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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 

• Claim ECTs linked to your appropriate body 

• Collect and update induction outcomes for your ECTs at your own 
convenience 
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Terms and conditions 

As a user of the service I 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. 

 
2. 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. 

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

party. 
 

4. 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 I 
have taken. 

 
5. Not disclose my account login details to any other party. 

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

timely. 
 

 

As a user of this service, I understand: 
1. The DfE takes no responsibility for the accuracy or security of any 

personal data which I store in local files. In such circumstances, for 
the purposes of the Act, I understand that I am the data controller for 
any such personal data and any activities I carry out with this data 
must comply with the terms of the Act. 

 
2. The DfE takes reasonable steps to ensure the quality, accuracy, and 

completeness of its data but accept that these factors cannot be 
guaranteed. 

 
3. 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 

  



5 
 

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: 

• Teacher’s personal detail 

• Initial teacher training qualifications 

• Qualified teacher status 

• Induction status 

• Supplementary qualifications 

• 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 a record 

Step one 

 

To access a teacher’s record, you will need to navigate to your 

http://www.et-foundation.co.uk/
http://www.et-foundation.co.uk/
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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: 

 
• Teacher Reference Number (TRN) 

• 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: 

 
• 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. 

• 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: 

• has been prohibited from teaching 

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

• 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 
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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. 
 

 

  



8 
 

 

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. 
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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’. 
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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. 

 

 
 

 

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: 

• Full induction programme 

• Core induction programme 

• School-based induction programme 

 

Then click on submit. 
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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: 

• 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. 

 

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

 

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. 
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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. 

 

 

 

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. 
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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: 
 

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

• 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. 

• 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). 

• 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 

• 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 

 
 

 
 
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. 
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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’. 

 

 

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: 
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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: 

 
 
 
 
 
 
 
 

• 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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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. 
 

 
 
 

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. 

 

 

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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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. 
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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, 

here you will need to complete ‘induction period start date’ and the 

‘induction period extended number of terms’ only. Click on submit. 

 

 

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. 
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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. 

 

 
 
 

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.  



23 
 

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. 
 
 

 
 
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). 
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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. 
 

 

 

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. 
 

 

 

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. 
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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. 
 

 
 
 
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’. 
 
 

 

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’. 
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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. 

 

 

 

 

 

 

 

 

 

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’ 
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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: 

• Invalid induction period end date format has been used – The 
end date must be entered in dd/mm/yyyy format 

 

• Induction period end date is in the future. 
 

 

• 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. 

 


