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The application form explained 

Before starting work on your application, please ensure that you have read the how to 

apply guide carefully as this sets out the criteria by which your application will be 

judged. Each criterion includes information you must provide for your proposal to be 

assessed. All criteria are important and you should complete your entire application 

with care and consideration. 

If you do not provide the relevant information in your application for any of the 

criteria, or we judge that the information provided in any section of your 

application is weak when assessed against the criteria, it is likely that we will not 

assess the rest of the application and your application will be rejected.  

Submitting Sections A to H 

Completed applications to open a free school should be submitted by midday on 5 

November 2018. This should include the completed Word and Excel application forms 

and the financial template (where appropriate). 

Please use the application checklist in the Word application form to ensure you have 

completed all the relevant details and are submitting the application correctly. All 

documents should be received by the specified deadline in order for them to be 

considered.  

Submit your application by email to: FS.applications@education.gov.uk. Please title 

your email as follows: Free School Application – [insert Free School Name]. Your 

email should not exceed 9 megabytes in size; anything larger will not be delivered. If 

the application is larger than 9 megabytes, please split the documents and send two 

(or more) emails clearly indicating that the emails are connected (e.g. email 1 of 3). 

 

In addition, send two hard copies by a guaranteed delivery method (applications 

may be hand delivered) to: 

Free Schools Applications Team 

Department for Education 

3rd Floor 

Sanctuary Buildings 

Great Smith Street 

London SW1P 3BT 

Electronic files must:  

 be identical to the hard copies submitted by mail; and,  

 include the name of your proposed school in the file name of both your Word 

and Excel documents. 

Application forms should: 

 be no longer than 100 pages; 

 be formatted for printing on A4 paper;  

 be completed in Arial 12-point font;  
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 include page numbers;  

 be in Word and Excel files – not PDF; 

 not include any comments or tracked changes; and  

 not include photographs, images or logos (other than any map(s), if relevant). 

The contents of the financial template and Excel application form are excluded from the 

page limit. Annexes are also excluded from the page limit and should be restricted to 

CVs of key individuals and marketing leaflets.  

Submitting Section I 

We require a Section I Suitability and Declarations form for each member and trustee of 

the academy trust, as well as the principal designate (when appointed) who has not 

submitted this form within the past 365 days. Please provide details of any individuals 

who have already submitted Section I forms within this time period: this should include 

their names, their role and position of each such individual within the trust. These need 

to be submitted by email alongside a copy of Section A (from the Excel template) to 

due.diligence@education.gov.uk stating the name of the school in the subject line.  

Data protection 

Please see Annex H of the how to apply guide for full information about how we will use 

your personal data. Personal data is collected on the Word and Excel application forms 

in order that the Department for Education can consider the application to set up a free 

school. The Department for Education is the data controller for personal information 

collected on the Word and Excel application forms and for ensuring that this information 

is processed in accordance with the requirements of data protection legislation. Any 

third parties processing personal information on behalf of the Department for Education 

will be acting as its data processors.   

In order for our use of your personal data to be lawful, we need to meet one (or more) 

conditions in the data protection legislation. For the purpose of this project, the 

processing is lawful because it is necessary for the department to carry out this work 

and use the information for the purpose of approving wave 13 school applications.   

Please note that the Department for Education is committed to being as transparent as 

possible. As such, if your application to set up a new school is successful, the 

Department for Education will publish the successful application on gov.uk. The 

following information will be redacted from the application and will not be visible to the 

public: private addresses; private email addresses; private telephone numbers; 

commercially sensitive information; specific site locations; and CVs.  

All other information, including the names of individuals and organisations mentioned in 

the application, will be published. Please notify any individuals or organisations that you 

have named in your application that their information will be processed by the 

Department for Education during the assessment stage, and that if successful, the 

application will be published on gov.uk as detailed above. 
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Declaration 

**This must be signed by a company member on behalf of the company/trust** 

I confirm that the information provided in this application is correct to the best of my 

knowledge. I further confirm that all members of the trust are aware of the 7 principles 

of public life, and that to the best of my knowledge the previous conduct of individuals 

associated with the trust complies with these principles.  

I have fully disclosed all financial liabilities and the full extent of each/any debt for which 

the company, trust or existing school is liable. 

I confirm that I am not and have never been barred from regulated activity within the 

meaning given by the Safeguarding Vulnerable Groups Act 2006. I further declare that 

all current members and directors of the company have confirmed to me that they are 

not and have never been so barred, and that if it comes to my attention whilst I am a 

member or director of the company that I or any other member or director are or have 

been so barred I will notify the Department for Education. I and all other members and 

directors of the company understand that the company’s free school application may be 

rejected if a member or director of the company is found to have been barred from 

regulated activity. 

I acknowledge that this application may be rejected should any information be 

deliberately withheld or misrepresented that is later found to be material in considering 

the application. 

Signed:  

Position: Chair of company / Member of company (please delete as appropriate) 

Print name: 

Date: 

NB: This declaration only needs to be signed in the two hard copy versions of 

your application.  Please use black ink. 
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E1 – 

Curriculum 

plan 

Word form 

 

All applicant groups must complete this section. 

Different information is required depending on 

whether or not you currently run an open state-

funded school of the same phase as the school 

that you are proposing. 

E2 – 

Measuring 

pupil 

performance 

effectively 

and setting 

challenging 

expectations 

Word form 

 

All applicant groups must complete this section. 

Different information is required depending on 

whether or not you currently run an open state-

funded school of the same phase as the school 

that you are proposing. 

E3 – Staffing Word form 

 

All applicant groups must complete this section. 

Different information is required depending on 

whether or not you currently run an open state-

funded school of the same phase as the school 

that you are proposing. 

Additional information is required if: 

 your application includes a nursery. 

 you do not currently run any state-funded 
schools. 

E4 –

Integration 

and 

community 

cohesion 

Word form 

 

All applicant groups must complete this section. 

Additional information is required if: 

 you are applying to open a school with a 
religious character. 

F1 – A strong 

track record 

Word form 

 

This section is only relevant to those applicants 

with at least one open state funded school. 

F2 – The 

necessary 

experience 

and 

credentials to 

deliver the 

school to 

opening 

Word form 

 

Different information is required depending on 

whether you are a MAT or not. 

Additional information is required if you are 

applying to establish a faith designated free 

school. 



10 
 

F3 – An 

effective 

governance 

structure 

Word form 

 

Different information is required depending on 

whether you are a MAT or not. 

Additional information is required if you are 

applying for more than one school. 

G – Financial 

viability 

Financial 

template 

If you have previously opened a free school, we 

will use data that we already hold to assess this 

section. 

If you have not previously opened a free school, 

you must complete this section in full. 

Additional information is required if your 

proposal includes a nursery. 

H – The 

proposed site 

Excel 

spreadsheet 

All applicant groups must complete this section 

in full. 

I – Suitability 

of applicants 

and due 

diligence 

checks 

Section I 

Suitability and 

Declarations 

form 

This section is relevant to all applicant groups. 
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Section A – Applicant details and outline of school (use 
Excel spreadsheet) 

This section will need to be completed in full by all applicants. Please: 

 Complete the Section A1 tab in the Excel spreadsheet;  

 Complete the Section A2 tab in the Excel spreadsheet; and 

 Refer to Section A of the how to apply guide for what should be included in this 

section. 
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If your proposal clearly does not meet the above criteria, it is unlikely to be 

assessed any further – regardless of the demand you are able to demonstrate for 

the school. Therefore, ensure that all evidence of need for your school is 

included in this section of your application. 
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Section E – Education plan: part 1 

This section will need to be completed by all applicants. Please: 

 Use Table E(a) below; and 

 Refer to Section E of the how to apply guide for what should be included in this 

section. 

  

In Section C you set out the overall vision for your school. Section E is about how 

you intend to deliver this educational vision in practice and make it a reality – using 

an evidence-based approach to implement your vision. We want to know how your 

school will deliver a high quality, inclusive education through a broad and balanced 

curriculum that will give all pupils the knowledge and skills they need to succeed and 

close the attainment and progress gaps.  

You need to demonstrate a strong understanding of teacher recruitment and 

retention issues and show what mitigations you will put in place to ensure that you 

have the appropriate staff to deliver your curriculum effectively. Your education plan 

must be affordable within the funding allocated to free schools and consistent with 

your financial plans. You need to assure us that your proposed school will be 

inclusive and contribute to community cohesion. 
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Equality / Community Cohesion Community Diversity  

The CLF celebrates the different kinds of diversity within our local areas and we 
believe that the different contributions that people make are the strength of our 
communities – see Appendix 16 for the CLF’s EDI strategy. The CLF links with the 
University of the West of England (UWE) enable the creation of International 
Ambassadors for the Academy from the graduate and under-graduate population; 
diverse cultural population studying at the University yields the type of support we 
need to broaden pupils’ horizons and experiences. For example, we have already 
seen a brilliant project take place in one of our current academies where the UWE 
Chinese Student Society provided support, resources and practical activities for the 
Chinese New Year celebration. We would see this type of liaison becoming a unique 
and regular feature at Tower Road Academy. 

The maturity of the CLF is such that we are increasingly developing a suite of 
activities that are aimed at using the scale of the trust to have a positive impact 
directly our pupils, particularly our most vulnerable. In addition to pan-federation 
sporting, musical and cultural events that are open to all of our pupils, we are also 
developing programmes aimed at pupils that meet specific contextual criteria. One 
example of this is the upcoming ‘Big Trip’ excursion for our most vulnerable Year 9 
pupils in our Central Bristol academies. In collaboration with Outward Bound, we will 
be taking 36 vulnerable pupils to a North Wales activity centre in May 2019 in what 
we anticipate will be a life-changing experience of the like it would be difficult for a 
standalone school to replicate. This concept will be extended over the coming years, 
as similar events are planned in other CLF clusters, also for pupils in key stage 2. 

Across the trust we have an upcoming cultural exchange to China, with leaders and 
teachers from all CLF clusters taking time during the October holiday to visit schools 
in China. This is the beginning of a long term exchange project, which will culminate 
in pupils from our CLF Primaries being part of an exchange visit in the future, and is 
just one of a host of exciting CLF wide projects in which pupils from Tower Road 
Academy would be involved. In one of the participating Primaries in South 
Gloucestershire, the pupils in KS2 are already learning Mandarin as part of their MFL 
curriculum. 

We believe that responding to the changing needs of our changing communities is 
essential to our aim of providing an excellent education for people of the area. 
Everyone employed or volunteering to work in the Academy needs to recognise the 
importance of promoting cohesion and how the Academy views this as central to our 
work.  We believe that people of different groups, cultures, faiths, ages, lifestyles and 
backgrounds will benefit from meeting each other, listening to one another and 
getting to understand each other more 

A Community Learning Hub 

Our aim is to create an outstanding primary academy that is the pride of the 
community it serves.  

The CLF is passionate about supporting pupils beyond school and as such would 
work positively to support local community activity through the Tower Road Academy 
site. As has been successfully demonstrated at Wallscourt Farm and Haywood 
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F2 – The necessary experience and credentials to deliver the school 
to opening 

F2(a) – Skills and experience of your team 

All applicants will need to complete this section, but you will need to provide different 

information depending on whether your group is currently a MAT or not. Please: 

 Complete Table F2(a); 

 Include CVs of individuals as appendices at the end of this application form 

(please note they do not count towards the page limit); 

 Provide a short commentary on your plans in box F2(a); and 

 Refer to Section F of the how to apply guide for what should be included in this 

section. 
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    Yes  Directoir of Corporate 

Services  
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    Yes  

  

Head of IT   
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    Yes  Health and Safety Manager   
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    Yes  Marketing Manager   
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[Add lines as appropriate]
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Section H – The proposed site (use Excel spreadsheet) 

This section will need to be completed by all applicants. If you are applying for more than 

one school, you must complete this section for each free school for which you are 

applying. Please: 

 Complete the Section H tab in the Excel spreadsheet; and 

 Refer to Section H of the how to apply guide for what should be included in this 

section. 

Finding a suitable site is an essential part of opening a free school. As part of 

preparing your application you should investigate potential sites for your school and 

tell us about them in your application. If you are successful, we will work with you and 

the local authority to secure a site for your school.    

We will consider the value for money, timescale and delivery risks in securing a site 

for the proposed school in the proposed area. We will give preference to those 

projects where we are likely to secure a value for money site in a timely manner 

with an acceptable level of risk, in particular, those applications that come forward 

with a local authority or government owned site on a peppercorn rent.   
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Annexes 

This section will need to be completed by all applicants. Please: 

 Provide CVs of key individuals named in Table F2(a) and any letters of support 

and maps; and  

 Note that any annexes are excluded from the page limit, but should be submitted 

as part of your application, i.e. as one Word document. 
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© Crown copyright 2016 

This publication (not including logos) is licensed under the terms of the Open 

Government Licence v3.0 except where otherwise stated. Where we have identified any 

third party copyright information you will need to obtain permission from the copyright 

holders concerned. 

To view this licence: 

visit  www.nationalarchives.gov.uk/doc/open-government-licence/version/3  

email  psi@nationalarchives.gsi.gov.uk 

write to Information Policy Team, The National Archives, Kew, London, TW9 4DU 

About this publication: 

enquiries   www.education.gov.uk/contactus  

download  www.gov.uk/government/publications  

Reference:  DFE-00177-2016 
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