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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.  
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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. 
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English Language School complete parts 3 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. 
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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withdrawn from Educational Oversight.  
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Material changes in circumstances (continued) 

 

 

 

 

 

 

 

 

 



 
 

6  
© Independent Schools Inspectorate 2024 

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). ISI is unable to reschedule 
an inspection. 

 

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.   
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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)  
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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.  
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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. 

 

 

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


