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Introduction

The TRA Teacher Self-Service (TSS) web-portal provides teachers with access to their
records on the database of teachers so they may:

e View their teacher record

Obtain electronic copies of their QTS and induction certificates

Obtain electronic copies of relevant leadership qualification certificates
Update their personal details

Download a letter confirming their teacher qualifications

Input their employment details



Terms and conditions of the service

As a user of this service, | will;

1.

5.

Comply with the provisions of the Data Protection Act 1998 in respect of all
personal information available through this service, understanding that such
information is provided to enable only authorised users from a registered
organisation to carry out necessary checks on whether a teacher has:

e achieved qualified teacher status (QTS)
e completed his/her induction

e been awarded a Mandatory Qualification for teachers of hearing impaired or
visually impaired pupils

e 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.

As a user of this service, | understand:

1.

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.

The DfE may terminate this agreement at any time by written notice to the user with
immediate effect.



Log into the TSS web-portal

To access the portal you will need to visit
https://teacherservices.education.gov.uk/SelfService/Login

Login into Teacher Self-Service Portal

QOuruse of your personal information

This portal provides teachers with access to their records held on the Database of Qualified Teachers (DQT).
The DQT is maintained by the Teaching Regulation Agency (TRA} which is an executive agency ofthe
Department for Education (DfE). For the purpose of data protection legislation, the DfE isthe data controller for
data held and processed within the DQT.

As ateacher, accessto this portal enables you to:

s viewyour teacher record

obtain electronic copies of your Qualified Teacher Status (QTS), Early Years Teacher Status andior
induction certificates

obtain electronic copies of relevant leadership qualification certficates
update your personal details

download a letter confirming your teacher qualifications
input your employment details

Personal data on the DQT are shared with relevant third party organisations to allow employers to check whether
the individuals they employ, or are considering enploying, are suitably qualified and have no restrictions against
themin relation to teaching in England. Your personal data are only shared with third parties where data
protection law allows i, or there is a legalrequirement for sharing to take place.

Flease email the TRA at qts.enquiries@education.gov.uk or call 0207 593 5394 if you have any quedtions
about the DQT, your record or you experience problems accesding the service. If you do not wish to use your
Teacher Selfi-Service (T53) account, then you can indicate this on the TSS homepage.

More information about TSS, including your data protection rights and details of third party organisations
involved in data sharing activities, is available at the full Teacher Self-Service privacy notice. This notice is
reviewed annually, and we therefore recommend you revisit this information on a yearly basis.

For overseas teachers awarded QTS please be aware of the following:
» do not complete the box entitled Mational Insurance Nurmber

& enter your name exactly as shown on the emai confirming your QTS award

Teacher reference humber (seven humeric digits e.g. 1234567)"

L]

Sumame*

Forename*

Date of birth (dd/mm/fyyyy)*

You will need to enter your teacher reference number (seven numeric digits only),
surname, forename and date of birth.

You do not need to enter your national insurance number, this is optional.

Click the submit button to view your details (see below image).


https://teacherservices.education.gov.uk/SelfService/Login

Selfservice | Guidanee and
Privacy Notice

Home ¢ TeacherSelf Senice ¢ Teacher ¢

Teaching Regulation Agency

“ou are currently logged into Teacher Seff Service as: John Smith Log out »

John Smith

Teacher Reference Number
1000283
Printer friendly page
. B . . . . . . TRA contact information
Welcome to Teacher SelfSendce. You can use this sendce to \iewyour teaching status and qualificafions, download cerification of Email GTS enquiies@education.gowuk

yourteaching status and update and comect your personal and confactd etails .

The cerfificates are provided in an Adobe PDF form atand it is recom m end ed that they are viewed using fee uplo-date Adobe

reader sotware.
Teacher details Status
Employment Alerts: N one
Inifial teacher training QTs: g
15
QTS status . )
EYTS status
Induction status
Supplementary qualifications Are your details correct?
Alerts
Update your contact detailz.
Teacher details o T L i
Update your name
Title
_ Update your Date of Birth
Update your Hational Insu mnce
Forename number
John




Update your contact details

To update your contact details, select Update your contact details.

| Guidance and
Privacy Notice

Selfservice

Home ¢ TeacherSelf Service ¢ Teacher b

Teaching Regulation Agency

“ou are curently logged into Tescher Self Service as: John Smith Log out »

John Smith

Teacher Reference Number
1000283

Printer friendhy page

Welcom e to Teacher SelfSenice. You can use this senice to vewyourteaching status and qualificaions, download cerfification of
your teaching status and update and comect your personal and confact details.

The cerfificates are provided in an Adobe POF form atand it is recommended that they are viewed using fee upto-daie Adocbe
reader sotware.

Teacher details

Employment

Initial teacher training

QTS status

EYTS status

Induction status
Supplementary gualifications
Alerts

Teacher details
Title

Forename
John

TRA contact information
Email QT3 enguiies@educstion.govuk

Status

QTS: -
Inductiom: -

Hre your details correct?

Update your contact details
Update your employment details
Update your name

Update your Date of Birth

Update your National Insurance
number




You will see this page.

Selfservice | Guidance and
Privacy Notice

Home ¢ Teacher Self Senvice ¢ Update your conlact detailsr

Teaching Regulation Agency

“ou are currently logged into Tescher Selff Service as: John Smith Log out »

John Smith

Teacher Reference Number
1000283

Update your contact details
Ifyou wantto update your address and/or contact details please com plete the om below.

Country
| v]

Addressline 1

Addressline 2

Town

County / State / Province




Update your name
To update your name, select the relevant link, as highlighted below.

Selfservice | Guidance and
Privacy Notice

Home ¢ Teacher Self Senice ¢ Teacher»

Teaching Regulation Agency

You are cumently logged inte Tescher Self Service as: John Smith Log out =

John Smith

Teacher Reference Number
1000283

E Printer friendhy page

‘Welcom e to Teacher SelfSenice. You can use this senice to vewyurteaching stalus and qualificaiiens, download certification of
your teaching status and update and comect your personal and confact details.

The cerfificates are provided in an Adobe POF form at and it is recomm ended that they are viewed using fee upto-daie Adocbe
reader sotware.

Teacher details

Employment

Initial teacher training

QTS status

EYTS status

Induction status
Supplementary gualifications
Alerts

Teacher details

Title

Forename
John

TRA contact information
Email QT5 enguiies@education.govuk

Status

Alerts: Hone
QTs:

Induction:

Are your details corect?

Update your contact details
Update your employment details
Update your name
Update your Date of Birth

Update your National Insurance
number

You will then see your pre populated data in order to make your amendment(s).

If you are informing us of a name change, you will need to provide a scanned copy of one of
the following forms of evidence. Documents in pdf or jpeg format are accepted:

Marriage: copy of your marriage certificate

Civil partnership: copy of your civil agreement certificate
Divorce: copy of your decree absolute and your birth certificate
Statutory declaration: copy of the statutory declaration

Deed poll: copy of your deed poll.

Once you have clicked submit, you will be taken to the Change of Details request

page.



Selfservice | Guidance and
Privacy Notice

Home ¢ Teacher Self Service ¢ Ghange of details mquest

“ou are currentty logged into Tescher Self Service as: John Smith Log out »

John Smith

Teacher Reference Number
1000283

Change of details request

Thank you for proniding evidence of changes to your person al details our requestwill be processed within 5 werking days of submission. We will contact you by em ail ifwe
require furtherinform ation



Update your date of birth

To update your date of birth, select the relevant link as highlighted below.

| Guidanee and
Privacy Notice

Selfservice

Home ¢ Teacher Self Senice ¢ Teacher »

Teaching Regulation Agency

“ou are cumently logged into Tescher Seff Service as: John Smith Log out =

John Smith

Teacher Reference Number
1000283

Printer friendby page

Welcom e to Teacher SelfSendce. You can use this senice to viewyourteaching status and qualificaiiens, download cerlification of
yourteaching status and update and comect your personal and confactdetails.

The certificates are provided in an Adebe PDF form atand it is recom mended that they are viewed using fee upic-date Adcbe
reader sotware.

Teacher details

Employment

Initial teacher training

QTS status

EYTS status

Induction status
Supplementary gualifications
Alerts

Teacher details

Title

Forename
John

TRA contact information
Email QT5 enguiies@education.govuk

Status

QTs: -
Induction: e

Are your details corect?

Update your contact details
Update your employment details

Update your name
Update your Date of Birth

Update your National Insurance
number




You will then see the below page.

U [ Guidance and
Privacy Notice

Home ¢ Teacher Self Sendice ¢ Update your date of birth ¢

Teaching Regulation Agency

“ou are cumently logged inte Teacher Seff Sarvice as: John Smith Log out »

John Smith

Teacher Reference Number
1000283

Update your date of birth
Ifyou are infoming us thatwe hold the incorrect date of birth on your teacher record, please provide a copy of one ofthe following fom s ofevidence as proofof ywourcomectdate ot
birth. We acceptdocuments in pdforjpeg form at:

+ Birth cerificate

« Passpor

+ Driving licence

Date of birth™
[3v0anere

Proof document*
Bmowse...

Optional comment

=

If you are informing us that we hold the incorrect date of birth on your record, you will
need to provide a copy of one of the following forms of evidence as proof of your correct
date of birth. You will need to provide a scanned copy of one of the following forms of
evidence. Documents in pdf or jpeg format are accepted.

e Birth certificate
e Passport
e Driving license

Once you have clicked submit, you will be taken to the Change of Details request
page.
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Update your employment details

To update your employment details, select the relevant link as highlighted below.

| Guidance and
Privacy Notice

Selfservice

Home b Teacher Self Service b Teacher b

Teaching Regulation Agency

“ou are cumrently logged inte Teacher Saff Sarviee as: John Smith Log out =

John Smith

Teacher Reference Number
1000283

Printer friendhy page

Welcom e to Teacher SelfSenice. You can use this senice to vewyurteaching status and qualificaions, d ownload cerification of
your teaching status and update and comect your personal and contact details.

The certificates are provided in an Adcbe PDF fom atand it is recom m ended that they are viewed using fee updo-date Adobe
reader sotware.

Teacher details

Employment

Initial teacher training

QTS status

EYTS status

Induction status
Supplementary qualifications
Alerts

Teacher details
Title

Forename
John

You will then see this screen.

| Guidance and
Privacy Notice

Self-service

Home ¢ Teacher Self Senice ¢ Update your employment details »

Teaching Requlation Agency

TRA contact information
Email QTS enquiies@education. gowvuk

Status

QTs: =
Induction: -

Are your details correct?

Update your contact details
Update your employment details
Update your name

Update your Date of Birth

Update your National Insurance
number

“ou are cumently logged into Teacher Seff Service as: John Smith Log out »

John Smith

Teacher Reference Number
1000283

Update your employment details
To update your place cfem ployment please enterthe postcode of the establishm ent where you work.

Are you currenfly employed at a school?
COYes (O No

Save Details Cancel
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If you select yes, you will see the postcode field displayed below and will be able to enter the
postcode of your employment and then click save details. You do not need to submit any proof.

Self-service | Guidance and
Privacy Notice

Home ¢+ Teacher Self Semdice ¢ Update your employment details ¢

Teaching Regulation Agency

You are curently logged into Teacher Seff Sarvice as: John Smith Log out »
John Smith
Teacher Reference Number

1000283

Update your employment details

Te update your place ofem pleym ent, please enter the postecode of the establishm ent where you work.

Employer post code

I

Sawve Details Cancel
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Update your national insurance number

To update your national insurance number, select the relevant link as highlighted below.

- -~ -~ -

Selfservice | Guidance and
Privacy Notice

Home b Teacher Self Service b Teacher b

Teaching Regulation Agency

“ou are cumrently logged into Teacher Seff Sarviee as: John Smith Log out =

John Smith

Teacher Reference Number
1000283

Prinmer friendly page

_ _ N . _ ) L TRA contact infonmation
Viglcom e to Teacher SelfSendce. You can use this senice to vewyourteaching status and qualificafions, d ownload certification of Email GTS enquides@education. gowuk
your teaching status and update and comect your personal and contactdetails.

The cerfificates are provided in an Adebe PDF form at and it is recommended that they are viewed using fee upto-date Adobe

reader sotware.
Teacher details Status
Employment Alerts: Mone
Initial teacher training QTs:
QTS stmms Induction:
EYTS status
Induction status
Supplementary qualifications Are your details correct?
Alerts
Update your contact details
Teacher details LT AIEE TC I IS 2
Update your name
Title
~ Update your Date of Birth
Update your National Insurance
Forename number

John

You will then see your current national insurance number.

Self service | Guidance and
Privacy Notice

Home ¢ Teacher Self Senice ¢ Update your National Insurance number ¢

Teaching Requlation Agency

“ou are cumrentty logged into Teacher Selff Service as: John Smith Log out =

John Smith

Teacher Reference Number
1000283

Update your National Insurance number

Ifyeu want to upd ate your N ational Insurance num ber, ple ase com plete the form below

National Insurance number

[ ]

| Save Details || cancel

You can amend your national insurance number and click save details. You do not need
to submit any proof.
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Download your QTS/Induction certificate

To view your certificate, select the relevant link as highlighted below.

You will then see a pop up message on your screen giving you the option to save or open your
certificate.

Self-service | Guidance and |
Privacy Notice

Home*» Teacher Self Service » Teacher»

Teaching Regulation Agency

You are currently logged into Teacher Self Service as: Francine Smith Log out »

Francine Smith

Teacher Reference Number

1000301
Printerfriendly page
] I h ) ) ) ) TRA contact information
Welcome to Teacher Self Service. You can use this service to view your teaching status and qualifications, Email
download certification of your teaching status and update and correct your personal and contact details. QTS enquiries@education.gov.uk

The certificates are provided in an Adobe PDF format and it is recommended that they are viewed using free up-
to-date Adobe reader software.

Status
Teacher details Alerts: None
Employment QTs: 01/06/2015
Initial teacher training Induction: Pass
QTS status
EYTS status

Induction status
Supplementary qualifications
Alerts

Teacher details

Title
Miss

Forename
Francine

Middle name(s)

Surname
Smith

Are your detalils correct?

Update your contact details

Update your employment
details

Update your name
Update your Date of Birth

Update your National
Insurance number

[Request a QTS certificate |

Request a letter confirming your
teaching qualifications

llequest an induction cenmcatel
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To request a letter confirming your teaching qualifications

To view a copy of your letter, you need to select the relevant link highlighted below.

Self-service | Guidance and |
Privacy Notice

Home*» Teacher Self Sewvice » Teacher»

Teaching Regulation Agency

You are currently logged into Teacher Self Service as: Francine Smith Log out »

Francine Smith

Teacher Reference Number

1000301
Printerfriendly page
) ) ) ) ) ) ) TRA contact information
Welcome to Teacher Self Service. You can use this service to view your teaching status and qualifications, Email
download certification of your teaching status and update and correct your personal and contact details. QTS.enquiries@education.gov.uk

The certificates are provided in an Adobe PDF format and it is recommended that they are viewed using free up-
to-date Adobe reader software.

Status
Teacher details Alerts: None
Employment Qts: 01/06/2015
Initial teacher training Induction: B
QTS status '
EYTS status
Induction status Are your details correct?
Supplementary qualifications Update your contact details
Alerts Update your employment
details
Teacher details E RPN AT
Update your Date of Birth
Title
Mi Update your National
155 Insurance number
Forename
Francine Request a QTS certificate
Middle name(s) Request a letter confirming your
- teaching qualifications
Surname Request an induction certificate
Smith

You will then be able to download a copy of your letter.
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To lock your TSS account

You may lock your TSS account if you do not wish to use it. If your account is locked, then your
record on the database of teachers will not be accessible through the TSS web-portal.

To do this, please select the relevant link highlighted below.

Francine Request a QTS certificate

Middle name(s)

Request a letter confirming your
teaching qualifications

Surname Request an induction certificate
Smith

Previous Surname(s) Account controls

Do you wish to lock your
Teacher Self-Service

Date of birth account?
05/09/1981 Read more
National Insurance number Lock Account

Your account will then be locked once you log out of TSS.

If you wish to unlock your account in the future, you will need to contact the Teacher
Qualifications helpdesk on 0207 593 5394 or at gts.enquiries@education.gov.uk to request
your account is unlocked.
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