Save Save as Cancel X

| From: teacherservicesportal-pp.ad.hg.dept
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Step three

On being presented with the spreadsheet you will note that all ECTs whom
you have previously claimed as starting induction with your appropriate
body will feature on this list.

You can remove ECTs whom you do not wish to record an induction
outcome for by deleting the row(s) on the spreadsheet.

For those ECTs who you want to record an induction outcome for,
dependent upon whether the outcome is pass, fail, induction extended or
not yet completed you will need to follow the steps below to populate the
template

To update an existing in progress ECT

If you need to update the start date of an ECT, or the induction programme type
where required, then you can select ‘in progress’ from the ‘induction outcome’
drop-down box, as illustrated in the below.

I
A B c D E F G H 1
1 Establishment ID TRN Sumame First Name Date of Birth Transition Arrangements Eligible Induction Programme Type Induction Outcome Induction Period Start Date |l
2 |10‘U10‘! "000828 RECORD TEST 01/011980 No Full Induction Programme In Progress * /07/2021
3
4 Pass
] Fail
5 Induction Extended
7 Not Yet Completed
8

To record an induction pass

Select ‘pass’ from the ‘induction outcome’ drop-down boxand populate the
‘induction period end date’ and the ‘number of terms completed’, as illustrated
in the below.

A 8 c D E F [}
stablishment ID TRN S First Name  Date of Birth _ Transition Asrangements Eligible Inducion Programs
1 ul Inducion Pr

H I 4 K L
L urname  Firs! me Type _Induction Outcome_Induction Period Start Date Induction Period End Date Induction Period Number Of Terms: Induction Period Extended Number Of Terms
01/10! "1000828 RECORD TEST 010111980 No F Pass. 1102720236

- 0712021 o1

To record an induction fail

Select ‘fail’ from the ‘induction outcome’ drop-down box, and populate the
‘induction period end date’ and the ‘number of terms completed’, as
illustrated in the below.

A B c E F G H 1 J K L
Establichment [D TRN  Sumame FirstName Date of Bith Transiion Arrangements Eligible Induction Programme Type Induction Oticome_Induction Period Start Date: Induction Period End Date Inducten Period Humber Of Terms  Induction Period Extended Humber Of Terms
[101r101 "I000875 RECORD TEST 01071380 o Gore Indueton Programme_[Fail - im0zt o102’

B Do b -
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To record an extended induction period where an ECT is remaining with
your appropriate body

Select ‘induction extended’ from the ‘induction outcome’ drop-down box, and
populate the ‘induction period extended number of terms’ only.

A o E F G 1 J K L
1 Establishment ID TRN Sumame First Name Date of Birth T t ents Eligible Ind g Type Induction Qutcome Induction Period Start Date Induction Period End Date Induction Period Number Of Terms Induction Period Extended Number Of Terms:
101101 "i000828 RECORD TEST 0111380 Yes [induction Extendeq - 0772021 ) H

2
a
4
5
[
7

To record an extended induction period where an ECT is leaving your
appropriate body

Select ‘induction extended’ from the ‘induction outcome’ drop-down box, and
populate the ‘induction period end date’, ‘induction period number of terms’
and ‘induction period extended number of terms’.

E F H | b K L
Establishment ID TRN  Sumame  FirstName Date of Birth  Transition Arrangements Edgibie Induction Progsamme Type Induction Ouiceme Induction Period Start Date: Induction Period End Date Induction Period Wumber Of Terms Induction Period Extended Number Of Terms.
|1011101 1000628 RECORD TEST 010111980 No Gore Induction Programme_[induction Extended_ ~ /07/2021 021032023 2

To record an induction period(s) where an ECT has left your appropriate
body but not completed a full programme of induction

Select ‘not yet completed’ from the ‘induction outcome’ drop-down box, and
populate the ‘induction period end date’ and ‘induction period number of
terms’.

A -] o E F H I J K L
Estabishment ID TRN Sumame First Name Date of Birth  Transition Arrangements Eligitle Induction Programme Type  Induction Outcome_Induction Period Start Date Induction Penicd End Date Induction Period Numzer Of Terms Induction Period Extended Number Of Terms
[ 7011101 000528 RECORD TEST  O1O1M380  Yes [Pol et Gomgieted, - (0712021 121220212
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Step four

Once you have finished populating the information and wish to upload this to
TRA’s records, you will initially need to save the file as a CSV. To do this, click
on the ‘file’ ribbon and locate ‘save as’, here you will need to change the file
type where it states ‘save as type’ to ‘CSV (comma delimited), as shown
below.

7 Seve s (=)
—~
¢ » Libearies » Documents » -4 < »
Ougenite v New foides - 9
L Pecernt Paces

Documents library
My Wodplaces .

Suppien
B Desinop
ShaePeet Saes

4 Loune
+ Desuments
@ M
~ Prctores

B videor

File mare:  AB_2014-03-13-1131%0) -

Sove s type  CSY (Comma debmted) »

- Vage Foddens Toch ~ ave Cancel

Step five

The next step is to upload your file through the portal. Navigate to your
homepage and click on the ‘import teacher(s)’ link

Step six

You will be taken to the induction data bulk upload page where you will need
to import the file. Click on ‘browse’ within the upload file window, once you
have located the saved file, click ‘upload’

Home: Appropriate Body » Import »
Teaching Regulation Agency

You e curenty loggedinto Apprpriats By o I

Users must read and comply with the i guidance before ing the

Induction data bulk upload

Download bulk template
Please use the attached template to submit induction data. Refer to the user guidance, which provides detailed
instructions on completing your submission (Appropriate body guidance)

Import file

Upload a completed template using the upload file function below. Prior to uploading the file, please ensure the
imported file is saved as a CSV. Please note, only files that remain unchanged from the supplied templates
(e.9. In structure, field titles) apart from data fields can be imported

Upload file

Browse
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Step seven

The imported file will be processed overnight. On processing the file the
system will generate an email to your appropriate body confirming the
results of the imported file. The email may state that one or more of the
entries you added have not successfully imported. This will be due to a one
of a number of reasons:
e Invalid induction period end date format has been used — The
end date must be entered in dd/mm/yyyy format

e Induction period end date is in the future.

e The mandatory fields relating to each induction outcome have
not been populated.

All with the exception of those ECTs who have had their induction period

extended and are remaining with your appropriate body will be removed
from your homepage by the next working day.
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