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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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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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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. 

 letter attached at Annexe 2 has provided a letter advising that 

Burnt Mill Academy Trust has the capacity to open Sir Frederick Gibberd 

College.   

 

 

We have identified that as this is the Trust’s first Sixth Form provision we would 

benefit from the support of a leading Sixth Form expert. As set out in sections 

C and D, and listed in the table below, we have recruited  

 

 

 

Also listed below are the details of the Local Advisory Body Members we have 

recruited to date.  

 

  

  

  

 

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, 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. 
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Annexe 6 
 
Evidence of successful engagement with parents and the local community: 

a) Sample article from Freshwaters Primary Academy website 19.2.16 

 

 

b) Sample Tweet on Twitter: 
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c) Facebook: 
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d) Sample Sign-Up questionnaire: 

 

 

 

 

 



 

124 
 

 

e) Sample Sign Up Sheet: 

 

f) Sample invitation letter to an information meeting sent to Parents/ Carers (identical 

letters sent to parents/ carers at Little Parndon, Roydon, Cooks Spinney and 

Freshwaters Primary Academies): 
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 YourHarlow.com article dated 28th October 2015 

http://www.yourharlow.com/2015/10/28/burnt-mill-head-announces-plans-to-re-open-

old-passmores-school/ 

 Harlow Star article dated 28th October 2015 

http://www.harlowstar.co.uk/Burnt-Academy-unveil-plan-Passmores-school-site/story-

28071905-detail/story.html 

 

 Harlow Star article dated 10th November 2015 

http://www.harlowstar.co.uk/Burnt/story-28149079-detail/story.html 
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h) Survey Monkey Questionnaire 

https://www.surveymonkey.co.uk/r/LLB75G3  

 

i) Letters of support contained in Annexes 1-4 

j) Postcode analysis map of parents making school their first choice 
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September 2019 – need an additional 4 – 6 forms of entry (in addition to above) 

By 2024 an additional 3 forms of entry may be required, depending on housing. 
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Annexe 8 

Summary of Secondary Forecast Pupil Place Planning for Essex 2015/16 to 2019/2020 

This reflects the number of pupils who will require post-16 education provision and are 

potential pupils for Sir Frederick Gibberd College. 
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for the Trust. This new version 

was approved at the Trust Board 

in January 2016. 

 

Insurance Cover and Business 

Continuity Plans, Risk Policy and 

Register are reviewed annually 

by the CEO and the exec team 

and approved annually at the 

Trust Board. Currently insurance 

for the Trust and Trustees 

(separately) is through Zurich 

Insurance. Both our Business 

Continuity Plan and Risk policy 

and register are available. 
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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 holders 

concerned. 

To view this licence: 

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