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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 (e.g. 
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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Key Stage 1    

English 6.25 Mandatory 
English expectations to be taught / 
maintained across the curriculum  

Mathematics  5 Mandatory To be taught across the curriculum 
Art and Design 0.75 Mandatory Link to Geography / History 

Computing (Skills) 1 Mandatory 
Computing will also be integrated 
across the curriculum 

Design Technology  0.75 Mandatory Link to Science / Mathematics 
Geography 1 Mandatory Also taught in and linked to English 
History 1 Mandatory Also taught in and linked to English 

Language 0 Mandatory 
Conversational French will be 
integrated across the curriculum 

Music 0.75 Mandatory Link to Humanities / RE 

Physical Education 2 Mandatory 

Includes swimming for Year 2.  
In addition, there will be voluntary 
exercise session once a week 
before school as well as after school 
clubs. 

Science 2.5 Mandatory Link to other subjects if relevant  

‘ANCHOR Time’ 1 Mandatory 
This is an extended afternoon once 
per week for curriculum enrichment 
and challenge.  

Personal, Social and 
Health Education 
(PSHE) 

0.5 Mandatory 
Will be adapted to meet needs of 
children.  

Religious Education 
(RE) 

1 Voluntary* 

*Parents have the right to withdraw 
their child from RE.  RE will be in 
line with Diocesan guidelines / 
locally agreed syllabus. 

TOTAL (Excludes play, 
lunchtime, registration 
and collective worship) 

23.5  

Breakfast Club (optional): From 8am 
School Day: 8.35/45am to 2.55pm* 
After School Activities/Child care  
  (optional): Until 5.30/6.00pm  
*One afternoon per week will be an 
extended enrichment afternoon until 
3.55pm This will be compulsory. 
 
All timings subject to further 
consultation 
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Key Stage 2    

English 6.25 Mandatory 
English expectations to be taught / 
maintained across the curriculum 

Mathematics  5.25 Mandatory To be taught across the curriculum 

Art and Design 0.75 Mandatory Link to Geography / History 

Computing (Skills) 0.5 Mandatory 
Computing will also be integrated 
across the curriculum 

Design Technology  0.75 Mandatory Link to Science / Mathematics 

Geography 1 Mandatory Also taught in and linked to English 

History 1 Mandatory Also taught in and linked to English 

Language 0.75 Mandatory 
Choice of language to be decided 
following consultation 

Music 0.75 Mandatory Link to Humanities / RE 

Physical Education 2 Mandatory 

Includes swimming for Y3-5. 
In addition, there will be voluntary 
exercise session once a week 
before school as well as after school 
clubs. 

Science 2 Mandatory Link to other subjects if relevant 

‘ANCHOR Time’ 1 Mandatory 
This is an extended afternoon once 
per week for curriculum enrichment 
and challenge.  

Personal, Social and 
Health Education 
(PSHE) 

0.5 Mandatory 
Will be adapted to meet needs of 
children. Includes Sex Education. 

Religious Education 
(RE) 

1 Voluntary* 

*Parents have the right to withdraw 
their child from RE. RE will be in line 
with Diocesan guidelines / locally 
agreed syllabus. 

TOTAL (Excludes play, 
lunchtime, registration 
and collective worship) 

23.5  

Breakfast Club (optional): From 8am 
School Day: 8.35/45am to 3.00pm* 
After School Activities/Child care    
  (optional): Until 5.30/6.00pm  
*One afternoon per week will be an 
extended enrichment afternoon until 
4.00pm This will be compulsory. 
All timings subject to consultation. 
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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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EXPLANATORY NOTES RELATING TO PUPIL PROJECTIONS (from WSCC) 

1. This is the historical number on roll for each establishment in the locality.  
2. Schools in the locality.  
3. Latest PLASC – this is the figure as advised by each school of the number of children per year that were in school on the day the 

census was taken.  
4. Forecast Intake – this is the anticipated number of pupils we think will be starting school in the September for the next four years 

(16, 17, 18. 19) this figure is based on historical trends and parental preference.  
5. Forecast NOR – NOR stand for the Number On Roll – this is the number of pupils we anticipate will be in the schools for the 

forthcoming years.  
6. Forecast + CP – this is the anticipated number on roll (5) but also includes the anticipated number of pupils that will come forward 

from any know committed housing developments in the locality. These figures do not include any data relating to development 
within Shoreham Harbour.  

7. This is the Net Capacity of the school – this figure is calculated by a Department for Education Formula based on the schools 
Published Admission Number (PAN) and available accommodation (i.e. classrooms, group room’s school hall etc.) A more in- 
depth explanation of this can be found on pages 2 /3 of the Planning School Places 2016 Document.  

8. PAN – Published Admission Number for each school.  
9. Min- this is the lowest end of the capacity range.  
10. Max – top end of the capacity range , both 9 & 10 are explained more fully in the above document.  
11. TEMP – this is the amount of accommodation at the school that is currently in temporary accommodation where applicable, (i.e. 

huts, modular build). If there is no figure in this column then all the accommodation at the school is in permanent buildings.  
12. PERM – accommodation remaining in permanent buildings.  

The percentage figures at the bottom of the columns show if the schools will be near, at, or over capacity in the coming years which 
allows for us to plan where if at all additional school places will be required. West Sussex likes to, wherever possible, operate a 5% buffer 
(this is recognised by the Department for Education) to allow for late applicants and movers into the local area hence once a locality 
reaches 90 – 94% the figure will be blocked in orange once they reach or exceed 95% they turn red indicating that there will be a 
requirement for additional schools or places.  The percentage figures in column 4 are determined by the total forecast intake against the 
total PAN for the area e.g. 486/450=108%  The percentage figures in column 5 are determined by the total NOR divided by the Net 
Capacity e.g. 1376/1421 = 97%  Some of these percentage figures may seem a little high, as these are the numbers quoted when 
seeking contributions from developers in relation to house building, we seek to provide the additional places in permanent 
accommodation. The percentage is therefore calculated by dividing the total number of children by the figure in column 12. e.g. 
1376/1331=103%   
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© 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  
email  psi@nationalarchives.gsi.gov.uk 
write to Information Policy Team, The National Archives, Kew, London, TW9 4DU 
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