
Use the GTC’s Employer Access
service to view the registration,
qualifications and restriction status of
teachers in your school.

www.gtce.org.uk/employeraccess

October 2009

Checking teachers’ 

details online

a guide for schools

Introduction

Register your school to use the system

Register an individual to use the system

View an individual teacher report

View records of teachers in your school

Add a teacher record

pp 04

pp 05-08

pp 09-10

pp 11-12

pp 13-14

pp 15-16

Remove a teacher record pp 17-18

View the record of disciplinary decisions pp 19

Glossary of Terms used in EA online reports pp 20-21

Requirements for full and provisional registration pp 22-23





3 www.gtce.org.uk/employeraccess



You can also view additional details for
an individual teacher such as:

• initial teacher training qualifications
(such as PGCE etc);

• induction;
• advanced skills;
• National Professional Qualification

for Headship;
• graduate qualifications (such as BA,

B.Ed, BSc etc; and
• Teacher Learning Academy.

Please note:

• Using the service does not exempt
you from the other checks you have
to make for teaching and non-
teaching staff; for example CRB, ISA
Vetting and Barring scheme and
identity and health checks.

• It only holds details about teachers,
and does not include other people in
the local authority workforce.

• For security and maintenance
reasons the online service is only
available to users from Monday to
Friday, between 9:00am and 5:00pm.
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Employer Access: 
the GTC’s free online 
checking service 

Employer Access is a free service
available through the GTC website,
which lets you check online the
registration, qualification and
restriction status of all teachers.

You can use the service to also access
the GTC record of disciplinary decisions.

This service is in line with the
Government’s Safeguarding children
and Safer Recruitment in Education
guidance.

The address is
www.gtce.org.uk/employeraccess 

By using Employer Access, you can
view and print off a list of all teachers
who are recorded as being employed
by your school on the GTC register. At
a glance you will be able to check the
following:

• Qualified Teacher Status (QTS)
• GTC Registration Status
• any restrictions – such as

suspensions or prohibitions from
teaching.

Introduction



In order to use the Employer Access service you need to register your school with
the system. The General Teaching Council for England (GTC) will provide two
unique code numbers to use when registering your organisation.

Step 1

Log on to the Employer Access welcome page (www.gtce.org.uk/employeraccess)
and click on the register new organisation arrow. 

1. Register your school to use the
system
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New 

organisations

arrow



Step 2

• Enter your school’s unique organisation number.
• Enter your school’s validation number, using this format: XXX/XXXX (including the

forward slash).
• Click the ‘Register’ button.

Step 3

Your school’s details will appear on screen. If the details are correct click the
‘Register’ button to continue. 
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Register



Step 4

Enter your personal details, confirm the number of users your school will require
and accept the Terms and Conditions before clicking on the ‘Register’ button. 

You must enter your business (work) email address. The system will require all
other users from your school to have the addresses with the same email domain.
However, if other users in your school, or acting on behalf of your school, do use
an alternative email domain this will need to be entered in the ‘Alternative email
domain’ address. For reference the email domain is blue in this example:
user@domain.com
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Step 5

When the process is complete you will receive a confirmation message. An email
will be sent to you on the next working day providing your user name and password. 
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2. Register an individual to use the
system
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After you register your school with the Employer Access service, you will receive
an email confirmation. On your instruction, other individual users from your 
school (such as school secretaries, bursars, governors or staff with a specific and
delegated HR function) may then register themselves with the service.

Step 1

Log on to the Employer Access welcome page www.gtce.org.uk/employeraccess
and click on the green ‘New User’ Arrow.

New User



Step 2

Enter the personal details and the school’s unique organisation number and click
on the ‘Register’ button. Remember – the school’s organisation number is
provided in the letter that came with this booklet.

Step 3

When the process is complete you will receive a confirmation message. An 
email providing you with your username and password will be sent to you on the
next working day.
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You can view the personal record of any teacher held on the GTC’s database (but
please note that by law you are only entitled to check those employed at your
school and those you are considering whether to employ). An Individual Teacher
Report will provide information on the teacher’s registration status, QTS, induction
status, qualifications and any restrictions or barrings.

Step 1

Log in to the Employer Access service using your user name and password. 
Enter the:
• teacher reference number (sometimes known as a DfES or DCSF number);
• surname; and 
• date of birth 
of the teacher you wish to check. 

Click on the purple ‘Submit’ arrow.

3. View an individual teacher report
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Step 2

The Individual Teacher Report will be displayed on screen.

12 www.gtce.org.uk/employeraccess



You can view a registration report on all known teachers employed within your
school. For each teacher, the report will tell you whether they: 

• are currently registered with us;
• have been awarded Qualified Teacher Status; and
• have any active or spent disciplinary restrictions or barrings.

The list can be kept up to date by adding a teacher record – see the next section.

Step 1

Log in to the Employer Access service using your username and password.
Click on the purple ‘Submit’ arrow next to your school name.

4. View records of teachers in your
school
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Step 2

A School Report will be displayed on screen. It is possible to view any of the listed
teachers’ Individual Teacher Reports by clicking on their surnames. 

Find out more about the GTC’s registration requirements for teachers on 
the website: www.gtce.org.uk/registration
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If the School Report does not contain all the teachers currently employed at your
school you can add new teachers to the report. 

Step 1

Locate the Individual Teacher Report for the teacher you wish to add to your
School Report by entering their teacher reference number, surname and date of
birth. Click on the ‘Add Teacher’ button.

5. Add a teacher record
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Add teacher



Step 2

Confirm the start date and click ‘Submit’.

Step 3

A confirmation message will appear. The teacher’s employment details will be
updated on the GTC’s database and their details will appear on your School Report
by the next working day.
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Teachers who appear on your school report who are no longer employed in your
school can be removed from the list by using the ‘Remove’ teacher option. 

Step 1

Open the School Report; tick the ‘Remove’ box located on the line of the teacher
you wish to remove and then click the ‘Remove Teacher’ button.

Step 2

Confirm the last date of employment and click ‘Submit’.

6. Remove a teacher record
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Step 3

A confirmation message will appear. The teacher’s employment details will be
updated on the GTC’s database and their details will be removed from your School
Report by the next working day.
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You can use the Employer Access system to look at the GTC’s record of
disciplinary decisions.

Step 1

To access the record on the system you must log into the Employer Access
service, go to www.gtce.org.uk/employeraccess. Enter your user name and
password and click the yellow ‘Log in’ arrow.

Once logged in you will see a green box towards the top of the screen with the
text ‘Get record of GTC disciplinary decisions’.

Click the text within the box and you will get a download dialog box like the one I
the image below. Click the ‘Open’ button to view the file.

Note:

The record of disciplinary decisions is a PDF file. You will need to have Adobe
Acrobat reader installed on your computer in order to read the file.

If you do not have Adobe Acrobat reader installed on your computer you can
download it from http://www.adobe.com/products/acrobat/readstep2.html. 

7. View the record of disciplinary
decisions
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Restrictions

The restriction field indicates whether
a record has any restrictions, including
GTC disciplinary sanctions, which will
affect their ability to register with the
GTC or work in the maintained sector.
GTC Disciplinary sanctions are
displayed even when they are no
longer in effect. The restriction field
will display one of three values:

‘No’ – record has no restrictions

‘Active’ – Record has one or more
active restrictions present

‘Spent’ – Record has one or more
spent restrictions present. Please
note, spent restrictions will not affect
the eligibility of a teacher to register
with the GTC.

Specific details of a restriction can be
viewed on the Individual Teacher report.

Induction

Since 07 May 1999, after achieving QTS
all Newly Qualified Teachers working in
maintained schools and non maintained
special schools must complete a
mandatory induction year. Failure to
pass the induction year makes a
teacher ineligible to register with the
GTC and work in maintained schools
and non maintained special schools.

The Individual Teacher Report provides
information on whether a person has
passed induction, when they have
passed and where they completed
each term of induction. 

Qualified Teacher Status (QTS)

The QTS field indicates whether a
teacher has been awarded QTS. All
EA online reports will indicate if a
teacher has QTS by displaying the
value ‘Yes’. On individual Teacher
Reports this value will be followed by
the date on which QTS was awarded. 

QTS is awarded by the General
Teaching Council for England (GTC)
once a teacher has been assessed as
meeting the Standards for the Award
of Qualified Teacher Status by an
accredited training provider. A person
must have QTS if they wish to work
as a qualified teacher in maintained
schools and non maintained secondary
schools in England.  

Registered/Registration Category

The ‘Registered’ field indicates
whether a person is currently
registered with the GTC. Where a
record is registered (value of ‘Yes’ is
displayed) the report will also display a
Registration Category. The Registration
Category provides information on the
type of registration a record has. 
If a record displays a category of
‘Qualified Teacher’ the person has 
Full Registration with the GTC. If a
record displays a category beginning
with the word ‘Provisional’ the person
has provisional registration with the
GTC. No category is displayed if a
person is not registered.

Glossary of Terms used in EA
online reports
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TLA

Teacher Learning Academy. The TLA
provides a Continuing Professional
Development (CPD) framework which
enables teachers to gain professional
recognition from their peers for their
learning and work in classrooms. It is
a professional community of teachers,
schools and other organisations. It is led
by the GTC, delivered with Cambridge
Education. Details of a teacher’s
involvement with TLA are displayed 
on the individual teacher report.

Incorrect Information

If any of the data displayed on a report
appears to be incorrect the teacher
affected will need to contact the GTC
directly in order to resolve the issue.
They can contact us either by
telephone on 0370 001 0308 or by
email at info@gtce.org.uk

Advanced Skills Teacher

The Individual Teacher Report will
indicate whether a record has achieved
the status of advanced skills teacher.

NPQH

The National Professional Qualification
for Headship. This qualification is now
a requirement for all new head
teachers. The Individual Teacher
Report will indicate if a teacher has
been awarded the NPQH and show
the date it was awarded.

ITT Qualification

Initial Teacher Training qualification.
The ITT qualification is the accredited
teacher training course or programme
completed by the teacher that led to
the award of QTS (PCCE, B.Ed, GTP
etc). This section of the Individual
Teacher Report displays the details of
the programme completed.

Degree Details

Teaching is now a graduate
profession. The Degree details section
of the Individual Teacher Report will
display information held by the GTC
on a teacher’s graduate qualifications.
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Instructors

Since 01 September 2009 all instructors
employed in maintained schools, non
maintained special schools and pupil
referral units in England must be
provisionally registered with the GTC.

An instructor is an unqualified teacher
who is appointed to teach in a school.
Instructors should only be appointed if
no suitable qualified teacher is
available to take the post. Instructors
should only be employed for such a
period where no suitable qualified
teacher or teacher on the employment
based teacher training scheme is
available for appointment.

By ‘teach’ we mean:

• Planning and preparing lessons and
courses for pupils;

• delivering lessons to pupils; and
• assessing or reporting on the

development, progress and
attainment of pupils.

Full registration

Full registration is a requirement for all
qualified teachers employed to teach in
maintained schools, non maintained
secondary schools or Pupil Referral
Units.

By ‘teach’ we mean:

• Planning and preparing lessons and
courses for pupils;

• delivering lessons to pupils; and
• assessing or reporting on the

development, progress and
attainment of pupils.

The requirement to register applies to
full-time, part-time and supply teachers.

Provisional Registration

Provisional Registration is a
requirement for trainee teachers,
instructors and unqualified Overseas
Trained Teachers.

Trainee Teachers

Anyone commencing a course of initial
teacher training (ITT) in England
leading to the award of QTS must be
provisionally registered with the GTC.

Requirements for full and
provisional registration
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Overseas Trained Teachers (OTTs)

Since 01 September 2009 all OTTs
without QTS employed to teach in
maintained schools and non maintained
secondary schools must be
provisionally registered with the GTC.

By ‘teach’ we mean:

• Planning and preparing lessons and
courses for pupils;

• delivering lessons to pupils; and
• assessing or reporting on the

development, progress and
attainment of pupils.

The requirement to register applies to
full-time, part-time and supply teachers.

An OTT is a teacher qualified in a
country outside of the UK. OTTs can
work for up to four years as an
unqualified teacher in schools in
England without the need to gain QTS.

The four year period begins on the day
they commence a teaching post and
expires four calendar years later. It is
not based on years of service.
Provisional registration for OTTs
automatically ceases once the four
years have passed.
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