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The application form explained 

Before completing your application, please ensure that you have read both the relevant 

background information and glossary document and the assessment criteria booklet 

carefully. Please also ensure that you can provide all the information and 

documentation required. 

 

Sections 

Declaration 

The declaration must be made by a company member on behalf of the company/trust.  

The declaration section is found in the Word application form.  All applicants are 

required to complete this section in full. 

All applicants will need to complete sections A, B, C, E, H and I in full.  

For sections D, F and G, the information you need to provide will depend on the type of 

group you are. Please refer to the relevant section of the background information and 

glossary document and the assessment criteria booklet, for the information your group 

should include in these sections. 

Section A asks you for applicant details in the Excel form.  

Section B asks you to outline your proposed free school(s) in the Excel form.  

Section C asks you for detailed information on the vision for your school(s) and is to be 

completed using the Word form.  

Section D asks you for detailed information on your proposed education plan(s) and is 

to be completed using the Word form.  

Section E asks you to evidence that there is a need for the school(s) you are 
proposing in the Word form. 
 
Section F asks you to demonstrate that you have the capacity and capability to open 

the school(s) you are proposing and is to be completed using the Word form.  

Section G specifically asks about costs. This requires the completion of the relevant 

sections of the Excel budget template.  

Studio schools use a different Excel budget template than mainstream and 16-19 free 

schools. 

Section H asks for information about premises, and suitable site(s) you have identified. 

This requires the completion of the relevant section of the Excel application form.  
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Section I is about your suitability to set up and then run a free school. There is a 

separate Word form for this.  

Failure to submit all the information required may mean that we are unable to consider 

your application. 

Submitting Sections A to H 

The completed Word and Excel templates and the budget plans need to be submitted 

by email to the department by the application deadline to: 

FS.applications@education.gsi.gov.uk. Your email must be no larger than 9MB in size. 

Applications for a Studio School should also be sent to: 

applications@studioschooltrust.org.  

The Word template should be between 50 and 100 pages long (depending on which 

type of group you are); formatted for printing on A4 paper; completed in Arial 12 point 

font; and include page numbers. Annexes are excluded from the page limit and should 

be restricted to CVs for key individuals. Please do not include photographs, images and 

logos in your application. 

The contents of the budget Excel template and Excel application form are excluded 

from the page limit.   

Please include the name of your school in the file name for all Word and Excel 

templates. 

You also need to submit two hard copies (of Sections A-H and the budget plans) by a 

guaranteed method such as ‘Recorded Signed For’ post to: Free Schools Applications 

Team, Department for Education, 3rd Floor, Sanctuary Buildings, Great Smith Street, 

London SW1P 3BT. You may also hand deliver if you prefer. 

It is essential that the hard copies are identical to the version you email. 

 

Submitting Section I 

Section I, ie the Personal Information form, is required for each member, director, and 

principal designate who has not submitted forms within the past 365 days; together with 

a list of those members, directors, and principals designate who have submitted 

Section I forms within the past 365 days. These need to be submitted by email 

alongside a copy of Section A (from the Excel template) to 

due.diligence@education.gsi.gov.uk stating the name of the school in the subject title.  
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Data protection 

Personal data is collected on the Word and Excel templates in order to consider an 

application to set up a free school and will not be used for other purposes.  For the 

purposes of the Data Protection Act, the Department for Education is the data controller 

for this personal information and for ensuring that it is processed in accordance with the 

terms of the Act. The department will hold all personal information you supply securely 

and will only make it available to those who need to see it as part of the free school 

application process. All personal information supplied in these forms will only be 

retained for as long as it is needed for this process.  
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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 if the application is successful the company will 

operate a free school in accordance with:  

 the requirements outlined in the background information and glossary document; 

 the funding agreement with the Secretary of State;  

 all relevant obligations and requirements that apply to open academies (eg 

safeguarding, welfare and bullying) – this includes statutory requirements (those 

that are enshrined in legislation) and non-statutory requirements (those 

contained in DfE guidance); and 

 the School Admissions Code, the School Admissions Appeal Code and the 

admissions law as it applies to maintained schools. 16 to 19 applicants do not 

need to follow these codes, but must have admissions arrangements and criteria 

which are fair, objective and transparent. 

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:  /  (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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Completing the application form 

Section A – applicant details (use Excel spread sheet) 

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

 complete the Section A tab in the Excel spread sheet; and 

 refer to the background information and glossary document, and the assessment 

criteria booklet for what should be included in this section. 

Section B – outline of the school (use Excel spread sheet) 

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

 complete the Section B tab in the Excel spread sheet; and 

 refer to the background information and glossary document, and the assessment 

criteria booklet for what should be included in this section. 

  



















 

19 
 

Science 4 Mandatory  

PSHCE 1 Mandatory Including careers 

PE 1 Mandatory  

Spanish/French 2 Mandatory  

Design and Technology  2 Mandatory  

Business/ICT 1 Mandatory  

RE 1 Mandatory  

History 1 Mandatory  

Geography 1 Mandatory  

Music/Drama/ Art 4/5 Mandatory  

Additional Studies 3 Mandatory Support and enrichment 3 times a week 

Assembly Tutor Time 1 Mandatory  

    

Key Stage 4   3 Year KS4 – Year 9,10,11 

GCSE English + Lit 5 Mandatory EBACC 

GCSE Mathematics 5 Mandatory EBACC 

GCSE Triple Science 6 Mandatory Extended EBACC pathway – Set 1+2 

GCSE Double Science 6 Mandatory Core EBACC pathway – Set 3 

Science Level 1 Cert 4 Mandatory City BACC Pathway (up to 15 students) 

GCSE Hist/Geog 3 Mandatory EBACC  

GCSE Spanish/French 3 Mandatory EBACC 

PSHCE and RE  1 Mandatory Core  

PE (not examined) 2 Mandatory Core 

Additional Studies 1 Manadatory Support and enrichment 

GCSE Art and Design 2.5 Option   

GCSE Drama 2.5 Option   

GCSE PE 2.5 Option  

GCSE Music 2.5 Option  

GCSE RE 2.5 Option  

GCSE ICT 2.5 Option  

GCSE Textiles 2.5 Option  

GCSE Catering 2.5 Option  

GCSE Media Studies 2.5 Option  

GCSE Art and Design 2.5 Option  

BTEC Business (L1 & 2) 2.5 Option City BACC Pathway (15 students) 

BTEC Sport (L2) 2.5 Option City BACC Pathway (15 students) 

ICT – ECDL 2.5 Option City BACC Pathway (15 students) 

    

Projected Sixth form offer – Linear A levels unless otherwises stated 

Option A    

BTEC Business Level 3 6 Option A  

Business Studies 6 Option A  

Chemistry 6 Option A  

Music 6 Option A  

History 6 Option A  
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D3 – a staffing structure that will deliver the planned curriculum 
within the expected income levels 

If you are applying for more than one school, please provide one version of this section, 

referring to individual schools or circumstances where relevant. 

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

information depending on which type of group you are. Please: 

 use space provided below; and 

 refer to the background information and glossary document, and the assessment 

criteria booklet for what should be included in this section. 
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The staffing structure document shows the year 1 staffing based on a full 180 cohort 

and the expectation that there would be a per pupil funding unit of .  Current 

market rates have been inputed for leadership, teaching and support staff posts.  The 

planned expansion of staffing from year 1 onwards is shown through the colour coded 

key which maps the year on year expectation of increases in staff to match the growth 

in student numbers and the planned curriculum development.   

 

 

1/28/2016 Draft Head of School

Recruitment Schedule Principals PA
2

17/18 Responsible for Strategy Assemblies SEF Qua ity Ass systems Recru t/retention

Oversight of Teach ng and Learn ng Resources Curriculum Behaviour Media Arts

18/19 Liaison w th Children's Services Learning Trust Parents Academies Sponsors

19/20

Support services

20/21 V ce Pr nc pal Bus ness Manager V ce Principal

( each & Learning) Strategic mgt of res (Curriculum)

21/22 Marketing/PR Revenue generation Curriculum Devt

Perf Mgt systems Extended school Specia ist School

Specialist Schools T metable/options

Behaviour improvement Contracts Off cer St Services Mgr F nance Officer Alternative provision

Inclusion FM Services Receptionist HR Off cer Inc usion

Cover/A t Mgr

Dir Learn ng D r of each ng Learning Res Mgr Systems Mgr D r of Acht Dir 14 19

Director of Houses Perf mgt systems Asst Res Mgr ICT ech Asst Targets/Data Curr c Stds

Behaviour Impr Staff Devt / I P Admin Data off cer Target groups/Y11 KS4/5 Trans tion

Learning progs Bus Specialism KS4 Strat Admssions

KS2/3 transistion PSHCE/Cit Exam/Data Mgr 6th Enr chment

Headof Learning BTs/NQTs

Head of Year/House Faculty of Learn ng Creative Stud es Soc ety and Culture Business Health  C tzensh p  Be iefs Discovery Essential S udies

Ach Y7

Leader of learniong Mus c Humani ies RE Bus/IC /Per Sks PE Dance Science Des gn / ech Eng ish Lit Ma hs/Num

Head of Year/House PA/Administrator Music Human ties/Geo Business/ ICT PE/Dance Science Food Eng sh/Lit Maths Num

Ach Y8 EMAS Music Human t es Business/ ICT PE/Dance Science Food Eng sh/Lit Maths Num

Lead Beh Mentor Art Human t es Business/ ICT PE/Dance Science Design / Tech Eng sh/Lit Maths Num

Head of year/House Lead TA Art FAA PE/Dance Science Design / Tech Eng sh/Lit Maths Num

Ach Y9 TA X2 Art Mod Langs PE/Dance Science Design / Tech Eng sh/Lit Maths Num

Special st Teacher Drama Mod Langs 0. 5 Techn c an Science Design / Tech Eng sh/Lit Maths Num

Head of Year/House Drama Mod Langs Science Technician Eng sh/Lit Maths Num

Ach Y10 Drama Mod Langs Science techn cian FAA FAA FAA

FAA Science techn cian

Science techn cian

FAA

 

  

Head of School 80000 90400

PA 25000 28250

Vice-principal (T+L) 65000 73450

Business Manager 35000 39550

Systems Manager 30000 33900

HR Officer bought in service from MAT 10000 11300

Contracts Mgr bought in Sevice from MAT 10000 11300

Finance Officer Bought in service from MAT 10000 11300

Receptionist 15000 16950

Learning resources/librarian 30000 33900

Subject Leader English 45000 50850

Subject Leader Maths 45000 50850

Subject Leader Science 45000 50850

Subject Leader Humanities 45000 50850

Subject Leader Languages 35000 39550

Subject Leader Business/ICT 45000 50850

Subject Leader Technology 45000 50850

Subject Leader Drama 35000 39550

Subject Leader Creative (Music) 35000 39550

Subject Leader Art 35000 39550

Subject Leader PE 35000 39550

Head of  Year 45000 45000

English Teacher 27000 30510

Maths/Science Teacher 27000 30510

Maths Teacher 27000 30510

Science Teacher 27000 30510

PE Teacher 27000 30510

Geog or Hist Teacher 27000 30510

Leader of Learning 45000 50850

LSA Support (SEN bud) 17000 0

LSA Support (SEN bud) 17000 0

Lead Beh mgr 25000 28250

Science technician 18000 20340

1180650
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Section F – capacity and capability 

Please note:  

If you are not an approved academy sponsor, but are interested in finding out more 

about this role and potentially apply to become a sponsor, please make contact with 

the department’s Sponsor Approval team.  

It is important to make clear that approval as an academy sponsor will not guarantee a 

free school application is approved. Each free school application is considered against 

the criteria set out in this guidance. Similarly, approval to deliver a free school project 

does not mean that you would be automatically chosen to deliver a specific academy 

project. All projects are carefully considered on a case-by-case basis. It is the role of 

the department to consider which of our sponsors will provide the best possible solution 

for a particular school(s), and ministers will make a final decision as to whether the 

proposed sponsor should take forward a specific project, based on that advice.  
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F1 (a) Skills and experience of your team 

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

information depending on which type of group you are. Please refer to the relevant 

section of the background information and glossary document, and the assessment 

criteria booklet for what should be included in this section. 

If you are a sponsor with at least one school, or a MAT with at least two schools, and 

you have a letter or email from your RSC office saying how many free schools you 

have capacity to open, you need to: 

 Tell us who (a named individual) is in charge during pre-opening and provide 

their CV. 

If you do not meet the criteria set out above, please: 

 complete the table below; and 

 provide a short commentary on your plans to manage the pre-opening project. 

You must complete a separate line for each member. Please identify individuals who 

will be company members, trustees, the chair of trustees, members of the pre-opening 

team and if applicable, the local governing body, including the chair if they have been 

identified. 
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[Add lines as appropriate]
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Section H – premises (use Excel spread sheet) 

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

 complete the Section H tab in the Excel spread sheet; and 

 refer to the relevant section of the background information and glossary document, 

and the assessment criteria booklet for what should be included in this section. 
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Annexes 

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

 Provide CVs of key individuals as set out in the criteria booklet and any letters of 

support and maps.  

 Any annexes are excluded from the page limit, but should be submitted as part of 

your application, ie as one Word document. 

 Refer to the relevant section of the background information and glossary 

document and the assessment criteria booklet for what should be included in this 

section. 

Attachments; 

 Confirmation email from  

 Letter of support from , Hackney Learning Trust  

 Land Registry plan of proposed permanent site of the school 

 Land Registry plan of proposed temporary site of the school 
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Quality of 
teaching in 
your school 

[In this area, one might expect to see a 

clear understanding of teaching quality 
across the school and accountabilities 
to ensure the dissemination of 
outstanding practice and delivery of 
performance management. 
Staffing structure and accountabilities 
in relation to the curriculum and any 
new curriculum changes that might be 
developed due to the changing nature 
of the intake. 
Consistency of student presentation of 
work and scrutiny reference progress 
and standards 
How marking, assessment and 
students feedback/reflection enhances 
pupil learning 
Teaching strategies including setting of 
appropriate homework, together with a 
review of support and intervention 
strategies to match pupil needs 
How teaching promotes pupils learning 
and progression 
The review should be validated 
externally to ensure moderated 
outcomes for the school 
Reading, writing, communication and 
mathematics across the curriculum. 
Tutor and pastoral time including 
SMSC and British values 
please delete this guidance before 
submitting this form] 
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Behaviour 
and safety of 
pupils 
 

[Please refer to the Ofsted handbook 
and supplementary handbooks eg 
Keeping Children Safe in education for 
further guidance. 
Some areas for inclusion might 
include; SCR, Safeguarding policy, 
training including Prevent and 
procedures. This area should be 
validated through a formal external 
safeguarding review and case studies. 
Health and safety procedures, policy, 
training and again supported by clear 
validated evidence. 
Data on key areas such as attendance 
(grouped data), persistence absence, 
exclusions compared to national data 
sets 
Student questionnaires and reviews as 
evidence to support outcome 
conclusions. Parental questionnaires 
and where appropriate business 
partners.   
Pupils attitudes to learning and the 
creation of a positive ethos 
Mock Ofsted information on behaviour 
and behaviour management strategies, 
policies and procedures 
please delete this guidance before 
submitting this form] 
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Quality of 
leadership in, 
and 
management 
of, your 
school 
 

[This area focuses on the impact of 
leaders and governors and should look 
at how safely, efficiently and effectively 
the school is run. This area covers 
leadership and management across 
the school and how it enables pupils to 
learn, achieve and overcome specific 
barriers to learning. 
The Ofsted framework identifies 
detailed areas for review as does the 
National College such as the 
headteacher Standards however these 
need to be validated by others such as 
an NLE, SLE, NLG or an evaluation by 
a partner outstanding school. 
Key to this area is how accurately the 
team evaluate the schools strengths 
and weaknesses and use their 
evidence to secure future 
improvements. It should also include a 
focus on capacity of leadership and 
management to manage the change 
from independent school status to an 
academy with a larger and more 
diverse cohort of pupils. 
please delete this guidance before 
submitting this form] 
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The extent to 
which the 
education and 
systems 
provided by 
your school 
meets the 
needs of the 
range of 
pupils at the 
school, and in 
particular the 
needs of 
disabled 
pupils and 
those who 
have special 
educational 
needs. 

[pupil recruitment and how the 

education will be adapted to meet the 
needs of all 
- progress on financial planning and 
cash management systems, including 
appointment of finance director 
- budget predictions and resource for 
ongoing budget management 
- trust’s plans for ensuring funding 
agreement compliance 
- ensuring adequate systems and 
controls in place, including accounting 
software package 
please delete this guidance before 
submitting this form] 

  

Any other 
comments or 
observations 
not captured 
above. Please 
note, AP 
schools 
should state 
whether they 
are registered 
and if their 
existing 
provision is 
interwoven 
with the LA. 
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3. Meetings Please detail your board and 

committee meetings schedule 

and outline agenda  

  

4. Finance  Please give details of: 

 your chief financial 

officer, with appropriate 

qualifications and/or 

experience; 

 Schemes of delegation; 

 Approvals process- 

budget; 

 Investment policy; 

 Procurement including 

leases; 

 Internal control 

framework; 

 Contingency and 

business continuity plan; 

 Insurance cover   
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© Crown copyright 2015 

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-00222-2015 

  
Follow us on Twitter: 
@educationgovuk  

Like us on Facebook: 
facebook.com/educationgovuk 

 




