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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.  



5 
 

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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7. Independent schools only*: Have you provided a link to your school’s 
most recent inspection report and completed an externally validated self-
assessment and governance assessment? 

  

8. Independent schools only*: Have you provided the documents set out in 
the criteria document specifically around your current site? 

  

9. Re-applications only: Have you changed you application in response to 
the written feedback you received, if you are re-applying after being 
unsuccessful in a previous wave, as set out in Section 4.4 of this guide? 

  

10. Have you sent an email (of no more than 9 MB in size**), titled: 
Free School Application - School Name: [insert] with all relevant 
information relating to Sections A to H of your application to: 
FS.applications@education.gsi.gov.uk before the advertised deadline? 

X  

11. Studio schools only: Have you emailed a copy of your application to the 
Studio Schools Trust at: applications@studioschooltrust.org? 

  

12. Have you sent two hard copies of the application by a guaranteed delivery 

method such as ‘Recorded Signed for’ to the address below? 

Free Schools Applications Team, Department for Education, 3rd Floor 
Sanctuary Buildings, Great Smith Street, London, SW1P 3BT 

X  

* Independent schools include existing alternative provision and special school 

institutions that are privately run. 

** If your application is larger than 9MB please split the documents and send two 

emails. 
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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: 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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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. 
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design 

Enrichment 
1 Mandatory  

Worship 
1.25 Voluntary  

KS 1 
   

English 8.5 Mandatory Including phonics and guided 

reading 

Maths 5 Mandatory  

Science 1.5 Mandatory To include outdoor learning 

incorporating Forest Schools 

R.E. 1 Mandatory  

Computing 1 Mandatory  

Geography 1 Mandatory  

History 1 Mandatory  

Art & Design 1 Mandatory  

Design Technology 1 Mandatory  

Music 1 Mandatory  

P.E. 2 Mandatory  

Enrichments 1 Mandatory  

Worship 1.25 Voluntary  

KS 2   As KS 1 with the following 

variations 

Science 2 Mandatory  

Languages 1 Mandatory  

Enrichments 0.75 Mandatory  

 

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 the 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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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.  



 

52 
 

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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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. 
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Education Planning & Development 

 
Shire Hall 

Gloucester 
GL1 2TP 

 
email: @gloucestershire.gov.uk 

www.gloucestershire.gov.uk 
 

Please ask for:   Phone:     

Our Ref:  Your Ref:  Date:   2nd February 2016 

 
 
 
 
 
Ref. Letter of Support for the Gloucester Diocese Bid, for Sponsorship of a New Free School 
in Quedgeley, Gloucestershire.  
 

I am writing this letter in support of the Free School Bid put forward by Gloucester 
Diocesan Trust.  Gloucestershire County Council wholeheartedly supports this important 
capital project which will deliver essential primary places in Quedgeley to support need 
arising from both housing and population growth as identified in the annual SCAP 
returns.  
 
Quedgeley is located to the south of the City of Gloucester serving a community arising 
from a large development of housing built since the 1980’s. The area has recently seen 
new housing development growth (Kingsway and Waterwells) where over the past 10 
years more than 2,500 houses have been completed and a further 800 are planned. 
 
Gloucestershire County Council is in receipt of S106 Capital Funding to expand 
the local primary schools to support the need for places arising from these developments. 
We have been working with Hardwicke Primary Academy and the Diocesan Trust 
throughout 2015 on a development plan, however our forecasts show this will not provide 
the number of places needed in the primary sector in Quedgeley. All schools in the area 
are forecast to be short of places and all are holding waiting lists and having to hold 
appeals for both reception and in year admissions. In fact, indications are that in order to 
support the current need and future growth, and to meet the recommended minimum of 
5% surplus places, we would suggest that a new 2FE Free School be considered. 
 
At a recent forum of local primary heads and governors all schools were in agreement 
that another school is needed in the area to provide additional places and to support 
parental preference. 
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If successful, the project construction works will be completed by September 2017. In the 
meantime the S106 funding will be used to put in place accommodation that will provide 
a temporary solution for 2016 intake. 
 
If you require any additional information with regards to this education joint partnership 
work please do not hesitate to contact me. 
 
Yours sincerely 
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 * PAN of 30 in years 3 onwards  

 **temporary expansion to accommodate increased demand 

 *** PAN of 10 

Health Care Data 

The construction of the original Quedgeley housing estate was established in the 1970s. 
Health data refreshed annually indicates an element of change on this estate, with growth 
in the number of young children. The most recent information from health gives a clear 
indication of the anticipated growth on the original Quedgeley estate. 

 

Meanwhile, a similar pattern can be seen on the south east of Quedgeley where the 
construction of new housing continues.  

 

This growth has been evident over the last few years, as illustrated below:  

 

The LA estimates that the resident numbers will increase as follows: 

 

Age 4 5 6 7 8 9 10

Primary aged 

total:

4-10 yr olds

31-Aug-13 363 378 351 349 287 340 286 2354

31-Aug-14 412 375 386 366 369 293 340 2541

31-Aug-15 430 429 394 387 379 371 293 2683
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The new schools have been part of a programme of phased growth to reflect the rate of 
house construction.  The Local Authority has managed the pressure in the area to date by 
using some of the spare capacity in these new buildings to accommodate over subscription 
at other local schools.  However, increasing numbers of in-year applications from children 
previously unknown to the local authority is adding to the burden for the Admissions Team. 
A significant number of children are being offered a taxi to transport them into the City and 
there are many cases of siblings not being offered a place at the same school. In addition, 
the housing developments have picked up again following a period of slow down in the 
market,  with more new pupils coming forward who are relying on those places being 
available to them. 

A new 2FE primary school will offset this basic need, allowing families to access a place in 
education within their immediate area.  

Quedgeley Education Planning area forecasts 

 

Addresses of pupils attending neighbouring schools and academies 

Hardwicke Parochial Academy 
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Field Court Infant Academy 

 

Field Court Junior Academy 

 

 

Meadowside Primary 
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Beech Green Primary 

 

 

 

 

 

 

 

 

 

Annex for Section E2 
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Community Consultation leaflet (5,000 distributed)  

 

 

Posters Distributed across the local community (20 posters) 
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Feedback form  
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CC.  
 

 
18th February 2016 

  
 

 

FREE SCHOOLS CAPACITY  
 
Thank you for your request for a letter outlining our assessment of your capacity and 
capability to open a new Free School.  
 
I am satisfied your trust has capacity and capability to deliver a new primary Free School 
in Gloucestershire should you be successful with your application. You are eligible 
therefore to follow the shorter application route for the capacity and capability sections 
(F1 and F2) of the application form. However, we would appreciate further details of your 
succession planning as soon as possible.  
 
The following link will direct you to the published free schools guidance documents 
https://www.gov.uk/government/publications/free-school-application-guide It is essential 
that you read the relevant assessment criteria booklet for your type of school before 
starting your application. Under each criterion there is a description of what you should 
include in your application.  
 
Please can you include this letter when submitting your free school application to the 
department. Please note that this letter is not an endorsement of your application as a 
whole and does not imply your application will be approved. If you have not already done 
so, please can I also encourage you to register your interest on the department website 
at https://form.education.gov.uk/fillform.php?self=1&form id=jHf1s573utr&1 ; we will then 
give you a unique registration number that you should quote when you submit your 
formal application.  
 
The New Schools Network (NSN) is a DfE-approved charity that helps groups interested 
in applying with the process of submitting an application. You can access information 
about the services NSN offer at: www.newschoolsnetwork.org. If you have any questions 
or have any difficulties accessing advice or information,

I wish you the very best in developing your free school application further. 
 
 
 
Yours sincerely,  

2 Rivergate 
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85 
 

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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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 

 




