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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:   Hard copy signed 

Position:    

Print name:   

Date:   27.9.2016 

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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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. 

  















 

77 
 

APPENDIX B&C Text of Information Provided about CFPS  
(adapted to consider ) 

The Collegiate Trust is considering a new primary school to be located  
. This free school 

will be built through a grant given by the government and will be funded, like all other 
academies, by the Department for Education.  It will also be built with money from the 
government so would be an exciting addition to Croydon. 

 
 This is why we are proposing our new school, which we would hope to open with 

60 places in Reception in September 2018 - this date for opening depends on gaining the 
necessary planning permission. This is not an unusual situation for such new schools, with 
many having opened successfully in recent years in such circumstances. 
The Collegiate Free Primary School will be for children of all abilities and backgrounds in 
the area. Whilst the school will respect and value all religions it will have no religious 
affiliation. CFPS will teach the full national curriculum. The school will operate to the same 
values and standards that have made Riddlesdown Collegiate so successful. 

How will we work with parents? 

We really value the importance of parental involvement in your children’s learning and need 
you to play a crucial role in your child’s success.  As part of each school day, there will be 
a Family Sharing Learning session, in which children will share their learning with parents 
or a designated adult, encouraging them to reflect on their own progress and help families 
to understand their learning. This will allow you to support learning more effectively at home 
and to play a stronger role in encouraging ambition. 

We will also talk to you regularly - this will be through our reporting and tracking systems, 
but also on a day-to-day basis to keep you up to date with how your child is getting on 
academically and socially. 

Our vision for CFPS is to deliver Exceptional Education for All across our community. 
Such an exceptional education has three features: 

• A rigorous academic education which makes sure children have a rich understanding 
and knowledge of English, maths, science, geography, history, world religions and 
languages 

• A set of creative and active experiences which develop an appreciation and                       
understanding of the arts, and ensure that all children are highly active through the PE 
curriculum 

• The building of personal qualities and skills through the rich curriculum and extra-
curricular work in school and beyond. 

Our curriculum will be delivered through the CFPS Discovery and Mastery Curriculum. It 
will have 6 broad, overlapping and integrated areas, which will ensure that we deliver and 
expand on the national curriculum, encompassing all subject areas. The 6 areas are: 

• Language and communication (English, Literacy, ICT) 
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• Knowing and applying mathematical skills and  concepts (Mathematics) 
• Science and the natural world (Science, Geography, Computing) 
• Our history (History, RE) 
• Being creative (Art, DT, Music) 
• An active life (PE, PSHE)  

Our children in Reception and Key Stage One will embark on a new Voyage of Discovery 
each half term. This discovery approach will bring about in the children an excitement about 
their learning and develop them as positive, enquiring learners. In Key Stage Two, the 
curriculum will build on the skills developed so far through a mastery approach. Each term 
will be framed by a Mastery Challenge - high level and independent learning skills, applying 
a rigorous approach to applying and embedding knowledge and skills.  

At CFPS we will adopt an extension and depth approach to learning, ensuring that each of 
our children have swift opportunities to secure new learning, every day, so that no one 
child is left behind, and each having the best opportunity to achieve their potential. We will 
aim to accelerate the learning of our children so that they are not just making expected 
progress over their seven years in primary school.  
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APPENDIX D Confirmation from of Growth Capacity  

   (Original email can be provided on request) 

 
Dear   
 
In May, I sent you a Trust Capacity Survey. This has been sent out to the majority of Trusts within the 
South East and South London (SESL) region. I would like to thank you for completing the survey and 
providing me with your future plans. The responses have been used to assess whether we have enough 
capacity in the region to support failing schools; to open new provision to meet the needs for school places 
and to provide a home for maintained schools wishing to convert to academy status and join a Trust.  
 
The information you provided in the survey and a range of other factors have been used to review and 
agree an indicative growth plan for your Trust; these factors include the number, feature and geography of 
schools currently within your Trust, your overall performance and track record.  
 
Based on your response, I have carefully considered the information you submitted and would like to 
confirm that I am content, in principle, for you to grow in the next three academic years by up to the 
following projects, in this region: 
 

16/17 Primary Number of 
pupils 

Secondary Number of 
pupils 

Converter 2 800 0 0 
Sponsored 1 570 1 1100 
New provision/free 
school 

0 0 0 0 

17/18 
    

Converter 1 420 1 1100 
Sponsored 0 0 1 1100 
New provision/free 
school 

0 0 0 0 

18/19 
    

Converter 0 0 1 1100 
Sponsored 0 0 0 0 
New provision/free 
school 

1 90 0 0 

 
The table above does not include any projects that are within your Trust’s current pipeline, as these have 
already been approved. An academy is in the pipeline if it has received an Academy Order (AO) but has 
not yet opened. A free school is in the pipeline if you have received official confirmation that your 
application has been approved into pre-opening, but it has not yet opened. Each proposed project’s 
approval will be considered on its own merits and be subject to your Trust’s overall performance. If the 
number of projects you apply for differs but the overall numbers of pupils are similar to what I have included 
in the table above, I will be flexible. However, each project will be reviewed to ensure it is viable. 
 
As you have indicated that you would like to grow with a new provision project, please do not hesitate to 
get in contact with New Schools Network (NSN). They will offer their support to you as you progress with 
your free school application/proposal. Please register with NSN at 
http://www.newschoolsnetwork.org/register-with-nsn (if you have not already done so).  
 
Please see attached a menu of support for MATs which provides essential guidance on trust growth, 
leadership and governance.  
 
Finally, I know there are a number of Trusts in SESL that have subsidiary/commercial companies that offer 
school improvement. If this is applicable to your Trust, I would appreciate if you could provide me with a 
one pager update on how the company interacts and contributes to the academic performance of your 
Trust.  
 
I look forward to working with you.  
 






