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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. 

  

















































 
 

 

 
 
 

Notes 

1. VP Inclusion has overall accountability for HoYs, Pascos and Teachers when acting as Form Teachers 

2. VPs Curriculum & Standards jointly accountable for all HoFs and Subject Leaders 

3. HoFs accountable for Assistant HoFs and Subject Teachers within their Faculty 

4. As the Free School grows and develops the need for Assistant Principals may emerge to support the successful leadership of the school 

5. Pastoral Coordinators (Pascos) are non-teaching staff who support the Head of Year provide pastoral support for students. 

6. TAs’ main role will be to provide additional learning support for students identified as having a special need. 

7. The Form Teacher role will be carried out predominantly by subject teachers but also by some Subject and Faculty leaders 
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D4 – the school will be welcoming to pupils of all faiths/world views 
and none 
All applicants will need to complete this section in full for each school they wish to 
open. Please: 

• use the space provided below; and 

• Head of Year 10 in place and further subject teachers appointed. 
 
Year 5 

• Head of Year 11 in place and teachers appointed to bring staffing up to full 
complement. 

 
Non-teaching and support staff 

• Pastoral Coordinators (Pascos), Teaching Assistants and Cover Supervisors 
appointed as required with growth of school. 

• Administrative/Finance support appointed as required with growth of school. 
Overseeen/led by RMA and Trust in early years. 

• Librarian/Reprographics duties in early years may be covered by other 
admin/support staff. 

 

Contingency plan 

Initially many Free School staff and leaders will come from RMA in either a 
permanent or temporary capacity. RMA is a very desirable school to work in and 
therefore attracts healthy numbers of high quality teachers when it recruits. The Trust 
will make it clear that there will be an expectation that staff recruited to RMA may be 
required to contribute to the Free School, particularly in the early days. The Trust will 
also explore over-recruiting to RMA in order to create capacity to support the Free 
School. 

If the number of Free School students was reduced to 168 per year (i.e. a fall of 30%) 
the school would function as a 6 form entry school enabling a 25% reduction in the 
notional teacher staffing numbers. Administrative and TA appointments would also be 
reduced to reflect the smaller numbers in the school. Further saving would be made 
by reducing two of the Vice principal roles to Assistant Principal and by looking at 
shared responsibility roles across the Free School and RMA. 
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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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[Add lines as appropriate]
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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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ANNEX 3 – Free School flyer text 
 

Rushey Mead Free School 

Rushey Mead Educational Trust is preparing an application to open a new secondary 
school (11 to 16 years old) in Leicester. 

 

Why does Leicester need more schools? 

Leicester has a rising secondary pupil population and will need a projected additional 
6000 secondary places by 2021/22. Expansion of existing secondary schools will provide 
some of these places but the Local Authority forecasts that the city will need at least two 
new schools. The Local Authority is no longer able to open new schools themselves but 
other groups can apply to open free schools where there is a need for them. 

What are free schools? 
Free schools are funded by the government but are not run by the local council. Like 
academies they have more control over how they do things. They are ‘all-ability’ schools, 
so cannot use academic selection processes like grammar schools. Free schools are run 
on a not-for-profit basis and can be set up by groups such as charities, universities, 
independent schools, community and faith groups, teachers, parents and businesses. 
 
What is the process to open a free school? 

We are preparing an application to submit to the Department of Education by late 
September 2016 and expect to hear the outcome in spring 2017. If we get the go ahead 
then there will be a lot of further work to secure a site for the school and to do the 
detailed planning to open in 2018/19. Engaging with the community and prospective 
parents is a major part of the process. 

Why Rushey Mead Educational Trust? 
Our proposed free school will be an academy within Rushey Mead Educational Trust, a 
growing partnership of primary and secondary schools which includes the Leicester 
Teaching School Alliance. The Trust provides its academies with access to a world-class 
education network and excellent school-to-school support. 
 
The free school will be based on the model of Rushey Mead Academy, the highly 
successful 11 to 16 Leicester academy with a strong track record in leadership, teaching 
and delivering outstanding outcomes for pupils. The Academy has experience of working 
with other schools to support significant improvements. Many Rushey Mead Academy 
staff will have an input to the free school by working there full or part time or by mentoring 
free school staff. 

 



 

77 
 

Want to find out more? 
 
 Please visit www.rusheymeadfreeschool.org.uk where you can register your interest and 
sign up for updates. 
 
You are also welcome to attend one of our initial community information evenings: 
 
Tuesday 11th October 2016 
Fosse Neighbourhood Centre, Mantle Road, Leicester, LE3 5HG 
6.00pm -7.00pm and 7.00pm - 8.00pm 
 
Monday 24th October 2016 
Rushey Mead Academy, Melton Road, Leicester LE4 7AN 
6.00pm -7.00pm and 7.00pm - 8.00pm 
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ANNEX 4 – Leicester Mercury cutting 5th September 
2016 
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ManagerSCITT@rusheymead-sec.leicester.sch.uk  
AdminSCITT@rusheymead-sec.leicester.sch.uk  

  
Tel: 0116 268 9734/36  

 

  
   

                       September 2016  

  

On behalf of the Leicester Secondary SCITT, I am writing to offer our full support to 
Rushey Mead Educational Trust’s Free School bid.  

As a school based provider of ITT, we have been operational for four years working 
out of the Teaching School based at Rushey Mead Academy and Educatronal Trust.  
The trust takes very seriously its commitment supporting the work of the Teaching 
School and SCITT,and the high quality, purpose built training facilities we operate out 
of are a testimony to this commitment and a mirrior of the standards the Trust expects 
for all its partners.  

Since our inception, the SCITT’s mission has been to provide high quality tachers to 
Leicester and Leicesterhsire schools who will in turn contribute to raising the standard 
of teaching and learning for all yong people served by these schools. At a time of 
unpercidented increases in secondary school pouplations across the city and county, 
which current school infrastructure and staffing will struggle to meet, the SCITT’s 
mission have never been more imperative.  

To date the SCITT has trained and qualified  88 secondary school teachers across 11 
subject and it is hugely pleasing that 88% of these are now teaching in our local 
schools.  With a very succeful Ofsted inspection behind us and a growing reputation 
for producing high quality teachers, local heads are now actively seeking to recruit our 
trainees. Rita Hindocha, Principal at Rushey Mead Acedemy said “We have been 
delighted with each of the Leicestershire Secondary SCITT Trainees we have 
employed. Without exception, they have shown high levels of subject knowledge, 
excellent behaviour management skills and quickly built a rapport with our community 
of staff, students and parents. Our students are very lucky to have such caring and 
dedicated teachers and tutors. I look forward to them becoming leaders in their fields 
to extend their impact even more widely.”   
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In submitting its bid to open a Free School within Leicester, the Trust is demonstrating 
its ongoing commitment to growing a high quality, challenging and dynamic learning 
community in which the life chances of a growing population of children and young 
people are grately enhanced. For its part the SCITT is totally commited and ideally 
placed to provide the Trust an ongoing supply of high quality teachers.  Teachers are 
of course the greatest asset of any school so surely those trained and nurtured within 
the conext of the community they will serve, are best placed to ensure each pupil 
within the Free School reach and fulfil their potential.  
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ANNEX 6 – Draft Memorandum of Understanding 
between University of Leicester and RMET 
 

 
 
University of Leicester- Rushey Mead Educational Trust 
Memorandum of Understanding 

Introduction 

1. This is a memorandum of understanding between the University of Leicester (‘the University’) and 
Rushey Mead Educational Trust (‘the Trust’), to support a mutually beneficial partnership to support 
the progression of students into higher education, and the training and development of teachers 
and other staff members. It outlines the intentions of each party with reference to the partnership 
without forming a legally binding agreement. 

2. At the time of signing this MoU, the Trust includes five academies (one secondary and four primary) 
and is applying to open a new 11-16 school in Leicester City during the years 2018 and 2019; this 
application is supported by the University of Leicester.  

Length of Partnership 

3. It is intended that the partnership will operate in broadly the agreed form for a period of three years, 
with options to extend further, beginning in the academic year 2016/17. 

4. Either party may end the agreement by informing the other party of their intentions in writing, giving 
three months’ notice.  

Commitment of the University 

The University will aim to provide the following for the academies within the Trust: 

5. Priority booking for Information, Advice and Guidance sessions for transition to Higher Education, 
provided that the programme of sessions is discussed with the University by the end of November 
in the given academic year. 

6. Priority access to subject-based lectures – it is intended a range of lectures will be delivered per year 
at the academies and the University. 

7. Updates on University outreach and teacher CPD opportunities at primary and secondary level 

8. Discount of 10% on fees for individual bookings for CPD+ courses offered by the University of 
Leicester’s School of Education.  

9. Discount of 20% on fees for group bookings of 5 or more on the same invoice for CPD+ courses 
offered by the University of Leicester’s School of Education.  

10. Make facilities available for student celebration and award ceremonies. 

11. Work in partnership with the Trust to develop an academic literacy programme focused on Key Stage 
4 – Sixth Form transition 

12. Nominate a suitable Director to sit on the board of the Trust. 
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13. Nominate a suitable staff member to sit on the local governing body of any new Trust school in 
Leicester City.  

Commitment of the Trust 

The Trust will aim to support the partnership in the following ways: 

14. It will aim to participate in at least five activities with the University per year, at mutually agreed 
times, including information advice and guidance (IAG), lectures, CPD, or another Trust organised 
careers convention, HE Fair or parents’ evenings.  

15. It will encourage its academies to participate in a range of primary and secondary workshops, projects 
and visits. 

16. It will display an official partnership plaque in a prominent position within the academies in the Trust 
in order to promote its affiliation with the University.  

17. When booked to attend partnership activities, the academies in the Trust will be compliant with the 
University’s cancellation policy. 

18. Provide an opportunity to the University to have both director and local governor representation 
(skills led).  

Use of name and logo 

19. The Trust will be permitted to make use of the name of the University of Leicester and its logo on the 
websites of the Trust and of academies in the Trust as well as in printed publications and 
communications for the purpose of publicising the partnership, subject to advance approval 
regarding the specific placement of the logo. 

20. The University will be permitted to make use of the name of the Trust and the academies in the Trust 
on the University website and in printed publications and communications for the purpose of 
publicising the partnership. 
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