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The application form explained 
Before completing your application, please ensure that you have read both the relevant 
how to apply to set up a free school guidance and the criteria for assessment 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 on page 8 of this 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 how to apply to set up a free 
school guidance document and the criteria for assessment, 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.  

Section I is about your suitability to set up and then run a free school. The form is 
available here. 
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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. 
If your documents are larger than 9MB, please send multiple emails clearly indicating 
that the emails are connected (e.g. email 1 of 3). 

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, 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.  
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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 how to apply to set up a free school guidance; 

• 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:  

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 how to apply to set up a free school guidance and the criteria for 
assessment 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 how to apply to set up a free school guidance and the criteria for 
assessment for what should be included in this section. 
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Local 
Headteachers 
at 
neighbouring 
schools 

Collaboration, 
avoid 
negative 
action 

Collaboration, HMAT 
is being open and 
honest, collective 
working around 
migrating pupils, the 
need for the new free 
school to benefit the 
local community and 
local children 

Initial face to face 
meetings 

 

Further meetings to be 
determined – take a 
view on depending on 
reaction of heads 

To be 
completed 
by the end 
of w/c 
October 3rd  

Local parents Confirm 
support for 
application 

 

Recommend 
children for 
the school 

Enquiries call to 
action for those 
interested 

Free school is needed 

Benefits of free school 
– facilities, more 
choice for parents 

Strong leadership 
behind it with proven 
track record (HMAT) 

Local parent group and 
network meetings 

Leaflet drop to relevant 
postcodes with primary 
school age children 
(inviting to community 
meeting in Dec) 

Local news outlets 

Social media – 
Facebook and Twitter 

November 
2016 

November 
2016 

 

 

As below 

October 
onwards 

Local 
community 
groups 

Support the 
application 

Enquiries call to 
action for those 
interested 

Free school is needed 

Benefits of free school 
– facilities, more 
parent choice 

Strong leadership 
behind it with proven 
track record 

Community meetings 
with Q/A session 

November - 
December 
2016 

Local media 
outlets 

Run positive 
or balanced 
news stories 
about the 
application 

Enquiries call to 
action for those 
interested 

Free school is needed 

Benefits of free school 
– facilities, more 
parent choice 

Strong leadership 
behind it with proven 
track record 

News stories: 

Application with DfE 

Community meeting 
taking place 

One month to decision 
(including quotes from 
supporting parents) 

Decision time: Letters to 
the editor from 
supporting parties 

w/c 
October 3rd 

November/ 
Dec 2016 

Jan 2017 

 

February 
2017 
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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



 
 

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 how to apply 
to set up a free school guidance and the criteria for assessment 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 how to apply to set up a free school guidance 
and the criteria for assessment for what should be included in this section. 

 

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 how to apply to set up a free school guidance and 
the criteria for assessment for what should be included in this section. 
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Annex 2: Full Stakeholder Plan 

 

Cambrai Community Primary School, Catterick 

PR and stakeholder engagement plan 

 

Background 

Heathfield Multi-Academy Trust is working with North Yorkshire County Council to submit 
a free school application to the Department for Education on September 28th 2016. The 
new school will be called Cambria Community Primary School and will serve the 
Catterick area of North Yorkshire. The school would be sixth within Heathfield Academy 
Trust. 

 
 

The decision will be made on this in February 2017. 

What Stakeholder Engagement means for Heathfield Multi-Academy Trust (HMAT) 

For us, stakeholder engagement is not a paper exercise, nor a process driven by rules in 
order to meet Free School Application requirements. We want to emphasise our commitment 
to moving beyond a one-time set of public meetings, typically focused around the 
environmental and social assessment process. This type of consultation rarely extends in 
any meaningful way beyond the project planning phase, and is seldom integrated into on-
going activities core to a successful school, and rarely measured in terms of its effectiveness 
in building constructive working relationships. We subscribe to “stakeholder engagement” as 
a means of a broader, more inclusive, and continuous process between HMAT and those 
potentially impacted by the establishment of Cambrai Community Primary School in North 
Yorkshire that encompasses a range of activities and approaches, and spans the entire life of 
the school. This reflects the broader ethos through which HMAT conducts operations and our 
recognition of the organizational and reputational risks that come from poor stakeholder 
relations. It also reflects our emphasis on corporate social responsibility and transparency 
and reporting. In this context, good stakeholder relations are a prerequisite for good risk 
management. 
 
Our objectives 

Reassure decision makers in the local community about the collaborative ethos of HMAT 
and to generate positive feeling behind the free school application by: 

• raising awareness of the application 
• promoting the benefits of the new school through PR messages 
• highlighting and the strength and leadership of Heathfield Academy Trust as the 

organisation behind the application 
• communicating and positioning the application appropriately with our different 

target audiences 
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• protect the reputation of Heathfield Academy Trust and its leadership team in the 
case of reactive enquiries/ negative stories transmitted by those against the 
application. 

 

Our Approach 

Because we know the establishment of Cambrai Community Primary has the potential to 
be a contentious issue, our approach is to be proactive to try and control and manage the 
reputational situation by proactively distributing positive stories and messages, as 
opposed to only reacting to negative stories. This will give us the opportunity to hit the 
ground running with positive news. There are a number of groups locally, namely 
Headteachers in the surrounding area who may react negatively and engage with the 
local media and communities quickly. 

Our Definition of Stakeholder 
 
Stakeholders are persons or groups who are directly or indirectly affected by a project, as 
well as those who may have interests in a project and/or the ability to influence its 
outcome, either positively or negatively. Stakeholders may include locally affected 
communities or individuals and their formal and informal representatives, national or local 
government authorities, politicians, religious leaders, civil society organizations and 
groups with special interests, the academic community, or other businesses.  
 
The “stake” that each of these different individuals or groups has in a project or 
investment will vary. For example, there may be people directly affected by the potential 
environmental or social impacts of the establishment of a Free School. Others may be 
resident in another area altogether, but wish to communicate their concerns or 
suggestions. Then there are those who might have great influence over the project, such 
as regulators in local and national government agencies, political or religious leaders, 
and others active in the local community. There are also stakeholders who, because of 
their knowledge or stature, can contribute positively to the project, for example, by acting 
as an honest broker in mediating relationships.  
 

Who we aim to involve and why: 

• North Yorkshire County Council (NYCC) Officers 

NYCC is our strategic partner in delivering this free school to make sure there are 
enough primary school places for a growing population in the Catterick area. The officers 
with whom we are working are vital to the overall success of the project and their 
continued support of our approach is equally important. 

• NYCC Councillors 

Those elected members who represent the interests of their communities are an 
important group. We want to be positioned as a positive force in the education landscape 
of North Yorkshire. 

• Local Headteachers 
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Those who are within a two mile radius specifically (of which there are five schools), but 
also schools which are within a four to seven mile radius. We want to reduce the impact 
of those who will be affected by the free school application in terms of migrating pupils by 
working with colleagues and in doing so reassure those who may react negatively to the 
establishment of Cambrai. 

• Local parents 

Those who may either send their children to the free school or alternatively act as a 
positive word of mouth channel to tell others the benefits of the free school application 

• Local community groups 

Catterick is known as an army town and there may be opportunities for us to use local 
community groups such as army-led as a channel to reach wider target audiences 

• Local media 

The Northern Echo and Star Radio both cover the Catterick area, but there are also other 
options for us to target, including local community bloggers, local newsletters and super 
local radio such as Garrison FM. Aim is to get them on board to help spread positive 
messages about the application. 
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Summary of audience group, tactics and timings 

 

Target 
audience 

Desired 
action 

Key messaging to 
communicate 

Channel to reach Timings 

NYCC 
Officers & 
Councillors 

Support and 
subsequently 
approve the 
application 

Understand 
the need for 
the free 
school 

Strength, experience 
and successful track 
record of the leadership 
team behind the 
application and HMAT 

Growth of HMAT and 
positive work/ child-
centric ethos 

Face to face 
communications  

On-going 

Local 
Headteachers 
at 
neighbouring 
schools 

Collaboration, 
avoid 
negative 
action 

Collaboration, HMAT is 
being open and honest, 
collective working 
around migrating 
pupils, the need for the 
new free school to 
benefit the local 
community and local 
children 

Initial face to face 
meetings 

 

Further meetings to be 
determined – take a view 
on depending on reaction 
of heads 

To be 
completed 
by the end 
of w/c 
October 3rd  

Local parents Confirm 
support for 
application 

 

Recommend 
children for 
the school 

Enquiries call to action 
for those interested 

Free school is needed 

Benefits of free school 
– facilities, more choice 
for parents 

Strong leadership 
behind it with proven 
track record (HMAT) 

Local parent group and 
network meetings 

Leaflet drop to relevant 
postcodes with primary 
school age children 
(inviting to community 
meeting in Dec) 

Local news outlets 

Social media – Facebook 
and Twitter 

November 
2016 

November 
2016 

 

As below 

October 
onwards 

Local 
community 
groups 

Support the 
application 

Enquiries call to action 
for those interested 

Free school is needed 

 

Benefits of free school 
– facilities, more parent 
choice 

Strong leadership 
behind it with proven 
track record 

Community meetings 
with Q and As 

November - 
December 
2016 
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Local media 
outlets 

Run positive 
or balanced 
news stories 
about the 
application 

Enquiries call to action 
for those interested 

Free school is needed 

Benefits of free school 
– facilities, more parent 
choice 

Strong leadership 
behind it with proven 
track record 

 

News stories: 

Application with DfE 

Community meeting 
taking place 

One month to decision 
(including quotes from 
supporting parents) 

Decision time: Letters to 
the editor from supporting 
parties 

w/c 
October 3rd 

 

November/ 
Dec 2016 

 

Jan 2017 

February 
2017 

 

Other campaign tactics to discuss: 

• Leaflet drop – to households within the two mile radius of the Cambria Community 
Primary School site 

• Digital advertising – specifically on Facebook which is heavily parent orientated 
• E-shot for parents who want to register interest 

 

Second stage plan to be formulated post-February once decision has been with the 
objective of generating enquiries and admissions in the run up to the school 
opening. 
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Guiding Principles for Effective Stakeholder Engagement 
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Annex 3: Local Schools Data 
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Annex 6: Planning Drawing for Site 

 









 

71 

Annex 9: Letter of support from RSC 
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Annex 10: HMAT Scheme of Delegation 

 
Scheme of Delegation for Heathfield Academy Trust 

1. RESPONSIBILITIES OF THE TRUST  

1.1 The Heathfield Academy Trust is a charitable company limited by guarantee. It has entered 
into a Master Funding Agreement dated 11 August 2014 and a Supplemental Funding 
Agreement in relation to Heathfield Primary School and Hurworth Primary School dated 11 
August 2014 and Northwood Primary School dated 25 January 2016 (together the “Funding 
Agreements”)  

1.2 The Trustees are the charity trustees (within the terms of section 97(1) of the Charities Act 
1993) and responsible for the general control and management of the administration of the 
Trust in accordance with the provisions set out in the Memorandum and Articles of 
Association of the Trust 

1.3 The local governing body shall be a committee of the Trustees established pursuant to 
articles 100 to 104 of the Articles of Association of the Trust 

1.4 The Trustees retain authority and responsibility for the following:- 

1.4.1 compliance with the provisions of the Funding Agreements 

1.4.2 preparation and approval of these terms of reference under which the Academy is 
governed and subsequent amendments 

1.4.3 agreement of the Academies annual funding in consultation with the local 
governing body 

1.4.4 compliance with the Academies Financial Handbook including, but without 
limitation, determination of procurement policies for the Trust 

1.4.5 oversight with regard to the finances of the Trust and the Academy, including, but 
without limitation, responsibility for compliance with the financial and accounting 
requirements detailed within the Funding Agreement 

1.4.6 the determination of the corporate planning and strategy for the Academy and the 
Trust in consultation with the local governing body 

1.4.7 the determination, after consultation with the local governing body, of the extent of 
the services provided to the Academy by the Trust and how the costs should be 
allocated 

1.4.8 determining the cash flow policy for the Trust and the Academy and monitoring 
income and expenditure for the Trust and the Academy 
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1.4.9 setting targets each financial year as further detailed in the Master Funding 
Agreement 

1.4.10 determining any additional financial and reporting targets for the Academy 

1.4.11 as the legal employer of all staff, responsibility for human resource policies and 
procedures and terms and conditions of service 

1.4.12 appointing the External and Internal Auditor for the Academies 

1.4.13 maintaining fixed asset register 

1.4.14 compliance with all statutory regulations and Acts of Parliament governing the 
operation of the Academies 

1.4.15 determination of the admissions policy and arrangements for the Academies in 
accordance with admissions law and DfE codes of practice 

1.4.16 determination of the educational vision of the Academies in consultation with the 
local governing body, including, but without limitation, determination of the 
Academy’s School Development Plan 

1.4.17 responsibility for monitoring the performance of the Academies will sit with the Trust 
and will be delegated by the Trust 

1.4.18 the Trustees will establish committees of the Board, namely; Finance, General 
Purposes and Personnel Committee; Curriculum, Standards and Pupil Welfare 
Committee, appoint the Chairs and any other committees as required 

1.4.19 the Trustees will appoint the clerk to the Board and LGB 

1.4.20 the Trustees will approve the appointment of an Interim Advisory Board if required 

2. RESPONSIBILITES OF THE MEMBERS 

2.1 To appoint and remove Members and determine role descriptions for Members 

2.2 To appoint and remove Trustees 

2.3 Review and agree the Articles of Association 

2.4 Agree the Annual Accounts and review the pupil performance data of the Trust 

 

 

3. DELEGATION – TO THE LOCAL GOVERNING BODY  

3.1 Subject to the limitations set out above, the Trustees delegate the running of the Academy 
to the local governing body and specifically the following duties:- 

3.1.1 implementation of actions required to comply with statutory regulations and the 
Funding Agreements 

3.1.2 implementation of the policies agreed by the Trustees with regard to admissions 
and to the educational vision of the Academy, including, but without limitation, the 
School Development Plan 
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3.1.3 oversight of the Academy activities 

3.1.4 consideration of the Academy’s required funding and support to the Trustees in 
connection with the agreement with the DFE of the Academy’s budget 

3.1.5 monitoring and reviewing expenditure on a regular basis and ensure compliance 
with the overall financial plan for the Academy 

3.1.6 maintenance of proper accounting records and the preparation of income and 
expenditure and balance sheets as required by the Finance, General Purposes and 
Personnel Committee of the Board of Directors.  

3.1.7 assisting the Trustees in complying with the provisions of the Funding Agreements 
where requested from time to time (to include, by way of example, information 
required for the purposes of clause 45 of the Master Funding Agreement) 

3.1.8 maintenance of the Academy estate in accordance with the guidelines established 
by the Trust 

3.1.9 implementation of Trust’s procurement policies insofar as they impact on the 
Academy 

3.1.10 managing the Academy’s cash flow and monitor expenditure by the Academy in 
accordance with policies determined by the Trustees 

3.1.11 notifying the Trust of any changes to fixed assets used by the Academy 

3.1.12 the appointment, job description, appraisal and dismissal of all members of staff of 
the Academy in consultation with the Executive Headteacher or Headteacher, but 
excluding members of the senior management team, staff on the leadership pay 
scale, the Head of School, Headteacher and Executive Headteacher, and the 
remuneration of every member of staff and their terms of service shall be within the 
parameters from time to time established by the Trustees 

3.2 The local governing body, to which delegated responsibilities have been assigned must 
report to the full Board of Directors in respect of any action taken or decisions made 

3.3 Only governors who are members of the local governing body may vote during local 
governing body meetings.  Where necessary, the elected Chair of the local governing body 
may have a second or casting vote.  

4. DELEGATION OF RESPONSIBILITIES TO THE HEAD OF SCHOOL  

Subject to responsibilities of the local governing body and the policy statements of the Trust, the 
Head of School shall be responsible to the local governing body for:- 

4.1 implementing the agreed policies and procedures laid down by the local governing body this 
includes the implementation of all statutory regulations 

4.2 advising the local governing body on strategic direction, forward planning and quality 
assurance  

4.3 the leadership and management of the Academy; 

4.4 the admission of pupils; 

4.5 managing the delegated budget and resources agreed by the Directors of the Board 
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4.6 the appointment of all other staff and (except to the extent directed otherwise by the Trustees 
and/or the local governing body), the salary grading, allocation of duties, appraisal and 
discipline of staff below Leadership posts Senior Leadership Team level 

4.7 the maintenance of good order and discipline by the pupils including their suspension and/or 
exclusion within the framework laid down by the local governing body; and 

4.8 all such additional functions as may be assigned under the job description or contract of 
employment. 

4.9 the Head of School will report to the Executive Headteacher on all matters regarding the 
above  

5. DELEGATION OF RESPONSIBILITIES TO THE HEAD TEACHER 

The Board of Directors acknowledge that the following responsibilities have been delegated to the 
Head Teacher: 

5.1 implementing the agreed policies and procedures laid down by the local governing body this 
includes the implementation of all statutory regulations, provisions within the Education Acts, 
and compliance with the Master Funding Agreements 

5.2 advising the local governing body on strategic direction, forward planning and quality 
assurance  

5.3 the leadership and management of the Academy; 

5.4 the admission of pupils; 

5.5 managing the delegated budget and resources agreed by the Directors of the Board 

5.6 the appointment of all other staff and (except to the extent directed otherwise by the Trustees 
and/or the local governing body), the salary grading, allocation of duties, appraisal and 
discipline of staff below Leadership posts Senior Leadership Team level 

5.7 the maintenance of good order and discipline by the pupils including their suspension and/or 
exclusion within the framework laid down by the local governing body; and 

5.8 all such additional functions as may be assigned under the job description or contract of 
employment. 

6. DELEGATION OF RESPONSIBILITIES TO THE EXECUTIVE HEADTEACHER 

The Board of Directors acknowledge that the following responsibilities have been delegated to the 
Executive Headteacher: 

6.1 in consultation with the CEO, implementing the agreed policies and procedures laid down by 
the Trust including the implementation of all statutory regulations, provisions within the 
Education Acts, and compliance with the Master Funding Agreements 

6.2 in consultation with the CEO,advising the Trust on strategic direction, forward planning and 
quality assurance 

6.3 line management of Heads of School including advising directors on setting appraisal targets 
and performance against appraisal targets 

6.4 delegation of responsibility up to and including dismissal for all staff employed in the 
Academies for which they are responsible, other than Heads of School which will remain the 
responsibility of the Directors 
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6.5 Act as statutory Headteacher with regard to those functions that cannot be delegated to 
Heads of School 

6.6 and all such additional functions as may be assumed under the job description or contract of 
employment 

7. DELEGATION OF RESPONSIBLITIES TO THE DIRECTOR OF OPERATIONS 

The Board of Directors acknowledge that the following responsibilities have been delegated to the 
Director of Operations: 

7.1 to submit the annual report and accounts including accounting policies, signed statement on 
regularity, propriety, incorporating governance statement demonstrating value for money 

7.2  and all such additional functions as may be assumed under the job description or contract of 
employment 

8. DELEGATION OF RESPONSIBILITIES OF THE CHIEF EXECUTIVE OFFICER 

The Board of Directors acknowledge that the following responsibilities have been delegated to the 
Chief Executive Officer: 

8.1 implementing the agreed policies and procedures laid down by the Trust including the 
implementation of all statutory regulations, provisions within the Education Acts, and 
compliance with the Master Funding Agreements 

8.2 advising the Trust on strategic direction, forward planning and quality assurance 

8.3 the leadership and management of the Academy Trust, line management of Heads Teachers, 
Executive Head Teacher and Director of Operations including advising directors on setting 
appraisal targets and performance against appraisal targets 

8.4 as Accounting Officer for the Trust, overall accountability and management of the Trust 
budget, and oversight of individual Academy budgets 

8.5 advising the Trust on the appointment of the following  Leadership posts; Head of School, 
Head Teacher, Executive Headteacher and Director of Operations.  

8.6 delegation of responsibility up to and including dismissal for all staff employed in the 
Academies for which they are responsible, other than Heads of School which will remain the 
responsibility of the Directors 

8.7 Act as statutory Headteacher with regard to those functions that cannot be delegated to 
Heads of School 

8.8 and all such additional functions as may be assumed under the job description or contract of 
employment 

9. REVIEW OF THIS POLICY 

This policy will be reviewed annually in the autumn term. 
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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   

  

  



 

90 

  

© 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  



 

91 

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 

  
Follow us on Twitter: 
@educationgovuk  

Like us on Facebook: 
facebook.com/educationgovuk 

 




