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PFE Annual Data Return (ADR) Help File

Please follow this step-by-step guide to help complete the PFE online ADR form.

Step 1 — You will receive an email with a link in it. Click on the link to open the ADR page and sign in

as you would normally. Then enter your name and your job title. The other sections are auto-
populated.

Annual Data Return To ISI

Preface

You must complete this form to provide information about predicted student numbers for the current year January to December,
as well as any material changes of circumstances and your college's financial sustainability.

We use this information to work out the type and tariff of your college’s next inspection.
Section 1 — College Details

College details

*1. Please provide the following details regarding the college:

Name and job title of person filling in this form:

Name [ ] Job title [ ]
College name: [Example College ] College contact name: [Joe Bloggs ]
College contact email: [example@college.net ] College contact telephone: [020??1 09908 ]
Principal: [Joe Bloggs ] Proprietor: [Mr College ]
College address: Cap House Company registration number: [0564654 ]
Long Lane
London
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Step 2 — You must now provide your student numbers. If you are a further education college, please
complete part 2. If you are an English Language school, please complete part 3, including list of
current teachers.

If you offer both further education and English language courses, please fill in both tables.

Further Education — complete part 2.

Section 2 — Student numbers

Please note: Educational Oversight covers a college’s site and we will inspect courses at sites even if the courses are
NOT part of the student sponsor licence scheme.

Therefore, please list ALL courses at sites where you have Educational Oversight. You do NOT need to list courses at
sites where you do not have Educational Oversight.

Further Education Colleges

*2_ Please fill in the table below with all Further Education courses for 2024 (For English Language courses go to Q.3 If you
offer both Further Education and English Language courses fill in both tables.)

Courses Level Awvarding Body Teacher({s) Name(s) MNumber of hours Number of Predicted
per week weeks per year student numbers
for 2024
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English Language School complete parts 3 only.

English Language Schools

*3. English Language Schools must fill in the table below by supplying their Full Time Equivalent (FTE) Student Weeks. To
calculate your College’s FTE Student weeks, please use the following calculation:

The calculation is:

Student FTE Calculation:

Number of full time students X Number of weeks = FTE.
(Full time is defined as 15 hours per week)

Example 1:
12 full-time students on a 2 week course would be calculated as follows:
12 (full time students) X 2 (length of course in weeks) = 24 FTE student weeks.

Example 2:
30 part-time students on a 1 week course, 5 hours per week would be calculated as follows:
30 (part-time students) X 5 (hours per week) = 15 (hours for a full time course) = 10 FTE student weeks”

Full Time Student Weeks

Part Time Student Weeks

Full Time Equivalent of Part Time Student Weeks

[

Total (FT + FTE PT)

List of current teachers (EFL only)

Step 3 — You must let us know whether your college accepts under 18s, even if you don’t have any
currently present at your college.
Provision for under 18s

*4. Please tick relevant box

Acce-pt under 18 18+ only
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Step 4 — Material changes in circumstances. You must let us know if you have had any material
change in circumstances since your last inspection. Failure to do this could lead to your college being
withdrawn from Educational Oversight.

Section 3 - Material Changes

Please note if you fail to report a material change in circumstances your college may fail its inspection and be withdrawn from
Educational Oversight (EQ).

The material changes in circumstances, in the table below, will trigger an Educational Oversight (EQ) inspection in place of the
scheduled annual monitoring visit, even if your college is due to skip a year.

*5. Please tick which apply.

Planning to undertake this change | Change has
already been made

For FE Colleges and colleges offering mixed provision with less than 50 students: planning to (O Planning
increase total student numbers (international and / or domestic) by at least 50 places

(O Change Already Made

@ Mo Changes

For predominantly EFL centres with less than 4000 student weeks of teaching: planning to increase  (7) Planning

total student weeks by 2,000 or more )
(O Change Already Made
@ No Changes

For FE Colleges and colleges of mixed provision with more than 50 students: planning to increase () Planning

total student numbers (international and / or domestic) by either 100 places or 20% or more (whicheveris

greater) () Change Already Made

@ No Changes

For predominantly EFL centres with more than 4000 student weeks of teaching: planning to @ Planning
increase total student numbers by 20% or more
() Change Already Made

(©) No Changes

Merger with another college or acquisition of a new branch that is planned to be included in the existing

) Planning
sponsorship arrangement.

() Change Already Made
@ Mo Changes

Change of 50% or more on the type or provision / courses offered. @ Planning
(O Change Already Made
(O No Changes
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The material changes in circumstances, in the table below, will be considered at the next monitoring visit (MV).

Where you indicate one change, you will receive a one-day extended monitoring visit; where you indicate two changes, you
will receive a two-day extended monitoring visit. You will be charged extra for extended monitoring visits. (For details of

Inspection Fees see the website).
Please note three or more changes will trigger a full EQ inspection.

*7. Please tick which apply.

Planning to undertake this changs | Change has already
been made

Change of address, acquisition of a new building, extension of premises with an increase of
capacity by 25% or more

() Planning @ Change Already Made

() Mo Changes

Change of Principal and/or Propristor or equivalent

() Planning () Change Already Made
@ Mo Changes

Change of 20% or more of permanent teaching staff

@ Planning (O Change Already Made

() Mo Changes

Change of 30% or more on the type of provision / courses offered

(O Planning () Change Already Made
@® No Changes

First time change in the age range of students (from 18+ to under 18s)

(O Planning () Change Already Made
@ No Changes

Change in accommodation arrangements for students (from not directly owning and managing to
directly owning and managing accommodation)

(O Planning () Change Already Made
@ No Changes

Change to legal or trading name

(O Planning () Change Already Made
@® No Changes

§. Please give details about the change(s). If you have selected any of the changes above for planning, please outline your

plans below and include the timeframe in which they will be completed.
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Step 5 — Updating your diary. Please make sure that you update your institutional diary with any
closure periods, times when it would be inconvenient to have an inspection and when no teaching is
taking place (we have to observe teaching when we inspect your college). ISl is unable to reschedule
an inspection.

A Further help...

¥ Non-teaching Days
[ Sunday [ Monday [ Tuesday [ Wednesday [] Thursday [ Friday [ Saturday

Please select your non-teaching days

April 2024 << | 4| today | » | s>
Sun Won Tue Wed Thu Fri Sat
1 2 3 4 5 6
7 3 9 10 1 12 13
14 5 16 7 18 19 20

Step 6 — All colleges must enter information about their current student numbers and student
forecast figures for the next four years in the table in Section 4 a). In addition, where applicable,
please enter the college’s current CAS number.

Section 4 — Financial Sustainability Checks (FS)
a) Student Forecast & Confirmation of Acceptance for Students (CAS)

All colleges must enter information about their current student numbers, and student forecast figures for the next 4 years in the
table below.

Current CAS number: :]

Current Students

Sponsored students Home Other Total Ratio

(¢ J [0 |E Jre o4
2025 Student Forecast

Sponsored students EU and home Other Total Ratio

[10 ] [15 ][4 ]29 0.67
2026 Student Forecast

Sponsored students EU and home Other Total Ratio

[12 | [15 |10 |
2027 Student Forecast

Sponsored students EU and home Other Total Ratio

[12 | [15 |12 |2
2028 Student Forecast

Sponsored students EU and home Other Total Ratio

[12 | (20 |15 47 06
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Step 7 — Colleges at the start of a four-year cycle will need to undergo a financial check and
complete section 4b. If your college is not at the start of a four-year cycle and is having a monitoring
visit, then please complete Section 4c)

b) Colleges at the start of a new four-year cycle
If you are not at the start of a four-year cycle and are having a monitoring visit please go to part c)

Colleges must upload their latest statutory financial information filed at Companies House. Colleges not requiring a statutory
audit should submit abbreviated accounts and the Director’s statement filed with Companies House.

Pdf of most recent company accounts

Filename Version Reference Date
test pdf open.pdf 1 COMPANY_ACCOUNTS 25-Mar-2024 |
Choose file | No file chosen
Comments:
Pl
Upload

Management accounts

Please upload a pdf attachment of the current year’s budget plan and Management accounts showing performance against the
college’s annual budget plan, inclusion of cash flow projections for the next two years (from the date of the inspection) and
supporting commentary.

Filename Version Reference Date

No documents uploaded

Choose file | No file chosen

Comments:
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Step 8 — College must make a declaration to confirm there has been no change to their financial
status since their last ADR or their application.

Where there is a change, colleges must submit a summary of the changes and any supporting
documentation including a mitigation plan.

¢) Financial declaration

Colleges must report any changes in their financial status that may disrupt educational activities, including discontinuation of
existing courses, along with a mitigation plan.

Please tick the appropriate box:

| confirm there has been a change in the college’s financial status since the submission of the application/last annual data
return®. O

| confirm there has been no change in the college’s financial status since the submission of the application/last annual data
return. O

* Where there is a financial change, please submit a summary of the changes and any supporting documentation including the
mitigation plan

Summary of changes to financial position

Filename Version Reference Date
No documents uploaded
Choose file | No file chosen
Comments:
s
Upload

Supporting documentation

Filename Version Reference Date
No documents uploaded
Mitigation plan
Filename Version Reference Date
No documents uploaded
Choose file | Mo file chosen
Comments:
#
Upload
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Step 9 — Closure times and disclaimer - please note also by ticking the box, you are agreeing to
abide by ISI’s terms and conditions.

Closure Times and Disclaimer
Closure Times

@ Yes By ticking this box | confirm that | have logged into my account on pfe.isi.net and updated our closure periods for the next 12 months. | confirm
that we will notify IS| of any material changes in circumstances as soon as they occur and accept that rescheduling an inspection will not be
possible if details given in the calendar are incorrect or changed after the notification of an inspection date. | agree to abide by the ISl Terms &
Conditions.

I. | Terms and Conditions

To complete the ADR please click submit. Select save if you want to complete the ADR later.
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