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About this document 

This document is part of a suite of documents that provide guidance and 

information about the Condition Data Collection (CDC) Programme.  It 

contains two main sections: the first section lists the questions that schools 

are asked to complete in the CDC school questionnaire; the second section 

provides descriptions and examples of the compliance and building 

management documentation that schools will be asked to share with 

surveyors when they visit. 

This document is supported by further information contained in: 

 CDC Guide for Schools 

 CDC Programme Guide 

 CDC Technical Reference Manual Part 1 and Part 2. 

The first two documents will be published on GOV.UK in January 2017.  The 

Technical Reference Manual will be published in March 2017. 

About the School Questionnaire 

The online School Questionnaire needs to be completed by schools at least 

two weeks before the agreed date of the CDC site visit.  A link to the 

questionnaire will be provided by the Surveying Organisation in the letter of 

introduction, which will be sent to schools a minimum of 35 days before the 

proposed site visit date. 

The school questionnaire helps the surveying organisation to learn important 

details about the school’s site and its context before they visit, and asks the 

school to confirm that they have the appropriate building management 

documentation and compliance certificates, reducing the amount of time 

surveyors need to spend on site. It also provides the EFA with useful 

information about the usage of school sites. 

The tables that follow in Section 1 list all questions that are asked of schools 

in the school questionnaire and provides guidance on each. 

https://www.gov.uk/guidance/condition-data-collection-programme-information-and-guidance
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Section 1 – Information requested in school questionnaire 

 

The School Questionnaire requests information on a number of topics: 

 School details (name, etc) 

 Contact details 

 Sites: number of sites and details of sites shared with other users 

 Known planning restrictions 

 Existence of building management and compliance documentation 

 School capacity: number of classrooms  

This information will help the EFA: 

 Understand the capacity and shared usage of the education estate to help ensure that there is a place available for every child.   

 Understand any planning restrictions which may impede future development on existing sites. 

 Understand the extent to which building management documentation exists across the national school estate, which will help 

inform future initiatives to help those who are responsible for maintaining buildings develop their building management data. 

The questions are described below.  
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SECTION A: 
School and contact details 

Some of this information will be pre-populated using Edubase data but schools are asked to provide 
information where this hasn’t been possible.   

Question 
number 

Question Description 
 

Guidance 

A1 School / establishment 
name 

The current name of the school. This will be prepopulated from Edubase but may be out of date if 
your school name has recently changed (e.g. by converting to an 
academy).  Please check the name of your school is correct and 
update where necessary. 

A2 School’s DfE 
establishment number 

The DfE establishment number 
for your school. 

This is a four- digit number e.g. 4153 and not the school’s URN as 
displayed in Edubase (which contains six digits).  Again, this will be 
prepopulated.  If your school has recently converted to academy or 
amalgamated with another school then you should check the value 
against what is held in Edubase (Link to Edubase). 

A3 School’s Unique 
Reference Number 
(URN) 

The URN number for your school. Six digits.  This will be prepopulated but if your school has recently 
converted to academy or amalgamated with another school then 
you should check the value against what is held in Edubase (Link to 
Edubase). 
   

A4 Establishment type The ‘type’ of establishment, e.g. 
‘Academy 16-19’, ‘Community 
Special School; 

This will be pre-populated but should be changed if the pre-
populated value is incorrect.  
 

A5 Site name The name of the main site (if 
applicable) 

For schools with more than one site, this will usually be the address 

which appears on Edubase. 

http://www.education.gov.uk/edubase
http://www.education.gov.uk/edubase
http://www.education.gov.uk/edubase
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A6 – A10 Address and postcode 
of main site 

The information you provide will 
be used by surveyors to 
differentiate between different 
sites, if you have more than one 
site. 

The postal address of your main site.  This will usually be the 
address which appears on Edubase. 
 
The names of additional sites are requested in questions G1 to G8. 

A11-A15 School contact 
(primary contact) 
Please provide details of 
the primary contact at 
your school for the 
purposes of the CDC 
programme. 
 

Contact details, including name, 
email address, phone number and 
job title of the main primary 
contact for CDC at your school.  

This may be the head teacher, school business manager, etc. 
 
All subsequent CDC communications with the school will be sent to 
this contact. 

A16-A20 School contact 
(second contact): 
Please provide details of 
a second contact at your 
school for the purposes 
of the CDC programme. 
 

Details of a second contact at the 
school. 

Include name, phone number, email address and job title / position. 
 
 

A21 Responsible Body 
Name 

The name of your responsible 
body 

For community schools, this will be the local authority.  For 
academies, this will be name of the Multi or Single Academy Trust 
(MAT or SAT).  For Voluntary Aided schools, it will be the name of 
the Diocese or trust. 
A table of the responsible body types for different categories of 
school can be found in the CDC Guide for Schools. 

A22 Local Authority The name of your local authority This information will be prepopulated. 
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A23 Local Authority 
number 

The DfE number of your local 
authority (3 digits) 

Each LA has a three-digit unique number.  This will be pre-
populated where possible but you will need to confirm it is correct. 
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SECTION B: 
Site context / planning information 

Contextual information about your sites relating to planning restrictions.  Please include any detached 
playing field sites in your consideration of these questions. 

Question 
number 

Question Description Guidance 

B1 As far as you are aware, 
do any of your sites fall 
within a Conservation 
Area? 

Whether any of the school’s sites 
are located in a Conservation 
Area. 

Your Local Planning Authority (the local authority) will likely be able 
to confirm whether any of your sites are located within a 
Conservation Area.  Some local authorities will allow online 
searches by address. 

B2 As far as you are 
aware, are there any 
Tree Preservation 
Orders (TPOs) in place 
on any of your sites? 

Whether there are any Tree 
Preservation Orders (TPOs) on 
any of your school’s sites. 

Your Local Planning Authority (the local authority) will likely be able 
to confirm whether any Tree Preservation Orders exist on your 
sites.  Some local authorities will allow online searches by address. 

B3 As far as you are 
aware, do any of your 
sites fall in an area of 
Outstanding Natural 
Beauty (AONB)? 

Whether any of your school’s 
sites fall in an area of Outstanding 
Natural Beauty (AONB). 

Your Local Planning Authority (the local authority) will likely be able 
to confirm whether any of your sites are located within an AONB.  
Some local authorities will allow online searches by address. 

B4 As far as you are 
aware, do any of your 
sites fall within an area 
of Special Scientific 
Interest (SSSI)? 

Whether any of your school’s 
sites fall in an area of Special 
Scientific Interest (SSSI)? 

Your Local Planning Authority (the local authority) will likely be able 
to confirm whether any of your sites are located within an SSSI.  
Some local authorities will allow online searches by address. 
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B5 As far as you are 
aware, are there any 
species of animal 
present on any of your 
your sites which are 
protected by law 
(“protected species”)?  

Whether there are any protected 
species present on any of your 
school’s sites.  These include, but 
are not limited to: bats, greater 
crested newts and badgers.  A full 
list is available here.  

Surveys for protected species will generally be undertaken prior to 
major development works on your school site, and will be submitted 
as part of the planning application.  If development has taken place 
on any of your school sites in the past, the application details may 
contain survey reports for protected species.    

B6 As far as you are 
aware, do you have 
any ground 
contamination issues 
on any of your sites? 

Whether any of your school’s 
sites have ground contamination 
issues. 

Your Local Planning Authority (the local authority) may be able to 
confirm whether any of your sites have ground contamination 
issues. 

B7 As far as you are 
aware, have any parts 
of your site been used 
as landfill in the past? 

Whether your site has been used 
as landfill in the past. 

Your Local Planning Authority (the local authority) may be able to 
confirm whether any of your sites have been used as landfill in the 
past. 

https://www.gov.uk/guidance/protected-species-how-to-review-planning-applications
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B8 Is any of your sites 
subject to recurring 
flooding issues? 

Confirmation that some or all of 
the site experiences recurring 
flooding. 

Answer yes to this question if this site has experienced recurring 
flooding issues due to environmental factors, and substantial or 
material impact on the everyday operation of the site as a result.   
 
An example of this may be playing fields of which no part can be 
used during the summer months due to standing water. Isolated 
areas of waterlogged playing field would not be considered as 
recurring flooding if not substantially or materially impacting on the 
everyday operation of the site. 
  
Another example would be classrooms or other internal school 
spaces that, owing to ground flooding, are unable to be used and/or 
where curriculum delivery is prevented or impeded. 
 
Internal flooding issues caused by building condition defects (e.g. 
defective pipework) do not count as recurring flooding in the context 
of this question; these issues can be discussed with the surveyors 
when they meet with you on site during the pre-datacollection 
meeting.  

B9 Do DECs (Display 
Energy Certificates) 
exist for all schools 
sites? 

Confirmation that DECs exist for 
all appropriate sites.  

Every school site containing buildings with a floor space of more 
than 250m2 has to display a DEC by law.  These are usually 
displayed at the main public entrance.   
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SECTION C 
Capacity and Teaching 
Accommodation information 

Information on the number of different types of classroom, and the number of forms of entry that your 
school accommodates.   

Question 
number 

Question Description 
 

Guidance 

C1 How many Forms of 
Entry can your school 
accommodate? 

The maximum Forms of Entry the 
school can accommodate. 
 

The chosen answer should reflect the number of forms of entry that 
you think your school can accommodate in every year group, and 
does not necessarily need to be based on your school’s Published 
Admission Number or Net Capacity figures.  
 
Nursery and pupil referral units may not operate traditional forms of 
entry, and should choose “Nursery” or “PRU” as appropriate.  
Dedicated SEN schools should choose the “SEN” option.  Other 
types of educational establishment that are not listed and that do 
not operate with traditional forms of entry should choose “Other” 
from the list. 
 
Choose the appropriate entry from the drop down list: 
 

 Nursery/PRU (pupil referral unit)/SEN (special educational 
needs)/Other 

 Primary ‘x’ FE (where ‘x’ is 0.5, 1, 1.5, 2, 2.5, 3 or 4+) 

 Secondary ‘x’ FE (where ‘x’ is 4, 5, 6, 7, 8, 9 or 10+) 

 Secondary ‘x’ FE +6th (as above, with sixth form) 

 Sixth form only 
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C2 How many general 
teaching classrooms 
are available to you, 
across all sites and 
buildings? 

The number of spaces used to 
teach whole classes in a non-
specialised subject (e.g. maths, 
modern foreign languages, 
humanities etc.) 

The answer should reflect the total number of general teaching 
classrooms available in your school.  For schools with more than 
one site, the total should reflect the number of classrooms available 
across all sites. 
 
The total should include ‘spare’ classrooms that are not currently in 
use but should exclude spaces which are leased to other users 
such as community groups.   

C3 How many Technology 
Workshops or other 
specialist spaces are 
available to you, 
across all sites and 
buildings? 

The number of spaces used to 
teach whole classes in a 
specialised subject such as food 
technology, design and 
technology, drama studios. 

The answer should reflect the total number of technology 
workshops and other specialist teaching classrooms available in 
your school.  For schools with more than one site, the total should 
reflect the number of specialist spaces available across all sites. 
 
You should not include science laboratories or general classrooms; 
these are covered by question C4. 
 
‘Spare’ specialist spaces which are not currently used for teaching 
should be included in the total if they are available for use should 
the need arise. 

C4 How many Science 
laboratories are 
available to you, 
across all sites and 
buildings? 

The number of specialist spaces 
used to teach whole classes in a 
science based subject. 

The answer should reflect the total number of science laboratories 
available in your school.  For schools with more than one site, the 
total should reflect the number of specialist spaces available across 
all sites. 
 
‘Spare’ science laboratories that are not currently used for teaching 
should be included in the total if they are available for use should 
the need arise. 
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SECTION D 
Building management and 
compliance documentation 

Information about maintenance, building management and the existence of compliance documentation.  
These questions ask you to verify that certain building management and compliance documentation 
relating to your site exists. 

Question 
number 

Question Description 
 

Guidance 

D1-D2 Electrical Test 
Certificate 

Confirmation that documentation 
exists. 

State whether the document exists, and if so, provide the date on 
the document. 
 
A description and example of this document can be found here. 

D3-D4 Emergency Lighting 
Inspection Certificate 

As Above State whether the document exists, and if so, the document date. 
 
See here for a description of this document. 

D5-D6 Fire Alarm Inspection 
Certificate 

As above. State whether the document exists, and if so, the document date. 
 
See here for a description of this document. 

D7-D8 Fire Risk 
Assessment(s) 

As above. State whether the document(s) exist, and if so, the date of the most 
recent document.  A school should have a Fire Risk Assessment for 
each site. 
 
See here for a description of this document. 

D9-D10 Water Safety, Hygiene 
& Legionella 
documentation 

As above. State whether the documentation exists, and if so, the most recent 
date on the documentation you have. 
 
See here for a description of this document. 
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D11-D12 Gas Safety Test Report As above. State whether the document exists, and if so, the document date. 
 
 See here for a description of this document. 

D13-D14 Asbestos Register As above. State whether the document exists, and if so, the document date. 
 
Note that an asbestos register is not the same as an asbestos 
management plan, but may form part of it. 
 
See here for a description of this document. 

D14-D15 Asbestos Management 
Plan 

As above. State whether the document exists, and if so, the document date. 
 
See here for a description of this document. 

D16-D17 Non passenger lift & 
hoist certificates (if 
applicable) 

As above. State whether the documentation exists, and if so, the most recent 
document’s date. 
 
See here for a description of this document. 

D18-D19 Passenger Lift 
Insurance and 
Inspection Certificates 
(if applicable) 

As above. State whether these documents exist, and if so, the most recent 
document’s date. 
 
See here for a description of this document. 
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SECTION E and F: 
Shared use of sites and buildings 

These questions ask for information on the number of sites used by the school, whether they are shared, 
and who they are shared with.  It also requests the same information about shared buildings within sites. 
 
This information helps ensure that surveyors visit all sites within the scope of the CDC programme, and 
can identify which buildings within each site require collection of full condition data.  At a higher level, it 
helps the EFA build up a picture of maintenance responsibilities across the national education estate. 

Question 
number 

Question Description 
 

Guidance 

Shared use of your site 

E1 How many sites does 
the school operate 
which are owned and 
maintained by the 
school? 
 

This question identifies the 
number of sites that are owned 
and maintained by the school. 

If you have more than one site, please provide the site name and 
address details in the final part of the questionnaire. 
 
Schools should include sites, including detached playing field sites, 
where they have site-wide maintenance responsibilities, irrespective 
of legal ownership and whether the maintenance is outsourced to a 
third party.  PFI sites should also be included. 
 
For example, Academies and Free Schools should include their 
sites in the answer to this question, even where the site is on a long 
term lease from the local authority or diocese.  
 
Voluntary controlled and community school sites should also be 
included here, even if the responsible body retains some 
responsibility for investment into the site. 
 
Select from the drop down list to select the number of sites (0,1,2, 
etc.). 
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E2 How many of the sites 
specified in question 
E1 are shared with 
other users? 

Whether or not sites that you 
maintain are shared with other 
users.  

‘Other users’ means non school users such as privately owned 
nurseries, after school clubs, children’s centres, Public Health 
teams, and so on. 
 
Examples of ‘shared sites’, in this context, are: 
 

 Your site contains a community sports hall that isn’t 
maintained or managed by the school (even if you have 
agreed access to the facility for curriculum purposes). 

 Your site contains a standalone private nursery building, 
which isn’t maintained or managed by the school. 

 
Example situations which do not reflect shared sites in this context 
are: 
 

 You lease a building on your site to an external user for their 
sole use, but you retain responsibility for the condition 
and maintenance of the building. 
 

 You share part of a building which you own with other users 
(classrooms leased to external users, for example). This 
scenario is covered in questions E7-E10. 

 

E3 Please provide details 
about the ‘types’ or 
organisation that share 
your sites. 

The ‘type’ of organisation sharing 
the site (e.g. ‘non-school nursery’) 

Select from drop down list (more than one option can be selected): 
 
(Non-School Nursery/Other Non-School Education Use/Other 
Public Body Use/Community Use/Non Profit Use/Private Sector 
Use) 
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Shared use of sites which are owned by a third party 

E4 How many sites do 
you use which are 
owned and maintained 
by others? 

This question identifies the 
number of: 

 Sites that the school uses 
 
That are: 

 Not owned and 
maintained by the school 

 
 

The answer should reflect situations where a school uses either the 
whole or part of a site which is owned and maintained by others. 
 
The answer to this question should not include: 

 ex- local authority academy and free school sites, even 
where the site is on a long term lease from the local 
authority or diocese.  

 PFI sites. 
 
Select number of sites from list (0, 1, 2, etc). 
 
A response of ‘0’ means ‘none’ (you do not use any sites that are 
owned and maintained by others). 

E5 Please provide further 
details about who 
owns the site(s), if 
known. 

The organisation ‘type’ of the 
owners of the site(s). 

Choose from:  
 
Non School Nursery Responsible body/ Other Non-School 
Education Responsible Body/ Other Public Responsible Body/ 
Community Responsible Body/ Non Profit Responsible Body/ 
Private Sector Responsible Body. 

E6 What are the other 
areas of the site, not 
occupied by you, used 
for? 

The category of ‘use’ for the areas 
of site you do not occupy. 

Choose from: 
 
Education/Sports/Non Education 
 
Multiple options can be selected. 
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Shared use of buildings on your site - These questions relate to the shared use of individual buildings or parts of buildings on your site or sites 
(see the CDC Guide for Schools document for a description of blocks and how they relate to buildings).  They ask for information about the other 
users with which you share buildings and details of ownership if they are owned by others. 
 
This information is helpful to the EFA because it helps us understand more about use and ownership of buildings across the national school 
estate.  It will also help ensure that surveyors visit all required buildings within the scope of the CDC programme when they visit your site. 

F1 How many other users 
share buildings which 
are owned and 
maintained by the 
school? 

The number of other users that 
share the use of buildings which 
are on the school site and which 
are owned and maintained by the 
school. 

Enter details for the number of users.  (0, 1, 2 etc.) 
 
Choose “0” for none. 
 
The answer should reflect the number of other users who are 
sharing your buildings on your site or sites (not the number of 
buildings which are shared). 
 
Example 1: 
A primary school which shares part of its building with a Children’s 
Centre and leases out a separate classroom space to a private 
nursery would answer ‘2’, as the building is shared with two other 
users. 
 
Example 2: 
A primary school which is the sole occupier of their building, but has 
a standalone non-school nursery building on their site, would 
answer ‘0’ because although they share their site, they do not share 
their building (this is classed as a shared site rather than a shared 
building, a situation that is covered by questions E2-E6. 

https://www.gov.uk/guidance/condition-data-collection-programme-information-and-guidance
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F2 Please provide details 
about the types of user 
that you share your 
buildings with. 

Further details about the ‘types’ of 
users which shares your buildings 
(e.g. Other Public Body Use, Non 
School Nursery) 

Separate details are required for the users specified in the previous 
question. 
 
Pick from: 
Non School Nursery/Other Non-School Education Use/Other Public 
Body Use/Community Use/Non Profit Use/Private Sector Use  

F3 How many buildings 
do you use that are 
owned and maintained 
by others? 

The number of buildings which 
are owned and maintained by 
others that school has shared 
use of. 

This can reflect situations where: 
 

 The school shares a building with other users, and the 
building is owned and occupied by others. 

 
Enter details for the number of buildings.  (0, 1, 2 etc.) 
 
Choose ‘0’ for none. 

F4 Please select the 
type(s) of organisation 
that own the 
building(s) specified in 
question F3. 

The ‘user type’ for any other users 
that share blocks also occupied 
by the school but not owned or 
maintained by the school. 

Enter details for each user. 
 
Pick from: 
Non School Nursery Responsible Body/ Other Non-School 
Education Responsible Body/ Other Public Responsible Body/ 
Community Responsible Body/ Non Profit Responsible Body/ 
Private Sector Responsible Body 
 

F5 What are the other 
areas of the buildings 
(not occupied by you) 
used for? 

The category of ‘use’ for the areas 
of the buildings not occupied by 
the school. 

Pick from: 
Education/Sports/Non-Education 

 



 

20 

 

SECTION G: 
Names of additional sites 

The surveyors will confirm the names of the additional sites provided via the School Questionnaire, and 
will confirm the address of the sites during the pre-data collection meeting with you.  This information 
helps ensure that all sites are attributed to the correct establishment in the CDC data set.   

Question 
number 

Question Description 
 

Guidance 

Details of additional sites 

G1-G8 Please provide the 
name of each 
additional site. 

The name of the other sites, other 
than the site to be visited by 
surveyors. 

The information you provide will be used by surveyors to 
differentiate between different sites, if you have more than one e.g. 
“Upper site”.   
 
Please include detached playing fields in your answer. 
 
There is space to provide details for up to eight additional sites. 
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Section 2 - Building Compliance documentation 
description and examples 

Electrical Systems 

Electrical Test Certificate 

Sometimes known as a ‘5 year fixed wiring test certificate’, this document certifies that the 

electrical wiring is safe and compliant. It also lists any items that are non-compliant that 

need attention. 

 

Figure 1: example electrical test certificate 
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Fire Systems documentation 

Emergency Lighting Inspection Certificate 

The emergency lighting should be tested to ensure it functions when there is a power 

outage. The emergency lighting certificate will indicate a successful test. 

 

Figure 2: example emergency lighting certificate 
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Fire Alarm Inspection Certificate 

The school’s fire alarm should also be tested to ensure the sensors and sounders are 

working correctly and should also comment if additional sounders or sensors are required. 

Figure 3: example fire alarm inspection certificate 
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Fire Risk Assessment 

The fire risk assessment (FRA) states where any potential fire risks exist within a school 

and the actions required reducing that risk. These should be undertaken each year and / 

or following any works at the school affecting layout or the fire detection system.  

 

Figure 4: example of part of a Fire Risk Assessment form 
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Water Hygiene documentation 

Water Hygiene and Safety Report(s) 

Water hygiene and legionella testing should be undertaken on a regular basis 

and records kept of the tests and results. If the school has a water tank then 

as part of the overall water hygiene testing this should be covered. All three 

may be covered in a wider report document. Schools should indicate if they 

have records on site via the School Questionnaire, and the date of the 

documentation if present. 

 

Figure 5: example legionella inspection certificate 
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Gas Safety documentation 

Gas Safety Test Report (inc LPG) 

If the school has a gas supply then the system including any appliances 

should be tested annually.  

 

Figure 6: example gas safety test report 
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Asbestos Management documentation 

Asbestos Register 

The asbestos register states where asbestos is present or likely to be present 

in a school’s building. It is likely to be based on a visual inspection only. Each 

time a school undertakes a project in areas likely to contain asbestos, or 

involving demolition works, a report should have been undertaken by the 

consultants or contractors. These reports involve taking samples and testing 

in the areas affected to confirm the presence of asbestos or not.  

Example Asbestos Register: 

 

Figure 7: example asbestos register 

Asbestos Management Plan 

An asbestos management plan is required before any work can be 

undertaken on a school site.  It includes details of  

 where all known and likely asbestos is on the school site (usually taken 

from the Asbestos Register) 

 who is responsible for the management of asbestos on the site 

 details of plans for work on asbestos materials 

 the schedule for monitoring the asbestos materials’ condition 

 how decisions around asbestos management are communicated 
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The Asbestos Register and Plan maybe in a single document. Schools should 

indicate that they have both via the School Questionnaire. 

Example Asbestos Management Plan: 

 

Figure 8: example content from asbestos management plan 
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Lifts, Escalators and Lifting Equipment (LOLER) 

Non passenger lift and hoist certificates 

If a school has hoists or goods lifts, each should have an installation 

certificate and a regular servicing certificate to ensure the equipment is safe to 

use.  

 

Figure 9: example hoist test certificate 

Passenger lift inspection certificate 

If a school has passenger lifts, each should have an installation certificate and 

a regular servicing certificate to record that the equipment is safe to use. 
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