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The application form explained 

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

background information and glossary document and the relevant 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.  

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.  

Section I is about your suitability to set up and then run a free school. There is a 

separate Word form for this.  
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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. 

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, i.e. 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. 

 

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 
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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 (e.g. 

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

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

contained in DfE guidance); and 

 For children with an education health and care plan (‘EHCP’) naming the school, 

the requirements pertaining to children with SEN within the special educational 

needs and disability (SEND) code of practice, including the duty to admit a child 

where the school is named in an EHCP; 

 For schools where the Secretary of State agrees in the funding agreement that 

they can also admit non-statemented pupils with special needs, the school must, 

in respect of these pupils, comply with the School Admissions Code, the School 

Admissions Appeals Code and the admissions law as it applies to maintained 

schools. 16-19 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. 
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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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Reward activities 2 M Part of positive behaviour 
management system 

Music 2 M  

Community/Charity/Enterprise/Car
eers/Guest tutor projects 

2 M Half termly form group 
project 

Key Stage 4 (inc. GCSE)    

English 4 M  

Maths 4 M  

Science 4 V  

PSHE/Citizenship 4 M  

PE 2 M  

House activities 2 M Competitive element 

Reward activities 2 M As part of recognising 
positive behaviour 
system. 

Health and fitness 4 V (Options) 

Part of this broad 
spectrum offer will be 
delivered ‘in-house’, 
however, we have set 
aside a large 
‘outsourcing’ budget to 
purchase courses from 
other local providers, 
including FE Colleges, 
where necessary or ‘buy 
in’ expertise/courses as 
required. Consequently, 
we do not expect to be 
self-sufficient across this 
entire subject range. 

Music production 4 V (Options) 

Motor vehicle/bike maintenance 4 V (Options) 

Hairdressing/barbering 4 V (Options) 

Construction 4 V (Options) 

Catering and hospitality 4 V (Options) 

6th Form (inc. GCSE & Level 3)   

Health and fitness 4 V (Options) 

Music production 4 V (Options) 

Motor vehicle/Bike maintenance 4 V (Options) 

Hairdressing/barbering 4 V (Options) 

Construction 4 V (Options) 

Catering and hospitality 4 V (Options) 

English 4 V (Options) 

Maths 4 V (Options) 

Science 4 V (Options) 

Work placement/experience 10 Block M  

Mentoring session 2 M  

[Add more lines as appropriate] 

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

depending on which type of group you are. 
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Section F – capacity and capability 

F1 (a) Skills and experience of your team 

Named individual in charge during pre-opening:  
 – see CV below. 

 

 

 

 

 

  

 

 

  

 

 

 

 

 

 

 

 

  
  

  

  

 

 

 
 

  

 
 

 

 

 

  

  
 

 
  

  
 

 
, 



 

 
 

  
 

 
 

 

  

 
  

  
 

 

  

 
 

  
 

  
  

  
 

 

  

 
  

 

 

 
 

 

 

 

 

 
 

  
 

  
 

  

  
 

  

  

 
 

 
 

 
 



 

50 
 

  

 

 

 

 

 

 

 

 

 











 

55 

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 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, any letters of support and maps.  

 The annex is excluded from the page limit but should be submitted as part of your 

application, i.e. 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. 

  



 

61 

ANNEX TO SECTION E: Letter to parents/carers of YPA students  

 
 
22nd February 2016 
 
Dear Families 
 
Your support for our application for a new school building 
 
We are aiming to provide our pupils with a new purpose-built school with modern and 
exciting facilities, such as a performing arts suite, excellent sports facilities, new 
technology and high quality classrooms and learning spaces. We believe our children and 
young people deserve an outstanding school building in which to develop their full 
potential.  
 
In order to submit a successful application, we need to show that you would 
be happy for your son/daughter to stay with us in a new ‘Free School’ 
building. We will have the same staff and governors as we do now. The school’s aims, 
vision and ethos will remain the same, but the school would be a ‘Free School’ rather 
than an 'Academy' and benefit from the Free School’s building programme. The school 
will stay part of Orchard Hill College and Academy Trust (OHC&AT) which has been such 
a successful partner for Young People’s Academy since April 2015. 
 

 

 The Local Authority are willing to support us in achieving this and your child 

would continue with the same arrangements in his/her current Statement of Special 

Educational Needs or Education, Health and Care Plan (EHCP), including home-to-school 

transport arrangements. 

 
This is the very first part of the application. If we are successful at this stage then there 
will be more opportunities for consultation, questions and discussions in due course.  
 
If you have any questions, please do not hesitate to contact me at the school office, or 
directly on my email address:  
 
Please return the slip below, or email on the above address, by Thursday 25th 
February 2016. If we do not hear back from you by that date, we will assume that you 
agree with the proposal. 
 
Yours sincerely, 
 
 

 
 

…………………….............................................................................................................
............. 
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*I would/would not like my son/daughter to attend the new free school–*Please 

delete as appropriate 

 
*I would/would not/not applicable consider the sixth form as a possible option for 
my son or daughter to attend in the future-*Please delete as appropriate 
 
Name of child: 
 
Parent/carer signature:   
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ANNEX TO SECTION E: Letter to parents/carers of Skills Hub students 

 

 
 
 
22nd February 2016 
 
Dear Families 
 
Your support for our application for a new school building 
 
We are aiming to provide our pupils with a new purpose-built school with modern and 
exciting facilities, such as a performing arts suite, excellent sports facilities, new 
technology and high quality classrooms and learning spaces. We believe our children and 
young people deserve an outstanding school building in which to develop their full 
potential.  
 
In order to submit a successful application, we need to show that you would 
be happy for your son/daughter to stay with us in a new ‘Free School’ 
building. We will have the same staff and governors as we do now. The school’s aims, 
vision and ethos will remain the same, but the school would be a ‘Free School’ rather 
than an 'Academy' and benefit from the Free School’s building programme. The school 
will stay part of Orchard Hill College and Academy Trust (OHC&AT) which has been such 
a successful partner for Young People’s Academy since September 2015. 
 

 

 The Local Authority are willing to support us in achieving this and your child 

would continue with the same arrangements in his/her current Statement of Special 

Educational Needs or Education, Health and Care Plan (EHCP), including home-to-school 

transport arrangements. 

This is the very first part of the application. If we are successful at this stage then there 
will be more opportunities for consultation, questions and discussions in due course.  
 
If you have any questions, please do not hesitate to contact me at the school office, or 
directly on my email address:  
 
Please return the slip below, or email on the above address, by Thursday 25th 
February 2016. If we do not hear back from you by that date, we will assume that you 
agree with the proposal. 
 
Yours sincerely, 
 
 

 
 

…………………….............................................................................................................
............. 
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I would/would not like my son/daughter to attend the new free school–*Please 

delete as appropriate 

 

*I would/would not/not applicable consider the sixth form as a possible option for 
my son or daughter to attend in the future-*Please delete as appropriate 
 
Name of child: 
 
Parent/carer signature:   
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ANNEX TO SECTION F:  
 

 
  

 

Sent: 25 February 2016 10:23 

 

 

Subject:   

 

  

Dear , 

We have already met and discussed your capacity, but I have not yet emailed you to put 

it in writing.  Given Orchard Hill’s track record and capacity I am content to agree a 

capacity for 1 free school in the North West London and South Central region in wave 

11. 

Please upload this email alongside your final application form and complete shorter 

capacity and capability section as indicated. Please note this email is not an 

endorsement of your application as a whole and does not imply it will be approved.  

If you have any further questions please contact  

 

Kind regards, 

 

 

 

 

 

www.education.gov.uk 
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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 
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To view this licence: 
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