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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 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.  

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. 

Failure to submit all the information required may mean that we are unable to consider 

your application. 
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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). 

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 

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). 

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 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 

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 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 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 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  Information Letter  

 

     

Durham Gateway Academy 
 
 

 
 
18th January 2016 
 
 
Dear colleague  
 
 
Support for a proposed AP Free School on the site of the former Bishop Auckland College Skills Centre, 
Merrington Lane, Spennymoor 
 
We are writing on behalf of the steering group in charge of setting up the proposed Academy, an Alternative 
Provision Free School that we wish to establish in South West Durham for September 2017.  The group is 
made up of representatives from local secondary schools, further education and the local authority.    
 
The school will cater for up to 120 students both full and part time aged 13 – 16.  The proposed building is 
a purpose built vocational skills centre.  Opened in 2010 the centre is strategically located in South West 
Durham and is currently vacant.   
 
We plan to set up The Durham Gateway Academy to cater for the needs of young people predominantly, 
but not exclusively, within County Durham and Darlington (to be confirmed) who are on the exclusion 
spectrum, as we wish to improve the aspirations, outcomes and life destinations of all young people from 
our partner schools.  
 
We believe that this Alternative Provision Free School is necessary in this area because there is a higher 
than average number of excluded pupils across Durham.  The Woodlands School which caters for excluded 
KS3 and KS4 pupils, has been continually operating at capacity for some time. The local authority will cease 
to offer any KS4 alternative provision from September 2016, since the agreed closure of the Green School. 
In addition there is a lack of high quality alternative provision for excluded and ‘at risk’ students who are 
consequently denied the opportunity to access educational provision appropriate to their needs. Students 
trapped in this ‘educational holding pattern’ have for too long been condemned to low academic 
achievement rates.  At a National level only 1.4% of excluded young people achieve five A* to C grades 
including English and Maths, compared to 56% in mainstream schools. This is one of the fundamental 
motivating factors for establishing an AP Free School in South West Durham to dramatically improve these 
achievement levels.  
 
In order to complete our application to the Department for Education to establish the Free School we need 
to show evidence of demand. Part of this includes showing the support of local head teachers and 
commissioners for the school and their commitment to send pupils to us. I am therefore seeking your 
support for our proposal and your confirmation that you would support Durham Gateway Academy and 
the number of places you would commission in the academic years commencing September 2017 and 2018.  
 
We plan to offer students at Durham Academy a personalised, structured vocational and academic 
curriculum combined with intensive and comprehensive pastoral support. This will improve the quantity 
and quality of educational, employment and life skills outcomes for our targeted students.  
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We would be grateful if you would confirm your support for our plans by writing to us so that we may 
include your letter in our application to the Department for Education. Please return your letter by February 
1st so that we can meet the deadline for submitting our application.  
 
Do not hesitate to contact us if you have any further queries regarding our plans or the process to open the 
Free School.  
 
Yours faithfully  
 

 
 
 
 

   
 

   
   

                              
                                                                                                                     
                                                                                                                                                
      
     
   

 

 

 

 

















 

144 

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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