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The application form explained 

Before completing your application, please ensure that you have read both the relevant 

background information and glossary document and the assessment criteria booklet 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 in the Word application 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 background information and glossary document and 

the assessment criteria booklet, 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. There is a separate Word 

form for this.  

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. 

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, ie 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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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 background information and glossary document, and the assessment criteria 

booklet 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 background information and glossary document, and the assessment criteria 

booklet for what should be included in this section. 
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The local authority has written in support of our bid and name us as the preferred 

bidder. They also confirm the need for the two schools as we have described. Please 

see below. 

99 

Please reply to: 

 

 

 

   

 Your ref:  

   

   

   

  

 Date: 16th September 2016 

 

 

 

 

Dear , 

 
I write in support of the application for Coast Academies to be the successful bidder for a new 

primary school in the Paignton area. As a current provider of high quality education places your 

application is welcomed by the Local Authority. 

 
I consider your trust to be a positive solution for local children and families for the following 

reasons: 

 
Meeting Local Need 
 

 The application is aligned to the local needs assessment of the area and will address the 

future places that are required to meet our basic need function.  By proposing a one form 

entry primary school in the initial phase and a growth opportunity for a second school at 

a later stage, the proposal would not destabilise existing provision within the area, result-

ing in no surplus capacity issues. The application would also be supported by a recent 

Council decision to make available an asset for a one form intake school within this loca-

tion. 

 
Providing Quality Outcomes 
 

 Coast Academies has a proven track record of delivering quality outcomes for all pupils. 

Attainment within each school continues to be maintained and improved and the found-

ing school of the Trust has recently achieved an outstanding set of outcomes at key stage 

2. 

This document can be made available in other languages, on tape, in Braille, large print 

and in other formats.  For more information please contact 01803 207366 
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 Each school maintains a unique approach that is adaptive to both the pupils and the 

needs of the community. The Trust benefits from a flexible approach to curriculum de-

livery which helps to raise aspiration in more deprived communities and meet expecta-

tions in areas where parental expectations are high. 

 
Parental Choice 
 

 All schools within the Trust are popular with parents, admission data demonstrates a 

high number of first preference applications and many parents select the schools within 

year. 

 

 The Local Authority receives few complaints or concerns in relation to the individual 

schools or the Trust as a whole. Whenever a concern has been raised, this has been dealt 

with effectively and with a positive outcome. 

 
Special Educational Needs and Disabilities 
 

 Torbay has a high number of children with education, health and care plans. Coast 

Academies provide effective support to meet need at all levels and have an excellent 

reputation for including all pupils by adapting teaching approaches and learning envi-

ronments. Schools in the local area benefit from the expertise provided through the au-

tism provision at the Preston site and the newly commissioned outreach service. 

 
Safeguarding Practice 
 

 Coast Academies have developed a strong pastoral network and the work of the Desig-

nated Safeguarding Lead across the trust is considered to be of high quality.  Key staff 

contribute to the development of local practice and sit on strategic boards for the benefit 

of all pupils within the authority. 

 
Leadership Capacity 
 

 The trust have invested in the generation of additional leadership capacity, ahead of con-

sidering expansion projects. The Local Authority are reassured that the current structures 

will enable the development of a new project, whilst not causing any risk to the out-

comes of their existing schools. 

 
I wish you every success in your application and would welcome the opportunity to work in 

partnership to bring forward your project for the benefit of local pupils. 

 
Kindest regards 

  

Yours sincerely, 
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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.  
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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 background information and glossary document, and the 

assessment criteria booklet 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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give you a unique registration number that you should quote when you submit your 

formal application. 

The New Schools Network (NSN) is a DfE-approved charity that helps groups 

interested in applying with the process of submitting an application. You can access 

information about the services NSN offer at: www.newschoolsnetwork.org. If you have 

any questions or have any difficulties accessing advice or information, please contact 

 

  

I wish you the very best in developing your free school application further. 

Yours sincerely,  
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[Add more 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 background information and glossary document, 

and the assessment criteria booklet for what should be included in this section. 



 

71 

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, ie as one Word document. 

 Refer to the relevant section of the background information and glossary 

document and the assessment criteria booklet for what should be included in this 

section. 







 

 
80 

Quality of 
teaching in 
your school 

[In this area, one might expect to see a 
clear understanding of teaching quality 
across the school and accountabilities 
to ensure the dissemination of 
outstanding practice and delivery of 
performance management. 
Staffing structure and accountabilities 
in relation to the curriculum and any 
new curriculum changes that might be 
developed due to the changing nature 
of the intake. 
Consistency of student presentation of 
work and scrutiny reference progress 
and standards 
How marking, assessment and 
students feedback/reflection enhances 
pupil learning 
Teaching strategies including setting of 
appropriate homework, together with a 
review of support and intervention 
strategies to match pupil needs 
How teaching promotes pupils learning 
and progression 
The review should be validated 
externally to ensure moderated 
outcomes for the school 
Reading, writing, communication and 
mathematics across the curriculum. 
Tutor and pastoral time including 
SMSC and British values 
please delete this guidance before 
submitting this form] 

  



 

 
81 

Behaviour 
and safety of 
pupils 
 

[Please refer to the Ofsted handbook 
and supplementary handbooks eg 
Keeping Children Safe in education for 
further guidance. 
Some areas for inclusion might 
include; SCR, Safeguarding policy, 
training including Prevent and 
procedures. This area should be 
validated through a formal external 
safeguarding review and case studies. 
Health and safety procedures, policy, 
training and again supported by clear 
validated evidence. 
Data on key areas such as attendance 
(grouped data), persistence absence, 
exclusions compared to national data 
sets 
Student questionnaires and reviews as 
evidence to support outcome 
conclusions. Parental questionnaires 
and where appropriate business 
partners.   
Pupils attitudes to learning and the 
creation of a positive ethos 
Mock Ofsted information on behaviour 
and behaviour management strategies, 
policies and procedures 
please delete this guidance before 
submitting this form] 
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Quality of 
leadership in, 
and 
management 
of, your 
school 
 

[This area focuses on the impact of 
leaders and governors and should look 
at how safely, efficiently and effectively 
the school is run. This area covers 
leadership and management across 
the school and how it enables pupils to 
learn, achieve and overcome specific 
barriers to learning. 
The Ofsted framework identifies 
detailed areas for review as does the 
National College such as the 
headteacher Standards however these 
need to be validated by others such as 
an NLE, SLE, NLG or an evaluation by 
a partner outstanding school. 
Key to this area is how accurately the 
team evaluate the schools strengths 
and weaknesses and use their 
evidence to secure future 
improvements. It should also include a 
focus on capacity of leadership and 
management to manage the change 
from independent school status to an 
academy with a larger and more 
diverse cohort of pupils. 
please delete this guidance before 
submitting this form] 
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The extent to 
which the 
education and 
systems 
provided by 
your school 
meets the 
needs of the 
range of 
pupils at the 
school, and in 
particular the 
needs of 
disabled 
pupils and 
those who 
have special 
educational 
needs. 

[pupil recruitment and how the 
education will be adapted to meet the 
needs of all 
- progress on financial planning and 
cash management systems, including 
appointment of finance director 
- budget predictions and resource for 
ongoing budget management 
- trust’s plans for ensuring funding 
agreement compliance 
- ensuring adequate systems and 
controls in place, including accounting 
software package 
please delete this guidance before 
submitting this form] 

  

Any other 
comments or 
observations 
not captured 
above. Please 
note, AP 
schools 
should state 
whether they 
are registered 
and if their 
existing 
provision is 
interwoven 
with the LA. 
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3. Meetings Please detail your board and 

committee meetings schedule 

and outline agenda  

  

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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Annex 3 

 

PRIMARY SCHOOL PLACES 

Position Statement Summer 2016 

What is the current situation? 

The number of primary aged children in Torbay is increasing as a result of a rising birth 

rate and a growth in housing. 

Torbay Council has a statutory duty to ensure that there are sufficient school places to 

meet demand.  

The birth rate has been rising since 2010. 

Since 2012, the Council has provided an additional 854 primary school places by 

expanding existing primary schools across Torbay.  

Further expansion of existing schools would not offer value for money or have a positive 

impact on teaching and learning. 

What is needed to meet short, medium and long term demand? 

The Council has identified the need for a number of new primary schools in Paignton and 

Torquay to ensure that there are sufficient school places to meet demand and to facilitate 

parental preference. 

A surplus of 5-10% capacity is recommended to allow for unexpected growth, in-year 

applications and parental preference. 

In 2016, there is only 3% spare capacity in Torquay and Paignton.  

Pupil forecasts indicate that there will be no spare capacity in Paignton by 2018 and no 

spare capacity in Torquay by 2020. 

The tables below show the baseline forecasts for Reception (intake year) against current 

capacity and also the number of places needed to provide a 5% and a 10% surplus. 
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2. North/east Paignton – Preston 

Schools in the Preston area are oversubscribed and the number of applications for 

those schools has been rising steadily over the last few years. There are no large 

housing developments in this area but schools in this area also experience a high 

demand from families who live in Torquay. A one form of entry, 30 places per year, 

school is required to meet this demand. The close proximity to parts of Torquay will 

help alleviate pressure for places at Torquay schools. A new school in the Preston 

area would provide new places for the more central parts of Paignton and Torquay 

whereas the other new schools proposed are on the outskirts of both towns. 

3. West Paignton – Collaton St Mary 

The Local Plan has identified this area for significant housing development over the 

next 5 to 10 years. An additional 500+ houses are planned. This will generate a 

significant demand for school places. The location of the development on the 

outskirts of Paignton means that the site would benefit from its own school and the 

Council is in discussion with developers to identify a suitable site. A two form of entry 

primary school is recommended for the west of Paignton. 

4. Torquay – Edginswell  

The Local Plan has identified this area for significant housing development over the 

next 5 to 10 years. An additional 500+ houses are planned. This will generate a 

significant demand for school places. The location of the development on the 

outskirts of Torquay means that the site would benefit from its own school and the 

Council is in discussion with developers to identify a suitable site. A two form of entry 

primary school is recommended for the Edginswell area. 

What sites are available? 

There is a shortage of available sites for new schools in Torbay. The current Local Plan 

only includes a school site in the Edginswell area of Torquay. 

North/east Paignton – Preston 

The Council has identified a possible site for the new primary school. It is currently the 

site for an existing special school which is to be relocated to another part of Torbay by 

early 2018. Admissions data indicates that this is the right location to serve demand from 

both Paignton and Torquay.  In addition the new school will be able to utilise the existing 

facilities and infrastructure on site.  This will mean that the new school should be up and 

running with minimal work and without the need for significant capital investment. The 

timescale to open a new school for September 2018 is very tight. Using an existing 

school site and buildings makes this date more achievable than having to build a 

complete new school.  

West Paignton – Collaton St Mary 

The Council is still looking for a suitable site for a new school in the west of Paignton.  
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Torquay – Edginswell  

The Local Plan includes a site for a new school as part of the Edginswell development. 

Early discussions with developers indicate that the site will be sufficient for a two form of 

entry primary school, although the Council is also minded to request a site large enough 

for secondary provision as well. The developer has indicated that the land for the primary 

school would be their S106 contribution. This has not yet been finalised. Any additional 

land for secondary provision would need to be purchased subject to further discussions 

with the developer to ensure that the additional land required would not threaten viability. 

Further information? 

For further information on planning for primary school places please contact:  

   

 

   

 

        

 

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 

About this publication: 

enquiries   www.education.gov.uk/contactus  

download  www.gov.uk/government/publications  

Reference:  DFE-00222-2015 

  
Follow us on Twitter: 
@educationgovuk  

Like us on Facebook:  
facebook.com/educationgov.u
k 
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Annex 4 
 
All tables below taken from the IMD 2010 by Torbay Ward document produced by Torbay 

Council Policy, Performance and Review Team 

Preston 

 

 Roundham with Hyde: 

 

Cockington with Chelston: 

 

Blatchcombe 

 




