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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.  









10 
 

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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The present Cockburn Multi-academy Trust (MAT) Members currently includes 

representatives of Cockburn School, this will however grow as the MAT grows the 

Executive Headteacher is also in attendance at any meetings, we are currently recruiting 

to address our skill gaps via the Academy Ambassadors and we will have 5 members.   

We do not anticipate that any other changes will need to be made to the existing 

governance structure, as outlined below.   

The Members will be highly strategic in its operation and is particularly concerned with 

evaluating the impact of our work on pupil outcomes. It also has key responsibility for 

challenging trust leaders and academy Principals on safeguarding and safety. Critically, 

the Members are also heavily involved in the assessment of risk, particularly with regard 

to new initiatives and the potential sponsorship of schools new to the trust. Finally, it is 

the Member’s job to ensure that in all aspects of its work the MAT provides excellent 
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value for money and that all aspects of its funding are used in a manner which brings 

about exceptional results and outcomes for children.   

The Members will meet at least 3 times a year to determine the strategy and policies and 

to review the MATs performance.  The members are akin to the shareholders of a 

company. They have ultimate control over the academy trust, with the ability to appoint 

some of the trustees and the right to amend the trust’s articles of association. 

The Trustees will meet six times a year as a full Board and each Trustee sub-committee 

will meet between 6-8 times a year or more frequently if required.  The trustees are 

responsible for setting the direction, holding the Executive Headteacher to account. 

The Multi-academy Trust contracts directly with its regulator, the Department for 

Education (DfE) and the Education Funding Agency (EFA) through its funding 

agreements. 

Each school within  the MAT will have its own Local Governing Body, this will replicate 

the GB of Cockburn School using the DfE guidance which will be formed with a cross 

representation including parents, staff, private sector and the local community.  The chair 

for the free school will be appointed by the Members of the MAT in the first instance.  

The Local Governing Body of the free school, like other academies, will have delegated 

authority agreed by the Board of Trustees.   

The committee structure for each LGB is : 

 Local Resources committee - responsible for staffing including recruitment 
(apart from Senior Leaders), equality and diversity, finance, and health and safety. 
 

 Teaching and Learning committee  - responsible for teaching and learning 
matters including target setting, standards and achievement, special education 
needs and disability (SEND), including reporting annually on the success of the 
SEND policy,  monitoring teaching and learning and curriculum provision and 
ensuring that the governing body is represented at school improvement 
discussions. 

 

 Pupil Support committee- responsible for behaviour, safeguarding, attendance, 
children’s spiritual moral social and cultural development, children, parent and 
staff voice, extra-curricular activities, cluster and other partnerships. 

 

The local Governing Bodies will meet at least six times a year to discharge their duties 

outlined in the MATS’s scheme of delegation. However initially whilst we recruit the LGB 

we anticipate that there will be no standing subcommittees in order to operate efficiently 

and to ensure that the whole Local Governing Body takes full responsibility for all aspects 

of the school’s development and performance. Working groups will be established by the 

local Governing Body if any matter warrants a more detailed examination by a smaller 

groups of people in order to make a recommendation to the full local board.  
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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. 
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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 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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Appendix 1: 
Screenshot of website page: 
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Initial fliers used for consultation: 
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