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S u m m ar y of c h a n g e s t hi s y e ar 

T h e P ort al h a s b e e n u p d at e d f oll o wi n g u s er r e s e ar c h, t h e o p er ati o n al c h a n g e s m a d e ar e 

a s f oll o w s: 

• a u s er p a s s w or d r e s et h a s b e e n a d d e d t o t h e h o m e s cr e e n t o all o w u s er s t o r e s et

t h eir o w n p a s s w or d a s a n d w h e n n e e d e d

• t h er e h a s b e e n u s er g ui d a n c e n ot e s a d d e d t o t h e p ort al t e m pl at e t o as si st u s er s i n

t h e c orr e ct a p pr o a c h t o i n p utti n g d at a o n t o t h e p ort al t e m pl at e t o a v oi d u s er err or s

• t h e err or al ert s h a v e b e e n u p d at e d t o n ot e t h e s p e cifi c err or wit h a n y d at a

s u b mitt e d a h e a d of s u b mi s si o n of t h e p ort al t e m pl at e, t hi s will all o w u s er s t o

u p d at e t h e c o nt e nt s p e cifi c t o t h e err or e n c o u nt er e d

W h o i s t hi s p u bli c ati o n f or ? 

T hi s d o c u m e nt pr o vi d e s g ui d a n c e f or l o c al a ut h oriti e s a n d m ulti -a c a d e m y tr u st s i n r e c ei pt 
of S c h o ol C o n diti o n All o c ati o n ( S C A) o n h o w t o s u b mit t h e C o n diti o n S p e n d D at a 
C oll e cti o n ( C S D C) r et ur n. 

C h e c kli st 

1. L o gi n t o t h e C S D C o nli n e p ort al. It i s s u g g e st e d t h at y o u u s e C hr o m e a s y o ur

br o w s er. If y o u h a v e u s e d t h e p ort al b ef or e pl e a s e u s e y o ur l o g i n d et ail s,

alt er n ati v el y c o nt a ct Df E t o r e gi st er y o u a s a u s er o n t h e p ort al .

2. E nt er y o ur s p e n d d at a eit h er u si n g t h e e x c el t e m pl at e or b y a d di n g dir e ctl y t o t h e

p ort al. R e m e m b er t o s a v e p eri o di c all y.

3. C h e c k all pr oj e ct s u si n g S C A f u n di n g h a v e b e e n a d d e d a n d d at a i s c orr e ct.

4. C o nfir m t h at t h e d at a h a s b e e n a p pr o v e d f or s u b mi s si o n b y t h e Dir e ct or of C hil dr e n' s

S er vi c e s or t h e C hi ef E x e c uti v e ( or e q ui v al e nt) .

5. C o m pl et e s u p p orti n g q u e sti o n s a n d d e cl ar ati o n.

6. S u b mit f or m t o Df E.
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Introduction 
This document provides guidance on how to use the online portal and excel spreadsheet 
to submit your Condition Spend Data Collection (CSDC) return to the Department for 
Education (DfE). It also provides guidance on content and definitions that should be used 
in the return. 

What is the Condition Spend Data Collection? 
DfE is conducting the annual collection of data on each responsible body’s (RB) use of 
the School Condition Allocation (SCA) for the 2018 to 2019 financial year (FY). 

Data can only be submitted using the online portal and copies of the data sent by email 
will not be accepted. The portal will automatically display details of the SCA fund 
allocated to your RB for the 2018/19 FY. 

When is the deadline for submitting data? 
The 12th of November 2019. Any errors in the data must be corrected in the portal 
before the finalised data is submitted. 

Who to contact if you have a query 
If you have any queries, please contact: 
ConditionSpend.COLLECTION@education.gov.uk. 

Note: Screenshots of the portal included in this guide may show names of RBs or 
SCA allocations not applicable to you. 
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Part 1 – Accessing the data collection online portal 
1. Open a web browser and navigate to the data collection portal:

https://efadatacollections.education.gov.uk/sites/csdc/

2. Enter your username and password and sign in (see figure 1). Your username and
password will be provided beforehand by DfE. This will be sent via email from
donotreply@efadatacollections.education.gov.uk.

Note: You should receive a username and password on the day this data collection 
commences. If you do not receive this, please contact 
ConditionSpend.COLLECTION@education.gov.uk. 

This is a different username and password to the SCAP Capital Spend Data,
which is a different collection.

Figure 1: Sign in page for DfE data collection portal 

3. Click on the ‘Local Authority Dashboard’ or ‘Multi Academy Trust Dashboard’ link at
the bottom of the welcome page. (see figure 2).
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Figure 2: Example of the local authority dashboard 

4. You should now see the dashboard page for your RB (figure 3).

Figure 3: Example dashboard for your RB 
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Part 2 – Entering data online

Mandatory questions are indicated by a red star (*). 

The form has automatic quality checks. If you have entered or saved data and a 
‘query’ message appears on-screen, please correct/add/delete the data as per 
the ‘query’ message, then save. 

Each line of data should represent a single project delivered during the financial 
year (FY). 

Set ‘category descriptors’ must be used to describe each project and the forms 
include drop-down boxes under the headings ‘work type’ and ‘primary use of 
funding’. Further details of these are given in Part 4 – Category Definitions. 

The ‘SCA summary’ section may not automatically show the correct total of 
expenditure until you have saved. 

Notes on entering data 

5. From the dashboard page (figure 3), select ‘open form’ to go to the top of the page:
‘End of Year Use of Condition Funds Summary - financial year (FY) 2018-2019’ (see
figure 4).

6. Check that the automated entry of your RB’s name and the value of the SCA are
correct. If there is an error, please contact:
ConditionSpend.COLLECTION@education.gov.uk.

Figure 4: End of year use of condition funds summary 

7. You can upload your condition spend data to the online portal using two methods:
• Using the excel template to upload your data (recommended)
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• A d di n g pr oj e ct d at a dir e ctl y t o t h e o nli n e p ort al

U si n g t h e e x c el t e m pl at e t o u pl o a d y o ur d at a 

W e r e c o m m e n d u pl o a di n g y o ur d at a t hr o u g h t h e e x c el c o m p ati bl e s pr e a d s h e et. T hi s 

all o w s y o u t o a s s e m bl e d at a offli n e, s a v e a n d r et ur n t o it w h e n y o u w a nt t o, a n d c h e c k 

t h e d at a i s c orr e ct b ef or e s u b mitti n g t o Df E. 

T h e s pr e a d s h e et c o nt ai n s pr e -s et dr o p -d o w n b o x e s w hi c h m u st b e u s e d. 

8. Cli c k t h e li n k ‘ D o w nl o a d bl a n k s c h o ol c o n diti o n pr oj e ct s t e m pl at e’ ( s e e fi g ur e 5). At

t hi s st a g e, t h e p ort al m a y a s k y o u t o e nt er y o ur u s er n a m e a n d p a s s w or d d et ail s

a g ai n.

Fi g ur e 5 : H o w t o do w nl o a d a bl a n k s c h o ol c o n diti o n pr oj e ct s t e m pl at e 

9. O p e n t h e t e m pl at e a n d e n s ur e y o u e n a bl e c o nt e nt a n d e diti n g a n d t h e n s a v e t o y o ur

l o c al dri v e.

1 0. E nt er t h e pr oj e ct d at a f or e a c h s c h o ol t h at w a s i n r e c ei pt of c a pit al pr oj e ct s f u n di n g,

s u p pli e d all or i n p art b y t h e u s e of S C A ( s e e fi g ur e 6).

1 1. Y o u m u st u s e a s e p ar at e li n e f or e a c h i n di vi d u al pr oj e ct a n d s el e ct t h e a p pr o pri at e

fi el d s fr o m t h e dr o p-d o w n m e n u s . T h e f or m will a ut o m ati c all y p o p ul at e t h e s c h o ol

d et ail s w h e n y o u e nt er t h e s c h o ol’ s c urr e nt U R N. T o h el p y o u c o m pl et e t h e f or m,

pl e a s e s e e g ui d a n c e l at er i n t hi s d o c u m e nt o n d efi niti o n s of t h e d at a fi el d s a n d

c at e g or y d e s cri pt or s .

1 2. It i s w ort h n oti n g t h at s o m e fi el d s wit hi n t h e s pr e a d s h e et ar e pr e-p o p ul at e d f or

e x a m pl e; w h e n e nt eri n g a c orr e ct U R N t hi s will pr e -p o p ul at e t h e e st a bli s h m e nt

n u m b er, s c h o ol n a m e a n d p o st c o d e fi el d s.  If y o u al s o att e m pt t o p ut a ‘ £’ at t h e

b e gi n ni n g of a n u m b er v al u e, t hi s will t hr o w o ut a n err or m e s s a g e a s t hi s i s al s o pr e -

pr o gr a m m e d.  If y o u ar e h a vi n g a n y pr o bl e m s wit h i d e ntif yi n g a U R N, pl e a s e c o nt a ct

C o n diti o n S p e n d. C O L L E C TI O N @ e d u c ati o n. g o v. u k

1 3. O n c e c o m pl et e, s a v e y o ur s pr e a d s h e et l o c all y b ef or e u pl o a di n g t o t h e p ort al.
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Note: If you cannot access the dropdown boxes, please right-click the cell and 
select ‘Pick from drop-down list’. Data in columns B,C,D are auto populated by 
column A, entering data into these fields may generate an error. Also note that 
data fields will not accept numerical data and vice versa. 

Figure 6: Example school condition projects template 

File upload 
When you have added all of your projects to the capital spend template, please upload it 
to the CSDC portal. 

14.On your School Condition Projects dashboard, click ‘Browse…’ and then open your
saved spreadsheet (see figure 7).

15.Click ‘Upload Projects’.

16.Once uploaded, the system may flag up errors which must be corrected onscreen in
order to submit your return. This could be that there is wording in fields that only
accept numerical data or pre-populated data has been overwritten – the file will not
upload until the spreadsheet has been corrected.

Figure 7: How to upload your saved capital spend template 
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Adding project data directly to the online portal 
As an alternative to using the excel template, data for each project may be entered 
directly to the portal. 

17.On your School Condition Projects dashboard you can enter data directly into the
boxes (see figure 8). Please begin by entering the URN for the school, which will then
automatically populate the school’s details.

18.Only the details of one project can be inserted at a time. To help you complete the
form, please see guidance later in this document on definitions of the data fields and
category descriptors.

19.Once all information has been entered for a project, click ‘Add’. After the project has
been added, the data for that project cannot be edited. However, you can delete an
incorrect line of data and add an amended record if you make a mistake.

20.Repeat the above steps to enter data for all of the projects you are submitting as part
of the return.

Figure 8: Adding data directly to your school condition projects dashboard 

Automatic quality checks/what to do if you get an error 
message 
21.The form has automatic quality checks. If you have entered or saved data and a

‘query’ message appears on-screen, please correct/add/delete the data as per the
‘query’ message, then save.
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Editing data 
22.The online portal will not allow CSDC returns that contain errors to be submitted. Any

errors should be corrected before submitting your return. It is possible to save the
record with errors for correction, but these must be corrected before submission.

23.The system will require an explanation to be entered in the ‘additional comments/ use
of surplus funds’ box if the overall capital spend value is different to the SCA provided
by DfE. Once a return has been submitted, DfE will review the content and will contact
the RB if further explanation is required.

Deleting spend data  
24.There may be the need to amend a project’s data. On the main dashboard page,

locate the project record to be changed, delete this and then re-enter the details to
give a corrected record.
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P a rt 3 – D at a Fi el d G ui d a n c e 

T hi s s e cti o n gi v e s g ui d a n c e a n d d efi niti o n s f or t h e d at a fi el d s t h at n e e d c o m pl eti n g i n t h e 

C S D C.  S e p ar at e g ui d a n c e a n d d efi niti o n s f or t h e dr o p -d o w n c at e g ori e s ar e gi v e n 

s e p ar at el y b el o w. 

N ot e: Y o u s h o ul d n ot i n cl u d e pr oj e ct s t h at ar e f ull y f u n d e d b y a n y of t h e 

f oll o wi n g pr o gr a m m e s: Pri orit y S c h o ol B uil di n g Pr o gr a m m e ( P S B P); Fr e e S c h o ol 

Pr o gr a m m e (i n cl u d e s Fr e e S c h o ol s, U T C s a n d St u di o S c h o ol s); A c a d e mi e s 

C a pit al M ai nt e n a n c e F u n d ( A C M F); a n d C o n diti o n I m pr o v e m e nt F u n d ( CI F). 

If y o u ar e u si n g ot h er f u n di n g a s c o ntri b uti o n t o a n y of t h e s e c e ntr all y f u n d e d 

pr o gr a m m e s, t h e n y o u s h o ul d r e c or d t h e ot h er f u n di n g c o ntri b uti o n o nl y. If y o u 

r e c or d t h e t ot al t h e n w e will a s k y o u t o c orr e ct t h e d at a. 

G e n e r al 

Pr oj e ct d et ail s 

• S c h o ol d et ail s: Pl e a s e e nt er/ c h o o s e t h e s c h o ol’ s U R N if p o s si bl e.  All ot h er

s c h o ol d et ail s s h o ul d t h e n b e a ut o m ati c all y u p d at e d.  If y o u d o n ot k n o w y o ur

s c h o ol’ s U R N, y o u c a n l o o k t hi s u p u si n g E d u b a s e .

• M ult i-s c h o ol pr oj e ct s:

• M ulti -p ur p o s e pr oj e ct s:

• A r e a:

• GI F A:

• U nit s:

• A d diti o n al C o m m e nt s:

1 3   
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P a rt 4 – C at e g or y D efi niti o n s 

T hi s s e cti o n gi v e s g ui d a n c e a n d d efi niti o n s f or t h e dr o p -d o w n c at e g ori e s i n t h e C S D C. 

S e p ar at e g ui d a n c e a n d d efi niti o n s f or t h e d at a fi el d s ar e gi v e n s e p ar at el y a b o v e. 

W or k T y p e d efi niti o n s 

E m er g e n c y w or k s 

I nv e st m e nt i n i m m e di at e r e m e di al w or k s t o m aj or el e m e nt s of pr e mi s e s ( s u c h a s r o of s, 

m e c h a ni c al s er vi c e s, et c.) n e c e s s ar y t o r e m e d y a ct u al, or pr e v e nt i m mi n e nt, pr e mi s e s 

cl o s ur e 

A p pli e s t o: ‘ E m er g e n c y w or k s’ w or k t y p e c at e g or y 

C o m pli a n c e ( h e alt h a n d s af et y) 

In v e st m e nt i n t h e p h y si c al a s p e ct s of pr e mi s e s w hi c h d o n ot m e et st at ut or y r e g ul ati o n s, 

b ut w hi c h d o n ot pr e s e nt a n i m m e di at e t hr e at of pr e mi s e s cl o s ur e 

A p pli e s t o: ‘C o m pli a n c e a n d h e alt h a n d s af et y’ w or k t y p e c at e g or y 

C o n diti o n 

In v e st m e nt i n t h e p h y si c al st at e of t h e m aj or el e m e nt s of pr e mi s e s s u c h a s r o of s, 

e xt er n al w all s, el e ctri c al s er vi c e s, e xt er n al ar e a s, et c. 

A p pli e s t o: ‘M ulti pl e bl o c k c o n diti o n w or k s’, ‘ Si n gl e bl o c k c o n diti o n w or k s’, a n d ‘ E xt er n al 

( n o n-b uil di n g) c o n diti o n w or k s’ w or k t y p e c at e g ori e s 

S uffi ci e n c y (i n cl u di n g e x p a n si o n o r r ati o n ali s ati o n) 

I n v e st m e nt i n t ot al ar e a s a n d t h e q u a ntit y a n d or g a ni s ati o n of pl a c e s wit hi n s c h o ol s, i n 

r el ati o n t o d e m a n d f or pl a c e s. 

A p pli e s t o: ‘ E x p a n si o n - b a si c n e e d’ a n d ‘ E x p a n si o n - n ot b a si c n e e d’ w or k t y p e 

c at e g or y: 

• E x p a n si o n - b a si c n e e d: e x p a n si o n t o pr o vi d e n e w pl a c e s t o m e et d e m a n d

• E x p a n si o n - n ot b a si c n e e d: e x p a n si o n ot h er t h a n t o pr o vi d e n e w pl a c e s t o m e et

d e m a n d

S uit a bilit y 

In v e st m e nt t o i m pr o v e h o w w ell t h e pr e mi s e s m e et t h e n e e d s of p u pil s, t e a c h er s, a n d 

ot h er u s er s 

A p pli e s t o: ‘S uit a bilit y’ w or k t y p e c at e g or y 
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Effi ci e n c y 

In v e st m e nt i n p h y si c al a s p e ct s of pr e mi s e s w hi c h dir e ctl y r e s ult i n a r e d u cti o n i n r e v e n u e 

c o st s s u c h a s e n er g y, tr a n s p ort, et c. 

A p pli e s t o: ‘E n er g y effi ci e n c y’ w or k t y p e c at e g or y 

W or k T y p e c at e g ori e s 

• Bl o c k r e pl a c e m e nt

• M ulti pl e bl o c k c o n diti o n w or k s – si n gl e el e m e nt (r o of s or m e c h a ni c al s er vi c e s et c.)

• M ulti pl e bl o c k c o n diti o n w or k s – m ulti pl e el e m e nt s (r o of s a n d m e c h a ni c al s er vi c e s

et c.)

• Si n gl e bl o c k c o n diti o n w or k s – si n gl e el e m e nt (r o of s or m e c h a ni c al s er vi c e s et c.)

• Si n gl e bl o c k c o n diti o n w or k s – m ulti pl e el e m e nt s (r o of s a n d m e c h a ni c al s er vi c e s

et c.)

• E xt er n al ( n o n -b uil di n g) c o n diti o n w or k s

• E m er g e n c y w or k s

• C o m pli a n c e a n d h e alt h a n d s af et y

• E n er g y effi ci e n c y

• A c c e s si bilit y i m pr o v e m e nt s

• E x p a n si o n - b a si c n e e d

• E x p a n si o n - n ot b a si c n e e d

• S uit a bilit y - t e a c hi n g ar e a s

• S uit a bilit y - n o n t e a c hi n g ar e a s

• S uit a bilit y - e xt er n al ar e a s

• Ot h er ( Pl e a s e s p e cif y …..) 

M ai n u s e of fu n di n g d efi niti o n s 

M ulti pl e u s e s 

P l e a s e di s a g gr e g at e s p e n d a s m u c h a s p o s si bl e. W h er e t hi s i s n ot p o s si bl e pl e a s e e nt er 

t h e m ai n u s e of t h e f u n di n g. 

Bl o c k e xt e n si o n 

E x p a n si o n of a n e xi sti n g e st a bli s h m e nt t hr o u g h a n e w b uil d. 

Pr o vi si o n of n e w bl o c k ( n o n -t e m p or ar y b uil di n g) 

N e w bl o c k f or m e d t hr o u g h a n e w b uil d. 
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Pr o vi si o n of n e w bl o c k (t e m p or ar y b uil di n g) 

C r e ati o n of t e m p or ar y a c c o m m o d ati o n r e q uir e d f or a s h ort p eri o d of ti m e or i n a n 

e m er g e n c y f oll o wi n g a n i n ci d e nt. 

A s b e st o s m a n a g e m e nt/r e m o v al 

Pl e a s e i n cl u d e all a s b e st o s r el at e d w or k s i n t hi s c at e g or y, d o n ot i n cl u d e wit h ot h er 

c at e g ori e s w h er e p o s si bl e. 

Fi r e s af et y w or k s 

Pl e a s e i n cl u d e all fir e s af et y r el at e d w or k s i n t hi s c at e g or y, d o n ot i n cl u d e wit h ot h er 

c at e g ori e s w h er e p o s si bl e. 

M ai n u s e of f u n di n g c at e g ori e s 

• Pr o vi si o n of n e w bl o c k ( n o n -t e m p or ar y b uil di n g)

• Pr o vi si o n of n e w bl o c k (t e m p or ar y b uil di n g)

• Bl o c k e xt e n si o n

• Fi x e d f ur nit ur e a n d fitti n g s – s ci e n c e

• Fi x e d f ur nit ur e a n d fitti n g s – c at eri n g kit c h e n ( n ot c urri c ul u m f a ciliti e s)

• Fi x e d f ur nit ur e a n d fitti n g s – g e n er al F F & F i n t e a c hi n g s p a c e s

• Fi x e d f ur nit ur e a n d fitti n g s – g e n er al F F & F i n n o n -t e a c hi n g s p a c e s

• R o ofi n g

• Fl o or s

• St air s

• C eili n g s

• Fl o or s a n d st air s

• Fl o or s, st air s, c eili n g s a n d r e d e c or ati o n s

• El e ctri c al s er vi c e s

• M e c h a ni c al s er vi c e s (i n cl u di n g b oil er s a n d h e ati n g s y st e m s)

• El e ctri c al a n d m e c h a ni c al s er vi c e s (i n cl u di n g b oil er s a n d h e ati n g s y st e m s)

• El e ctri c al s er vi c e s, m e c h a ni c al s er vi c e s (i n cl u di n g b oil er s a n d h e ati n g s y st e m s),

c eili n g s a n d r e d e c or ati o n s

• Lift s

• E xt er n al w all s

• E xt er n al wi n d o w s

• E xt er n al d o or s

• E xt er n al w all s, wi n d o w s a n d d o or s

• E xt er n al w all s, wi n d o w s a n d d o or s a n d r e d e c or ati o n s

• I nt er n al w all s

• I nt er n al wi n d o w s
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• I nt er n al d o or s

• Int er n al w all s wi n d o w s a n d d o or s

• I nt er n al w all s wi n d o w s a n d d o or s a n d r e d e c or ati o n s

• I nt er n al w all s wi n d o w s a n d d o or s, c eili n g s a n d r e d e c or ati o n s

• I nt er n al w all s, wi n d o w s a n d d o or s, c eili n g s, fl o or s a n d r e d e c or ati o n s

• I nt er n al w all s, wi n d o w s a n d d o or s, c eili n g s, fl o or s, r e d e c or ati o n s a n d

el e ctri c al/ m e c h a ni c al s er vi c e s (i n cl u di n g b oil er s a n d h e ati n g s y st e m s)

• R e d e c or ati o n s (i nt er n al a n d/ or e xt er n al)

• T oil et s

• C eili n g s

• Pl a yi n g fi el d s

• E xt er n al ar e a s ( e x cl u di n g pl a yi n g fi el d s b ut i n cl u di n g dr ai n a g e a n d s wi m mi n g

p o ol s)

• Str u ct ur al str e n gt h e ni n g w or k s

• A s b e st o s m a n a g e m e nt/r e m o v al

• Fir e s af et y w or k s

• Ot h er ( Pl e a s e s p e cif y …..) 

S o ur c e of s u p pl e m e nt ar y f u n di n g d efi niti o n s 

Y o u s h o ul d n ot i n cl u d e pr oj e ct s t h at ar e f ull y f u n d e d b y a n y of t h e f oll o wi n g 

pr o gr a m m e s: 

• Pri orit y S c h o ol B uil di n g Pr o gr a m m e ( P S B P)

• Fr e e S c h o ol Pr o gr a m m e (i n cl u d e s Fr e e S c h o ol s, U T C s a n d St u di o S c h o ol s)

• A c a d e mi e s C a pit al M ai nt e n a n c e F u n d ( A C M F)

• S c h o ol C o n diti o n I m pr o v e m e nt F u n d ( CI F)

If y o u ar e u si n g S C A a s c o ntri b uti o n t o a n y of t h e s e c e ntr all y f u n d e d pr o gr a m m e s, t h e n 

y o u s h o ul d r e c or d t h e S C A c o ntri b uti o n o nl y . If y o u r e c or d t h e t ot al t h e n w e will a s k y o u 

t o c orr e ct t h e d at a. 

M ulti pl e s o ur c e s 

Pl e a s e e nt er t h e m ai n s o ur c e of s u p pl e m e nt ar y f u n di n g. 

R e s e r v e s 

F u n d s s et a si d e f or c a pit al e x p e n dit ur e. N ot i n cl u di n g c o u n cil b orr o wi n g or c o u n cil f u n d s 

n ot alr e a d y s et a si d e. N ot i n cl u di n g r e v e n u e r e s er v e s. 
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Local Authority contribution (excluding section 106 funding) 

Including council borrowing and council funds not already set aside as reserves. 
Excluding section 106 funding. 

Private funding 

Please separate out Parent Teacher Association (PTA) funding. 

Revenue allocation 

Funding from revenue funding streams and/or revenue reserves. 

Source of supplementary funding categories 
• Reserves
• Local Authority contribution (excluding section 106 funding)
• Section 106 funding
• Private funding (not PTA)
• Private funding (PTA)
• Sponsor contribution
• DfE funding – emergency funding
• DfE funding – Basic Need
• DfE funding – Other
• Non-DfE grant
• Revenue allocation
• Other (Please specify…..) 
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P a rt 5 – S u b mitti n g t h e r et ur n 

D o n ot s u b mit u ntil y o u ar e s ati sfi e d t h e d at a i s c o m pl et e a n d c orr e ct. Aft er s u b m itti n g, 

y o u will b e u n a bl e t o a m e n d or s u b mit a n y ot h er d at a. S h o ul d a s u b s e q u e nt c h a n g e b e 

r e q uir e d pl e a s e co nt a ct Df E o n C o n diti o n S p e n d. C O L L E C TI O N @ e d u c ati o n. g o v. u k . 

2 5. B ef or e y o u c a n s u b mit y o ur d at a, y o u m u st c o m pl et e t h e ‘ S u p p orti n g q u e sti o n s’ a n d

‘ D e cl ar ati o n' el e m e nt of t h e f or m ( s e e fi g ur e 9):

• E nt er all r el e v a nt d et ail s i n t h e ar e a s pr o vi d e d

• C h e c k t h e c o nt e nt

• Cli c k t h e ti c k b o x: ‘I al s o c o nfir m t h at t h e i nf or m ati o n gi v e n i n t hi s f or m h a s b e e n

a p pr o v e d f or s u b mi s si o n, b y t h e Dir e ct or of C hil dr e n' s S er vi c e s’ or ‘I al s o c o nfir m

t h at t h e i nf or m ati o n gi v e n i n t hi s f or m h a s b e e n a p pr o v e d f or s u b mi s si o n, b y t h e

C hi ef E x e c uti v e ( or e q ui v al e nt)’

T h e ‘ S u b mit’ b utt o n will n o w b e c o m e li v e. 

2 6. W h e n y o u h a v e c o m pl et e d y o ur fi n al c h e c k s, pl e a s e cli c k t h e ‘ S u b mit’ b utt o n at t h e

b ott o m of f or m.

2 7. O n c e s u b mitt e d, y o u will r e c ei v e a n a ut o m at e d e m ail c o nfir mi n g r e c ei pt b y Df E.

N ot e: T h e ‘ d e cl ar ati o n’ c a n b e c o m pl et e d b y s o m e o n e ot h er t h a n t h e Dir e ct or of 

C hil dr e n’ s S er vi c e s ( D C S) or t h e C hi ef E x e c uti v e, b ut Df E r e q uir e R B s t o e n s ur e 

t h at t h e c o nt e nt s of t h e f or m ar e a p pr o v e d b y t h e D C S or C hi ef E x e c uti v e pri or t o 

s u b mitti n g d at a. 

1 9   

mailto:ConditionSpend.COLLECTION@education.gov.uk


 

 

 

 

 
     Figure 9: Supporting questions and declaration section of form 
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