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Introduction  
 

This detailed handbook ǎƘƻǳƭŘ ōŜ ǳǎŜŘ ƛƴ ŎƻƴƧǳƴŎǘƛƻƴ ǿƛǘƘ ǘƘŜ 5Ŧ9Ωǎ άIƻǿ ǘƻ !ǇǇƭȅέ ƎǳƛŘŀƴŎŜ ŀƴŘ 

ά!ǇǇƭƛŎŀǘƛƻƴ ŦƻǊƳέ ŦƻǊ {ǇŜŎƛŀƭ CǊŜŜ {ŎƘƻƻƭǎΦ ¢ƘŜ 5Ŧ9Ωǎ ŘƻŎǳƳŜƴǘ ƻǳǘƭƛƴŜǎ ǘƘŜ ŎǊƛǘŜǊƛŀ ǘƘŀǘ ǿƛƭƭ ōŜ 

ǳǎŜŘ ǘƻ ŀǎǎŜǎǎ ǘƘŜ ǎŜŎǘƛƻƴǎ ƻŦ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴ ŦƻǊƳΦ bŜǿ {ŎƘƻƻƭǎ bŜǘǿƻǊƪΩǎ ƘŀƴŘōƻƻƪ aims to offer 

finer detail on how to fulfil these criteria to the best of your ability. 

 

i. What are Special Free Schools? 
 
Free Schools are new state-funded independent schools that are set up in areas where there is 

demonstrable demand. Special Free Schools are Free Schools that are specially organised to make 

educational provision for pupils with statements of Special Educational Needs (SEN).  

State-funded independent schools have existed for several decades. In the 1980s, City Technology 

Colleges (CTCs) were established in deprived areas. In the 1990s, existing state schools were given 

more freedom and independence under the status of Grant Maintained schools. In 2000, Academies 

were established. Like CTCs, they are independent state schools in deprived areas, with sponsors 

from business and education. In 2005 the then Prime Minister Tony Blair expanded the Academy 

programme, citing charter schools in the United States and Free Schools in Sweden as a model for 

the UK. 

Like charter schools in the US, Free Schools are new state schools set up by teachers, charities and 

parents. Like all state schools in England, Special Free Schools must be inspected by Ofsted. Unlike 

maintained schools, Free Schools have the independence to innovate on the curriculum, staffing 

structure and pay. 

The Coalition Government is explicitly encouraging the creation of Free Schools. Although the 

previous government had already passed legislation to make Free Schools possible, the Academies 

Act (which passed in the summer of 2010) further simplifies the process. 

The first 24 mainstream Free Schools opened in September 2011. 70 Free Schools have been 

approved to open from 2012 (3 of which are Special Free Schools) and this number is expected to 

grow in the future.  

In England, groups of parents, teachers and charities can apply to set up a Special Free School. If 

your Special Free School application is approved you will have access to support and endorsement 

from the DfE, and will also be in a position to adopt an innovative approach to provision in this 

sector.  
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Be aware: 

Á Admission to Special Free Schools will continue to be through a statement of SEN. Local 

Authorities (LAs) ǊŜǘŀƛƴ ǘƘŜ ǎǘŀǘǳǘƻǊȅ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ŦƻǊ ŀǎǎŜǎǎƛƴƎ ŎƘƛƭŘǊŜƴΩǎ {9bΣ ƳŀƪƛƴƎ ŀ 

statement of SEN where appropriate, and ensuring that children receive appropriate 

provision. 

Á The Green Paper, Support and aspiration, proposes reform to the SEN and disability policy 

framework. The DfE is currently considering the outcome of a consultation on school funding 

reforms. Please contact NSN for up to date information. 

Á Currently the Free Schools policy only applies in England. Education policy in Scotland and 

Wales lies with the Scottish Parliament and Welsh Assembly respectively. For this reason, 

legislation covering English schools does not affect schools in Scotland and Wales. 

Á All Free School proposals must be for schools that are new to the state system. This includes 

existing independent and non-maintained special schools converting to Free School status. 

Á Existing state schools, including voluntary aided and foundation schools, can convert to 

become Academies rather than Free Schools. If you would like more information on the 

Academy process, please contact the Department for Education. 

 

 

ii.  Why is this different from mainstream applications?  
 
Applications to set up a Special Free School will differ from mainstream applications in a number of 

ways. The experience of Academies provided a model of how to set up mainstream Free Schools. 

Several important changes were made, but much of the policy framework and infrastructure existed, 

for example Funding Agreements, Ready Reckoners, Memoranda & Articles of Association. 

In England, Special Free Schools must: 

Á Teach students only of relevant age. Pupils can be 

assessed as needing a statement of SEN between birth 

and age 19. Special Free Schools may only cater for pupils 

up to the age of 19; 

Á Have more than 5 pupils over the age of 5; 

Á Cater for a specific type(s) of Special Educational Needs 

(SEN); 

Á Only teach students with a statement of SEN, or students 

admitted for an assessment of SEN; 

Á Have regard to the SEN Code of Practice; 

Á Be run by an Academy Trust which is a Charitable Trust; 

and  

Á Provide a curriculum tailored to the individual needs of 

pupils. 

Á  
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Special Free Schools represent something new, exciting and challenging. Being part of such a small 

group of Special Free Schools will allow you to pioneer and help to define the special education 

landscape. 

In addition, you should be aware that the broad policy framework relating to children and young 

people with SEN or who are disabled is under review. The DfE is considering responses to its SEN 

Green Paper, Support and aspiration: A new approach to special educational needs and disability, 

published  in March 2011. The consultation responses are yet to be published.  

The DfE is also considering the outcomes from its consultations on school funding, which includes 

the future of funding for schools teaching pupils with SEN. 

 

 

iii.  Why should you apply?  

There are three good reasons to apply to set up a Special Free School: 

Á Fast-tracked set up: Your LA will need to provide its support; added to this, the impetus of 

support from central government will make your case a priority. 

Á The ability to innovate: This policy is an invitation for suggestions of how provision can be 

improved in terms of coverage, quality and cost. 

Á DfE seal of approval: You will be recognised as a provider that is approved and held to account 

by the Secretary of State. This can help you to stand out in a sector where there is sometimes 

ambiguity about how to define quality. 

However, you should not apply to set up a Special Free School based on the following expectations:  

Á More funding per pupil: Funding will NOT be increased. 

Á More secure funding: Funding will still be linked to demand, through LA statements and 

admission. 

 

Further information 

DfE Special Free School Application Form 
http://media.education.gov.uk/assets/files/application%20form%20-%20special.doc  
 
DfE Special Free Schools How to Apply Guidance 
http://media.education.gov.uk/assets/files/how%20to%20apply%20guidance%20-%20special.pdf  
 
The Academies Act 2010 

http://www.education.gov.uk/schools/leadership/typesofschools/academies/a0061222/academies-

act-2010 

http://media.education.gov.uk/assets/files/application%20form%20-%20special.doc
http://media.education.gov.uk/assets/files/how%20to%20apply%20guidance%20-%20special.pdf
http://www.education.gov.uk/schools/leadership/typesofschools/academies/a0061222/academies-act-2010
http://www.education.gov.uk/schools/leadership/typesofschools/academies/a0061222/academies-act-2010
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The Independent School Standards 

http://www.dcsf.gov.uk/reg-independent-schools/downloads/InformationPackSept2010.pdf  

DfE Free Schools Guidance 

http://www.education.gov.uk/schools/leadership/typesofschools/freeschools  

 

 

iv. How do I set up a Special Free School? 

To set up a Special Free School, a group of people must come together to form a non-profit 

Company Limited by Guarantee. The directors of this company must then submit an application to 

the Department for Education (DfE), stating the reasons behind the school and providing a detailed 

plan. This guidance is designed to support groups who are applying. 

If your application is successful, the Government will support you with funding and expertise to set 

up your school over the next year. Your non-profit company will sign a funding agreement with DfE, 

at which point it will become an exempt charity (referred to as the Academy Trust). 

 The following table, produced by the DfE shows the timeline for this application process, for schools 

opening in 2013.  

 

 

 
 
 
 
 
 

 
Free School Application Process 

 
 

November December January February March April May June    July   August 
 

 
 
 
 
 

New process 
launched 

November 

 
Application 

 
You complete the Free 

School application form. 

 
There is help available 

from New Schools 

Network to assist you if 

you wish. 

 
 
 
 

Application 

window 

13 ï 24 February 

Assessment 

 
We assess 

application forms 

against published 

criteria. 

Due diligence 

checks are 

conducted. 

Interview 

 
Shortlisted 

applicants are 

invited for 

interview. 

 
 
 
 
Successful 

applicants 

announced 

summer 2012 

 

 

 

 

 

http://www.dcsf.gov.uk/reg-independent-schools/downloads/InformationPackSept2010.pdf
http://www.education.gov.uk/schools/leadership/typesofschools/freeschools
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The most important things to remember are: 

¶ NSN will support you through the process and it is achievable; 

¶ You must provide a detailed plan for the main aspects of the school before any support from 

the government will be provided; 

¶ All applications to set up a Free School that will open in September 2013 must be submitted 

to the department between 9.00am on the 13th February and 6.00pm on the 24th February.  

¶ Groups with strong written applications will be interviewed by DfE between mid-April and 

mid-June 2012 to determine their capacity and capability to set up the proposed school. 

Exact dates will be released in due course; 

 

¶ Successful applications will be announced in Summer 2012; and 

 

¶ Decisions by the Secretary of State are final and there will be no formal appeals process for 

unsuccessful applicants. 

 

¢ƘŜ άIƻǿ ǘƻ !ǇǇƭȅέ ƎǳƛŘŀƴŎŜ for Special Free Schools contains details on the criteria by which your 

ŀǇǇƭƛŎŀǘƛƻƴ ǿƛƭƭ ōŜ ƧǳŘƎŜŘΦ ¸ƻǳ ǎƘƻǳƭŘ ǳǎŜ ǘƘŜ 5Ŧ9Ωǎ Special Free Schools ά!pplication Formέ, filling in 

the boxes, which will expand as you type. The most important things to bear in mind are: 

¶ Applications will be assessed against the criteria set out in the application form; 

¶ Against other Special Free School applications as appropriate; and 
 

¶ Against a range of contextual factors set out on p. 10 ƻŦ ǘƘŜ 5Ŧ9Ωǎ ΨIƻǿ ǘƻ !ǇǇƭȅΩ ƎǳƛŘŜΣ 

including value for money. 

 

Please bear in mind that applications will not be considered for: 

¶ Schools that are only at nursery level; 

¶ Schools that are proposed by people considered unsuitable for the task, or if the school 
endorses violence, illegal activity or an ethos that does not correspond with UK democratic 
values; and 
 

¶ Schools that propose to teach creationism, intelligent design, or similar ideas as valid 

scientific theories. 

 

In addition please be aware that:  

¶ Existing providers wishing to set up Special Free School must meet all of the requirements 

set out on p. 10 and 11 ƻŦ ǘƘŜ ΨIƻǿ ǘƻ !ǇǇƭȅΩ ƎǳƛŘŀƴŎŜ Τ ŀƴŘ 
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Special Free Schools cannot be designated with a religious character but can adopt a religious ethos. 

 

Further information 

DfE Special Free School Application Form 
http://media.education.gov.uk/assets/files/application%20form%20-%20special.doc  
 
DfE Special Free Schools How to Apply Guidance 
http://media.education.gov.uk/assets/files/how%20to%20apply%20guidance%20-%20special.pdf  
 

 

v.  How should I get started?  

Choosing a model 

You should consider carefully how much involvement you need or want to have in the running of the 

new school. You must realistically assess the skill sets and time available of each group member and 

identify any gaps. You may also want to consider if your proposal is part of a longer-term aim (eg. a 

wider group of schools). 

Broadly, there are three Free School models to consider: 

Á A promoter-run school where the group applies on its own and then takes complete legal 

responsibility for the school; 

Á A sponsor-run school where the group partners with an existing non-profit educational 

provider, which would normally play a role in writing the application, and is in control of all 

decisions ς taking overall responsibility for running the school; or 

Á A school provider model where the group proposing the school takes overall responsibility 

for the school, but outsources part or all of the running of the school to an external 

educational provider. The diagram below shows the three Free School models: 

 

 

http://media.education.gov.uk/assets/files/application%20form%20-%20special.doc
http://media.education.gov.uk/assets/files/how%20to%20apply%20guidance%20-%20special.pdf
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Promoter-run schools 

In a promoter-run school, the group applying takes full responsibility for running and delivering the 

school, meaning that they do all of the following: 

Á Create the detailed plan needed for the initial application; 

Á Oversee the pre-opening phase of the school with support from the DfE; 

Á Sign the funding agreement with the DfE, making them accountable to the Secretary of State 

for the performance of the school; 

Á Be responsible for forming the Governing Body of the school; 

Á Hire the Head (Principal Designate); and 

Á Oversee the running of the school. 

 

The main advantage of this model is its simplicity ς with a single reporting line from the DfE to the 

school. The group proposing the school retains control and can ensure that the vision of the school is 

pursued through set-up, the early stages, and once the school has reached steady state. 

The challenge is the capacity and expertise required ς both educational and organisational ς to set 

up and run the school effectively. It is important that the key people in the group remain involved 

over the long term and that there are clear internal channels of accountability. You should consider 

whether your group has the capacity and the commitment necessary to run the school in its entirety. 

 

Sponsor-run schools 

In a sponsor-run school, the school is developed by partnering with an existing charitable education 

provider (the sponsor) with knowledge and experience in setting up and running schools. The 

sponsor will be the applicant, will be responsible for all of the activities carried out by the school (as 

listed above) and will be responsible to the Secretary of State for the success of the school. In this 

case the initial group can play a variety of roles, such as advising, marketing and fundraising, and is 

likely to be represented on the advisory or Governing Body, but will not have legal responsibility for, 

or control of, the school. 

The advantage of this model is that accountability is clear ς the sponsor is accountable for running 

the school ς and you can ensure there is sufficient expertise and capacity to run the school.  

The challenge is that the group is influential, but not in complete control. The group must therefore 

have confidence that their vision is aligned with that of the sponsor, and that the sponsor will be 

able to deliver it. The choice of sponsor is critical ς you must ensure that they understand and share 

your vision and values. It is important to design an appropriate model so that the views of the group 

are reflected upon an on-going basis. Groups should also be clear in advance what the governance 

model will be and how they will be involved. Some sponsors will include promoters on the Trust to 

allow more shared responsibility and control.  
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The school-provider model 

In the school-provider model, the group that applies 

takes ultimate responsibility for the success of the 

school, forms a trust that will sign a funding 

agreement with the Secretary of State, and retains 

control of the vision. They are held accountable by 

the Secretary of State, but choose to delegate some 

or all of the school operations to another 

organisation with specific expertise (e.g. education, 

site procurement or back office functions). These 

providers can be charities or companies. Groups 

that do this will have to have a full and open 

tendering process, and make it clear why they are 

appointing a third party organisation and under 

what conditions. 

The advantage of this model is that the proposers retain a significant degree of control over the 

school. 

The challenge will be in procuring and managing companies or charities. The Trust which signs the 

funding agreement with the Secretary of State will be held accountable for the performance of the 

school not more day-to-day decisions.  

You could also consider becoming a ΨParent-promoted maintained schoolΩ. This is a Local Authority-

maintained school that is set up after parent promotion. While this guide deals with Free Schools, if 

you wish New Schools Network to help you link to your Local Authority or campaign for this, do 

please get in touch. 

Engaging Sponsors and School Providers  

Most good organisations that could take 

responsibility for your school, either as a 

sponsor or provider, will have a clear 

educational model, and it is very important 

that you are sure they will deliver the school 

you are looking for. 

If you do select them, they will almost 

certainly have a role in preparing the 

application. 

Sponsors and Providers: 

Some groups may choose to work with existing educational providers or project management 

companies before submitting their application. This is not required and should be based on analysis of 

the time and skills available already in the group. 

You may: 

Á Complete the application entirely on your own; 

Á Complete the application with help received on a purely voluntary basis or pay with your own 

funds; or 

Á Find a sponsor to help with the application and submit on your behalf (remember, they must 

be a charity). In this case you do not need to form a company. 

You are not permitted to enter into an agreement to use DfE funds to pay a company for any services 

whatsoever, until after your application has been approved. If your Free School is approved you will 

not be permitted to use DfE funds to pay a company retrospectively for any services completed on a 

pro-bono  basis during the application stage.   

However, you may state a preference for working with a particular company as part of your 

application. If your application is successful, procurement of outside services will be put out to 

competitive tender according to EU regulations.  
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Further information 

Contact NSN for tailored specialist advice: info@newschoolsnetwork.org 

NSN has produced detailed guidance on different school models: 

http://www.newschoolsnetwork.org/set-up-school/first-steps/free-school-models 

 

vi. How can New Schools Network (NSN) help? 

NSN is here to help you prepare a high quality application and offers different types of support: 

Á Advisers. Each group we work with is assigned a dedicated advisor who will provide personal 

support including: 

- Advice, information and resources; advisers are available by email and telephone , 

face to face meetings and surgeries throughout the process; 

- Giving detailed and comprehensive feedback on draft application forms before 

submission to the DfE; and 

- Setting up meetings with NSN specialists who have expertise in education, school 

operations and finance. 

Á Specialist advisers. NSN employs specialist advisers in education (including curriculum), 

school operations and finance. They attend events and meetings in order to provide expert 

advice.  

Á Application feedback. Before submitting an application to the DfE, groups can send drafts of 

their application forms to NSN for detailed feedback. The feedback will:  

- Give detailed comments on educational and financial plans; and 

- Explain which ƻŦ ǘƘŜ 5Ŧ9Ωǎ criteria need to be addressed or strengthened in your 

application. 

Á Matchmaking. An  online matchmaking service on b{bΩǎ ǿŜōǎƛǘŜ helps groups to find: 

- Committed  and skilled volunteers to strengthen their team and share expertise; 

- Additional individuals who can become trustees and governors; and 

- Potential partner organisations which can help groups build capacity. 

Á Events. NSN runs tailored events for groups at each stage of the application process. All 

events will have substantial networking opportunities for groups: 

- NSN: Getting Started ς introductory events aimed at showing your group how to 

develop your vision for the Free School, how to build the capacity and capability of 

your team, and how to build and demonstrate demand for your school. 

- NSN: Boot Camp ς intensive weekend events for groups who have already started 

preparing their applications to the DfE. Interactive seminars delivered by our 

specialists will cover each aspect of the application form.  

- NSN: Exhibition ς a large scale event in which groups can meet and identify 

organisations that could help deliver a school.  

 

mailto:info@newschoolsnetwork.org
http://www.newschoolsnetwork.org/set-up-school/first-steps/free-school-models
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Á Website and Publications. The NSN website enables groups to: 

- Download detailed guidance including step-by-step guides to completing the DfE 

application form; 

- Access information about the policy and resources for the application process; 

- Increase their capacity and capabiƭƛǘȅ ōȅ ƛŘŜƴǘƛŦȅƛƴƎ ǾƻƭǳƴǘŜŜǊǎ ƻƴ b{bΩǎ ƻƴƭƛƴŜ 

forum; 

- Network with other individuals and groups in their local area; and 

- Find information about upcoming events. 

Á Free School Development Programme. NSN gives extra support to up to 20 groups who 

have extraordinary potential to raise educational standards. Applicants complete an 

application form and shortlisted applicants will be invited to interview. All groups on the 

Development Programme receive: 

 

- Additional help from NSN specialist advisers in financial and educational planning; 

- Help from experts in marketing, communications, law, and premises, among  

others; and 

- A mock interview to prepare for the DfE assessment process.  

As part of the Development Programme groups can also apply for additional services which include: 

- Active matchmaking with skilled professionals to build capacity; and/or 

- Funding to help gather evidence of parental demand. 

Development Programme applications for groups wishing to open Free Schools in 2014 will 

commence in Autumn 2013. Please check the Development Programme section of our website for 

more information and updates.   

Please note that applications for the Development Programme for groups wising to open Free 

Schools in 2013 have now closed.  

 

However, NSN cannot do any of the following: 

Á Write applications for groups ς it is important that the proposal reflects your own work and 

capacity; 

Á Advise you on the outcome of your application ς we are not part of the DfE and only they 

can tell you whether your application has been accepted; or 

Á Change government policy ς we will, like many charities, try to persuade government to 

change policy but we are not part of government. Individuals who would like to propose 

amendments to the policy are urged to contact their local MP and the DfE. 

 

Further information 

Contact NSN for tailored specialist advice: info@newschoolsnetwork.org 

mailto:info@newschoolsnetwork.org
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Visit the events page of the NSN website to see what events are coming up soon: 

www.newschoolsnetwork.org/events 

Visit the publications library on the NSN website for a comprehensive list of all the guidance we 

produce and useful links to other sources of information: www.newschoolsnetwork.org/library 

Visit the Development Programme page of the NSN website for more information: 

www.newschoolsnetwork.org/development -programme  

Register on the networking page of the NSN website to start connecting to volunteers who may be 

able to help your group:  www.newschoolsnetwork.org/network/introduction 

 

 

vii . Engaging with Local Authorit ies 

Applicant groups looking to set up a Special Free School must seek agreement from Local Authorities 

(LAs) that they would be willing to place children at the new Special Free {ŎƘƻƻƭ ƛƴ ƭƛƴŜ ǿƛǘƘ ǇŀǊŜƴǘǎΩ 

wishes. You will therefore need to start discussions with them before you submit your application.  

While councillors are the elected representatives and are in charge, they will usually rely on their 
Officers (the equivalent of DfE civil servants) to help them. Officers will have specialist knowledge 
and you should try and build a good relationship with them if possible. 

Bear in mind that you will need to have a relationship with the LAs who might refer children to your  
Free School. Several of the first Free Schools which opened in 2011 found that their LA became 
much more supportive once their plans were approved.  

LAs can, if they wish, provide useful information for your application. We suggest these should be 
your priority requests: 

¶ Guidance on admission of children with statements. LAs will be able to give you advice on 
the arrangements relating to the admissions of pupils with statements of SEN and the roles 
and responsibilities within this framework, including that of your school.  
 

¶ Pupil data. If you wish to use demographic information to back up your proposal then the LA 
will be able to provide detailed data. They should have access to data about current and 
projected school capacity and pupil numbers as well as school by school census data which 
can provide specific information at a local level (eg. numbers of pupils with Special 
Educational Needs, or pupils belonging to different ethnic groups.) 
 

¶ Site identification. LAs may know of suitable sites in your area and may even be willing to 
offer you sites on 'peppercorn' or sub-market rent.  
 

¶ Information on key stakeholders in the community. Officers in the LA will have a lot of local 
knowledge on key groups for you to contact as part of your statutory consultation. 

  

http://www.newschoolsnetwork.org/events
http://www.newschoolsnetwork.org/library
http://www.newschoolsnetwork.org/network/introduction


14 
 

vi ii . Recommended sequencing of activity  

The following chart may be helpful as a suggested sequencing of activity in the lead up to opening 

your school:  
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Application guidance  

A. Applicant details  
 

There are no assessment criteria for this section.  

To answer this section you will need to: 

Á Set up a Company Limited by Guarantee with the relevant Memorandum and Articles of 

!ǎǎƻŎƛŀǘƛƻƴΦ ¢Ƙƛǎ ƴŜŜŘǎ ǘƻ ōŜ ŘƻƴŜ ōŜŦƻǊŜ ŀǇǇƭȅƛƴƎ ǘƻ ǎŜǘ ǳǇ ŀ ǎŎƘƻƻƭ όǎŜŜ мΦн άSetting up a 

/ƻƳǇŀƴȅ [ƛƳƛǘŜŘ ōȅ DǳŀǊŀƴǘŜŜέύΤ 

Á Fill out the details of the company and its Directors and Members in the template inside the 

form; 

Á Sign the declaration (this must be signed by a member of your company); 

Á Ensure that you mention any links your company has to other charities or commercial 

organisations, and what role you envision for them in the running of the school (see 1.3 

ά9ȄǘŜǊƴŀƭ hǊƎŀƴƛǎŀǘƛƻƴǎέύΤ 

Á If you are an independent school or a non-maintained special school, provide your 6-digit 

unique reference number. 

    

In addition to the evaluation criteria set out in the application form, applicants should be aware of 

ǘƘŜ 5Ŧ9Ωǎ ƳƛƴƛƳǳƳ ǊŜǉǳƛǊŜƳŜƴǘǎ ŦƻǊ CǊŜŜ {ŎƘƻƻƭǎΦ 

Á Section 149 of the Equality Act 2010 places a duty on the Secretary of State to promote 

equality of opportunity. The Secretary of State must have due regard to the need to:  

- Eliminate discrimination, harassment and victimisation;  

- Advance equality of opportunity;  

- Foster good relations (and tackle prejudice and promote understanding). 

Applicants are required to ensure that their proposed Free School will not conflict with  

 those aims. 

Á Creationism, intelligent design and similar ideas must not be taught as valid scientific 

theories. 

Á Free School applicants will need to confirm that they understand and accept the following: 

- Free Schools must have arrangements to safeguard and promote the welfare of 

children who are pupils at the school; 

- Free Schools are required through their Funding Agreement to adopt practices and 

arrangements that are consistent or in accordance with the School Admissions Code, 

the School Admissions Appeals Code and admissions law as it applies to maintained 

schools; 

- Free Schools must meet the Education (Independent School Standards) (England) 

Regulations 2010; and 
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- The model Free School Funding Agreement. 

Applicant groups should state explicitly in their application that they understand and accept the 

above points and documents. 

Further information 

The Independent School Standards: 

http://www.education.gov.uk/consultations/downloadableDocs/NMSS%20Education%20Doc%205%

20(Independent%20Schools%20Standards)%20Regs%20-%20consultation%20draft.doc  

School Admissions Code: 

http://www.education.gov.uk/schools/adminandfinance/schooladmissions/a00195/school-

admissions-codes-and-regulations 

Free Schools Model Funding Agreement and Memorandum and Articles:  

http://www.education.gov.uk/freeschools/a0074737/free-schools-model-funding-agreement 

 

i. Different legal structures  

This section is included for information purposes and does not contain instructions on filling out a 

section of the form. 

Below is some explanation for the following terms which are key parts of the structure for a Free 

School and their legal status: 

Á Steering group 

Á Company Limited by Guarantee 

Á Different Types of Legal Structure 

Á Academy Trust 

Á Articles of Association 

Á Governing Body 

Á Committees 

 

Steering group 

The steering group is the name given to the small group of people who are central to driving the 

application. Normally there are between 2 and 10 members of the group. There is no legal status to 

a steering group. However, having the right people and the right number of people is crucial. They 

must have the skills, capabilities and time to create or locate the information needed to complete a 

successful application. 

 

Company Limited by Guarantee 

http://www.education.gov.uk/consultations/downloadableDocs/NMSS%20Education%20Doc%205%20(Independent%20Schools%20Standards)%20Regs%20-%20consultation%20draft.doc
http://www.education.gov.uk/consultations/downloadableDocs/NMSS%20Education%20Doc%205%20(Independent%20Schools%20Standards)%20Regs%20-%20consultation%20draft.doc
http://www.education.gov.uk/schools/adminandfinance/schooladmissions/a00195/school-admissions-codes-and-regulations
http://www.education.gov.uk/schools/adminandfinance/schooladmissions/a00195/school-admissions-codes-and-regulations
http://www.education.gov.uk/freeschools/a0074737/free-schools-model-funding-agreement


17 
 

Before submitting an application, the steering group must create or select a Company Limited by 

Guarantee, which will officially submit the application. This is a legally recognised organisation. A 

Company Limited by Guarantee is not automatically a charity, although it can become one. You 

should not register your company with the Charities Commission. The Company Limited by 

Guarantee that you create will become a charity on signing the funding agreement. 

Your Company Limited by Guarantee may be made up of the steering group, or it may include 

members of the steering group. The Company Limited by Guarantee must have the following 

elements: 

Á Members: These are the people who create the Company.  Their only major role is to select 

the Directors. They are, however, nominal guarantors of the company on winding up 

(personal liability is limited to £10). 

 

Members have the rights and powers, under the Companies Act 2006, to: 

- Change the constitution of the company; 

- Remove directors; 

- Receive the annual accounts of the company; and 

- Receive notice of, attend and vote at all company meetings. 

 

Á Directors: These are selected by the members and can be members themselves, but do not 

have to be. They do the actual work of the company. In the case of a school, they are the 

governors of the school. That means that for the purposes of your school, the words 

ΨŘƛǊŜŎǘƻǊΩ ŀƴŘ ΨƎƻǾŜǊƴƻǊΩ ƳŜŀƴ ǘƘŜ ǎŀƳŜ ǘƘƛƴƎΦ hƴŎŜ ŀ CǳƴŘƛƴƎ !ƎǊŜŜƳŜƴǘ Ƙŀǎ ōŜŜƴ ǎƛƎƴŜŘΣ 

ŘƛǊŜŎǘƻǊǎκƎƻǾŜǊƴƻǊǎ Ƴŀȅ ŀƭǎƻ ōŜ ƪƴƻǿƴ ŀǎ ΨǘǊǳǎǘŜŜǎΩΦ Lƴ ǘƘŜ ǊŜǎǘ ƻŦ ƻǳǊ ƎǳƛŘŀƴŎŜ ǿŜ ǿƛll use 

the term governor, as it is more familiar in the educational context. 

 

Directors/governors/trustees have a wide range of responsibilities and roles. They: 

- Are responsible for the management and control of the company and for its 

strategic direction; and 

- Have a dual role. Under charity law, they have duties as charity trustees, including a 

fiduciary duty to act in the best interests of the company. Under company law, they 

have duties to the company as defined in the Companies Act 2006 

 

Administrative Requirements 

A company has to fulfil a number of administrative tasks in order to satisfy company law. These 

requirements relate to: 

Á A registered office; 

Á Publicity requirements; 

Á Annual audit of accounts; 

Á Companies House filing; 

Á Notice of meetings (for Directors and Members, including proxy notice); 

Á Minutes of meetings; 
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Á Accounting reference data; 

Á Company registers; 

Á Company resolutions (ordinary and special); and 

Á Change of directors. 

 

Different Types of Legal Structure 

The different legal structures are linked to the type of Free School model that you choose. This will 
affect the composition of your Governing Body. 
 
 
Single new school and single new company 
 
This applies when a group is establishing a single completely new school without a sponsoring 
partner. The Governing Body will be made up of the directors of the Company Limited By Guarantee 
with the addition of any elected individuals in the run up to, and following, the opening of the 
school.  
 
 
{ƛƴƎƭŜ ǎŎƘƻƻƭ ŀƴŘ ǎƛƴƎƭŜ ŎƻƳǇŀƴȅ ΨŎƻƴǾŜǊǘŜŘΩ ŦǊƻƳ predecessor independent school and 
predecessor independent company 
 
This is similar to the structure above in that there is a single school, single company and no sponsor. 
Converters will already have an existing Company Limited by Guarantee and Articles of Association. 
These will need to be amended in discussion with the DfE. The Governing Body would remain the 
same (if deemed suitable) and would run the school as before.  
 
 
Single school, single company and separate charitable foundation 
 
This model applies when a charitable foundation plays a part in the running of the school. This could 
be in one of two ways: 

Á Sponsor ς The charitable foundation is responsible for running the school. The 
Governing Body would be made up of individuals from the sponsor foundation with the 
addition of the Principal and parent Governors. 

Á Community Stakeholder Charity ς The charitable foundation is involved in governance of 
the school, making up part of the Governing Body along with parents, staff and so on.  

 
 
New school joins a multi-academy proprietor  
 
The proprietor would be responsible for running the school. A Free School would need to amend its 
Articles of Association to reflect joining the federation. The proprietor would constitute the 
Governing Body with the addition of the Principal and parent Governors. 
 
 
Single new school and a single new company which contracts with an independent provider of 
educational services 
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The independent provider is responsible for the running of the school and would make up the 
Governing Body, with the addition of the Principal and parent Governors.  
 

 

Academy Trust 

If your application is successful, your company will sign a funding agreement with DfE, at which point 

it will become a Charitable Company Limited by Guarantee (also known as an Academy Trust). This 

is the legal entity that has a funding agreement with the Secretary of State for the provision of the 

CǊŜŜ {ŎƘƻƻƭΦ [ŜƎŀƭƭȅΣ !ŎŀŘŜƳȅ ¢Ǌǳǎǘǎ ŀǊŜ Ψexempt charitiesΩ ς charities that do not report to the 

Charities Commission, because their oversight comes from elsewhere, in this case DfE.  

Features of an Academy Trust are as follows: 

Á It is a legal entity with its own independent identity; 

Á It can enter into contracts; 

Á It is formed from statute ς The Companies Act; 

Á It has a two-tiered internal structure of Directors and Members; and 

Á It has a constitution ς the Articles of Association. 

Á All contractual relationships, whether with staff or external organisations, are entered into 

with the Academy Trust. 

 

The structure of the Academy Trust is set out below: 

 

 

The Articles of Association 

Academy Trust 
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The DfE provides model Articles of Association to be used when setting up your Company Limited by 

Guarantee. This acts as the Constitution for the company/Academy Trust, outlining the internal rules 

and principles.  

The Articles can be changed by special resolution of the members, but the Funding Agreement 

imposes the obligation for members to seek the consent of the Secretary of State. Some changes will 

also need prior consent from the Charities Commission.   

 

Governing Body 

The Governing Body is the body attached to the Academy Trust which is responsible for maintaining 

ǘƘŜ Ǿƛǎƛƻƴ ŀƴŘ ŜǘƘƻǎ ƻŦ ǘƘŜ ǎŎƘƻƻƭ ŀƴŘ ƘƻƭŘƛƴƎ ǘƘŜ tǊƛƴŎƛǇŀƭ ŀŎŎƻǳƴǘŀōƭŜ ŦƻǊ ǘƘŜ ǎŎƘƻƻƭΩǎ ǎǳŎŎŜǎǎΦ ¢ƘŜ 

requirements for the Governing Body of a Free School are much less prescriptive than for 

maintained schƻƻƭǎΦ ό{ŜŜ сΦо άDƻǾŜǊƴŀƴŎŜέύΦ CƻǊ ƎǊƻǳǇǎ ǇǊƻǇƻǎƛƴƎ ǘƻ ƻǇŜƴ ŀ CǊŜŜ {ŎƘƻƻƭΣ ƛǘ ƛǎ ƭŜǎǎ 

important to follow a set structure than to think carefully about the roles that those within the 

structure will have to perform and the skills that they will need. 

 

Committees 

Much of the business of the Governing Body will be carried out through committees. Committees 

need to have a constitution, membership, and terms of reference decided by the Governing Body ς 

these should be reviewed annually. Committees could include: Finance and Remuneration; 

Premises; Education. Each committee must have a chair and a Clerk. Committees report to the 

Governing Body. 

 

Further information 

Contact NSN for tailored specialist advice: info@newschoolsnetwork.org 

Model Memorandum and Articles of Association: Department for Education 

http://www.education.gov.uk/freeschools/a0074737/free-schools-model-funding-agreement 

Welcome to Governance: bŀǘƛƻƴŀƭ DƻǾŜǊƴƻǊǎΩ !ǎǎƻŎƛŀǘƛƻƴΣ ό{ŜǇǘŜƳōŜǊ нлмлύ available to order 

here: http://www.nga.org.uk/shopPublications.aspx. 

Becoming a school governor ς Directgov advice: 

http://www.direct.gov.uk/en/parents/schoolslearninganddevelopment/schoollife/dg_10038366  

bŀǘƛƻƴŀƭ DƻǾŜǊƴƻǊǎΩ !ǎǎƻŎƛŀǘƛƻƴ ς The representative body of school governors in England: 

http://www.nga.org.uk/  

Official DfE advice on governance: http://www.education.gov.uk/schools/leadership/governance  

mailto:info@newschoolsnetwork.org
http://www.education.gov.uk/freeschools/a0074737/free-schools-model-funding-agreement
http://www.nga.org.uk/shopPublications.aspx
http://www.direct.gov.uk/en/parents/schoolslearninganddevelopment/schoollife/dg_10038366
http://www.nga.org.uk/
http://www.education.gov.uk/schools/leadership/governance
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School Governors One Stop Shop ς DfE-funded charity that places volunteers on governing bodies: 

http://www.sgoss.org.uk/home/ 

 

ii. Setting up a Company Limited by Guarantee  

This section will help you set up a Company Limited by Guarantee. It is relevant only if you are 

opting for the proposer-run or school-ǇǊƻǾƛŘŜǊ ƳƻŘŜƭǎ όǎŜŜ ΨChoosing a ƳƻŘŜƭΩ in the 

Introduction). 

In order to become a Company Limited by Guarantee you must register at Companies House. Your 

application will consist of three documents: 

Á Application form; 
Á Memorandum of Association; and 
Á Articles of Association. 

 

While these are legal documents, and you should take care to ensure that you understand your 

obligations under them, they are relatively easy to complete. The application form is found on the 

Companies House website. 

The DfE have prepared model Memorandum and Articles of Association which can be found here: 

http://www.education.gov.uk/freeschools/a0074737/free-schools-model-funding-agreement 

Once these three documents have been completed, you should return them to Companies House 

along with the relevant fee. There are two options for submission: 

Á Standard paper registration: £40 (documents processed within 8 - 10 days of receipt); or 
Á Same day service: £100 (documents must be received by 15:00 and the envelope should be 
ŎƭŜŀǊƭȅ ƳŀǊƪŜŘ Ψ{!a9 5!¸ Lb/hwthw!¢LhbΩ). 
 

¢ƘŜȅ Ŏŀƴ ōŜ ǎŜƴǘ ǘƻ ǘƘŜ ΨbŜǿ /ƻƳǇŀƴƛŜǎ {ŜŎǘƛƻƴΩ ŀǘ ŜƛǘƘŜǊΥ 

Companies House, 

Crown Way, 

Cardiff, CF14 3UZ 

or 

Companies House Information Centre, 

21 Bloomsbury Street, 

London, WC1B 3XD. 

  

http://www.sgoss.org.uk/home/
http://www.education.gov.uk/freeschools/a0074737/free-schools-model-funding-agreement
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Further information 

Contact NSN for tailored specialist advice: info@newschoolsnetwork.org 

Companies House guidance:  http://www. companieshouse.gov.uk/about/gbhtml/gp1.shtml 

Information on Companies House fees:  

http://www.companieshouse.gov.uk/toolsToHelp/proposedChanges.shtml  

Department for Education FAQs: 

http://www.education.gov.uk/schools/leadership/typesofschools/freeschools/freeschoolsfaqs/a007

7914/governance 

Memorandum of Association & Articles of Association: 

http://www.education.gov.uk/freeschools/a0074737/free-schools-model-funding-agreement 

 

iii. Related organisations  

In this section you should provide a complete list of the organisations you have any formal link to. 

This would include, for example, if: 

Á Your company is owned by another organisation or owns them in whole or part; 

Á ¸ƻǳǊ ŎƻƳǇŀƴȅ ǳǎŜǎ ŀƴƻǘƘŜǊ ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ ǎŜǊǾƛŎŜǎΣ ƻŦŦŜǊǎ ǘƘŜƳ ǎŜǊǾƛŎŜǎ ƻǊ ǎƘŀǊŜǎ ǎŜǊǾƛŎŜǎ 

with them; and/or 

Á Any of your members or directors is a trustee, member, associate, employee or shareholder 

of such organisations. 

If any of the organisations with which you have a formal link, as described above, will be involved in 

the running of the school, you should mention here how they will be involved. This need not be a 

lengthy description ς ƳƻǊŜ ŘŜǘŀƛƭ Ŏŀƴ ōŜ ƎƛǾŜƴ ƛƴ ǘƘŜ ΨŜŘǳŎŀǘƛƻƴŀƭ ǇƭŀƴΩ ǎŜŎǘƛƻƴ ƛŦ ŀppropriate. Here 

you will simply clarify the type of relationship the organisation would have with the school, for 

ŜȄŀƳǇƭŜ ΨǘƘƛǎ ŎƻƳǇŀƴȅ ǿƻǳƭŘ ǇǊƻǾƛŘŜ ǎǇƻǊǘǎ ƪƛǘ ǘƻ ǘƘŜ ǎŎƘƻƻƭ Ŧƻƻǘōŀƭƭ ǘŜŀƳ ŦǊŜŜ ƻŦ ŎƘŀǊƎŜΩΦ  

 

 

 

 

 

 

 

 

mailto:info@newschoolsnetwork.org
http://www.companieshouse.gov.uk/about/gbhtml/gp1.shtml
http://www.companieshouse.gov.uk/toolsToHelp/proposedChanges.shtml
http://www.education.gov.uk/schools/leadership/typesofschools/freeschools/applicationprocessfaqs/a0075657/free-schools-faqs-requirements-of-the-process/
http://www.education.gov.uk/schools/leadership/typesofschools/freeschools/freeschoolsfaqs/a0077914/governance
http://www.education.gov.uk/schools/leadership/typesofschools/freeschools/freeschoolsfaqs/a0077914/governance
http://www.companieshouse.gov.uk/forms/generalForms/IN01_application_to_register_a_company.pdf
http://www.education.gov.uk/freeschools/a0074737/free-schools-model-funding-agreement
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Section B: Outline of the school      

This section is relevant for all applicant groups. 

In this section you are asked to provide practical details about your proposed school including: 

 

Á Proposed school name; 

Á Proposed year of opening; 

Á Age range; 

Á The types/designations of SEN that your school will predominantly cater for; 

Á The date your proposed school will reach capacity; 

Á Single-sex (if relevant); 

Á Whether your school will have a faith ethos; 

Á Whether you will provide residential provision; 

Á The post code of your preferred site; and 

Á Local Authority in whose area the school will be situated.  

 

 

Proposed Year of Opening 

You should state here the year in which you are applying to open. The application process is 

primarily for schools planning to open in 2013. The DfE will consider applications for 2014 opening, 

but only on an exceptional basis, where a strong case is made for the need for an extended lead 

time.  

Age range 

Free Schools are funded for students within the reception through 19 years old age range. Any 

school teaching exclusively nursery or over-19s will not be funded as a Free School. 

 

Types/Designations of SEN 

 
Special Free Schools should set out clearly the categories of SEN they will cater for. 

 

Reaching Capacity 
 

You will have to state the maximum capacity of your school and the year in which your school will be 

full.  

 

The build-up of pupils for a Special Free School is unlikely to be as smooth as that of a mainstream 

school. You must, however, reach your steady state for pupil numbers by the beginning of your 

fourth year of operation. Important to note is that you may be expected to take in pupils at multiple 

entry points.  
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Single sex 

If your school will be a single-sex school please specify whether you will cater for boys or girls. 

 

Religious ethos 

Special Free Schools cannot be designated with a religious character (i.e. be a faith school). Your 

school can, however, adopt a religious ethos as long as you balance the needs of all children 

(whether of a particular faith or none). If your school will adopt a religious ethos you need to specify 

which faith.  

 

Residential Provision 

 
In some circumstances residential provision may be required to meet the specific SEN of children (ie. 

you will be educating children whose statements indicate that their SEN can only be met through 

being placed in residential provision). If you believe that this is the case, you will need to provide 

details here.  

 

Post code of your Preferred Site 
 

You must include the post code of any site that you have identified as your most preferred.  

 

Local Authority 

You should indicate the Local Authority area in which the proposed school will be situated. If it will 

be near to a LA boundary you should include the names of neighbouring LAs. You can find your local 

authority here: http://local.direct.gov.uk/LDGRedirect/Start.do?mode=1  

 
 

Further information 

Contact NSN for tailored, specialist advice: info@newschoolsnetwork.org  

 

 

 

 

 

http://local.direct.gov.uk/LDGRedirect/Start.do?mode=1
mailto:info@newschoolsnetwork.org
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C. Education vision 
 

You should produce a clearly focused, coherent vision for your school that underpins the entire 

application and provides a compelling rationale for establishing your special Free School. You should 

do this succinctly, setting out why you want to set up this school, and what you want it to achieve. 

You should use data where possible and be sure to include short, clear sentences. 

 

C1. Provide a clearly focused, coherent vision that underpins the 

application with a compelling rationale for establishing the school.  

    

Rationale 

In this section DfE criteria state that you must: 

¶ set out clearly why you are seeking to establish your special Free School. Please explain 

the key features of your school, including the proposed age range, type of SEN, curriculum 

offer, location and approach to teaching and learning; 

This outlines why your school is required in your area. You should consider using data to make your 

point clearly and form an argument that makes a compelling case. Some of the most common 

rationales for a Special Free School include: 

Á There is insufficient local provision for pupils with particular SEN; 

Á Local provision is not of a sufficiently high standard; and 

Á The proposed school has an innovative model that will provide a more effective education 

with better value for money than current provision. 

 

Vision 

In this section DfE criteria state that you must: 

¶ set out clearly why you are seeking to establish your special Free School. Please explain 

the key features of your school, including the proposed age range, type of SEN, curriculum 

offer, location and approach to teaching and learning; 

¶ identify what will make the school distinctive in its vision and ethos and how this has 

informed the education plan; and 

¶ ŜȄǇƭŀƛƴ Ƙƻǿ ȅƻǳǊ ƎǊƻǳǇΩǎ ǊŜƭƛƎƛƻǳǎ ōŜƭƛŜŦǎ ŀƴŘ ŀŦŦƛƭƛŀǘƛƻƴǎ ǿƛƭƭ ōŜ ǊŜŦƭŜŎǘŜŘ ƛƴΣ ƻǊ ƛƴŦƭǳŜƴŎŜΣ 

the school if you are applying to set up a special Free School with a religious ethos. 

The education vision puts forward the purpose of the school, and as such it should underpin the rest 

of your application. It provides the basis for all other decisions, including the way you organise your 
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curriculum and your pupils, the range of staffing, how you allocate the budget and the premises in 

which the school will operate.  

A clear vision is the foundation of a strong application ς it will convince the DfE, LA and the parents 

of prospective pupils of the value of your proposed Special Free School. 

You should be clear about  what will make the vision and ethos of your school distinctive when 

compared with other provision and how this has informed the education plan which you will set out 

in Section D.  If you are applying to set up a special Free School with a religious ethos you must 

ŜȄǇƭŀƛƴ Ƙƻǿ ȅƻǳǊ ƎǊƻǳǇΩǎ ǊŜƭƛƎƛƻǳǎ ōŜƭƛŜŦǎ ŀƴŘ ŀŦŦƛƭƛŀǘƛƻƴǎ ǿƛƭƭ ōŜ ǊŜŦƭŜŎǘŜŘ ƛƴ ǘƘŜ ǎŎƘƻƻƭΩǎ ǇǊƻǾƛǎƛƻƴ 

and practice.  Please note that the DfE require that creationism, intelligent design and similar ideas 

are not taught as valid scientific theories. 

You should think of your vision as the short summary that will convince the DfE, relevant Local 

Authorities and prospective parents that your school is a good thing. Spend time getting the 

wording right. 

 

The vision is a reference point for the leadership of the school and will serve as an inspiration for 

staff. It should be: 

Á Brief; 

Á Long-term; and 

Á Aspirational. 

 

You might consider the following: 

Á How will the lives of individual children be different once the school has been 

opened?  

Á What will a week in the life of the school look like, during and beyond the school 

day? 

Á Why would a LA feel this was appropriate provision? 

Á What will parents say about the school? 

 
Your vision will influence all of the other parts of your 

application; but if you have ideas about what makes a 

good school, these will in turn influence your vision.  

The diagram to the left shows how your vision will dictate 

your educational plan, your budget, your premises and 

your development cultivation of parental demand, and 

that these in turn may encourage you to modify your 

vision. 

 

Vision and 
how you 

will achieve 
it 

Detailed 
educational 

plan 

Budget 
plan and 
premises 

LA and 
parental 
demand 
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You should also tie your vision to measurable outcomes for your pupils as individuals, in groups and 

the whole school, so that it focuses on what they are achieving and how you can find out whether 

you are achieving it.   Examples of possible outcomes, both quantitative and qualitative to which you 

could refer need to be appropriate to the proposed pupil population and could  include: 

Á The level of academic progress and attainment of pupils; 

Á The number of pupils entering the workforce; and 

Á tǳǇƛƭǎΩ ŀŎǉǳƛǎƛǘƛƻƴ ƻŦ ƛƳǇƻǊǘŀƴǘ ƭƛŦŜ ǎƪƛƭƭǎΦ 

Writing a vision statement can be daunting. If you do not know where to start but already have a 

clear idea of what your school will be like, it may be helpful to make a list of the features of your 

school under the following headings: 

Á Why you think separate provision for special education is important? 

Á Why you believe a school is needed (your rationale)? 

Á What will be the focus of the school? 

Á What will your curriculum include ς what courses and accreditation will you offer? 

Á How will you measure success? 

Á Who you want to be involved? 

Á What facilities and activities you want to promote? 

Having done this, you can pick out the most important points and summarise them. For your vision 

you only want a few distilled sentences that clearly communicate what your school is about and 

what it is going to do. 

  

In this section DfE criteria state that you must: 

¶ set out your aspirations for the achievement of individual pupils, and the school as a 

whole, and why these targets are appropriate; and 

Your vision will describe what you want your school to achieve. You should briefly describe how your 

school will meet the need you identified in your rationale.   For instance you should set out the key 

features that you propose for your school including the age range, type or types of SEN, the 

curriculum offer, location and the approach to teaching and learning.  This might details of specific 

therapies, depending on the types of SEN provided for. 

 

In preparing your application it is important to note that DfE criteria state that: 

¶ creationism, intelligent design and similar ideas must not be taught as valid scientific 

theories. 
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Further information 

Contact NSN for tailored specialist advice: info@newschoolsnetwork.org 

 

 

 

 

 

 

School vision: Example 1 

We intend to develop as a centre of excellence for children 3-18 with language and 

communication difficulties including those on the autistic spectrum, serving both the children in 

our school and the local community. We will provide our pupils with the life skills and 

competence to succeed in the future as independent adults. 

Our Aims 

Á To provide a broad and balanced curriculum, differentiated to meet individual needs; 

Á To promote and enhance the self-esteem and sense of self-worth of each individual; 

Á To provide each pupil with the opportunity and skills to make a successful transition to 

adult life; 

Á To provide an inclusive education with a multidisciplinary team from education, health 

and social services; 

Á To offer support, guidance and advice to special and mainstream schools and colleges; 

Á To develop and maintain links with the local community; 

Á To accept, value and celebrate the unique contribution each individual makes to society; 

and  

Á To be at the leading edge of specialist provision through participation in local, regional, 

national and international initiatives. 

 

mailto:info@newschoolsnetwork.org
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School vision: Example 2 

Our vision is to build a progressive, flagship Special School with a first class, holistic curriculum 

centred on the needs of each individual pupil. Pupils will be stretched and challenged within a 

fun, safe and happy environment. The voices of pupils, parents and staff will be respected and 

valued. 

¢ƘŜ Ǿƛǎƛƻƴ ǎǘŀǘŜƳŜƴǘ ƛǎ ǳƴŘŜǊǇƛƴƴŜŘ ōȅ ǘƘǊŜŜ ƪŜȅ ǇǊƛƴŎƛǇƭŜǎΣ ƪƴƻǿƴ ŀǎ ά¢ƘŜ ¢ƘǊŜŜ t tǊƛƴŎƛǇƭŜǎέΦ  

Pupil Centred 

Á Education will meet individual needs; 

Á The holistic development of our children and young people will be nurtured; 

Á We will make a positive difference to the lives of children and their families; 

Á Planning and decision making will be open, honest, transparent and person-centred; 

Á Pupils will be enabled to reach full potential within the context of their individual needs;  

Á Pupils will be actively encouraged to exercise control over their lives; 

Á All pupils will be treated with dignity and praised for their contributions; and 

Á Individual differences will be recognised, respected and celebrated and equality of 

opportunities recognised. 

Progression 

Á We have the highest expectations for our young people; 

Á We are passionate and open-minded about progress; and 

Á We have an unswervingly positive ethos that embraces innovation and new ideas. 

Partnership Working (pupils, parents and staff) 

Á Pupils will have a voice that is respected and listened to, however subtle or loud; 

Á Parents will be consulted, listened to, respected and supported; and  

Á Staff will be valued and supported. 
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D. Education plan  

Typically, this section will be completed by the people who will manage the school. If you are 

working with another organisation for the provision of educational services, they should be 

involved in the drafting. 

This section needs to be comprehensive and should outline your strategy with enough detail for it to 

be implemented by a good Principal Designate. There is no advised word count. This is your 

opportunity to provide a solid plan that DfE will use to assess the quality of your educational 

offering. 

Do not worry if every detail is not worked out. However, you should clearly explain what you intend 

to achieve in each of the sections. Try to cover each area in some detail.  

You should bear in mind that Special Free Schools will have to cater solely for pupils with statements 

of SEN and that the admission of these pupils will be through the LAs. Parents of a child with a SEN 

statement have the right to express a preference for the school at which they wish their child to be 

educated, and the LA has a duty ǘƻ ƴŀƳŜ ǘƘŜ ǇŀǊŜƴǘǎΩ ǇǊŜŦŜǊǊŜŘ ǎŎƘƻƻƭ ƛƴ ŀ {ǘŀǘŜƳŜƴǘΦ CǊŜŜ {ŎƘƻƻƭǎ 

Ƴǳǎǘ ŎƻƴǎŜƴǘ ǘƻ ōŜƛƴƎ ƴŀƳŜŘ ƛƴ ŀ {ǘŀǘŜƳŜƴǘ ƛƴ ŀƭƳƻǎǘ ŀƭƭ ŎƛǊŎǳƳǎǘŀƴŎŜǎΣ άǳƴƭŜǎǎ ǘƘŜ ǎŎƘƻƻƭ ƛǎ 

ǳƴǎǳƛǘŀōƭŜ ǘƻ ǘƘŜ ŎƘƛƭŘΩǎ ŀƎŜΣ ŀōƛƭƛǘȅΣ ŀǇǘƛǘǳŘŜ ƻǊ ǎǇŜŎƛŀƭ ŜŘǳŎŀǘƛƻƴŀƭ ƴŜŜŘǎΣ ƻǊ ǘƘŜ ǇƭŀŎŜƳŜƴt would 

be incompatible with the efficient education of the other children with whom the child would be 

ŜŘǳŎŀǘŜŘΣ ƻǊ ǿƛǘƘ ǘƘŜ ŜŦŦƛŎƛŜƴǘ ǳǎŜ ƻŦ ǊŜǎƻǳǊŎŜǎΦέ ό9ŘǳŎŀǘƛƻƴ !Ŏǘ мффсΣ {ŎƘŜŘǳƭŜ нтύ 

Please Note: All Free Schools have SEN obligations placed on them through their Funding Agreement 

(set out in Part 4 of the Education Act 1996). In practice, this means that Special Free Schools will be 

ǳƴŘŜǊ ŀƴ ƻōƭƛƎŀǘƛƻƴ ǘƻ ŀŘƳƛǘ ŀ ŎƘƛƭŘ ǿƘŜǊŜ ǘƘŜ ǎŎƘƻƻƭ ƛǎ ƴŀƳŜŘ ƛƴ ŀ ŎƘƛƭŘΩǎ ǎǘŀǘŜƳŜƴǘΣ ŜǾŜƴ ƛŦ ǘƘŜ 

ŎƘƛƭŘΩǎ {9b ƛǎ ƴƻǘ ŀ type of SEN for which the school is designated.  

 

Future horizons for SEN 
 
¢ƘŜ DƻǾŜǊƴƳŜƴǘΩǎ ǊŜŎŜƴǘ DǊŜŜƴ tŀǇŜǊ ƻƴ {9b ƛǎ ŜƴǘƛǘƭŜŘ Support and aspiration: A new approach 
to special educational needs and disability. The consultation closed on 30 June 2011 and may lead 
to changes in SEN legislation.  
The paper makes wide-ranging proposals including: 
 
Á A new approach to identifying SEN through a single Early Years setting-based category and 

school-based category of SEN; 
Á A new single assessment process and Education, Health and Care Plan by 2014; 
Á The option of a personal budget for all families with children with a statement of SEN or a new 

Education, Health and Care Plan; 
Á Giving parents a real choice of school, either a mainstream or special school;  
Á IntroducinƎ ƎǊŜŀǘŜǊ ƛƴŘŜǇŜƴŘŜƴŎŜ ǘƻ ǘƘŜ ŀǎǎŜǎǎƳŜƴǘ ƻŦ ŎƘƛƭŘǊŜƴΩǎ ƴŜŜŘǎ ǘƘǊƻǳƎƘ ƎǊŜŀǘŜǊ 

involvement of the voluntary sector; and 
Á Personalised budgets for some education services. 

 

http://www.education.gov.uk/childrenandyoungpeople/sen/a0075339/sengreenpaper 

 

http://www.education.gov.uk/childrenandyoungpeople/sen/a0075339/sengreenpaper
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D1: Set out a viable curriculum plan with appropriate focus on core 

areas of learnin g. 

The Curriculum  

In this section DfE criteria state that you must: 

¶ describe the curriculum in detail. Where appropriate, the curriculum should be broad and 

balanced and meet the different needs and interests of all pupils. Plans should also include 

how the special Free School will cater for children for whom a broad and balanced 

curriculum may not be appropriate. 

In preparing your this section, it is important to note that DfE criteria state that: 

¶ where appropriate the curriculum should include strong references to developing literacy 

and numeracy skills or the functional elements of English, mathematics, ICT, scientific 

literacy and personal and social development. 

 

You will need to describe your proposed curriculum in detail, explaining what will be taught, 

when, for how long and to whom. You should be clear about how your curriculum and organisation 

of learning will enable you to achieve the vision you have set out in Section C of your proposal.  

One way of providing a clear link between your vision and ethos for the school and this section 

would be to state your curriculum aims and/or principles at the outset. You should also make clear 

the ways in which your curriculum plan is grounded in the needs of your expected pupil population 

and how it will be flexible and innovative to meet their needs. 

In your application you will need to: 

Á Describe your curriculum in detail, including the range of intended pupil outcomes and the 
qualifications and/or accreditation which might be offered; and either 

Á Set out a curriculum plan that shows what proportion of learning is given over to each 
subject or core area of learning for each year group; or 

Á Set out a curriculum plan that shows (depending on your target pupil population), how 
specific curriculum areas will be embedded into personalised learning plans and Individual 
Education Plans (IEPs) across all Key Stages in the school. 
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Curriculum and pupil outcomes,  

In preparing your application, it is important to note that DfE criteria state that: 

¶ good applications will specifically address how the curriculum and its delivery will improve 

pupil outcomes on a range of measures. 

 

In this section you should provide information on what will be taught, and what outcomes, 

qualifications or recognised accreditation your pupils will work towards in order to reach their full 

potential.  This will be underpinned by a viable financial plan set out in section G of your 

application. 

The curriculum in your school must be appropriate for the children in your school and must meet 

their educational requirements. Unlike mainstream Free Schools, Special Free Schools are not 

ǊŜǉǳƛǊŜŘ ǘƻ ǇǊƻǾƛŘŜ ŀ ΨōǊƻŀŘ ŀƴŘ ōŀƭŀƴŎŜŘΩ curriculum plan if such a curriculum is not suitable for 

the pupils. There is, however, an expectation that the core curriculum offer in Special Free Schools 

will include, as a minimum, a strong emphasis on literacy and numeracy skills, the functional 

elements of English, mathematics, ICT, scientific literacy and personal and social development.   

Ofsted will also expect the school to offer a broad and balanced curriculum that meets the needs of 

all pupils and enables them to reach their full potential.  Nevertheless, the curriculum can 

legitimately be tailored to meet the individual needs of pupils 

Implications of the curriculum  

Your curriculum is central to what happens in the school. You should consider its impact on 
every other part of your plan, and especially: 

Á Your vision; 

Á Meeting a variety of pupil needs in accordance with the SEN Code of Practice  

Á Pupil attainment and progress 

Á Behaviour and attendance; 

Á Pupil organisation and class size; 

Á Safeguarding and pupil well-being 

Á How you will enable your pupils to integrate successfully into society 

Á Staffing; 

Á Partnership and community links 

Á Premises; and 

Á Budget. 

Á  
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It is not a requirement for Special Free Schools to support the attainment of recognised 

qualifications at the end of Key Stage 4 (normally for age 16). If appropriate, however, you should 

outline the range of qualifications and or recognised accreditation that your school will offer, 

including how you might support young people to achieve the English Baccalaureate where 

appropriate. In primary, you will be expected to support the Key Stage 2 national tests (normally for 

age 11) if appropriate.  

Your curriculum will need to take account of the SEN of 

pupils for whom the school will cater. This may include 

pupils who are working below level 1 of the National 

/ǳǊǊƛŎǳƭǳƳ ƛΦŜΦ ŀǘ Ψt {ŎŀƭŜΩ ƭŜǾŜƭΦ ¢ƘŜ ǳǎŜ ƻŦ t {ŎŀƭŜǎ ƛǎ 

central to a commitment to develop the attainment 

and progress of pupils with SEN, aged 5-16, who are 

working below level 1 of the National Curriculum.  

You must have a clear strategy for ensuring that the 

needs of pupils with different abilities are met. This 

should include a detailed plan of how your Special Free 

School will cater for children for whom a broad and balanced curriculum and recognised 

qualifications are not appropriate. You will need to use a range of data to demonstrate how the 

curriculum supports learners, which may include a range of small-step, hierarchical descriptors that 

further break down the statements in the P Scales. This may derive from commercially available 

small step assessment tools or locally developed schemes. 

All Free Schools have the freedom to develop and structure their curriculum in response to local 

circumstances and the individual needs of their pupils and the wider community. You are not 

required to follow the National Curriculum, but can do if you wish. This approach allows a stronger 

vocational focus in some cases, or more time to address basic literacy and numeracy needs in others. 

It permits a rich mix of subjects or areas of learning. Please note however that individual pupil 

statements of Special Educational Need usually specify that the pupil must follow the National 

Curriculum as far as is appropriate. 

If you want to provide a broad and balanced curriculum that does not follow the National Curriculum 

you may be interested in reading the Ofsted publication άCompleting the record of inspection 

evidence and judgementsέΥ http://www.ofsted.gov.uk/resources/completing-record-of-inspection-

evidence-and-judgements-independent-schools 

You may also want to consider the criteria used by Ofsted to judge the quality of curriculum 

provision. Your school will be inspected by Ofsted before opening, and again within the first two 

years after opening. The current Inspection Framework can be downloaded here: 

http://www.ofsted.gov.uk/Ofsted-home/Forms-and-guidance/Browse-all-

by/Other/General/Framework-for-the-inspection-of-maintained-schools-in-England-from-

September-2009. 

However, you should be aware that a new Ofsted school inspection framework will commence 

from January 2012. The draft inspection schedule can be downloaded here:  

http://www.ofsted.gov.uk/resources/draft-framework-for-school-inspection-january-2012  

P Scales are a set of descriptions for recording 

the progress and achievements of children with 

Special Educational Needs who are working 

below level 1 of the National Curriculum. There 

are 8 levels of P Scales. 

http://webarchive.nationalarchives.gov.uk/201

10223175304/http://www.qcda.gov.uk/curricul

um/sen/537.aspx 

 

http://www.ofsted.gov.uk/resources/completing-record-of-inspection-evidence-and-judgements-independent-schools
http://www.ofsted.gov.uk/resources/completing-record-of-inspection-evidence-and-judgements-independent-schools
http://www.ofsted.gov.uk/Ofsted-home/Forms-and-guidance/Browse-all-by/Other/General/Framework-for-the-inspection-of-maintained-schools-in-England-from-September-2009
http://www.ofsted.gov.uk/Ofsted-home/Forms-and-guidance/Browse-all-by/Other/General/Framework-for-the-inspection-of-maintained-schools-in-England-from-September-2009
http://www.ofsted.gov.uk/Ofsted-home/Forms-and-guidance/Browse-all-by/Other/General/Framework-for-the-inspection-of-maintained-schools-in-England-from-September-2009
http://www.ofsted.gov.uk/resources/draft-framework-for-school-inspection-january-2012
http://webarchive.nationalarchives.gov.uk/20110223175304/http:/www.qcda.gov.uk/curriculum/sen/537.aspx
http://webarchive.nationalarchives.gov.uk/20110223175304/http:/www.qcda.gov.uk/curriculum/sen/537.aspx
http://webarchive.nationalarchives.gov.uk/20110223175304/http:/www.qcda.gov.uk/curriculum/sen/537.aspx
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Some questions to consider: 

¶ Will there be anything distinctive about your curriculum and the qualifications and /or 

accreditation that you offer? 

¶ If you are planning a residential Free Special school what arrangements will be made for 

a 24 hour curriculum? 

¶ Will you use any other providers to enhance your curriculum?   

¶ How will you recognise and plan for progression which will enable pupils to reach their 

full potential? 

¶ Depending on your target pupil population and their needs what will be the place of 

therapies within your curriculum? 

 

 

Curriculum plan 

In preparing your application, it is important to note that DfE criteria state that: 

¶ good applications will set out a coherent curriculum plan supported by the proposed 

financial plans. 

 

You will need to provide your curriculum plan in this section. This will include describing the annual 

cycle of lessons or topics and the period over which this cycle will last, for all key stages.  

You will need to consider how you will use the greater flexibility you have to meet ƛƴŘƛǾƛŘǳŀƭ ǇǳǇƛƭǎΩ 

needs, while providing a broad, balanced, functional and differentiated curriculum where possible, 

and in a way that will be both affordable and manageable. 

In addition to what you want your pupils to learn you will also need to provide information about 
how you will organise or structure this learning.  How you do this will depend on the needs of your 
pupil population and your timetabling may be highly personalised. In addition to conventional 
timetabling (which is entirely appropriate for some special schools), there are many ways in which 
this can be approached, including: 

¶ Flexible use of curriculum time: this usually involves basing a curriculum on smaller or larger 
blocks of time, offering flexibility to provide longer sessions for intensive or extended study. 
In some cases, time is allocated for the length of a specific project or topic; in others, pupils 
or groups have an agreed number of extended sessions to use for a specific learning 
objective or activity. 

¶ Alternative curriculum pathways: these are usually designed for pupils with different 
curricular/examination or learning needs and include programmes designed to provide 
additional support for certain pupils and those intended to accelerate the progress of more 
able pupils.  

¶ Focus on developing learning skills: this may involve developing learning skills within 
recognised curriculum areas or devoting specific timetabled lessons to these skills. 

¶ Enrichment programmes: these involve planned learning sessions that sit outside the 
ΨƴƻǊƳŀƭΩ ǘƛƳŜǘŀōƭŜΣ ŜƛǘƘŜǊ ŀǘ ǘƘŜ ōŜƎƛƴƴƛƴƎ ƻǊ ŜƴŘ ƻŦ ǘƘŜ ŘŀȅΣ ŀǘ ǿŜŜƪŜƴŘǎ ƻǊ ŘǳǊƛƴƎ 
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holidays. Attendance at these may be voluntary or expected. They may target pupils with 
particular leaning needs, for example those who have fallen behind in their reading or with 
challenging behaviour or may form part of the delivery of a specialism or distinctive element 
of the curriculum. 

¶ Curriculum delivery through themes or interdisciplinary links rather than discrete subjects: 
a thematic approach focuses on a major theme or topic (eg. the impact of rivers on the 
environment and social and economic development or Me and My Family) and enables 
pupils to explore it from a variety of perspectives, drawing on skills, knowledge and 
understanding from a range of subjects according to the level at which your pupils are 
working. 

 

Your curriculum plan should show the proportion of time that will be given over to each subject or 
area of learning for each year group and should provide a clear and full account of the organisation 
oŦ ǇǳǇƛƭǎΩ ƭŜŀǊƴƛƴƎ ǿƛǘƘƛƴ ŀƴŘ ŀŎǊƻǎǎ ȅŜŀǊ ƎǊƻǳǇǎ ŀƴŘ κƻǊ YŜȅ {ǘŀƎŜǎΦ ¸ƻǳ ǎƘƻǳƭŘ ŘŜǎŎǊƛōŜ ǘƘŜ ŎȅŎƭŜ ƻŦ 
lessons and the period over which this cycle will last. The example that follows illustrates one way of 
doing this. 

 

Key Stage 1/2 example (severe learning difficulties): 

 
 

Wider Curriculum Topic Coverage ς Key Stage 1/2 
(additional to core curriculum areas taught daily) 

 AUTUMN SPRING SUMMER 

 RE & Citizenship Science Humanities / Design & 
Technology 

Year 1 Holidays & Celebrations 
(1/2 term) 
Our School (1/2 term) 
 

Different 
environments 
(Science) 
 
Animals & their 
Habitats 
Growth & Gardening 
 

Our Bodies (includes 
Ψ9ŀǘ ƳƻǊŜ ŦǊǳƛǘ ŀƴŘ 
ǾŜƎΩύ  (D&T) 
 
  

Year 2 Holidays & Celebrations 
(1/2 term) (RE) 
People Who Help Us (1/2 
term) (Citizenship) 

Seasons (including 
Light & Sound) 

My Community 
(includes travel and 
road safety)  (History) 

Year 3 Holidays & Celebrations 
(1/2 term) (RE) 
Me and My Family (1/2 
term) (PSHCE/Citizenship) 

 

Movement, Forces 
and How Things Work 

 

Water & Materials 
(Geography) 

 

 

Some questions to consider include: 

Á How will the amount of teaching time be matched to the differing needs of your pupils to 
ensure appropriate pace and progress? 

Example:  In some special schools teaching takes place in a combination of one to 
one and group settings. 
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¶ If your proposal involves primary age pupils, how will your curricular offer ensure they all 
develop their literacy and numeracy skills to a high standard? 

Example: one school ensures that a high proportion of teaching time each day is 
allocated to core curriculum areas including numeracy and literacy both as discrete 
subjects and within wider curriculum topic areas.. 

Á If your proposal involves secondary age pupils, how will you ensure that they are enabled  to 
access a broad, functional and balanced curriculum which will prepare them for greater 
independence in adult life? 

Example: One school gives pupils a choice of vocational pathways at Key Stage 4 and 
ƘƻƭŘǎ ǊŜƎǳƭŀǊ ǘŜŀŎƘƛƴƎ ŀƴŘ ƭŜŀǊƴƛƴƎ ƳŜŜǘƛƴƎǎ ǿƘƛŎƘ ǘŀƪŜ ŀŎŎƻǳƴǘ ƻŦ ǘƘŜ ǇǳǇƛƭΩǎ 
individual needs and the priorities identified in their Individual Education Plan (IEP) 
in order to review progress and revise learning objectives. 

 

 

D2: Provide a coherent and feasible school timetable and calendar.  

 

School timetable and calendar 

In this section DfE criteria state that you must: 

¶ set out expectations around the length of the school day, term and year. This should 
include the number and length of lessons each day and your plans for extended hours, and 
should make a clear distinction between compulsory and optional activities; and 

 

You need in this section to set out the length of the school day, terms and year for each key Stage. 

 

Some questions to consider: 

Á How will the amount of teaching time be matched to the specific needs of your pupils? 

Example: In some schools, different groups of pupils receive different amounts of taught time, 
depending on their needs and the amount of support required. The rest of the time may be 
devoted to other enrichment activities. 

Guidelines for maintained schools 

You should follow the DfE guidelines for maintained schools since these also apply to any special 
school not maintained by a LA.. For example: 

Ψ!ǘ ƭŜŀǎǘ оул ǎŜǎǎƛƻƴǎ Ƴǳǎǘ ōŜ ƘŜƭŘ ŀǘ ŀ ǎŎƘƻƻƭ ŘǳǊƛƴƎ ŀƴȅ ǎŎƘƻƻƭ ȅŜŀǊΩ 

You can find the regulations here: http://www.legislation.gov.uk/wsi/2003/3231/contents/made 

http://www.legislation.gov.uk/wsi/2003/3231/contents/made
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Á How many terms will you divide the school year into and why? 

Example: Some schools have divided their year into five terms, separated by holidays of equal 
length. This means there is less risk of the momentum of learning being lost through the long 
summer break. 

 

Á Will every day be the same length? 

Á What will be the optimum length of lessons to maximise progress for your pupils? Will all 
lessons be the same length for different subjects and for different groups of pupils? 

 

Á What plans do you have for extended servces outside regular school hours? 

Example: Some schools offer breakfast or after school clubs and/or holiday and respite activities. 

 

Á Which activities will be compulsory and which optional? 

 

Organisation of pupils 

In this section DfE criteria state that you must: 

 

¶ explain how pupils will be organised, for example through year groups, tutor groups or 
other class structures and how this links with and supports the education vision. 

In this section you should explain how 

pupils will be organised, both in teaching 

time, and outside of the classroom, for 

example if they are organised into 

different groupings for extracurricular or 

pastoral activities or if you are planning 

to open a residential special Free School. 

Pupils may be organised through year 

groups, tutor groups or other class 

structures. Your decisions about 

organisation of pupils will be influenced 

by the SEN of the pupils, the amount of 

individual support required and, 

explicitly, by your educational vision. 

At a minimum, you should set out: 

Á Potential class size at each stage 

of learning;  

Á Factors affecting class size; and 

²Ƙŀǘ ŀǊŜ ǘƘŜ άKey SǘŀƎŜǎέΚ 

Key Stages are periods of learning set out in the 

National Curriculum, which normally correspond to 

the years and ages shown in the table. Children are 

normally assessed on completing each Key Stages 2, 4 

and 5. 

Key 

stage 

Corresponding years 

of schooling 

Usual age 

range 

1 Reception, 1 & 2 4 ς 7  

2 3 ς 6 7 ς 11  

3 7 ς 9 11 ς 14  

4 10 & 11 14 ς 16  

5 мн ϧ мо όάсth CƻǊƳέύ 16 ς 19  
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Á How pupils will be allocated to classes. 

You may wish to consider the following: 

Á Iƻǿ ǿƛƭƭ ȅƻǳǊ ŎƘƻǎŜƴ ƻǊƎŀƴƛǎŀǘƛƻƴ ƻŦ ǇǳǇƛƭǎ ƳŀǘŎƘ ȅƻǳǊ ǎŎƘƻƻƭΩǎ ǾƛǎƛƻƴΣ ŜǘƘƻǎ ŀƴŘ 

curriculum? 

Á Will the system change as the school develops and if so how? 

Á How will your system of organising pupils improve learning outcomes? 

 

It will also be important to consider the following constraints: 

Á The number of pupils you have, their different characteristics and their SEN; 

Á The amount of individual support your pupils will require; 

Á The availability of appropriately skilled, experienced and qualified staff; and 

Á Your budget (e.g. smaller classes or more one-on-one support will increase costs). 

 

Organising pupils for academic purposes 

Class size 

There is much debate about the optimum class size and practice in special schools will vary widely 

according to pupil need. For mainstream schools research has convincingly shown that the quality of 

the teacher is far more important than class size and the quality of teaching is undoubtedly also of 

prime importance in special schools. Highly effective teachers can achieve great results with 

relatively large mainstream groups because they can personalise the learning really well. Larger 

groups may mean you can employ fewer teachers and focus on hiring and developing the very best 

candidates. This will apply to special schools where the pupils have no cognitive impairment as well 

as to mainstream. On the other hand, teaching larger groups in special schools for a more complex 

pupil population may be more stressful for your staff and reduce their ability to provide a highly 

personalised curriculum and form relationships with individual students. 

In determining your ideal class size, you should be aware of the following: 

Á Class size may need to be smaller for pupils that face more challenges, to allow greater focus 

on each child; 

Á Some practical subjects, such as design and technology or drama may be better with smaller 

group sizes than other subjects because closer levels of supervision are needed in order to 

ensure the safety of the pupils; and 

Á The law states that in Key Stage 1 the maximum class size should be 30. 

 

Allocating pupils to classes 
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Organising pupils by age is the almost universal practice. However, mixed age group classes are very 

common in special schools. 

Setting by ability is commonplace in the core subjects of mainstream secondary school, and is 

frequently used in primary schools. The scale of most secondary schools allows them to separate 

pupils into classes by ability, and teachers find it easier to pitch the work when there is a narrower 

ability range in the class however special schools are much smaller and rarely enjoy the same 

economies of scale. 

Other options you could consider, depending on your vision and ethos and the needs of your pupils , 

could include: 

Á Vertical grouping (where children of different ages are taught together); 

Á Grouping according to the primary special need or other pupil characteristics; 

Á Single sex groups; or 

Á Mixed ability groups (where the pupils are grouped by ability within the class). 

 

A summary of approaches to grouping pupils 

Options Definitions Potential advantages Potential challenges 

Setting 

May be 

suitable for 

special 

schools where 

pupils are 

disabled or 

have sensory 

impairment or 

challenging 

behaviour but 

do not have 

learning 

difficulties 

Pupils are 

grouped 

according to 

their ability in 

a particular 

subject. They 

may be in 

higher or 

lower sets and 

with different 

peers in each 

subject. In 

practice, many 

pupils tend to 

be in similar 

level sets 

across several 

subjects. 

Allows effective targeting and 

ƳŀǘŎƘƛƴƎ ƻŦ ǊŜǎƻǳǊŎŜǎ ǘƻ ǇǳǇƛƭǎΩ 

individual needs. 

Curriculum and teaching methods 

and pace can be tailored to the 

level of each class. 

A flexible system, grouping 

ŀŎŎƻǊŘƛƴƎ ǘƻ ǇǳǇƛƭǎΩ ŀōƛƭƛǘȅ ƛƴ 

different subjects. 

Pupils can be appropriately 

challenged and can be motivated 

by peers of similar levels of ability. 

Can reduce the effects of labelling 

if pupils are in different sets for 

different subjects. 

Can play to the strengths and 

experience of individual teachers. 

Unless carefully planned, setting in 

ƻƴŜ ǎǳōƧŜŎǘ Ŏŀƴ ŘŜǘŜǊƳƛƴŜ ŀ ǇǳǇƛƭΩǎ 

placement in another. 

Individual differences between 

pupils may be ignored. 

Once categorised, pupils tend to 

perform according to the set to 

which they are assigned. 

The allocation to set may be linked 

to a predicted attainment level, 

and thus limit achievement. 

Pupils in lower sets may lack 

positive role models and can 

develop negative attitudes. 

There may be a tendency for more 

experienced and highly qualified 

teachers to be targeted to top sets. 

Pupils in top sets can have an 

enhanced educational experience 
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and tend to benefit most. 

Mixed-ability Pupils are 

grouped to 

reflect the full 

range of 

abilities for 

that year 

group or key 

stage. The 

spread of 

ability 

depends upon 

the ability 

range that 

exists in the 

school. 

Encourages greater cooperation 

and social integration. 

Avoids problems associated with 

setting and streaming/banding. 

Promotes teaching matched to 

individual needs and requires 

teachers to make good use of 

assessment data and information. 

Reduces competition and labelling 

of pupils. Low-ability pupils can 

benefit from other role models, 

both in learning and behaviour. 

More able pupils can support and 

coach the less able ς both groups 

benefit from this. 

Makes greater demands on the 

teacher, to cater for a full spectrum 

of ability and ensure all pupils 

make good progress. 

Planning, preparation and 

resourcing for lessons is a more 

complex and time-consuming task. 

Teachers can spend much of their 

ǘƛƳŜ ƳŀƴŀƎƛƴƎ ǇǳǇƛƭǎΩ ŀŎǘƛǾƛǘƛŜǎ 

and responding to demands rather 

than teaching. 

5ŀƴƎŜǊ ƻŦ ǘŜŀŎƘƛƴƎ ōŜƛƴƎ ΨǇƛǘŎƘŜŘ 

ǘƻ ǘƘŜ ƳƛŘŘƭŜΩ ŀƴŘ ǘƘǳǎ ŦŀƛƭƛƴƎ ǘƻ 

meet the needs of both higher-

ability and lower-ability pupils. 

Danger of devoting too much 

attention to higher-attaining 

ǇǳǇƛƭǎΦ /ŀƴ ƭƛƳƛǘ ǇǳǇƛƭǎΩ ƳƻǘƛǾŀǘƛƻƴ 

and lead to low expectations. 

Valuable teaching time can be 

wasted working with individuals, 

while whole-class supervision may 

be poor. 

Streaming 

and banding 

May be 

suitable for 

special 

schools where 

pupils are 

disabled or 

have sensory 

impairment or 

challenging 

behaviour but 

do not have 

learning 

difficulties or 

for small 

Pupils are 

assigned to 

classes on the 

basis of overall 

assessment of 

their general 

ability, usually 

based on prior 

attainment or 

outcomes of 

tests. Pupils 

remain in their 

streamed 

classes for the 

majority of 

subjects.  

Allows teachers to better direct 

lessons toward the specific ability 

level of the pupils in each class.  

Higher ability pupils often benefit 

most in streams that cater 

specifically for their needs. 

Pupils work is mainly compared to 

that of similar-ability peers, 

preventing a possible lowering of 

their self-esteem or inflating the 

egos of the high-ability students 

when compared to lower-ability, 

same-age students. 

Lower-ability pupils can be 

encouraged to participate in class 

In practice, streams or bands are 

not homogeneous so some 

potential benefits can't be 

exploited. Even when they are 

initially more homogeneous 

variations develop over time. 

Does not take account of pupils 

different abilities in different 

subjects; a pupil may struggle with 

maths but be excellent at art. 

Lower ability groups can tend to be 

composed of more vulnerable 

pupils making the allocation of 

resources and managing behaviour 

problematic. 

http://en.wikipedia.org/wiki/Teachers
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special 

schools where 

it is more 

efficient an 

practical to 

group pupils 

according to 

ability rather 

than age. This 

system can 

also be used 

for mixed age 

teaching 

groups 

Banding is a 

less 

differentiated 

form of 

streaming. 

when separated from intimidation 

of higher-ability students.  

There may be a tendency for more 

experienced and highly qualified 

teachers to be targeted to top sets. 

Behaviour may be poorer in lower 

ability classes which can be a 

barrier to learning.  

Lower ability pupils may feel 

stigmatised leading to lower self-

esteem, poorer attitudes to 

learning and slower progress 

Pupils in lower bands may lack 

positive role models and can 

develop negative attitudes. 

The predominance of pupils from 

particular socio-economic or ethnic 

groups or with more complex 

difficulties in certain sets may limit 

social integration/inclusion. 

Vertical or 

mixed age 

grouping. 

This system is 

widely used in 

special 

schools 

 

 

 

 

 

 

 

 

 

 

Pupils of 

different ages 

are taught 

together in 

the same 

class. More 

typical of small 

schools where 

choices on 

grouping are 

much reduced. 

Cheaper where numbers in a year 

ƎǊƻǳǇ ŘƻƴΩǘ ŀƭƭƻǿ ŦƻǊ ǾƛŀōƭŜ Ŏƭŀǎǎ 

sizes. 

Older pupils can act as role models 

and benefit from the opportunity 

to become an 'expert' for younger 

children to learn from. 

Offers flexibility and opportunities 

for forming and reforming within 

class groups according to the 

learning objective, age, ability, 

need, pupil choice and so on. 

Pupils can develop cognitively and 

socially through interacting with 

older and younger pupils.  

Younger pupils often view older 

peers as part of the hierarchy of 

authority leading to a diminished 

need for teacher intervention in 

the event of bad behaviour.   

Low-attaining pupils, especially the 

youngest, can be intimidated by 

the level of attainment of the 

oldest and most able. 

Significant gaps between maturity 

levels in the group. 

High demands on planning and 

teaching skills to provide for the 

full spectrum of age and ability, 

ensuring all are stretched. 

Lesson planning, preparation and 

resourcing is more complex and 

time-consuming. 

Teachers can spend much of their 

ǘƛƳŜ ƳŀƴŀƎƛƴƎ ǇǳǇƛƭǎΩ ŀŎǘƛǾƛǘƛŜǎ 

and responding to demands rather 

than teaching. 

5ŀƴƎŜǊ ƻŦ ǘŜŀŎƘƛƴƎ ōŜƛƴƎ ΨǇƛǘŎƘŜŘ 

ǘƻ ǘƘŜ ƳƛŘŘƭŜΩ ŀƴŘ ǘƘǳǎ ŦŀƛƭƛƴƎ ǘƻ 

meet the needs of both most and 
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least able pupils. 

Risk of devoting too much 

attention to the youngest pupils 

who need more guidance. 

Valuable teaching time can be 

wasted working with individuals, 

while whole-class supervision is 

poor. 

Can reduce opportunities for 

valuable direct instruction from the 

teacher. 

Flexible/ 

short-term 

arrangements 

across year 

groups 

Can be used in 

tandem with 

any of the 

above 

grouping 

systems 

For example: 

Managed 

withdrawal for 

intervention, 

including 1:1 

tuition. 

{ǇŜŎƛŦƛŎ ΨŎŀǘŎƘ-

ǳǇΩ 

programmes 

that are time 

limited 

Flexible 

grouping; 

regularly 

regrouping 

pupils 

according to 

exam and test 

outcomes to 

enable very 

focused 

teaching of 

particular 

topics 

assessments; 

tǳǇƛƭǎΩ ǎǇŜŎƛŦƛŎ ƭŜŀǊƴƛƴƎ ƴŜŜŘǎ Ŏŀƴ 

be targeted. 

Short-term nature of the group 

sends a positive signal to pupils 

that their learning needs are being 

met. 

Maximises flexibility so that group 

size and composition can be 

carefully tailored. 

Enables a department to target 

content, materials and teaching 

style to groups of pupils ς for 

example running catch-up classes 

at the same time as extension work 

for the most-able pupils. 

Teaching assistants and other 

adults can be targeted to support 

groups with the same needs. 

Unless carefully planned, can be 

disruptive to timetabling. 

Overuse of withdrawal groups can 

ŘƛǎǊǳǇǘ ǇǳǇƛƭǎΩ ŜƴǘƛǘƭŜƳŜƴǘ ǘƻ ǘƘŜ 

whole curriculum. 

Although pupils often make good 

progress in the specific group, they 

may not transfer the skills and 

apply them in other contexts. 
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Within-class 

 

Can be used in 

tandem with 

any of the 

above 

grouping 

systems 

Pupils are 

grouped 

within a class 

to enhance 

their learning. 

They may be 

grouped for 

specific 

activities and 

these 

groupings may 

change over 

time. Pupils 

may also be 

grouped 

according to 

ability or to 

other criteria 

such as gender 

mix or a 

specific 

learning need. 

The needs of individual pupils can 

be better met through careful 

modification of teaching 

objectives, materials, tasks set and 

level of support offered. 

Encourages peer support and a 

culture of independent working 

within groups, releasing valuable 

teaching time. 

Creates opportunities for 

ΨƛƴǎǘǊǳŎǘƛƻƴŀƭ ŘƛŀƭƻƎǳŜΩ ǿƛǘƘ ǇǳǇƛƭǎ 

that can deepen learning. 

Cooperative learning can increase 

ǇǳǇƛƭǎΩ ƳƻǘƛǾŀǘƛƻƴΦ 

Encourages social interaction 

between pupils, and supports the 

development of communication 

skills. 

Promotes flexibility as groups can 

be changed regularly. 

Where groups are ability-based, 

this may perpetuate issues of low 

self-esteem, negative attitudes and 

poor behaviour associated with 

other grouping practices. 

If overused as an approach to 

differentiation, it may place 

unreasonably high demands on 

teachers to plan, prepare and 

resource lessons. 

Friendship as the basis of grouping 

can lead to the creation of an anti-

work culture in the group. 

If overused, within-class grouping 

can reduce the amount of time 

available for direct instruction from 

the teacher. 

May create over-dependency if a 

particular teaching assistant always 

supports the same group. 

 

 

Organising pupils for non-academic purposes 

You will also need to consider how to organise your school for extracurricular and pastoral purposes 

including if you are planning to open a residential  special Free School.  

Pastoral care covers many areas such as health, social and moral education, behaviour management 

and emotional support.  In special schools it can also be linked to the application of specific 

therapies. The organisation of this should reflect your vision and values. 

There are two basic approaches, and schools can use a mix of the two: 

Á Organising pupils within  year or Key Stage  groups; or 

Á Organising across year or Key Stage groups.  

 

Within a year group (horizontal) 

Most state schools in England organise pupils for pastoral purposes within year or age groups. 

http://en.wikipedia.org/wiki/Morality
http://en.wikipedia.org/wiki/Education


44 
 

Extra-curricular activities are either arranged as a class (e.g. school trips), as an age group (e.g. sports 

teams) or as a whole school (e.g. theatrical productions). 

tŀǎǘƻǊŀƭ ŎŀǊŜ ƛǎ ƴƻǊƳŀƭƭȅ ǘƘǊƻǳƎƘ ŀ άǘǳǘƻǊ ǎȅǎǘŜƳέΦ Lƴ Ƴƻǎǘ ǇǊƛƳŀǊȅ ǎŎƘƻƻƭǎ ƛƴŎƭǳŘƛƴƎ ǎǇŜŎƛŀƭ ǎŎƘƻƻƭǎΣ 

the class teacher also acts as the tutor to the children.  In most secondary schools including special 

schools, pupils join a form or tutor group. A form tutor, or class teacher, the person (usually a 

ǘŜŀŎƘŜǊύ ŀǎǎƛƎƴŜŘ ǘƻ ǘƘŜ ǘǳǘƻǊ ƎǊƻǳǇΣ Ƙŀǎ ƻǾŜǊǎƛƎƘǘ ƻŦ ǇǳǇƛƭǎΩ ǇŀǎǘƻǊŀƭ ŀƴŘ ŀŎŀŘŜƳƛŎ ƴŜŜŘǎ ŀƴŘ 

usually stays with their form group throughout the pupils' time at the school. Tutor time (the time 

that the tutor and pupils actually spend together) is often but not always at the start of the day. The 

tutor will often stay with the same tutor group from Year 7 to Year 11 to provide continuity of 

pastoral care. 

The potential advantages of this system are that: 

Á Pupils are at similar stages of maturity which can aid the social mix and reduce the chance of 

poor behaviour from older pupils influencing the younger ones; 

Á There may be more opportunities to set up peer support, as all pupils in a group will be 

tackling key milestones at the same time (for example, preparing to go to secondary school, 

induction to a new school, taking internal or external tests or choosing subject options); 

Á It can be less intimidating for younger pupils; and 

Á It may be easier to link together academic and pastoral support. 

 

Across year groups (vertical) 

Most independent schools and an increasing number of state schools organise pupils across year 

groups, rather than in groups of the same age. 

This type of arrangement can involve ŀ άIƻǳǎŜέ ǎȅǎǘŜƳ as the main organisational structure of the 

ǎŎƘƻƻƭΦ 9ŀŎƘ άIƻǳǎŜέ contains pupils from every year group. Assemblies, sporting competitions, 

theatrical performances, and other activities are often done as a house. 

Another way of organising pupils across year groups is by arranging pastoral care in cross-ȅŜŀǊ άǘǳǘƻǊ 

groupsέΣ ǿƘƛŎƘ ǿƻǳƭŘ ƴƻǊƳŀƭƭȅ ōŜ ƳǳŎƘ ǎƳŀƭƭŜǊ ǘƘŀƴ ŀ ƘƻǳǎŜΦ 

The potential advantages of this system are that: 

Á It can improve relations between different year groups and reduce bullying; 

Á Older students can be trained to be leaders and mentors of younger pupils creating positive 

cross-age relationships; and 

Á The size and speciality of each group can be designed and modified to suit the needs and 

interests of different students (e.g. small houses for more challenging students, or each 

House being for a certain speciality such as mathematics or music).  

 

 

http://en.wikipedia.org/wiki/House_system
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Case Study  
A 4 to 19 school for pupils who are profoundly autistic (88 pupils) 

 

Each class is defined for 

academic and pastoral purposes 

but pastoral, extension and 

enrichment activities tend to be 

based on Phases. Each class has 

an attached multi-disciplinary 

team including teachers and 

therapists who will stay with the 

class for the duration of the Key 

Stage. Maximum class size is 6 . 

 

Phase Key Stage  Number of classes 

One Key stages 1 & 2 5 mixed age classes  

Two Key Stage 3 5 mixed age classes 

Three 
Key Stages 4 and 

5 

5 classes: 2 for KS4 and 3 for 

6th 

 form 

 (Upper and Lower 6th and  

Transition)  

 

Further information 

Contact NSN for tailored specialist advice: info@newschoolsnetwork.org  

The DfE provides a literature review on pupil grouping and organisation of classes at: 

http://www.education.gov.uk/schools/toolsandinitiatives/tripsresearchdigests/a0013256/themes-

pupil-grouping-and-organisation-of-classes 

 

 

 

 

 

 

 

 

 

mailto:info@newschoolsnetwork.org
http://www.education.gov.uk/schools/toolsandinitiatives/tripsresearchdigests/a0013256/themes-pupil-grouping-and-organisation-of-classes
http://www.education.gov.uk/schools/toolsandinitiatives/tripsresearchdigests/a0013256/themes-pupil-grouping-and-organisation-of-classes
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D3: Set out a clear strategy for ensuring that the needs of pupils with 

differing abilities are met.  

In this section DfE criteria state that you must:  
 

¶ demonstrate an awareness of the varying needs of individual pupils and have an effective 
strategy for supporting all pupils including supporting those who need it and stretching the 
most able (gifted and talented pupils);  

 

¶ describe the strategies you will use to overcome the barriers to learning that have 
prevented pupils from being educated effectively in mainstream schools;  

 

¶ describe the strategies you will use to ensure that pupils with different special educational 
needs are catered for appropriately if you propose to apply for multiple SEN designations; 
and  

 

¶ set out how you will have regard to the Special Educational Needs Code of Practice 
including your approach to supporting disabled pupils.  

 

In this section you should set out your strategy for ensuring that the needs of children of varying 

abilities will be met. 

You will need to demonstrate an awareness of how individual pupils will have varied needs and 

describe your strategy for meeting them including how you will support those who need extra 

support and how you will stretch the most able pupils and those with particular talents.  This will be 

particularly important if you are applying for multiple SEN designations. 

You will need to think about: 

¶ How you will use a variety of resources including ICT and recognised  therapies to deliver a 

personalised curriculum which will be accessible for all pupils and to overcome barriers to 

learning; 

¶ How you will work with other partners and agencies; 

¶ How your provision will be more effective for your cohort of pupils than that offered in 

mainstream schools; 

¶ How you will prepare your pupils for their transition to and integration into independent 

adulthood,  lifelong learning and employment or training where appropriate and 

¶ How you will have regard to the SEN Code of Practice and the Equality Act. 

 

The Equality Act 2010 

Special Educational Needs (SEN) refers to the additional requirements of children with learning 

difficulties, as well as the additional requirements of children with disabilities, which can encompass 

a wide range of conditions. Your school will have obligations to improve access for disabled pupils 

and prevent discrimination under the Act and  from April 2012 the Governing Body is required to 
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have an equalities scheme in place.  This outlines what actions the school will take to promote 

equality and challenge discrimination for pupils and staff.   

 

¢ƘŜ ŘŜŦƛƴƛǘƛƻƴ ƻŦ ΨŘƛǎŀōƛƭƛǘȅΩ ǳƴŘŜǊ ǘƘŜ 9ǉǳŀƭƛǘȅ !Ŏǘ нлмл 

In the Act, a person has a disability if: 

Á They have a physical or mental impairment; and 

Á The impairment has a substantial and long-term adverse effect on their ability to perform 

normal day-to-day activities. 

For the purposes of the Act, these words have the following meanings: 

Á ΨǎǳōǎǘŀƴǘƛŀƭΩ ƳŜŀƴǎ ƳƻǊŜ ǘƘŀƴ ƳƛƴƻǊ ƻǊ ǘǊƛǾƛŀƭΤ 

Á ΨƭƻƴƎ-ǘŜǊƳΩ ƳŜŀƴǎ ǘƘŀt the effect of the impairment has lasted or is likely to last for at least 

twelve months (there are special rules covering recurring or fluctuating conditions); and 

Á ΨƴƻǊƳŀƭ Řŀȅ-to-Řŀȅ ŀŎǘƛǾƛǘƛŜǎΩ ƛƴŎƭǳŘŜ ŜǾŜǊȅŘŀȅ ǘƘƛƴƎǎ ƭƛƪŜ ŜŀǘƛƴƎΣ ǿŀǎƘƛƴƎΣ ǿŀƭƪƛƴƎ ŀƴŘ Ǝoing 

shopping. 

People who have had a disability in the past that meets this definition are also protected by the Act. 

 

Progressive conditions considered to be a disability 

There are additional provisions relating to people with progressive conditions. People with HIV, 

cancer or multiple sclerosis are protected by the Act from the point of diagnosis. People with some 

visual impairment are automatically deemed to be disabled. 

 

Conditions that are specifically excluded 

Some conditions are specifically excluded from the disability definition, such as a tendency to set 

fires or addictions to non-prescribed substances.  

It is important to note that the Disability Discrimination Act (DDA) definition is broad and includes a 

range of impairments such as learning difficulties, dyslexia, diabetes, epilepsy and HIV, where the 

ŜŦŦŜŎǘ ƻŦ ǘƘŜ ƛƳǇŀƛǊƳŜƴǘ ƻƴ ǘƘŜ ǇǳǇƛƭΩǎ ŀōƛƭƛǘȅ ǘƻ ŎŀǊǊȅ ƻǳǘ ƴƻǊƳŀƭ Řŀȅ-to-day activity is adverse, 

substantial and long-term. 

For a fuller discussion see: 

http://www.equalityhumanrights.com/uploaded_files/guidance_on_matters_to_be_taken_into_acc

ount_in_determining_questions_relating_to_the_definition_of_disability.pdf  

 

 

 

http://www.equalityhumanrights.com/uploaded_files/guidance_on_matters_to_be_taken_into_account_in_determining_questions_relating_to_the_definition_of_disability.pdf
http://www.equalityhumanrights.com/uploaded_files/guidance_on_matters_to_be_taken_into_account_in_determining_questions_relating_to_the_definition_of_disability.pdf
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Requirements for education providers 

The Equality Act has simplified and strengthened the discrimination laws that protect people from 

unfair treatment. The requirements for all education providers are the same. 

It is unlawful for a school or other education provider to treat a disabled student unfavourably. Such 

treatment could amount to: 

Á Direct discrimination; 

Á Indirect discrimination; 

Á Discrimination arising from a disability; or 

Á Harassment. 

 

Direct discrimination 

An education provider must not treat a disabled student less favourably simply because of their 

disability. For instance, they cannot refuse admission to disabled applicants because they are 

disabled. 

 

Indirect discrimination 

An education provider must not do something for all students which would have a negative effect on 

disabled students. For example, a school cannot provide course application forms exclusively in a 

format that may not be accessible for disabled people. 

 

Discrimination arising from a disability 

An education provider must not discriminate against a student because of something that is a 

consequence of their disability. For example, a school cannot prevent a disabled pupil from going 

outside during break time because it will take them too long to get there. 

Harassment 

Education providers must not harass students because of their disability. For example, a teacher 

must not shout at a disabled pupil if the disability means that they are unable to concentrate. 

 

Making adjustments 

Education providers must make reasonable adjustments to ensure that disabled students are not 

discriminated against. Making reasonable adjustments could include: 

Á Changes to practices or procedures; 

Á Changes to physical features; 

Á Changes to how learners are assessed; or 
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Á Providing extra support and aids (such as specialist teachers or equipment). 

Schools are not expected to change their premises, but they are expected to make long-term plans 

for improving access to their buildings through their planning duties. 

For a starting point on school obligations see: 

http://www.equalityhumanrights.com/advice-and-guidance/guidance-for-education-providers-

schools/introduction/  

 
 
{ŎƘƻƻƭǎΩ Řǳǘȅ ǘƻ ǇǊƻǾƛŘŜ ŀǳȄƛƭƛŀǊȅ ŀƛŘǎ ŀƴŘ ǎŜǊǾƛŎŜǎ ŀǎ ǊŜŀǎƻƴŀōƭŜ ŀŘƧǳǎǘƳŜƴǘǎ 
 
Under the relevant provision of the Equality Act, schools have additional duties. The reasonable 

adjustments duty will include the provision of auxiliary aids and services for disabled pupils. As a 

Special Free School, it is likely that you would already have the necessary provisions in place but it is 

worth considering your obligations in this area.  

Most disabled children will already have what may be classed as auxiliary aids and services provided 

through the SEN framework and through their statement, but you may want to consider if the 

children have other needs that you should be addressing.  

It is up to schools to decide how to meet their legal duties to support each pupil with SEN following 

ŎƻƴǎƛŘŜǊŀǘƛƻƴ ƻŦ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭ ŎƘƛƭŘΩǎ ƴŜŜŘǎΦ  Lƴ ŘƻƛƴƎ ǘƘƛǎΣ ǘƘŜ ǎŎƘƻƻƭ Ƴǳǎǘ ϥƘŀǾŜ ǊŜƎŀǊŘϥ ǘƻ ǘƘŜ 

guidance in the SEN Code of Practice. In your application it is important that you demonstrate how 

you are going to meet the aims if the Act, specifically: 

Á Eliminate discrimination, harassment and victimisation; 

Á Advance equality of opportunity; and 

Á Foster good relations (and tackle prejudice and promote understanding) 

For a more detailed account of what you need to do in a disability impact assessment see: 

http://www.equalityhumanrights.com/uploaded_files/PSD/equality_impact_assessment_guidance_

quick-start_guide.pdf 

 

The SEN Code of Practice  

The SEN Code of Practice sets out guidance on policies and procedures aimed at enabling pupils with 

SEN to reach their full potential, to be included fully in their school communities, and to make a 

successful transition to adulthood. You must read the SEN Code of Practice before setting out how 

your school will have regard to the code and meet the key expectations (eg. having an identified 

governor wiǘƘ ǎǇŜŎƛŦƛŎ ƻǾŜǊǎƛƎƘǘ ƻŦ ǘƘŜ ǎŎƘƻƻƭΩǎ ǇǊƻǾƛǎƛƻƴ ŦƻǊ ƳŜŜǘƛƴƎ {ǇŜŎƛŀƭ 9ŘǳŎŀǘƛƻƴŀƭ bŜŜŘǎΣ ƻǊ 

ensuring that parents are fully involved and understand the purpose of any intervention or 

programme of action for their child.) 

http://www.education.gov.uk/childrenandyoungpeople/sen/sen/guidance/a0013160/the-sen-code-

of-practice.    

http://www.equalityhumanrights.com/advice-and-guidance/guidance-for-education-providers-schools/introduction/
http://www.equalityhumanrights.com/advice-and-guidance/guidance-for-education-providers-schools/introduction/
http://www.equalityhumanrights.com/uploaded_files/PSD/equality_impact_assessment_guidance_quick-start_guide.pdf
http://www.equalityhumanrights.com/uploaded_files/PSD/equality_impact_assessment_guidance_quick-start_guide.pdf
http://www.education.gov.uk/childrenandyoungpeople/sen/sen/guidance/a0013160/the-sen-code-of-practice
http://www.education.gov.uk/childrenandyoungpeople/sen/sen/guidance/a0013160/the-sen-code-of-practice
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Special Educational Needs Co-ordinator (SENCO) 

Special Free Schools do not need to appoint a SENCO but this is  considered best practice. Where 

employed, SENCOs are responsible for the following tasks: 

Á Managing school-based provision; 

Á Providing professional guidance to school staff on matters relating to SEN; 

Á Advising the school leadership on SEN strategy; and  

Á Liaising with parents, carers, external agencies, professionals and the LA. 

A good SENCO can make a profound difference to helping a school develop its overall strategy and 

help teachers deliver tailored support to individual pupils.  

 

Further information 

Contact NSN for tailored specialist advice: info@newschoolsnetwork.org  

Information on how to use P Scales: https://orderline.education.gov.uk/gempdf/1849624011/qcda-

11-4841_Using_the_p_scales_to_assess_pupils_progress.pdf  

Completing the record of inspection evidence and judgements. Section 162A independent school 
Inspection guidance (Ofsted, Reference no: 090051) provides guidance for inspecting the curriculum 
of Independent schools which may be helpful. 

http://www.ofsted.gov.uk/resources/completing-record-of-inspection-evidence-and-judgements-
independent-schools 

The Framework for School Inspection (Ofsted, Reference no: 090019) provides the criteria and 
descriptors set out in the inspection framework and guidance illustrate the standards of 
performance and effectiveness expected of schools. It is therefore a valuable source document for 
schools seeking to implement a robust, nationally referenced, self evaluation system. 

http://www.ofsted.gov.uk/Ofsted-home/Forms-and-guidance/Browse-all-
by/Other/General/Framework-for-the-inspection-of-maintained-schools-in-England-from-
September-2009 

A new Ofsted school inspection framework will commence from January 2012. The draft inspection 

schedule can be downloaded here:  http://www.ofsted.gov.uk/resources/draft-framework-for-

school-inspection-january-2012  

Specific to SEN: 

Á 5Ŧ9Ωǎ ƻŦŦƛŎƛŀƭ ǇŀƎŜ: http://www.education.gov.uk/childrenandyoungpeople/sen/sen 

Á Implementing the Disability Discrimination Act in schools and Early Years settings is an 

essential guide to the duties set out in the DDA in the CD-ROM publication. It is designed to 

help schools and LAs to fulfil their obligations to improve access and prevent discrimination: 

http://www.education.gov.uk/publications/standard/publicationdetail/page1/DfES%200160

%202006. 

mailto:info@newschoolsnetwork.org
https://orderline.education.gov.uk/gempdf/1849624011/qcda-11-4841_Using_the_p_scales_to_assess_pupils_progress.pdf
https://orderline.education.gov.uk/gempdf/1849624011/qcda-11-4841_Using_the_p_scales_to_assess_pupils_progress.pdf
http://www.ofsted.gov.uk/resources/completing-record-of-inspection-evidence-and-judgements-independent-schools
http://www.ofsted.gov.uk/resources/completing-record-of-inspection-evidence-and-judgements-independent-schools
http://www.ofsted.gov.uk/Ofsted-home/Forms-and-guidance/Browse-all-by/Other/General/Framework-for-the-inspection-of-maintained-schools-in-England-from-September-2009
http://www.ofsted.gov.uk/Ofsted-home/Forms-and-guidance/Browse-all-by/Other/General/Framework-for-the-inspection-of-maintained-schools-in-England-from-September-2009
http://www.ofsted.gov.uk/Ofsted-home/Forms-and-guidance/Browse-all-by/Other/General/Framework-for-the-inspection-of-maintained-schools-in-England-from-September-2009
http://www.ofsted.gov.uk/resources/draft-framework-for-school-inspection-january-2012
http://www.ofsted.gov.uk/resources/draft-framework-for-school-inspection-january-2012
http://www.education.gov.uk/childrenandyoungpeople/sen/sen
http://www.education.gov.uk/publications/standard/publicationdetail/page1/DfES%200160%202006
http://www.education.gov.uk/publications/standard/publicationdetail/page1/DfES%200160%202006
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Á The Equality Commission has produced guidance on the new Equality Impact Statement for 

Public bodies: http://www.equalityhumanrights.com/uploaded_files/PSD/eiaguidance.pdf   

Á SEN Code of Practice and SEN Toolkit:   

http://www.education.gov.uk/childrenandyoungpeople/sen/sen/guidance/a0013160/the-

sen-code-of-practice 

http://www.education.gov.uk/childrenandyoungpeople/sen/sen/guidance/a0013144/sen-

toolkit  

The Code provides guidance on policies and procedures. The Toolkit provides additional 

information and practical advice on ways to implement the Code and to support pupils with a 

range of SEN. 

Á SEN National Guidance and FAQ: www.education.gov.uk/schools/pupilsupport/SEN 

Á Information on mŜŜǘƛƴƎ ǇǳǇƛƭǎΩ ƴŜŜŘǎΣ {9b ǊŜǎƻǳǊŎŜǎΣ ǘǊŀƛƴƛƴƎ ŀƴŘ LƴŦƻǊƳŀǘƛƻƴ {ƘŜŜǘǎΣ ŜΦƎΦ 

Ψ¢ƘŜ 9ŦŦŜŎǘƛǾŜ wƻƭŜ ƻŦ ǘƘŜ {9b/hΩΥ www.nasen.org.uk   

Á SEN & ICT weblink: http://www.abilitynet.org.uk/ 

 

The use of resources in meeting pupil needs 

In this section DfE criteria state that you must:  
 

¶ ǎƘƻǿ Ƙƻǿ ȅƻǳ ǿƛƭƭ ǳǎŜ L/¢Σ ƻǘƘŜǊ ŀƎŜƴŎƛŜǎ ŀƴŘ ǇŀǊǘƴŜǊǎΩ ǊŜǎƻǳǊŎŜǎ ǘƻ ǎǳǇǇƻǊǘ ǇǳǇƛƭǎ ƻŦ 
varying abilities and needs;  

 

In this section you will need to show how you will use a variety of resources both internal and 

external to the school as part of your strategy to meet pupil needs.    Information and 

Communication Technology (ICT) will be crucial in this respect, both as part of the curriculum and as 

a means of making the curriculum accessible through the use of specialist software and of auxiliary 

aids by reducing barriers to learning.  You should also think about how you will use recognised 

therapies as part of your provision, if you plan to do so, and how their use supports your educational 

vision.  Outside the school you will be working with a range of agencies and accessing their resources 

and you should describe which partners and agencies will be supporting you. 

 

The use of ICT 

ICT is an important part of the Core Curriculum in both the primary and secondary stages.  Skills may 

be taught through individual lesson plans, and may also support learning in other curriculum areas. 

In your application you should make clear how ICT will be used in your school to enable pupils to 

achieve their full potential and to improve their quality of life and independence. 

For further information on how ICT can aid inclusive practice see: 

https://www.education.gov.uk/publications/eOrderingDownload/15009MIG2791.pdf  

http://www.equalityhumanrights.com/uploaded_files/PSD/eiaguidance.pdf
http://www.education.gov.uk/childrenandyoungpeople/sen/sen/guidance/a0013160/the-sen-code-of-practice
http://www.education.gov.uk/childrenandyoungpeople/sen/sen/guidance/a0013160/the-sen-code-of-practice
http://www.education.gov.uk/childrenandyoungpeople/sen/sen/guidance/a0013144/sen-toolkit
http://www.education.gov.uk/childrenandyoungpeople/sen/sen/guidance/a0013144/sen-toolkit
http://www.education.gov.uk/schools/pupilsupport/SEN
http://www.nasen.org.uk/
http://www.abilitynet.org.uk/
https://www.education.gov.uk/publications/eOrderingDownload/15009MIG2791.pdf
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Partnership working 

In order to achieve the best possible outcomes for young people, Special Free Schools should ensure 

that they are working in partnership with parents, pupils, other services and agencies. In your 

application you should set out how your school will work in partnership to give each pupil the 

support needed to fulfil their potential. This sort of multi-agency approach can offer improved 

outcomes for children by providing access to a wider range of services. In particular, your school will 

be expected to have strong links with charities and voluntary organisations that work with the type 

of needs your Special Free School intends to cater for. More broadly, you may want to consider if or 

how you will work with: 

Á Local healthcare providers; 

Á [! ŎƘƛƭŘǊŜƴΩǎ ǎŜǊǾƛŎŜǎΤ 

Á Child protection agencies;  

Á Social services; 

Á Relevant organisations in the voluntary and community sector; 

Á Child and adolescent mental health services; 

Á Local charities; 

Á Parent Partnership Services; 

Á Parent support groups; and 

Á Local LLDD (Learners with Learning Difficulties or Disabilities) independent providers. 

Your application should also set out how the school will work in partnership with other schools and 

local authorities. This could involve working with individual schools or a cluster of schools, including 

mainstream schools, other special schools, independent and state schools . Depending on the needs 

catered for, your school may expect to have some pupils in mainstream schools part time which may 

necessitate a formal partnership. You could consider: 

Á Partnerships to develop your staff (eg. shared CPD or training); 

Á Partnerships which can extend your curricular offer; 

Á Opportunities to share best practice; 

Á {ƘŀǊƛƴƎ ȅƻǳǊ ǎǘŀŦŦΩǎ {9b ŜȄǇŜǊǘƛǎŜ ǿƛǘƘ ƻǘƘŜǊ ǎŎƘƻƻƭǎΤ 

Á Sharing facilities or resources; and 

Á Partnerships to offer opportunities or projects for pupils. 
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Further information 

Contact NSN for tailored specialist advice: info@newschoolsnetwork.org 

Contact your local council for information about their /ƘƛƭŘǊŜƴ ŀƴŘ ¸ƻǳƴƎ tŜƻǇƭŜΩǎ {ŜǊǾƛŎŜǎ: 

http://www.direct.gov.uk/en/Dl1/Directories/Localcouncils/index.htm 

National Association of Independent Schools and Non-Maintained Special Schools: 

http://www.nasschools.org.uk/ 

Council for Disabled Children: http://www.ncb.org.uk/default.aspx 

NASEN: http://www.nasen.org.uk/ 

British Institute of Learning Difficulties: http://www.bild.org.uk/ 

Case study of effective multi-agency working:  

http://www.nationalcollege.org.uk/docinfo?id=73876&filename=best-case-scenario.pdf  

 

Social integration and emotional development 

In this section DfE criteria state that you must:  
 

¶ set out how you will prepare pupils to integrate into society successfully after leaving the 
school, including progression into further education, training or employment where 
appropriate;  

 

Your Special Free School should provide opportunities to help and support the social integration and 

emotional development of pupils while at school and in their transition to adult life.  Developing 

links with mainstream schools and other special schools in your local area can provide such 

opportunities, for example joint sporting events, or performance opportunities such as music.  

Working in small groups does not always promote social integration and emotional development; 

the opportunity for learners to work with different genders and ages in a range of environments can 

be beneficial. To this end, special schools regularly involve their learners in community projects, 

residential trips, group performances and specialised outreach and support. 

Examples of successful approaches include the following: 

Á One school participated in a project with a local hotel chain to regenerate the ancient 

garden on the hotel site. Students from a local special school designed, developed and 

reconstructed the garden. The project was supported by staff and professionals from local 

businesses and the hotel itself. Once completed, the students from the school provided 

tours for guests and local people. 

mailto:info@newschoolsnetwork.org
http://www.direct.gov.uk/en/Dl1/Directories/Localcouncils/index.htm
http://www.nasschools.org.uk/
http://www.ncb.org.uk/default.aspx
http://www.nasen.org.uk/
http://www.bild.org.uk/
http://www.nationalcollege.org.uk/docinfo?id=73876&filename=best-case-scenario.pdf
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Á One special school worked closely with a mainstream school to provide a sports competition 

for primary aged students from the special school.  

Á One special school promoted the theme of citizenship and arranged an organised trip to the 

Houses of Parliament. As part of the tour and visit the students were able to have a question 

and answer session with their local MP. 

 

Transition 

Where appropriate, Special Free Schools should prepare pupils for the next educational stage as well 

as encouraging the re-integration of pupils to mainstream schools. Your application should outline 

how the school will support pupils to make these transitions. Schools also play a key role in helping 

young people make a successful transition to adulthood. This may present additional challenges for 

young people who are disabled or have SEN. Where appropriate, your application should also set out 

how your school will prepare young people for the transition to adulthood and independent living.  

At the ages of 11, 14 and 16 the SEN Annual Review process deliberates on the Pupil's impending 

transition from school to adult life. A plan is put in place to help the pupils and their parents adapt 

towards life as an adult. 

 

The goals for transition are set out in 4 broad areas:  

Á Employment, useful work and valued activity; 

Á Personal autonomy, independent living and adult status; 

Á Social interaction, community participation, leisure and recreation; and 

Á Adult roles within the family.  

Students with disabilities have a legal right not to be discriminated against at college or university, or 

in the work place.  Under the Equality Act 2010 educational institutions are required to make 

ΨǊŜŀǎƻƴŀōƭŜΩ ŀŘƧǳǎǘƳŜƴǘǎ ŦƻǊ ŘƛǎŀōƭŜŘ ǎǘǳŘŜƴǘǎΦ ¢ƘŜ ƭŀǿ ŎƻǾŜǊǎ ƴƻǘ ƻƴƭȅ ǘƘŜ ǇǊƻǾƛǎƛƻƴ ƻŦ ŎƻǳǊǎŜǎΣ ōǳǘ 

ŀƭǎƻ ŀŘƳƛǎǎƛƻƴǎ ŀƴŘ ΨǎǘǳŘŜƴǘ ǎŜǊǾƛŎŜǎΩ ǎǳŎƘ ŀǎ ŎŀǘŜǊƛƴƎΣ ŎƻǳƴǎŜƭƭƛƴƎ ǎŜǊǾƛŎŜǎ ŀƴŘ ŦƛŜƭŘ ǘǊƛǇǎΦ   

You will need to set out the transition process that you will adopt within your school to address the 

individual needs of each learner at each stage of transition from 3-18.   

One special school for children and young people who are profoundly autistic has a dedicated 

Transitions Officer to support students and parents in making informed choices about transitions 

from one stage to another including to post school provision. 

As part of the Transition process you will need to engage other agencies and providers, such as local 

health services, social care services, careers advice and guidance providers or other education 

providers such as colleges as their support may continue until the young person is 25 or older.  

Within this section you should also outline how you will consider potential student transitions to and 

from mainstream schools.    
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D4: Tell us how your definitions and measures of success will deliver 
your aspirations for pupil achievement.  
 

In this section DfE criteria state that you must:  
  

¶ outline the targets that are proposed, why these are suitable to measure the delivery of 
your education vision, and what your strategy will be to achieve these;  

 

¶ describe the proposed success measures for individual pupils and the school and how 
these will be monitored, reviewed and reported; and  

 

¶ set out plans to develop pupil assessment and tracking systems.  
 

The development, achievement and attainment of pupils is the ultimate goal for a school.  

Achievement is the progress that your pupils make at school from the baseline on admission and 

attainment is represented by their quantifiable results or scores.  In order to demonstrate that you 

have a robust plan for pupil achievement and attainment, your application should answer the 

following questions: 

Á What are your targets for the whole school, for groups of pupils and individual pupils? 

Á How will you define, plan for and measure the success of your school? 

Á How will you monitor and track pupil progress towards your targets? 

Á  How and how often will you review targets? 

Á  How and to whom will you report your results and outcomes?   

Á How will people be held to account for the success of the school as a whole and for 

individual pupils?  

To succeed, a school needs to decide where it wants to get to, determine the path for getting there 

ŀƴŘ ŎƘŜŎƪ ǘƘŀǘ ǘƘƛƴƎǎ ǎǘŀȅ Ψƻƴ ǘǊŀŎƪΩΦ {ŎƘƻƻƭǎ ŀǊŜ ŎƻƳǇƭŜȄ ƻǊƎŀƴƛǎŀǘƛƻƴǎΦ ¸ƻǳ ǎƘƻǳƭŘ ƻǳǘƭƛƴŜ Ƙƻǿ ȅƻǳ 

will integrate planning and whole school systems in a way that will ensure the success of your 

school. 
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How will you define success? 

In this section DfE criteria state that you must:  
  

¶ outline the targets that are proposed, why these are suitable to measure the delivery of 
your education vision, and what your strategy will be to achieve these. 

 

There are many possible definitions of success. Some, for example, may relate specifically to pupilǎΩ 

attainment or progress expressed as quantifiable targets, others may pertain to their participation in 

specific aspects of school or community life, 

such as playing a musical instrument or 

carrying out voluntary work. Other definitions 

may be more about ǇǳǇƛƭǎΩ ŘŜǎǘƛƴŀǘƛƻƴǎ ƛƴ 

employment or further and higher education 

after they leave school. Many special schools 

will want their pupils to have highly 

personalised goals.  

It is important that your definition of success is 

determined, to a large degree, by the vision 

and goals you have set out in section 3 of your 

application. It should incorporate all of the 

ƛƴŘƛŎŀǘƻǊǎ ȅƻǳ ǿƻǳƭŘ ǎŜŜ ƛƴΣ ǎŀȅΣ р ȅŜŀǊǎΩ ǘƛƳŜΣ 

if everything had gone well and your school 

was achieving your own particular vision. Your 

goals should be: 

Á Specific and simple to understand; 

Á Based on measurable data and/ or 

criteria where possible; 

Á Credible; 

Á Achievable through efficient use of the resources at your disposal; and 

Á Linked to a specified time by which you will achieve it (eg. in 3 years) 

Bottom line: in this section of your application you should specify the targets you will set for your 

expected pupil population. 

 

 

 

 

Possible definitions of success 

Depending on your vision and ethos, you could 

define success in many ways. Examples of suitable 

whole school targets could include: 

Á !ƭƭ ǇǳǇƛƭǎ ƳŀƪŜ ŀǘ ƭŜŀǎǘ ΨŜȄǇŜŎǘŜŘ ǇǊƻƎǊŜǎǎΩ 

in English and mathematics.  This could be 

defined in National Curriculum or P levels or 

sub levels. 

Á Every pupil has learned to play a musical 

instrument. 

Á Every pupil has the opportunity to be 

involved in a community based project 

during their time in school. 

Á All pupils develop increased self-esteem 

through a performance opportunity. 

Á Every pupil will learn to use ICT to access the 

curriculum.  
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How will success be measured? 

In this section DfE criteria state that you must:  
 

¶ describe the proposed success measures for individual pupils and the school and how 
these will be monitored, reviewed and reported; and  

 

Your proposal should outline how you will go about setting ambitious yet credible targets for  

individual pupils, groups of pupils  and for the whole school for improved attainment and 

ŀŎƘƛŜǾŜƳŜƴǘ ŀƴŘ Ƙƻǿ ǘƘŜǎŜ ŀƴŘ ƻǘƘŜǊ ƳŜŀǎǳǊŜǎ ƻŦ ǎǳŎŎŜǎǎ ǿƛƭƭ ŘǊƛǾŜ ǘƘŜ ǎŎƘƻƻƭΩǎ ŘŜǾŜƭƻǇƳŜƴǘ 

planning and systems over time.  

9ȄǘŜǊƴŀƭƭȅΣ ȅƻǳǊ ǎŎƘƻƻƭΩǎ ǎǳŎŎŜǎǎ could be 

measured in two ways: 

Á Performance tables published annually by 

the DfE. These include measures of 

attainment, progress and attendance and 

tell you how well your school is doing 

compared to other schools nationally, in 

the Local Authority and in relation to the 

DfE floor standards. However for schools 

with fewer than 300 pupils performance 

data are not published in these tables. 

Nevertheless special schools are required 

to provide P level data or the results of 

Standard Assessment Tests (SATs) to the 

DfE annually. 

Á Ofsted inspections which provide an 

independent, external evaluation. Day and 

residential special schools are subject to 

different Ofsted inspection schedules. Both 

can be found on the Ofsted web site. 

-  You will receive an inspection before 

opening to provide you with an 

independent registration number which 

ŜƴǎǳǊŜǎ ǘƘŜ ǎŎƘƻƻƭ ƛǎ άŦƛǘ ŦƻǊ ǇǳǊǇƻǎŜέΦ 

-  You will then receive a further inspection, usually in the first 2 years of opening, to 

ŜǾŀƭǳŀǘŜ ȅƻǳǊ ǎŎƘƻƻƭΩǎ ŜŦŦŜŎǘƛǾŜƴŜǎǎ ŀƴŘ ŘŜǘŜǊƳƛƴŜ ǿƘŀǘ ƛǘ ǎƘƻǳƭŘ Řƻ ǘƻ ƛƳǇǊƻǾŜΣ ōased 

on a range of evidence. 

IƻǿŜǾŜǊΣ ȅƻǳǊ ǎŎƘƻƻƭΩǎ ƻǿƴ self-evaluation system should allow you to identify and resolve issues 

without having to wait for inspections, external test or examination results, or league tables. Your 

Different types of indicator 

 

Quantitative indicators are measures that a 

number can easily be put against. They include: 

Á pupil numbers; 

Á test scores; and 

Á attendance. 

The data might be analysed at individual pupil level 

or by cohort. Lƴ ǘǊŀŎƪƛƴƎ ǇǳǇƛƭǎΩ ŎǳǊǊŜƴǘ 

performance schools need to take care that the 

assessment information provided by teachers is 

accurate. 
 

 

Qualitative indicators are important for telling you 

things that the numbers do not, such as parent 

satisfaction. Evidence for them can be gathered, 

for example, from questionnaires, interviews with 

pupils and parents and lesson observations. 

Frameworks which provide the criteria for national 

standards can help to bring about consistency and 

rigour when making judgements based on 

qualitative information. One example would be the 

Ofsted Framework for School Inspection. 

 



58 
 

application should, therefore, outline how you will develop a robust self-evaluation system that tells 

ȅƻǳ ǿƘŀǘ ȅƻǳ ƴŜŜŘ ǘƻ ƪƴƻǿ ŀƴŘ Ƙƻǿ ȅƻǳ ǿƛƭƭ ǳǎŜ ǘƘƛǎ ƛƴŦƻǊƳŀǘƛƻƴ ǘƻ ŜƴǎǳǊŜ ǘƘŜ ǎŎƘƻƻƭΩǎ ǎǳŎŎŜǎǎΦ 

 

Self-evaluation 

! ƪŜȅ ǇŀǊǘ ƻŦ ƳŜŀǎǳǊƛƴƎ ȅƻǳǊ ǎŎƘƻƻƭΩǎ ǎǳŎŎŜǎǎ ǿƛƭƭ ōŜ ŀ ŎƻƴǎǘŀƴǘΣ ǊƛƎƻǊƻǳǎ ŎȅŎƭŜ ƻŦ self-evaluation 

which could reference these external measures as national benchmarks. The process should be 

simple and integrated with other school management systems and should include listening and 

responding to the views of those involved in and with the school.  

The core indicators you should track to understand your progress against these external measures 

include: 

Á Attainment and progress (see the link at the end of this section to the DfE annual 

performance tables for what is currently published for schools with more than 300 pupils); 

Á Quality of learning and teaching; 

Á Pupil attendance; 

Á Behaviour and safety; 

Á tǳǇƛƭǎΩ ŜƴƧƻȅƳŜƴǘ ƻŦ ǎŎƘƻƻƭΤ 

Á tŀǊŜƴǘǎΩ ŀƴŘ ŎŀǊŜǊǎΩ ŀǘǘƛǘǳŘŜǎΤ 

Á Leadership and management including governance; and 

Á Budget planning and management. 

In addition, your self-evaluation system will allow you to track your performance against your own 

definition of success ǘƘŀǘ ƛǎ ƭƛƴƪŜŘ ǘƻ ȅƻǳǊ ǎŎƘƻƻƭΩǎ ǇŀǊǘƛŎǳƭŀǊ ǾƛǎƛƻƴΦ ¸ƻǳǊ ǎŜƭŦ-evaluation system 

should identify, monitor and evaluate those indicators thŀǘ ǿƛƭƭ ǳƭǘƛƳŀǘŜƭȅ ƛƳǇŀŎǘ ƻƴ ǇǳǇƛƭǎΩ 

outcomes. 

Good self-evaluation systems share certain characteristics: 

Á Headteacher, senior leaders, governors, staff and pupils are fully involved; 

Á Self-ŜǾŀƭǳŀǘƛƻƴ ƛǎ ŀ Ŏƻƴǘƛƴǳƻǳǎ ǇǊƻŎŜǎǎ ƴƻǘ ŀ Ψōƻƭǘ ƻƴΩ ŀŎǘƛǾƛǘȅΦ Lǘ ƛǎ determined by the needs 

of the school and its pupils rather than the requirements of external bodies; 

Á A range of quantitative and qualitative indicators are measured; 

Á These indicators are selected carefully to ensure they capture the most important 

information about the success of the school; 

Á Day-to-day monitoring within the school is sharply focused on these indicators; 

Á Strengths and weaknesses, particularly in teaching, learning, behaviour, safety and 

attendance are rigorously analysed and this leads to plans for continuous improvement; and 



59 
 

Á The school compares itself with similar schools nationally and uses this information to set 

challenging targets.  

To be effective, self-evaluation must inform and be informed by other key systems in the school 

including those dealing with: 

Á Assessment: the use of external and internal examinations, targets for individual and groups 

of pupils and tests including baseline assessment and  tests for small steps of progress where 

appropriate as well as ǘŜŀŎƘŜǊǎΩ ƧǳŘƎŜƳŜƴǘǎ ƻŦ pupilǎΩ ǿƻǊƪ to indicate how well they are 

developing knowledge, understanding and skills and meeting their IEP targets;  assessment 

and reporting systems should show both pupil attainment (e.g. test or P Level scores) and 

achievement (progress); 

Á Tracking: the gathering, sharing and use of assessment and other data to check whether 

individual pupils, classes, year groups, specific groups - such as gender groups, ethnic 

minorities, looked after children and children with specific special needs - and the school as 

ŀ ǿƘƻƭŜ ŀǊŜ Ψƻƴ ǘǊŀŎƪΩ ǘƻ ƳŜŜǘ ǘƘŜƛǊ ǘŀǊƎŜǘǎΤ 

Á Pupil intervention: any action planned to improve the progress of pupils who are at risk of 

not fulfilling their potential. Effective intervention helps pupils make up shortfalls in their 

learning and accelerates their progress; 

Á Line management: a chain of management, accountability and support, involving all staff, 

that leads via the leadership team to the headteacher;  

Á Performance management: the process for assessing the overall performance of a teacher , 

therapist , member of the support staff or headteacher in the context of their job description 

ƛƴŎƭǳŘƛƴƎ ǇǊƻǾƛǎƛƻƴ ŦƻǊ ǘƘŜƛǊ ŦǳǘǳǊŜ ŘŜǾŜƭƻǇƳŜƴǘ ǿƛǘƘ ǊŜŦŜǊŜƴŎŜ ǘƻ ǘƘŜ ǎŎƘƻƻƭΩǎ ǘŀǊƎŜǘǎ ŀƴŘ 

strategic plan; 

Á Professional development: learning that enables staff to develop the skills they need to do 

their job effectively and advance their careers.  

You should consider how you will make sure these systems are effective so they work together to 

ƪŜŜǇ ȅƻǳǊ ǎŎƘƻƻƭ ŀƴŘ ŜŀŎƘ ƛƴŘƛǾƛŘǳŀƭ ǇǳǇƛƭ Ψƻƴ ǘǊŀŎƪΩ ŦƻǊ ǎǳŎŎŜǎǎΣ ŀnd how you will respond where 

necessary.  

 

Who will be accountable for success?  

In this section DfE criteria state that you must:  
 

¶ set out plans to develop pupil assessment and tracking systems.  
 

5ŜŦƛƴƛƴƎ ŀƴŘ ƳŜŀǎǳǊƛƴƎ ȅƻǳǊ ǎŎƘƻƻƭΩǎ ǎǳŎŎŜǎǎ will not lead to positive results unless there is clear 

accountability. A good accountability system has the following characteristics: 

Á The Headteacher is regularly held accountable for the success of the school by the governing 

body; 
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Á The school leadership and the governing body have systems in place for monitoring the 

ǎŎƘƻƻƭΩǎ ǇǊƻƎǊŜǎǎ ǘƻǿŀǊŘǎ ƛǘǎ ǘŀǊƎŜǘǎ ŀƴŘ ƻōƧŜŎǘƛǾŜǎΤ 

Á All staff have clear job descriptions that give ultimate responsibility for achieving each of the 

ǎŎƘƻƻƭΩǎ Ǝƻŀƭǎ ǘƻ ǎǇŜŎƛŦƛŎ ƳŜƳōŜǊǎ ƻŦ ǎǘŀŦŦΤ 

Á A line management system and structure ensures every member of staff is held accountable 

for the outcomes of students in their area of responsibility; 

Á Accountability is supportive, rather than punitive, with positive as well as negative incentives 

for performance; and 

Á Where performance is not satisfactory, a clearly defined, well communicated process of 

escalation is in place that supports the staff member to improve as well as providing 

consequences if they do not. 

Á The Governing Body is ultimately accountable to the wider community for the success of its 

school and is responsible for ensuring high standards through setting strategic direction, 

ensuring within-school accountability, and monitoring and evaluating school performance. 

You may want to consider what performance information you will make available to parents 

and the public, and how this will be communicated. 

{ŜŜ ŀƭǎƻ сΦр Ψ[ŜŀŘŜǊǎƘƛǇ ŀƴŘ ǎǘŀŦŦƛƴƎΩΦ 

 

Further information 

Ofsted report on Special Schools titled twelve outstanding special schools. Excelling through 

inclusion: http://www.ofsted.gov.uk/resources/twelve -outstanding-special-schools-excelling-through-

inclusion 

A Guide to the Law for School Governors: Guidance for school governors on their legal 
responsibilities and how these fit in with the responsibilities of the Headteacher, the local  
authority (LA) and the Secretary of State for the Department for Education. This guide sets out the 

statutory requirements relating to governing body responsibilities. The explanatory text should be 

read alongside the Law and Guidance sections listed at the end of each chapter, and any information 

on governance provided by the local authority. This document also includes a comprehensive and 

very useful glossary of terms.  

http://www.education.gov.uk/schools/leadership/governance/b0065507/gttl  

DfE Performance Tables: These tables give information on the achievement and attainment of 

pupils in primary and secondary schools and colleges for key stages 2, 4 and 5, and how they 

compare with other schools in their local authority (LA) area and in England as a whole. The tables 

include LA maintained schools, Academies, City Technology Colleges, Independent schools and 

some larger Special schools. http://www.education.gov.uk/performancetables/  

Assessing pupil progress: a useful guide from 2009 can be downloaded here: 

https://www.education.gov.uk/publications/eOrderingDownload/Assessing_pupils_progress.pdf  

http://www.ofsted.gov.uk/resources/twelve-outstanding-special-schools-excelling-through-inclusion
http://www.ofsted.gov.uk/resources/twelve-outstanding-special-schools-excelling-through-inclusion
http://www.education.gov.uk/schools/leadership/governance/b0065507/gttl
http://www.education.gov.uk/performancetables/
https://www.education.gov.uk/publications/eOrderingDownload/Assessing_pupils_progress.pdf
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The Framework for School Inspection (Ofsted, Reference no: 090019) provides the criteria and 

descriptors set out in the inspection framework and guidance illustrates the standards of 

performance and effectiveness expected of schools. It is therefore a valuable source document for 

schools seeking to implement a robust, nationally referenced, self-evaluation system. 

http://www.ofsted.gov.uk/Ofsted-home/Forms-and-guidance/Browse-all-

by/Other/General/Framework-for-the-inspection-of-maintained-schools-in-England-from-

September-2009 

A new Ofsted school inspection framework will commence from January 2012. The draft inspection 

schedule can be downloaded here:  http://www.ofsted.gov.uk/resources/draft-framework-for-

school-inspection-january-2012  

 

Ofsted also provides other useful guidance materials including: 

Á Supplementary guidance and resources for inspectors: http://www.ofsted.gov.uk/Ofsted-

home/Forms-and-guidance/Browse-all-by/Education-and-skills/Schools/Supplementary-

guidance-and-resources-for-inspectors 

Á http://www.ofsted.gov.uk/resources/best-practice-self-evaluation-survey-of-schools-

colleges-and-local-authorities  

A new relationship with schools: Improving performance through school self-evaluation (DfES 
1290-2005DOC-EN) identifies some key points about self-evaluation that schools should take into 
account: 
http://publications.teachernet.gov.uk/default.aspx?PageFunction=productdetails&PageMode=publi
cations&ProductId=DFES-1290-2005&  

The Performance Management arrangements for teachers and Headteachers employed by a LA or 
governing body in England are set out in legislation via The Education (School Teacher Performance 
Management) (England) Regulations 2006. 
http://www.legislation.gov.uk/uksi/2006/2661/contents/made  

Transition Information Network: http://www.transitioninfonetwork.org.uk/home1.aspx 

The National College for School Leadership has resources on achievement of children with SEN: 
http://www.nationalcollege.org.uk/index/leadershiplibrary/leadingschools/narrowing-the-
gap/narrowing-the-gap-research-campaign/addressing-achievement-of-children-with-sen.htm  

 

 

 

 

 

 

 

http://www.ofsted.gov.uk/Ofsted-home/Forms-and-guidance/Browse-all-by/Other/General/Framework-for-the-inspection-of-maintained-schools-in-England-from-September-2009
http://www.ofsted.gov.uk/Ofsted-home/Forms-and-guidance/Browse-all-by/Other/General/Framework-for-the-inspection-of-maintained-schools-in-England-from-September-2009
http://www.ofsted.gov.uk/Ofsted-home/Forms-and-guidance/Browse-all-by/Other/General/Framework-for-the-inspection-of-maintained-schools-in-England-from-September-2009
http://www.ofsted.gov.uk/resources/draft-framework-for-school-inspection-january-2012
http://www.ofsted.gov.uk/resources/draft-framework-for-school-inspection-january-2012
http://www.ofsted.gov.uk/Ofsted-home/Forms-and-guidance/Browse-all-by/Education-and-skills/Schools/Supplementary-guidance-and-resources-for-inspectors
http://www.ofsted.gov.uk/Ofsted-home/Forms-and-guidance/Browse-all-by/Education-and-skills/Schools/Supplementary-guidance-and-resources-for-inspectors
http://www.ofsted.gov.uk/Ofsted-home/Forms-and-guidance/Browse-all-by/Education-and-skills/Schools/Supplementary-guidance-and-resources-for-inspectors
http://www.ofsted.gov.uk/resources/best-practice-self-evaluation-survey-of-schools-colleges-and-local-authorities
http://www.ofsted.gov.uk/resources/best-practice-self-evaluation-survey-of-schools-colleges-and-local-authorities
http://publications.teachernet.gov.uk/default.aspx?PageFunction=productdetails&PageMode=publications&ProductId=DFES-1290-2005&
http://publications.teachernet.gov.uk/default.aspx?PageFunction=productdetails&PageMode=publications&ProductId=DFES-1290-2005&
http://www.legislation.gov.uk/uksi/2006/2661/contents/made
http://www.transitioninfonetwork.org.uk/home1.aspx
http://www.nationalcollege.org.uk/index/leadershiplibrary/leadingschools/narrowing-the-gap/narrowing-the-gap-research-campaign/addressing-achievement-of-children-with-sen.htm
http://www.nationalcollege.org.uk/index/leadershiplibrary/leadingschools/narrowing-the-gap/narrowing-the-gap-research-campaign/addressing-achievement-of-children-with-sen.htm
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D5: Describe how your approach to behaviour management, pupil 
wellbeing and attendance will improve pupil outcomes.  
 

Pupil well-being and safety, good behaviour, good attendance, positive relationships and attitudes to 

learning will be key to your CǊŜŜ {ŎƘƻƻƭΩǎ ǎǳŎŎŜǎǎΦ  They form a major part of Ofsted judgements 

about the quality of provision in your school.  Your application will need to give clear and specific 

information about how you will address these issues.  In this section of your application, you should 

describe how your policies for safeguarding, pupil welfare, behaviour and attendance are informed 

by your educational vision and how they will help you to raise educational standards. 

In this section DfE criteria state that you must at all times:  
 

¶ describe how these strategies are informed by your education vision and linked to raising 
standards and educational outcomes.  

 

Safeguarding 

In this section DfE criteria state that you must:  
 

¶ describe how you will ensure that pupils are kept safe and how you will comply with the 
relevant safeguarding requirements;  
 

¶ describe how you will promote pupil wellbeing, including through pastoral care and 
strategies for tackling bullying.  
 

 

The welfare of the child is paramount.  Safeguarding and pupil well-being must be at the forefront of 

your planning.  Behaviour and safety are key elements of Ofsted inspections of schools and concerns 

about safety can trigger inspections outside the normal time frame. 

You will need to think about: 

¶ Your safeguarding policies; 

¶ Roles and responsibilities for safeguarding in the school and its governance. For instance 

who will be the designated  Protection Officer; 

¶ How pastoral care is structured in the school; 

¶ Anti-bullying policies; 

¶ The systems you will have to enable pupils to express concerns or make disclosures safely 

and how these disclosures will be acted upon; 

¶ Safe recruitment procedures; 

¶ CRB checks for staff and volunteers before they begin work at the school and revised within 

the legal timeframe; 

¶ Staff, governor and volunteer induction and training; 
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¶ Links with local and national safeguarding agencies such as Social Services, the Local 

Authority Designated Officer (LADO), the Local Safeguarding Board, the Independent 

Safeguarding Authority (ISA) and the police; 

¶ The systems you will use for managing very challenging behaviour safely and legally; 

¶ Your whistleblowing policies to that staff  feel safe in reporting suspected abuse; 

¶  Pupil well-being policies such as the use of medication in school and the safe use of the 

internet and digital media. 

 In this section you should describe the policies and processes you will adopt to ensure that your 

pupils will be safe at all times when in school or engaged in school activities, in line with your legal 

obligations.   These are laid out in the following legislation and guidance which includes:  

Working Together to Safeguard Children: A guide to inter agency working to safeguard and promote 

the welfare of children, HM Govt. 2010; Safeguarding Disabled Children Practice Guidance, 

Department for Children, Schools and Families 2009; Safeguarding Children and Safer Recruitment in 

Education (DES 2006) and the Children Acts 1989 and 2004.     

You should also how in your application how children and young people will be taught to keep 

themselves safe and how to raise concerns if they do not feel safe in all aspects of their lives. 

 

Further information  

Working Together to Safeguard Children: A guide to inter-agency working to safeguard and 
promote the welfare of children.  HM Govt (2010) at 
https://www.education.gov.uk/publications/standard/publicationdetail/page1/DCSF-00305-2010  
 
What to do if You're Worried a Child is Being Abused. DoH (2006) at 
http://www.dh.gov.uk/en/Publicationsandstatistics/Publications/PublicationsPolicyAndGuidance/D
H_4010283  
 
Safe from Harm: a Code of Practice for Safeguarding the Welfare of Children in Voluntary 
Organisations in England and Wales. Home Office (1993) at 
http://www.cafamily.org.uk/pdfs/GAPChildProtection.pdf  
 
Safeguarding Children and Safer Recruitment in Education (DfES 2006) at 
https://www.education.gov.uk/publications/standard/publicationdetail/page1/DFES-04217-2006  
 
 
Other useful sources of information you may want to refer to include: 
 
Safeguarding children and young people who may be affected by gang activity (DCSF, 2010). 
 
Safeguarding children and young people from sexual exploitation (DCSF, 2009). 
 
London Good Practice guidance for Safeguarding Children Missing from School (London SCB 2007). 
 

https://www.education.gov.uk/publications/standard/publicationdetail/page1/DCSF-00305-2010
http://www.dh.gov.uk/en/Publicationsandstatistics/Publications/PublicationsPolicyAndGuidance/DH_4010283
http://www.dh.gov.uk/en/Publicationsandstatistics/Publications/PublicationsPolicyAndGuidance/DH_4010283
http://www.cafamily.org.uk/pdfs/GAPChildProtection.pdf
https://www.education.gov.uk/publications/standard/publicationdetail/page1/DFES-04217-2006
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ΨYŜŜǇƛƴƎ ƻǳǊ {ŎƘƻƻƭ {ŀŦŜΩ wŜǾƛŜǿ ƻŦ {ŀŦŜƎǳŀǊŘƛƴƎ !ǊǊŀƴƎŜƳŜƴǘǎ ƛƴ LƴŘŜǇŜƴŘŜƴǘ {ŎƘƻƻƭǎΣ bƻƴ-
Maintained Special Schools and Boarding Schools in England Sir Roger Singleton (Independent 
Safeguarding Authority 2009). 
 
Safeguarding Disabled Children Practice Guidance. (DCSF 2009). 
 
Safeguarding Children in Whom Illness is Fabricated or Induced. (DCSF 2008). 
 
Safeguarding Children from Abuse Linked to a Belief in Spirit Possession (DfE 2007). 
 
Use of Reasonable Force Advice for Head Teachers, Staff and Governing Bodies (DfE 2011). 
 
Guidance on the Use of Restrictive Physical Interventions for Pupils with Severe Behavioural 
Difficulties. ( DfE 2003). 
 

 

Promoting good behaviour and attendance 

In this section DfE criteria state that you must: 

¶ set out detailed strategies for promoting good behaviour and attendance that are 
appropriate for your pupils;  

 

You should produce draft behaviour and attendance policies that your school could adopt upon 

ƻǇŜƴƛƴƎΦ 9ȄŀƳǇƭŜ ǇƻƭƛŎƛŜǎ Ŏŀƴ ōŜ ŦƻǳƴŘ ǳǎƛƴƎ ǘƘŜ ƭƛƴƪǎ ǇǊƻǾƛŘŜŘ ƛƴ άŦǳǊǘƘŜǊ ƛƴŦƻǊƳŀǘƛƻƴέΦ ²ƘƛƭŜ ƛǘ 

is appropriate to draw on existing best practice in this area, it is important that your approach to 

promoting good behaviour and attendance is aligned with the vision, ethos and educational plan 

for your school, particularly if your pupils include those with challenging behaviour as part of their 

SEN. You should present a strategic and structured response for this section of the application 

rather than focussing on operational detail.  

You will need to consider current legislative requirements and the criteria in the Ofsted inspection 
framework when devising your policies.  There are differences in the law between maintained 
schools and Academies.  Nevertheless, you could look at legislative guidance for maintained schools 
as a model of good practice. 

Your application will need to address the following questions: 

Á Iƻǿ ǿƛƭƭ ȅƻǳǊ ǎŎƘƻƻƭΩǎ ŜǘƘƻǎ ǇǊƻƳƻǘŜ ƎƻƻŘ ōŜƘŀǾƛƻǳǊ ŀƴŘ Ƙƻǿ ǿƛƭƭ ȅƻǳ ŀŘŘǊŜǎǎ ŘƛǎŎƛǇƭƛƴŜ 

issues, including exclusion?  

Á How will you secure good attendance? 

Á How will you develop positive relationships and attitudes to learning? 

These questions may be partly answered in other sections of your application. For example, your 

staff to pupil ratio may be designed to promote good behaviour. However, you should restate the 

relevant points here. One approach would be to provide the proposed behaviour and attendance 

policies for your school. 
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Inspection shows a strong association between good behaviour and stimulating and engaging 

teaching which meets the needs of pupils. Behaviour is almost always good or outstanding in the 

schools where teaching is at least good. Good behaviour can also be reinforced through: 

Á Clear expectations and behaviour policies which are consistently applied; and 

Á Effective, targeted support for individual pupils whose behaviour is particularly challenging. 

 

Key considerations 

Your behaviour policy should include disciplinary measures, promote good behaviour and deter bad 

behaviour, especially bullying.  It should be publicised to everyone involved in the school. 

 

Securing good attendance. 

All schools have a legal obligation to keep an accurate attendance register. 

In addition to this statutory responsibility, you will need to strive to secure high attendance to meet 

your educational goals.   

Key considerations 

Depending on the SEN being catered for at your 

school, there may be implications for attendance 

(including the possibility of extended absences). The 

school should put in place measures to address this, 

as far as possible, along with plans to support 

education during and after periods of absence. 

You should state how the ethos and goals of your 

school will promote and lead to good attendance. 

This statement should:  

Á Emphasise the link between school 

attendance, effective teaching and learning, 

standards and pupil safety and wellbeing; 

and 

Á Be explicit that the goal is to ensure all pupils achieve their full potential in a learning 

environment where they feel safe, happy, accepted and included.  

The impact of good teaching 

άThe better the quality of education, the 

ōŜǘǘŜǊ ǘƘŜ ǎǘǳŘŜƴǘǎΩ ŀǘǘŜƴŘŀƴŎŜΦ DƻƻŘ 

leadership and management, high quality 

teaching and a flexible curriculum have a 

ǎƛƎƴƛŦƛŎŀƴǘ ƛƳǇŀŎǘ ƻƴ ŀǘǘŜƴŘŀƴŎŜΦ Χ Lƴ 

particular, there is a strong correlation 

between inspection judgements about 

attendance and the quality of teaching and 

learning.έ 

Attendance in secondary schools, Ofsted 

2007 
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Further information 

Contact NSN for tailored specialist advice: info@newschoolsnetwork.org  

Inspections: 

Á The Framework for School Inspection (Ofsted, Reference no: 090019) provides the criteria 
and descriptors set out in the inspection framework for behaviour, attendance and attitudes 
to learning.  http://www.ofsted.gov.uk/Ofsted-home/Forms-and-guidance/Browse-all-
by/Other/General/Framework-for-the-inspection-of-maintained-schools-in-England-from-
September-2009    

Á  The draft inspection schedule from January 2012 can be downloaded here:  
http://www .ofsted.gov.uk/resources/draft-framework-for-school-inspection-january-2012 

 

Checklist for behaviour and attendance policies 

Policies on behaviour and attendance should answer the following questions: 

Á How will your ethos and goals inform your approach to promoting good behaviour and 

attendance? 

Á How will your policies and procedures reflect appropriate practice for children with complex 

needs, medical needs and/or challenging behaviour? 

Á How will you communicate your policies to everyone involved with the school, including 

parents, and ensure they contribute and take ownership? 

Á How will you make sure your policies on behaviour and attendance link to other pertinent 

statutory policies, especially bullying? 

Á Who will be accountable and responsible for what?  

Á How will you set clear and high standards, including in a code of conduct, using positive 

language? 

Á How will you use rewards and sanctions? 

Á What support and training will you provide for all staff, including non-teaching staff and 

governors? 

Á What support will you provide for parents and carers who want to learn more about how to help 

their children do well? 

Á How will you monitor and evaluate your policies and consult on reviewing them so that they are 

fair and applied consistently? 

 

mailto:info@newschoolsnetwork.org
http://www.ofsted.gov.uk/Ofsted-home/Forms-and-guidance/Browse-all-by/Other/General/Framework-for-the-inspection-of-maintained-schools-in-England-from-September-2009
http://www.ofsted.gov.uk/Ofsted-home/Forms-and-guidance/Browse-all-by/Other/General/Framework-for-the-inspection-of-maintained-schools-in-England-from-September-2009
http://www.ofsted.gov.uk/Ofsted-home/Forms-and-guidance/Browse-all-by/Other/General/Framework-for-the-inspection-of-maintained-schools-in-England-from-September-2009
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Á Further guidance on the inspection of behaviour and attendance is provided in the 
Supplementary guidance and resources for inspectors: http://www.ofsted.gov.uk/Ofsted-
home/Forms-and-guidance/Browse-all-by/Education-and-skills/Schools/Supplementary-
guidance-and-resources-for-inspectors    

 

Behaviour and discipline: 

Á A new set of guidance documents on behaviour and discipline has been published by the 

DfE.: http://www.education.gov.uk/aboutdfe/advice/f0076882/ensuring-good-behaviour-in-

schools 

Á The statutory responsibilities of governors for behaviour, discipline and exclusions are 

provided in Section 88(2) of the Education and Inspections Act 2006 (EIA 2006) and can be 

found at: http://www.legislation.gov.uk/ukpga/2006/40/part/7 

Á The Anti-bullying Alliance is a coalition of organisations working together to stop bullying 

and create safe environments in which children and young people can live, grow, play and 

learn. They provide extensive guidance for schools on their website 

http://www.abatoolsforschools.org.uk/strategies/strategies.aspx 

Attendance: 

Á ά9ƴǎǳǊƛƴƎ Children's Right to Educationέ provides guidance on the roles and responsibilities 

of parents, schools and the local authoǊƛǘȅ ƛƴ ŜƴǎǳǊƛƴƎ ŎƘƛƭŘǊŜƴΩǎ ǊŜƎǳƭŀǊ ǎŎƘƻƻƭ ŀǘǘŜƴŘŀƴŎŜΣ 

and the law relating to school attendance. 

http://www.education.gov.uk/publications/standard/publicationdetail/page1/DFES-00529-

2007 

DfE guidance: 

Á Advice on improving school attendance and reducing absence 

http://www.education.gov.uk/schools/pupilsupport/behaviour/attendance 

 

 

 

 

 

 

 

http://www.ofsted.gov.uk/Ofsted-home/Forms-and-guidance/Browse-all-by/Education-and-skills/Schools/Supplementary-guidance-and-resources-for-inspectors
http://www.ofsted.gov.uk/Ofsted-home/Forms-and-guidance/Browse-all-by/Education-and-skills/Schools/Supplementary-guidance-and-resources-for-inspectors
http://www.ofsted.gov.uk/Ofsted-home/Forms-and-guidance/Browse-all-by/Education-and-skills/Schools/Supplementary-guidance-and-resources-for-inspectors
http://www.education.gov.uk/aboutdfe/advice/f0076882/ensuring-good-behaviour-in-schools
http://www.education.gov.uk/aboutdfe/advice/f0076882/ensuring-good-behaviour-in-schools
http://www.opsi.gov.uk/acts/acts2006/ukpga_20060040_en_1
http://www.legislation.gov.uk/ukpga/2006/40/part/7
http://www.abatoolsforschools.org.uk/strategies/strategies.aspx
http://www.education.gov.uk/publications/standard/publicationdetail/page1/DFES-00529-2007
http://www.education.gov.uk/publications/standard/publicationdetail/page1/DFES-00529-2007
http://www.education.gov.uk/schools/pupilsupport/behaviour/attendance
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D6: Demonstrate your understanding of the local community and its 

needs, and your plans for sharing facilities with other schools and the 

wider community.  

 
In this section of the application you need to demonstrate why your school is the best solution for 
providing for the needs of students in the area. Areas that need to be highlighted in your application 
include: 
 

¶ How your vision, ethos and design of the school curriculum, has been developed taking into 
account the needs of the students who will come to your school;  

¶ How your school will work with others to deliver the outcomes that students need; and 

¶ How you will develop and maintain good relationships with school stakeholders so that your 
school can continuously improve its curriculum offer in the light of changing community 
needs. 

 
It is important that you listen to the views of as many stakeholders in your school as possible, 

especially families who will send children to your school, and the young people who will attend your 

school.  Collaboration with the LA will be essential. 

 
 

Understanding your pupil intake 
 
In this section DfE criteria state that you must: 

¶ demonstrate a good understanding of your pupil intake and show how the education plan 
reflects that, while retaining high expectations for pupil attainment;  

 

From the very earliest stages of developing your Free School plan, your group needs to work 

collaboratively with the LA.  The LA will be responsible for supporting parents in choosing schools for 

their children, and it is therefore vital that they encourage parents to consider your school when 

appropriate. 

In addition, the LA will have specific information about the needs of students in the local area, gaps 

in provision and outcomes that need improvement.   By working closely with the LA when designing 

your school, you will be able to:  

¶ demonstrate the specific need for your school; 

¶ improve your ability to evidence demand; and 

¶ market your school effectively. 
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The first step in understanding the community you will serve is to investigate relevant available data.  

For example: 

¶ Current national outcomes for students with the characteristics that your school will offer 

places to; 

¶ Gaps in provision identified by the LA; 

¶ The performance of local schools for students at all key stages for this group of students.  

Performance means: 

o attainment  (what results the students get) and 

o achievement (how much progress students make) 

¶ Any gaps in educational achievement between different groups such as:  

o boys and girls 

o students of different ethnic backgrounds 

o students eligible for free school meals and their peers 

¶ Issues that the LA have identified as needing improvement for this group of students; 

¶ Employment statistics for young people with the characteristics your school will work with;   

¶ The cultural make-up of the community; and 

¶ Health statistics such as obesity rates, hospital admission and accidents amongst your 

student group. 

You need to make clear in your application that your Free School will address specific issues needing 

improvement for your student group. 

In addition, this analysis will help you to identify key groups that you will need to listen to in order to 

make sure your school serves that needs of the community. 

 
Stakeholders in your school 
 
Groups whom you should consider consulting include: 

Á The LA; 

Á Parents ς both of the children who will attend your school and others; 

Á Young people; 

Á Businesses and business organisations; 

Á Charities; 

Á Voluntary organisations; 

Á Social enterprises (organisations who run not for profit businesses that directly help the 

community); 

Á Other schools in the area; 

Á Colleges and universities; 

Á Alternative provision providers; 

Á Faith groups and churches; 

Á wŜǎƛŘŜƴǘǎΩ ƎǊƻǳǇǎΤ  

Á The local MP; 

Á Local borough councillors;  
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Á Housing providers; and 

Á Statutory organisations including social services, and the health authority. 

 

There may be cross-over between these groups.  For example, prospective parents may volunteer 

for local support organisations and can therefore also help your school to engage with different 

groups across the community. 

How to find out the views of different sectors of the community 

You will need to use a range of strategies to consult with different stakeholders in your 

school.   Your group will need to be active in approaching the community directly.  Leaflets, 

advertising campaigns and forums can be useful, but rely on people being motivated to engage with 

your Free School proposal. 

The following list gives ideas of how to consult with various sections of the community 

¶ The local Community and Voluntary Sector Association will have contacts with organisations 

including charities, social enterprises, and voluntary groups, working with your student 

group and their families 

¶ It may be possible for the LA to pass your group details onto families who have children who 

could be eligible to come to your school.   

¶ Make contact with the Sure Start Centres in the area.  These offer services to children and 

their families from pregnancy through to starting school and could be excellent for 

information gathering from parents  

¶ Contact the local Portage Service (a home-visiting educational service for pre-school children 

with additional support needs, and their families) 

¶ Make contact with Places of Worship in your area.   Activities that these organisations offer 

ǘƻ ǘƘŜ ǿƘƻƭŜ ŎƻƳƳǳƴƛǘȅΣ ǎǳŎƘ ŀǎ ƳƻǘƘŜǊ ŀƴŘ ǘƻŘŘƭŜǊ ƎǊƻǳǇǎ ŀƴŘ hƴŜ hΩŎƭƻŎƪ /ƭǳōǎΣ ǿƛƭƭ ŀƭǎƻ 

help you to gather information from parents  

¶ Ask to meet local councillƻǊǎΣ ŜǎǇŜŎƛŀƭƭȅ ǘƘƻǎŜ ƛƴǾƻƭǾŜŘ ǿƛǘƘ ŎƘƛƭŘǊŜƴΩǎ ǎŜǊǾƛŎŜǎ ŀƴŘ ƛƴŎƭǳǎƛƻƴ 

¶ Ask the local MP for their support.  Ideally, arrange to meet them so you can outline your 

plans, and explain how your school has been developed to meet the needs and aspirations 

of the client group 

 

Questions to ask, and how the information you gather can help you develop 

your curriculum plan 

You will need to be strategic in the questions you ask in order to develop your educational 

plan to best meet the needs of the students that will come to your school.  The table below 

gives suggestions regarding the type of questions you could ask some of the different 

sections of the community, and how the information they give you could influence your 

curriculum plan. 
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Group Possible questions How to incorporate this 
information into your 
educational plan 

Parents What could our school offer 
that would make it your first 
choice to send your child to? 
What puts you off sending 
your child to a school? 
What aspirations do you 
have for your children? 

Include outcomes as KPIs 
Reflect views in the vision 
and ethos 

Young people What makes a good school? 
How would you like our 
school to be? 
How could our school help 
you become the sort of 
person who hope to be? 

Include outcomes as KPIs 
Include views in vision and 
ethos 

LA/ statutory organisations What gaps are there in 
provision locally? 
What are your priorities for 
improvement for this client 
group? 
Which outcomes for this 
group of young people need 
most improvement in this 
borough? 

Ensure the curriculum and 
work of the school directly 
supports these areas 

Businesses What skills would make 
young people from our 
school employable? 

Include characteristics as 
KPIs and in school vision 
Curriculum directly 
addresses the areas needing 
development 

Charities/ voluntary 
organisations/ community 
interest companies 

What are the needs of this 
client group? 
What could our school do to 
help? 

Work collaboratively, sharing 
resources and expertise to 
make the curriculum offer 
appropriate to these needs 

Other schools in the area/ 
alternative provision 
providers 

How could provision be 
improved for this group of 
students? 
How could our school 
support you to provide for 
young people from the client 
group? 

Ensure Free School 
curriculum provides for gaps 
in educational provision 
Plan for your school 
expertise to be available to 
other schools and 
organisations 

Colleges and universities Are there any gaps in 
performance in particular 
courses when students in the 
group arrive at your 
institution? 
Would you be interested in 

School curriculum targets 
areas identified 
Courses might include a 
student who is very capable 
in Maths following courses 
more advanced than those 
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having students from our 
Free School on courses, with 
appropriate support from 
the student and staff? 

on offer at the Free School; a 
highly creative student with 
an aptitude in IT studying a 
Computer Aided Design 
course 
 

Social services/ health 
authority 

What barriers do these 
clients face in terms of living 
independently? 
 
 

Curriculum provides input on 
the specific barriers to 
independent living 

 

 

Incorporating information from stakeholders and developing relationships to 

meet student needs 

In this section DfE criteria state that you must: 

¶ describe any plans you have for working with other schools, educational establishments or 
the wider community; and  

 

Good educational plans will directly address the needs of students with the characteristics to whom 

your school will offer places, and explain how you will develop relationships that can support 

improved outcomes. 

The table below shows how different schools could develop their educational vision, and community 

relationships, on the basis of consultation with the community. 

Group What needs and aspirations 
the community have 

What the school has as an 
outcome to reflect 
community views 

The relationships that 
develop 

A Data indicates that children 
enter school  with specific 
weaknesses in expressive 
language 

All students will be able to 
make their needs 
understood through 
language or gesture 

Intensive input from speech 
and language specialists 
targeting expressive 
language 
Makaton taught and used 
universally in the school  

B Standards in numeracy at 
the end of KS2 are lower 
than those is literacy 

All students will have a level 
of numeracy in line with 
their level of literacy 

Numeracy activities 
embedded in every 
curriculum area 
School will design a 
specialist numeracy 
curriculum for this client 
group 

C Students have a particular 
aptitude with IT 

All students will gain 
accreditation in the use of IT 

IT used in all curriculum 
areas 
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All students work towards 
qualifications in IT listed in 
the register of regulated 
qualifications 

D Parents and young people 
report inconsistency in 
transition planning for post 
compulsory education 

All students will have post 
compulsory education 
provision in place 

Curriculum includes career 
planning throughout the 
school 
During their time at the 
school, all students 
experience a variety of high 
quality post compulsory 
educational environments, 
appropriate for their needs 

E Parents are concerned about 
high rates of youth 
unemployment 
 
Businesses in the area have 
vacancies that could be 
suitable for this client group, 
but have problems 
recruiting 

Giving students tangible job-
related skills 

Local businesses, voluntary 
organisations, and charities 
offer frequent work 
experience from years 7-11 
 
Business leaders volunteer 
to become mentors in the 
school 

 

Promoting good community relations 

In this section DfE criteria state that you must: 

¶ set out how you will promote good community relations.  

 

In your application, your group needs to explain how your school will continue to listen to various 

community groups and stakeholders in order to monitor, evaluate and develop the educational plan.  

/ƻƳƳǳƴƛǘȅ ƴŜŜŘǎ ŎƘŀƴƎŜ ƻǾŜǊ ǘƛƳŜΣ ŀƴŘ ƛǘ ƛǎ ƛƳǇƻǊǘŀƴǘ ǘƘŀǘ ǘƘŜ ǎŎƘƻƻƭΩǎ ǎǘǊŀǘŜƎƛŎ ǇƭŀƴƴƛƴƎ 

continues to consider all the information outlined in the sections above. 

Demographic, school performance and LA data is typically published annually.  Contact with various 

sectors could take place more frequently than this.  Good applications will indicate:  

¶ when information gathering will take place with different sectors of the community, in their 

school calendar; and 

¶ which staff will be responsible and accountable for ensuring that this feedback is reflected in 

the schools evaluation and improvement systems. 
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Further information 

Contact NSN for tailored specialist advice: info@newschoolsnetwork.org  

The Office of National Statistics: http://www.ons.gov.uk/ons/index.html 

School performance tables:  http://www.education.gov.uk/performancetables 

National Council for Voluntary Organisations: http://www.ncvo-

vol.org.uk/membership/members_C 

National Portage Association: http://www.portage.org.uk/  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:info@newschoolsnetwork.org
http://www.ons.gov.uk/ons/index.html
http://www.education.gov.uk/performancetables
http://www.ncvo-vol.org.uk/membership/members_C
http://www.ncvo-vol.org.uk/membership/members_C
http://www.portage.org.uk/
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E: Evidence of demand and marketing  

This section is relevant to everyone involved with the school. 

For Special Free Schools, you are asked to demonstrate demand from both parents and LAs.. 

If you submit survey data, you should submit the age of the children, and the postcode of 
everyone who signed your petition, but not their names. 

However, you should keep a record of their names in case you are called on to produce them at a 
later date. 

Please note: If you are holding private information in electronic copy, your Company Limited by 

Guarantee will need to register with the InfoǊƳŀǘƛƻƴ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ hŦŦƛŎŜ. You can find out 

more at this link: http://www.ico.gov.uk/for_organisations/data_protection/notification.aspx  

 

Why demand matters 

In preparing your application, it is important to note that DfE criteria state that:  

¶ the more evidence you can provide to show you have demand for the number of pupil 
places you need to fill in the first two years, the better; and 
 

¶ demand is critical because ŀ ǎŎƘƻƻƭΩǎ ƛƴŎƻƳŜ ƛǎ ŘŜǇŜƴŘŜƴǘ ƻƴ ǇǳǇƛƭ ƴǳƳōŜǊǎΦ CƻǊ Section G 
you will need to fill in a financial template to show how you would amend your budget if 
your school were not completely full. 

 

Special Free School applications will only be approved where there is demonstrable demand, as well 

as demonstrable need for the numbers and type of SEN provision your school will offer (indicated by 

support from LAs).  

Developing a shared understanding of the role your school will play in local provision for pupils 

with SEN and building good working relationships with LAs is crucial because LAs will continue to 

play a central role in the admissions process for special schools, working with parents to ensure 

their child is placed in the school they think best for them. 

The DfE will want to see evidence of demand for three reasons: 

Á If there are no pupils, there is no need for a school; 

Á If your application is successful the DfE will be giving you money for capital, lead-in costs 

(before you open) and start-up costs (before you are full). They want to see robust 

evidence that the school will be the size you predict before they commit that money; and 

Á The principle behind the Free School policy is to give more parents and pupils the option of 

a good school ς you must therefore engage with local parents. 

Evidence of demand is likely to be one of the most time-consuming elements of the application 

process and one that you should start work on this immediately. 

 

http://www.ico.gov.uk/for_organisations/data_protection/notification.aspx
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What is required? 

You need to include an agreement from your local LA, and/or others nearby, that they would be 

ǿƛƭƭƛƴƎ ǘƻ ǇƭŀŎŜ ŎƘƛƭŘǊŜƴ ŀǘ ȅƻǳǊ ǎŎƘƻƻƭ ƛƴ ƭƛƴŜ ǿƛǘƘ ǇŀǊŜƴǘǎΩ ǿƛǎƘŜǎΦ The support from the LA may 

take the form of a letter indicating the number of pupils they would refer (including age ranges) as 

well as details of any perceived shortage of local provision.  

If you are not able to secure this support, your application will not be accepted. 

You must also include evidence of parental demand for your school. For Special Free Schools, this 

does not need to be a signed petition stating that they will select your school as a first choice. 

However, a petition of support from parents who have children with your designated SEN is 

necessary (see Section E1 below). 

If you can provide more evidence of demand than the minimum requirement you should do so. Your 

application will be compared against others, so the more demand you can demonstrate, the 

stronger the application. 

 
 
 
E1. Provide evidence showing clear levels of parental demand and 
need for the numbers and type of SEN provision and number of places 
proposed. Include solid evidence of support from local authorities 
that shows they will be willing to place children at your s chool in line 
×ÉÔÈ ÐÁÒÅÎÔÓȭ ×ÉÓÈÅÓ ÁÎÄ ÔÈÅ ÓÐÅÃÉÁÌ ÅÄÕÃÁÔÉÏÎÁÌ ÎÅÅÄÓ ÏÆ ÃÈÉÌÄÒÅÎȢ  

 

Parental Survey & Petition of Support 

In completing this section DfE criteria state that you must:  

¶ provide evidence of support from parents of children with the particular SEN that the 
special Free School will cater for;  

 

In submitting your application as a minimum requirement you will need to survey parents regarding 
their preference for the proposed special Free School, which will also need to include a petition of 
support from parents with children with your designated special educational need.  You should 
submit the age of the children, and the postcode of everyone who signed your petition, but not their 
names.  However, you should keep a record of their names in case you are called on to produce 
them at a later date. 

 

In completing this section DfE criteria state that you must:  

¶ provide a template of the survey form you asked parents to complete. You must not send 
copies of individually completed survey forms. 
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In preparing your application, it is important to note that DfE criteria state that:  

¶ you may find it helpful to survey parents. Please tell us the exact questions that you asked 
and provide a summary of responses. These questions should be specific to your school 
and its proposed curriculum, SEN designation and ethos. An example of a survey question 
ǘƘŀǘ ŘŜƳƻƴǎǘǊŀǘŜǎ ǘƘƛǎ ƛǎΥ ά5ƻ ȅƻǳ ǎǳǇǇƻǊǘ ǘƘŜ ŜǘƘƻǎ ŀƴŘ ƻōƧŜŎǘƛǾŜǎ ƻŦ · ǎŎƘƻƻƭΚέΤ  

 
 

NSN has produced a sample school support survey which has been approved by the DfE. This can be 

found at:  

http://www.newschoolsnetwork.org/set-up-school/first-steps/evidence-for-your-school  

 
The petition of support that you provide to the DfE might look something like this: 

We asked parents whether they would include our new school in the choices for their child if they 
could. We explained our school to parents as follows: 
 
Ψ[INSERT TEXT SPECIFIC TO YOUR SCHOOL PROPOSAL]ΩΦ 
 

Age of child(ren) Postcode (will not be 
published) 

Category of SEN 

9 AB1 2CD Visual Impairment 

8 EF3 4GH Severe Learning Difficulty 

   

 

Your application should also include the list of questions included in your parental survey. These 

should be specific to your school, but please do not send copies of the individual completed survey 

forms to the DFE with your application.  

Please note: Existing schools who wish to become Free Schools will need to petition both current 

parents and parents of pupils who do not currently attend the school. Make sure that the data is 

presented separately for these two groups. 

 

Wider evidence of parental demand 

In completing this section DfE criteria state that you must:  

¶ tell us how you have engaged directly with the community. This could be through public 
meetings, attendance at community events, discussions with local schools, local 
authorities or parents.  

 

¢ƘŜǊŜ ŀǊŜ ƴƻ ΨǉǳƛŎƪ-ŦƛȄΩ ǿŀȅǎ ƻŦ gathering evidence of parental demand. This process will take time. 

You know your local area best ς and there will be organisations, meeting-places, and a local context 

that will be unique to where you live and to the SEN your school will cater for. 

http://www.newschoolsnetwork.org/set-up-school/first-steps/evidence-for-your-school
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Please note that the requirement for demonstrating parental demand is less strenuous for special 

Free Schools than for mainstream Free Schools. It is therefore important that you do not spend so 

long on this that you are unable to fully engage with the LA, or complete any other part of the 

application successfully. 

You need to consider three key questions: 

Á Who am I looking to reach? 

Á Where do those people get their information? 

Á What resources are available for evidence gathering ς in terms of money, time and other 

people? 

 

There are five main tools you can use: 

Á Other people (through word of mouth, networking, and involving key support networks or 

voluntary groups); 

Á Paid or free advertising; 

Á Printed material (such as leaflets); 

Á Your website (and others, including social media); and 

Á Local and national media (newspapers, magazines, radio and television). 

 

Word of mouth and networking 

If you are a parent group, or have a significant number of local parents on board, you will probably 

already know lots of other parents with children of the relevant age or with SEN. Do your children 

access local support or make use of services from relevant charities or community groups? Could 

these provide opportunities to speak with other parents? If you are not a parent group you should 

still be thinking about organisations and institutions with which parents tend to be involved.  

You may want to consider ways of getting lots of parents together in the same room ς for example 

coffee mornings, open days or evenings. Try to arrange a variety of opportunities; some parents will 

feel comfortable in a large public meeting, while others will only be willing to discuss your plans in 

their own home or a familiar environment. 

Some places you may wish to think about include: 

Á Potential feeder schools and nurseries; 

Á Community organisations and clubs; 

Á Local voluntary organisations; 

Á Places of worship; and  

Á Out-of-school-clubs. 
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Advertising 

Advertising can be expensive, so you should think carefully about whether it is worth it and whether 

it will reach your target audience. Before you commit to advertising you should think of whether 

there are any opportunities for inexpensive publicity. Are there free local newspapers or low-cost 

community or charity newsletters that parents are likely to read? Parent-focused sites such as 

mumsnet and netmums provide a great way to communicate with lots of local people without 

paying.  

 

Leaflets 

A short, simple leaflet can be very effective, and you should be able to distil your message and your 

case into a few clear words or statements. Leaflets can be relatively cheap to produce. You should 

not be paying a fortune for slick design at this point ς focus on getting your case right. 

 

Websites 

Bear in mind that people are likely to search for information about your school online. Simple 

websites are free to make with Open Source software (see NSN guidance on setting up a website) 

and can provide a way of getting your message across to people and registering interest. Your 

advertising and word-of-mouth promotion can drive people to your website for more information.  

 

The media 

Local media may well be very important for your Free School. You should find out who the local 

journalists are, and familiarise yourself with what they write about and cover. Local radio and TV are 

also important. You do, however, need to think carefully before you engage with media and ensure 

that you are very clear about the messages you are hoping to communicate. 

If you are considering talking to journalists and would like advice before you do please do contact 

one of the NSN advisers. 

 

Example: If you are setting up a school for visually impaired pupils in Surrey, you may want to look at: 

Á [ƻŎŀƭ ōǊŀƴŎƘŜǎ ƻŦ ŎƘŀǊƛǘƛŜǎ ŀƴŘ ƻǊƎŀƴƛǎŀǘƛƻƴǎ ǎǳŎƘ ŀǎ bŀǘƛƻƴŀƭ .ƭƛƴŘ /ƘƛƭŘǊŜƴΩǎ {ƻŎƛŜǘȅΣ {ŜƴǎŜΣ 

Look UK, RNIB, etc.; 

Á Local bodies (eg. Surrey Association for Visual Impairment);  

Á bŜǘǿƻǊƪǎ ŀƴŘ ŎƻƳƳǳƴƛǘƛŜǎ ǎǳŎƘ ŀǎ wbL.Ωǎ tŀǊŜƴǘǎΩ tƭŀŎŜ ƻǊ ǘƘŜ [ƛǾƛƴƎ aŀŘŜ 9ŀǎȅ ǇŀǊŜƴǘΩǎ 

forum; and 

Á Parent Partnership Services. 

 

https://sites.google.com/a/newschoolsnetwork.org/template-for-website/
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In completing this section DfE criteria state that you must: 

¶ provide evidence to support the need for the type of provision proposed, for example 
demonstrate that it is not catered for locally or where the only alternatives are low quality 
or too costly 
 

Lƴ ǘƘƛǎ ǎŜŎǘƛƻƴ ȅƻǳ ŀǊŜ ŘŜƳƻƴǎǘǊŀǘƛƴƎ ΨŘŜƳŀƴŘΩ as well as ΨƴŜŜŘΩΦ If possible you should include 

details of demographic pressure or lack of local Special School places. You should describe the 

groups of parents you have engaged with while gathering supporting evidence. This may involve 

engagement with local voluntary organisations.  

If you are proposing to adopt a faith ethos, you must also demonstrate that you are engaging with 

parents of other faiths and none. For example, you might describe the other places of worship and 

non-faith you have visited to generate parental support. 

 

Support from local authorities 

In completing this section DfE criteria state that you must:  

¶ provide written confirmation that local authorities are willing to name the Free School in 
ǇǳǇƛƭǎΩ ǎǘŀǘŜƳŜƴǘǎΤ  

 

As part of your application you need to include an agreement from your local authorities and/or 

other nearby authorities, that they would be willing to place children at your school in line with 

ǇŀǊŜƴǘǎΩ ǿƛǎƘŜǎΦ  

LAs are under a general duty to secure sufficient schools to provide primary and secondary 

education in their area. In exercising their functions under this section, LAs are also required to have 

regard to the need for ensuring that special educational provision is made for pupils who have 

Special Educational Needs.  

In proposing a new Special Free School, it is therefore important to consider how your proposal can 

support LAs to meet their duties. The main considerations will be: 

Á The number of children in the LA with statements of SEN; 

Á The existing provision within the LA;  

Á ¢ƘŜ [!Ωǎ Ǉƻǎƛǘƛƻƴ ƻƴ CǊŜŜ {ŎƘƻƻƭǎ ŀƴŘ ǎǇŜŎƛŀƭ ǎŎƘƻƻƭǎΤ ŀƴŘ  

Á ¢ƘŜ [!Ωǎ ǇŜǊŎŜǇǘƛƻƴ ƻŦ ȅƻǳ ŀǎ ŀ ƎǊƻǳǇ ŀƴŘ ȅƻǳǊ ǾƛǎƛƻƴΦ 

To plan your approach with the LA, you may wish to ask yourself the following questions: 

Á Who are the most influential people? It may not always be those with direct responsibility; 

Á Are there any people who support our ideas and if so, how can they influence others? 

Á What are the main concerns of those who are not supporters, and how can you allay them, 

for example using data, powerful examples from elsewhere or respected speakers? 
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Á How can you go the extra mile to demonstrate that you are being cooperative and aim to 

have a mutually beneficial relationship? 

Á Should you begin by approaching Councillors (elected representatives), or Officers (LA 

staff)? 

 

Collecting demand on an on-going basis 

In preparing your application, it is important to note that DfE criteria state that:  

¶ we will ask you for updated evidence of demand if we invite you to interview so you 
should continue to engage with local authorities and your community and collect 
information on an on-going basis.  

 

 

 

 

 

 

 

Case Study 

Tips for adapting to local authority needs 

A special school on the south coast has recognised that a strong relationship with their local authority can be 
ōǳƛƭǘ ƛŦ ǘƘŜȅ ƘŜƭǇ ǘƻ ǊŜŘǳŎŜ ǘƘŜ ŎƻǳƴŎƛƭΩǎ ƻǾŜǊŀƭƭ Ŏƻǎǘǎ ǿƘƛƭǎǘ Ƴŀƛntaining good quality local provision.  They 
started to do this by catering for pupils who would normally be placed outside the authority in high cost 
schools that may also have to include a residential component on account of the distances involved.  In this 
particular case the underlying SEN is behaviour and the school has now adapted to include a few places for 
children with severe mental health concerns who would have normally been placed elsewhere. 
 
This particular provider also understands that the local authorities they work with are looking for schools that 
can be flexible and adaptable, both in the range of the provision on offer and the way in which they accept 
pupils, for example, by offering assessment places prior to the completion of a statement.  This means that 
for some pupils, where there is strong initial evidence to support a special school placement, they no longer 
have to stay in their mainstream schools during the assessment process and can transfer to the special school 
pending its completion. 
 
LŦ ȅƻǳ ŀǊŜ ǎŜŜƪƛƴƎ ǘƻ ƳŀƪŜ ǇǊƻǾƛǎƛƻƴ ŦƻǊ ǇǳǇƛƭǎ ǿƛǘƘ ΨƘƛƎƘ ƛƴŎƛŘŜƴǘǎΩ ƴŜŜŘǎΣ ǘƘŜǊŜŦƻǊŜΣ ƛǘ ƳƛƎƘǘ ōŜ ƘŜƭǇŦǳƭ ǘƻ 
ǘƘƛƴƪ ŀōƻǳǘ ŜȄǘŜƴŘƛƴƎ ǘƘŜ ǊŀƴƎŜ ƻŦ ȅƻǳǊ ǇǊƻǾƛǎƛƻƴ ǘƻ ƛƴŎƭǳŘŜ ŀ ǎƳŀƭƭ ƴǳƳōŜǊ ƻŦ ΨƛƴǘŜƴǎƛǾŜΩ ŀƴŘ ΨŀǎǎŜǎǎƳŜƴǘΩ 
places. 
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E2: Demonstrate how you intend to engage with the wider 
community, including, where relevant, children from a range of 
backgrounds, faiths and abilities. Strong applications from existing 
independent schools and non -maintained special schools will 
normally include evidence of demand to support an expansion in 
pupil numbers.  

In this section DfE criteria state that you must:  

¶ include details of any discussions you have had with the local authority about pupil 
placements or any details you have gathered about the need for more special provision in 
the area;  

¶ set out how your school will work with parents, other services and agencies to give each 
pupil the support needed to fulfil their potential;  

 

¶ set out how your school will work in partnership with other schools and local authorities in 
its locality to help develop its own staff and share its expertise; and  

 

¶ tell us if you are planning to use the school as a resource for the wider community (e.g. 
hiring out premises) and, if so, tell us how this will be managed.  

 
 

Your approach 

In this section you will need to demonstrate how you intend to engage with the wider community, 

including where relevant, children from a range of faiths, backgrounds and abilities.  This should 

include reference to the previous section where you have actively engaged with community groups 

to confirm your understanding of demand. 

Specifically, your engagement with the wider community must include: 

Á How you have engaged with the local authority about pupil placements, which should be 

supported by a summary of written accounts of meeting, letters and emails. 

Á Information you have gathered from the community about the need for your type of 

special provision in the area. 

Á How your school will work with community services, local agencies and parents in securing 

the very best learning outcomes for your pupils. 

Á Information that relates to partnership work with other schools and local authorities to 

develop staff in all organisations and share expertise. 

Á tƭŀƴǎ ŦƻǊ ǎƘŀǊƛƴƎ ȅƻǳǊ ǎŎƘƻƻƭΩǎ ŦŀŎƛƭƛǘƛŜǎ ǿƛǘƘ ǿƛŘŜǊ ŎƻƳƳǳƴƛǘȅ ƎǊƻǳǇǎ ŀƴŘ Ƙƻǿ ǘƘƛǎ ǿƛƭƭ ōŜ 

managed. 

You should also explain how your Special Free School will promote active contribution to modern 

British society and foster good community relations. You should demonstrate that you are aware of 

ȅƻǳǊ ǎŎƘƻƻƭΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ ŀŎǘ ƛƴ ƭine with the Equality Act 2010. 
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Sections of the community 

To ensure your full engagement with the community you may wish to consider the following 

questions: 

Á With which sections of the local community will your school build a relationship? 

Á What kinds of relationships will these be? 

Á How will you build these relations? 

Groups you should consider building a relationship with include: 

Á Parents ς both of the children who will attend your schools and others; 

Á The LA, including all wider services and agencies; 

Á Businesses and business organisations; 

Á Charities (including those that work with SEN or disabilities); 

Á Other schools in the area; 

Á Colleges and universities; 

Á Faith groups and churches; 

Á wŜǎƛŘŜƴǘǎΩ ƎǊƻǳǇǎΤ ŀƴŘ 

Á Local councillors and MP. 

There may be considerable cross-over between these groups, e.g. prospective parents may be local 

business leaders who can help your school to engage with different groups across the community. 

 

Types of relationship 

A good application will identify how its vision and ethos will drive specific types of relationship with 

different community groups. For example, a school that focuses on giving students tangible job-

related skills may focus its engagement with local businesses, while a school that wanted to build 

cross-cultural understanding may have links to several different cultural organisations. 

Consider the different levels of engagement and the type of relationship which your school will have 

with each of the groups you have identified. It may be useful to ask yourself if you want each 

particular group: 

Á to be aware of the Special Free School; 

Á to express their support for the Special Free School; 

Á to make a small contribution to the Special Free School, for example providing places for 

work experience students; 

Á to make a significant contribution to the Special Free School, for example providing/sharing 

facilities; or 

Á to form an active and involved partnership with the Special Free School.  
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How to engage 

You should specify if you already have relationships with some of the groups you want to engage, 

and the nature of that relationship. For Special Free Schools a strong relationship with your LA is 

essential. New Schools Network can give tailored advice to groups with specific questions on how to 

approach other organisations. 

Every Free School proposal is different and you do not have to demonstrate relations to any 

particular community group. However, it will be important to show that you have considered this 

area in detail. There is also significant cross-over with other sections; for example, in the section on 

demand you will have to explain how you have engaged with parent groups. This section is an 

opportunity for you to expand on the ways in which your school will serve its community. It is also a 

place for you to explain how you will enrich the experience of pupils at your school through links to 

others. 

 

Existing independent  schools and non maintained special schools 

If you are an existing independent school or non-maintained special school, DfE criteria state that 
you should:  
 

¶ demonstrate demand from local authorities who do not currently refer pupils to the 
school; and  

¶ demonstrate demand from existing local authorities for additional places.  

In addition, if you are an existing school, you will need to demonstrate that you have demand from 

local authorities who do not current place pupils with you and that there is also demand for 

additional places from your existing local authorities. 

 

Further information 

Contact NSN for tailored specialist advice: info@newschoolsnetwork.org  

NSN draft Petition and Survey: Please contact us for more information. 

NSN support in finding contacts: NSN can provide some help reaching contacts in the area. Potential 

options include: 

Á Looking at our map database for people in the local area; 
Á Calling to ask to be placed in contact with individuals or groups in the area; and 
Á Attending conference and networking events. 

 
NSN support in creating a website: You can find out how to set up your own free website through 
our guide here:  https://sites.google.com/a/newschoolsnetwork.org/template-for-website/. 
 

mailto:info@newschoolsnetwork.org
https://sites.google.com/a/newschoolsnetwork.org/template-for-website/
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NSN support in gathering local data: You can gather local data from our site here: 
http://www.newschoolsnetwork.org/first-steps/collect-data.  
 
You may wish to use websites which parents use to communicate with each other such as 

Mumsnet (www.mumsnet.com) and Netmums (www.netmums.com) to talk about your local school 

plans. 

Partnerships for Schools ς www.partnershipsforschools.org.uk  

LƴŦƻǊƳŀǘƛƻƴ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ hŦŦƛŎŜ όL/hύΥ 
http://www.ico.gov.uk/for_organisations/data_protection/notification.aspx  

The Equality Act 2010: http://www.legislation.gov.uk/ukpga/2010/15/contents 

DfE guidance on the Equality Act: 

http://www.education.gov.uk/schools/pupilsupport/inclusionandlearnersupport/inclusion/equalitya

nddiversity/a0064570/the-equality-act-2010  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.newschoolsnetwork.org/first-steps/collect-data
http://www.mumsnet.com/
http://www.mumsnet.com/
http://www.netmums.com/
http://www.netmums.com/
http://www.partnershipsforschools.org.uk/
http://www.ico.gov.uk/for_organisations/data_protection/notification.aspx
http://www.legislation.gov.uk/ukpga/2010/15/contents
http://www.education.gov.uk/schools/pupilsupport/inclusionandlearnersupport/inclusion/equalityanddiversity/a0064570/the-equality-act-2010
http://www.education.gov.uk/schools/pupilsupport/inclusionandlearnersupport/inclusion/equalityanddiversity/a0064570/the-equality-act-2010
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F. Capacity and capability       

This section is relevant for all proposer groups. If you are working with a separate company who 

will provide project management, education or support services, you should work with them to 

complete this section. 

Our guidance on this section is structured to provide some general guidance, address specific 

points in each of the subsections and finally to provide some case studies 

DfE guidance requires that you must demonstrate that your group has the capacity and capability to 

set up and run a school.   You must have access to appropriate educational, financial and other 

expertise either within your group or by procuring additional support. If your application is 

approved, the DfE will be able to support you, if required, to secure additional expertise that you 

may need in the implementation phase, such as project management, human resources, ICT and 

sites and property/construction.  

Before submitting an application for a Free School, you must have established a Company Limited by 
Guarantee with members and directors appropriately skilled to discharge their duties and willing to 
do so without payment. This is explained in more detail in Chapter 2 of the DfE guidance. 
 
DfE will be using six criteria to assess this section of your application. In providing responses to 
criteria F1, F2 and F3 set out below, it is important to note that:  

¶ expertise could come from within your group or through forming a voluntary partnership 

with an organisation or individual(s) with a successful educational track record or by 

entering into a commercial contract with such an organisation or individual(s);  

¶ there is no guarantee that your application will be successful. Therefore you must not enter 

into any contracts in the expectation of funding from the Department for Education. In your 

application you should state what contractual arrangements, if any, you would like to have 

in place should your application be approved; and  

¶ public procurement regulations apply to expenditure of public money and require that 

commercial contracts must be let competitively. Therefore, there can be no guarantee that 

organisations or individuals offering support in the preparation of applications will be 

offered contracts to continue providing such support should the application be approved.  

In the following sections you will need to demonstrate that you already have the 

expertise on your long-term team, and that you have identified other skill gaps and 

how to fill them. 

To demonstrate this, it may help to think through the following questions: 

Á What are the different roles to be played in setting up the school? 

Á What are the different roles to be played in operating the school? 

Á What expertise do you need to demonstrate? 

Á How can any skills gaps be filled? 

Á What skills do you currently have within your team, and what skills will you 

need to buy in at a later date? 

Á What time commitments are needed from relevant individuals? 
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Á How can you be sure you are not overly reliant on any given individual? 

 

Pre-Opening Phase 
 
A Steering Group may oversee the pre-opening phase of your school. Members of the Steering 
Group will probably include:  
 

¶ Representatives of your Academy Trust ς identifying these people should be your focus now;  

¶ School staff ς chiefly the Principal and potentially also the Financial Director(this is only once 
they are appointed ς which must be after your application is approved by the DfE);  

At this stage you may need to bring on board extra personnel in order to fill any skill gaps (e.g. 
project management, legal, HR). You will also be assigned a project lead by the DfE who will work 
with your group to help deliver your school. 
 
In the pre-opening phase a Steering Group will have three main functions: 
 

¶ Create detailed strategies for the core school operations, building on your application (see 
the box below);  

¶ Oversee the delivery of these strategies through the contracting and project management of 
the required personnel (e.g. refurbishment contractors); and  

¶ Recruit the school staff required for opening. 
 
 

Planning Your Staffing & Governance 

In planning your staffing and governance it is important to ensure that your application 

is joined up.  Your company structure and whether you are part of another organisation 

or independent school will have impact on your governance and staffing structures.   

Your financial plans must be aligned with your education vision. The implication is that 

the staffing structure (which will be the majority of your expenditure) must also 

therefore be aligned.  The staffing structures in this section will need to join up with 

your timetable plans in Section D2.   

Your plans for premises will impact on your support staff structure in areas like cleaning 

and caretaking and any plans for hiring out the premises (Section E2) would also impact 

on your staffing as you would need to allow for the operation and management of this 

aspect. 

In completing this section of the application form it is very likely that there will be 

significant overlap between how you address each of the criteria set out by the DfE. For 

example, a having an experienced Principal Designate in your team will help you meet 

criteria F1 but will also have relevance for criteria F3 and others. 

You should take the following advice as a general guide ς consider carefully what will 

be required for your school, bearing in mind the requirement to keep costs tightly 

under control. 
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F1: Show how you will access appropriate and sufficient educational 

expertise to deliver your vision.  

In this section you must:  

Ɇ show that you have identified the resources, people and skills that you will need to set 

up and operate a school;  

Ɇ confirm time commitments to the project from relevant individuals; and  

Ɇ set out clear and detailed plans for identifying and securing any necessary educational 

expertise currently missing from your group. 

 

The way you complete this section will depend on the starting point of your organisation or group.  

Existing independent schools, maintained schools and Academies are likely to have educational 

expertise but will need to be able to demonstrate how they will provide the additional capacity 

necessary to function as a Free School.  Other organisations and groups may need to bring in 

educational expertise by adding volunteers to their team or making use of an educational provider 

or sponsor.   

Expertise in special education could be demonstrated by experience as any of the 

following: 

Á From within the organisation/school applying if this is relevant to you; 

Á School leader (e.g. Principal, Deputy Head); 

Á Teacher (can you show that they are an experienced/able teacher?); or 

Á Work in early years, Further Education or Higher Education. 

There will be a strong relationship between this section and Section F5 regarding the role of a 

Principal Designate and you will note that Section F5 specifically requires you to set out that plans 

the Principal Designate would play in the implementation phase. 
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F2: Show how you will access appropriate and sufficient financial  

expertise to manage your school budget.  

You must: 

Ɇ show that you have identified the resources, people and skills that you will need to set 

up arrangements for and undertake the financial management of a school; 

Ɇ confirm time commitments to the project from relevant individuals; and 

Ɇ set out clear and detailed plans for identifying and securing any necessary financial 

expertise, including an understanding of school budgets, currently missing from your 

group. 

 

As in Section F1, how you complete this section will depend greatly on your starting point in terms of 

the type of organisation or group that is setting up the Free School.  Existing independent, state 

maintained schools or Academies are likely to have the financial expertise but will need to be able to 

demonstrate how they will provide for the capacity.  Other organisations and groups may need to 

bring in financial expertise or to supplement general financial expertise with knowledge of how to 

apply it to the education sector.  All will face similar capacity issues.   

Financial expertise could be demonstrated by experience in any of the following: 

Á Bursar or business manager of a school; 

Á Finance or accounting qualifications; 

Á Senior financial role in an organisation (e.g. Finance Director of a business or 

charity); or 

Á The financial industry (e.g. worked in a large bank, insurance company or 

similar). 

Your application will have to demonstrate that you have a clear plan to recruit and maintain the 

right level of expertise to oversee the financial management of your school. The skills and 

experience required in establishing the financial management systems for a Free School may vary 

significantly from those necessary for day to day running of the school. It will be necessary for 

Directors to take a view on the most appropriate post-opening financial staffing arrangements which 

may include part time or outsourced financial management expertise. The focus here is on financial 

management after the school opens and should address responsibilities, obligations and roles.   

 

Financial Responsibilities 

Almost every important decision in your school will require a degree of financial acumen to ensure 

that you are making the best use of limited resources. Sound financial and corporate management is 

not only an advantage; it is also a statutory obligation that the government takes very seriously. As 

Limited Companies with charitable status funded by the government, the general financial 

responsibilities of Free Schools are specified by Companies House. You must advise Companies 
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House when your company is formed, when Directors change and when you submit your annual 

accounts. 

Regulations specific to the accounting and finance of Academies are contained in the following 

documents: 

Á The Funding Agreement: A Model Funding Agreement is shown at 

http://www.education.gov.uk/freeschools/a0074737/free-schools-model-funding-

agreement . The Articles of Association of your Company, which is jointly signed by your 

school and the Secretary of State. A model of Articles of Association can be found in Annex A 

of the model Funding Agreement. 

Á The Academies Financial HandbookΣ ƛǎǎǳŜŘ ōȅ ǘƘŜ ¸ƻǳƴƎ tŜƻǇƭŜΩǎ [ŜŀǊƴƛƴƎ !ƎŜƴŎȅ ό¸t[!ύ 

on behalf of the DfE. The Handbook sets out the expectations on financial management and 

ōǳŘƎŜǘƛƴƎΦ Lǘ ŘŜǎŎǊƛōŜǎ ǇŜǊŦƻǊƳŀƴŎŜ ǎǘŀƴŘŀǊŘǎ ŀƴŘ ƎƛǾŜǎ ŜȄŀƳǇƭŜǎ ƻŦ ΨƛƴŘƛǾƛŘǳŀƭ 

ŀŎŎƻǳƴǘŀōƛƭƛǘƛŜǎΩ ŦƻǊ ŎŜǊǘŀƛƴ ǊƻƭŜǎ ǿƛǘƘ ǎǇŜŎƛŦƛŎ ŦƛƴŀƴŎŜ ǊŜǎǇƻƴǎƛōƛƭƛǘƛŜǎΦ ¢ƘŜ 5Ŧ9 ƛǎ ŎǳǊǊŜƴǘƭȅ 

revising this Handbook to make it simpler, and will publish the new version on the YPLA site 

in due course. The current version is available at this link: 

http://readingroom.ypla.gov.uk/ypla/ypla-Academies_financial_handbook-gn-Nov06.pdf 

 

 

Financial Obligations  

Schools will need to carry out, at a minimum, the following finance-related tasks: 

Á Financial Plan: Compiling a 3-5 years financial plan, forecasting income, expenditure and 

reserves; 

Á Annual Budget: Carrying out annual budget compilation and management, including 

ŀǊǊŀƴƎƛƴƎ ŀƴ ŀƴƴǳŀƭ ŀǳŘƛǘΣ ǇǳōƭƛǎƘƛƴƎ ŀƴ ŀƴƴǳŀƭ ǊŜǇƻǊǘ ŀƴŘ ŀŎŎƻǳƴǘǎΣ ǾŀƭǳƛƴƎ ǘƘŜ ǎŎƘƻƻƭΩǎ 

assets, accounting for VAT, authorising delegated powers to committees and staff and 

approving salary levels; 

Á IT: Securing appropriate financial management IT systems; 

Á Policies: Setting standards for strong financial management including the extent of 

oversight that trustees will provide; and 

Á Procedures: robust financial systems and processes are in place from the outset. 

In your application, it is not a requirement that you list all of your financial responsibilities but it 

will be important to demonstrate in your proposal that you have sufficient financial expertise in 

your Governing Body and leadership team to fulfil these obligations. 

 

 

 

 

http://www.education.gov.uk/freeschools/a0074737/free-schools-model-funding-agreement
http://www.education.gov.uk/freeschools/a0074737/free-schools-model-funding-agreement
http://readingroom.ypla.gov.uk/ypla/ypla-Academies_financial_handbook-gn-Nov06.pdf
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Financial Roles 

Financial responsibility for Free Schools comprises two main elements: oversight and management. 

Á Financial oversight: The Governors will monitor the work of the School executive, notably 

the Head and Finance Director/Business Manager, to ensure that they are exercising proper 

controls over the School finances. They will normally consider termly management accounts 

at the GovernorsΩ meetings when the Finance Director/Business Manager will deliver a 

briefing. It may be exercised by the Governors through a Finance Committee (in larger 

schools), and will also involve the Chairman signing-off the Annual Accounts and audit 

report. 

Á Financial planning: The Governors will also co-operate with the Head and Finance 

Director/Business Manager in strategic planning to align their plans and ambitions for the 

school with the financial realities within which they must work. 

Á Financial management: Responsibility for day to day financial management is normally with 

the Finance Director/Business Manager. The Finance Director/Business Manager will 

normally also manage a wide range of other specialist functions including, but not limited to, 

HR, health and safety, estates, catering and contract management. These responsibilities 

carry substantial financial and reputational risks to the School and should be considered very 

carefully within the role and rewards. The Finance Director/Business Manager may report 

directly to the Head, who would retain overall accountability to the Governing Body for 

financial management of the school.   

 

Role of a Finance Director/Business Manager 

The Academies Financial Handbook contains an overview of the responsibilities of an Academy 

Finance Director. However, please note that it deals only with financial and accounting duties and 

ƴƻǘ ǘƘŜ ǿƛŘŜǊ ǊŜƳƛǘ ǿƘƛŎƘ ǿŜ ƘŀǾŜ ŘŜǎŎǊƛōŜŘΦ ¢ƘŜ ǿŜōǎƛǘŜ ƻŦ ǘƘŜ /ƘŀǊƛǘȅ CƛƴŀƴŎŜ 5ƛǊŜŎǘƻǊǎΩ DǊƻǳǇ 

also provides some examples of terms of reference for various accounting appointments:  

http://www.cfdg.org.uk/crn/scripts/doc_selectcategory.asp?cat=Human_Resources 

http://www.cfdg.org.uk/resources/Document%20Library.aspx 

Setting up every school is likely to require significant input from an experienced Finance 

Director/Business Manager but the time commitment may not be so great when the school is well 

established, especially for smaller schools. A more cost effective approach for some schools may be 

to have an experienced financial manager on a part-time contract, with a full time role that requires 

less experience, focussing on book-keeping and contractor management. It may also be possible to 

outsource the financial management of your school or to work in partnership with other schools to 

share expertise and costs.  However, it will be important in this case that the Principal has a good 

handle on the finances, so that they can retain accountability. 

http://www.cfdg.org.uk/crn/scripts/doc_selectcategory.asp?cat=Human_Resources
http://www.cfdg.org.uk/resources/Document%20Library.aspx
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The Training and Development Agency produce some guidance on Business Managers that is 

available at http://www.tda.gov.uk/local-authority/standards-qualifications-training/school-

business-managers/sbm-benefits.aspx   

There is also a competency framework that shows how the role can operate at different levels at The 

Training and Development Agency produce some guidance on Business Managers that is available at 

http://www.tda.gov.uk/local-authority/standards-qualifications-training/school-business-

managers/sbm-benefits.aspx  and further information is available through the National College 

http://www.nationalcollege.org.uk/sbm 

Some schools are making an effective use of resources by sharing a Business Manager.   

 

Financial Framework 

Although the School Financial Value Standard is not compulsory for Free Schools you may find it 

helpful you may find it helpful to look at the DfE website to help in understanding a framework for 

effective financial operation in school.  The skills matrices for school staff and governors may be of 

particular benefit. 

http://www.education.gov.uk/schools/adminandfinance/financialmanagement/Schools%20Financial

%20Value%20Standard/a00192114/schools-financial-value-standard-sfvs 

 

Further information 

Contact NSN for tailored, expert advice: info@newschoolsnetwork.org  

Companies House: www.companieshouse.gov.uk  

The Charities Commission guidance (Free Schools do not need to register with the Charities 

Commission) http://www.charitycommission.gov.uk/Charity_requirements_guidance/default.aspx 

Free Schools Model Funding Agreement and Memorandum and Articles: 
http://www.education.gov.uk/schools/leadership/typesofschools/freeschools  
 
The Articles of Association of your Company: A model of Articles of Association can be found in 
Annex A of the model Funding Agreement. 
http://www.education.gov.uk/schools/leadership/typesofschools/freeschools 
 

Academies Financial Handbook: 

http://readingroom.ypla.gov.uk/ypla/ypla-Academies_financial_handbook-gn-Nov06.pdf 

Charity Finance Directors Group website, which gives some examples of terms of reference for 

various accounting appointments:  

http://www.cfdg.org.uk/resources/Document%20Library.aspx 

http://www.tda.gov.uk/local-authority/standards-qualifications-training/school-business-managers/sbm-benefits.aspx
http://www.tda.gov.uk/local-authority/standards-qualifications-training/school-business-managers/sbm-benefits.aspx
http://www.tda.gov.uk/local-authority/standards-qualifications-training/school-business-managers/sbm-benefits.aspx
http://www.tda.gov.uk/local-authority/standards-qualifications-training/school-business-managers/sbm-benefits.aspx
http://www.nationalcollege.org.uk/sbm
http://www.education.gov.uk/schools/adminandfinance/financialmanagement/Schools%20Financial%20Value%20Standard/a00192114/schools-financial-value-standard-sfvs
http://www.education.gov.uk/schools/adminandfinance/financialmanagement/Schools%20Financial%20Value%20Standard/a00192114/schools-financial-value-standard-sfvs
mailto:info@newschoolsnetwork.org
http://www.companieshouse.gov.uk/
http://www.charitycommission.gov.uk/Charity_requirements_guidance/default.aspx
http://www.education.gov.uk/schools/leadership/typesofschools/freeschools
http://www.education.gov.uk/schools/leadership/typesofschools/freeschools
http://readingroom.ypla.gov.uk/ypla/ypla-Academies_financial_handbook-gn-Nov06.pdf
http://www.cfdg.org.uk/resources/Document%20Library.aspx
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F3: Show how you will access other  relevant expertise to manage the 

opening and operation of your school.  

You must: 

Ɇ provide details of your group, including the members of the company, and their 

particular areas of experience and expertise; 

Ɇ show that your group has identified other relevant expertise, such as individuals or 

organisations with successful experience of setting up a new organisation or business, 

school governance, human resources, ICT, property/construction, marketing and 

project management; 

Ɇ set out clear time commitments to the project from the relevant individuals; 

Ɇ explain how work on this school will be balanced against the development of others if 

your group is seeking to establish more than one school; and 

Ɇ set out clear and detailed plans for identifying and securing any necessary expertise 

currently missing from your group. 

 

Once more, how you complete this section will depend greatly on your starting point in terms of the 

type of organisation or group that is setting up the Free School.   All groups and schools are likely to 

have some of the skills, experience and expertise in these areas and again, capacity will need to be 

addressed.    

In this area there may well be a greater focus on the expertise needed pre ςopening in specific areas 

like project management and marketing.  Whilst these skills are likely to be needed to some degree 

when the school is operational they may require less time than in pre-opening.  Although it will be 

helpful to have some of these skills on your long-term team ς and even in your Steering Group ς 

other expertise can also be accessed through hiring, contracting or volunteering. 

The most important expertise you will need in addition to educational and financial are: 

Á Project start up and management: Experience in start-up projects, particularly 

schools, and coordinating a complex set of activities and people to deliver 

results to a schedule; 

Á School governance:  May include school leaders, governors (especially chairs of 

governors), experienced clerks and organisations providing support and advice 

to governors.   

Á Legal and accounting: Specialist, professional legal and accounting expertise, in 

addition to the financial expertise you have already identified; 

Á Marketing:  Experience of producing promotional materials, generating 

publicity and building a campaign can help your team ς especially when 

obtaining evidence of demand for your Free School;  
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Á Buildings and site: Architects, quantity surveyors and other site-related 

professionals can assist you in finding a site or providing guidance on how an 

existing building can be modified to suit your needs; 

Á Information and Communications Technology (ICT): As in any business, the 

effective and efficient use of technology will be important for the success of the 

school. ICT expertise will be important before the school opens, because you 

are likely to make expensive purchases and even sign long-term contracts for 

ICT services (e.g. phone lines, broadband); and 

Á Human Resources (HR): In order to manage the large recruiting process you 

will be undertaking, as well as ensuring an understanding of employment law, 

grievance procedures and so on. 

Á Clerk to Governors:  The Governing Body will eventually need to appoint a clerk 

to administer their meetings. In order to serve the whole Governing Body, the 

clerk needs to take an independent view and be impartial in their record of 

proceedings. They must perform their administrative tasks efficiently, freeing 

up the Governing Body to concentrate on its strategic role.   The clerk must 

keep abreast of the law and regulations in order to provide quality advice and 

support. Clerks should have accredited training and on-going support necessary 

to be competent in their role. They will maintain accurate records and store 

useful information. 
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F4: Show how your staffing structure will deliver the planned 

curriculum.  
 

You will need to set out your plans for the leadership and staffing of your school in some detail, 

including how this will change from day one until you reach full capacity. Where you appointed one, 

the Principal Designate should play a significant role in defining the eventual staffing structure of the 

school. However, even if you have not yet identified the Principal Designate, filling out this section in 

detail will be an important part of demonstrating to the DfE that you have thought through how 

your educational vision can be delivered. 

To do this, your application should answer the following questions: 

Á ²Ƙŀǘ ƛǎ ȅƻǳǊ ŀǇǇǊƻŀŎƘ ǘƻ ǎǘŀŦŦƛƴƎ ŀƴŘ Ƙƻǿ ŘƻŜǎ ƛǘ ƳŀǘŎƘ ȅƻǳǊ ǎŎƘƻƻƭΩǎ ǾƛǎƛƻƴΣ ŜǘƘƻǎ ŀƴŘ 

curriculum? 

Á For each type of staff (e.g. leadership, teachers, support staff, facilities staff), what will their 

role entail and what qualities will they need to carry it out? 

Á How will different staff members report to each other to ensure strong and efficient 

accountability? 

Á How many staff of each type will you have over time, as the school develops? 

 

Approach to staffing 

Your approach to staffing should bear in mind three key variables: 

Á Your vision; 

Á Your curriculum; and 

Á Your finances.  

 

Your vision: Like all important decisions about your school, staffing structures should be a result of 

what vision, values, culture and ethos you want for your school. You should picture the educational 

and personal experience you want each child to have at your school and use this as the basis for 

determining which staffing structure will help you to deliver that experience. It is important to note 

that the leadership team and the staff at your school will be responsible for communicating and 

ŘŜƭƛǾŜǊƛƴƎ ǘƘŜ ǎŎƘƻƻƭΩǎ Ǿƛǎƛƻƴ ŀƴŘ ŜǘƘƻǎΦ CƻǊ ǘƘŀǘ ǊŜŀǎƻƴΣ ǘƘŜƛǊ ǉǳŀƭƛǘƛŜǎ ŀǎ ǇŜƻǇƭŜΣ ǘƘŜ ǊƻƭŜǎ ǘƘŜȅ ŀǊŜ 

asked to play, the way they report to each other and even how many of them there are should all be 

intimately connected to the type of school you are trying to create. 

 

Your curriculum: The application form asks you to show that you have an adequate staffing 

structure to deliver your planned curriculum, building from year 1 to when the school is at full 
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capacity. The number of teachers your school requires will be greatly affected by your curriculum 

model, including: 

Á Which subjects you plan to offer; 

Á How those subjects will be taught (e.g. combined classes, use of teaching assistants); 

Á How many students will be in each class; 

Á How much face time there will be between students and teachers, teaching assistants, 

lab technicians, etc.; and  

Á Iƻǿ ȅƻǳǊ ǎŎƘƻƻƭ ǿƛƭƭ ƳŜŜǘ ǇǳǇƛƭǎΩ {ǇŜŎƛŀƭ 9ŘǳŎŀǘƛƻƴŀƭ bŜŜŘǎ ό{9bύΦ 

 

Your finances: The application form asks you to demonstrate the financial viability of your staffing 

structure. The details here should reflect the assumptions and plans shown elsewhere in your 

proposal and in the Payroll section of your financial template. Given that schools generally spend 75-

85% of their budget on staff costs, budget is one of the most important factors that will determine 

your approach to staffing. In the interest of providing value for money, staff structures may benefit 

from part time or term time only contracts or even job shares. In the event that pupil numbers or 

income falls and the budget has to be rebalanced, such options will often minimise the impact of any 

reductions in staff and will make them easier to implement. Almost every decision you make about 

staffing will have an implication on cost, whether it is the roles you want staff members to play, the 

qualities you want them to have, or the number of staff in the school. All staffing decisions must 

therefore be thought through in budgetary terms. 

In considering the financial viability of your staffing, you must: 

¶ ensure the information you provide is consistent with that provided in Section G. 

 

 

Roles and qualities of different staff 

Your staff will be a mix of teachers, support staff, and senior leaders. You should consider what that 

mix should be in order to create an organisation which reflects your vision and ethos.  

You need a strong senior leadership team that is aligned with the vision and ethos of the school. 

They should have a range of competencies, skills, and experience that complement each other. A 

self-aware leader can identify their own strengths and weaknesses in a variety of areas and create a 

team that complements them.  

Below is an example staffing structure for a full-capacity medium or large secondary school. While 

this is a commonly-applied model in many established schools, your school will probably be starting 

with only a fraction of its full capacity intake and budget. As such, you will have to consider which 

structural elements are essential to provide the educational experience your school aims to offer. 

For example, employing heads of faculties or curriculum can help to ensure that lines or 
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responsibility are clear for any issues which arise. Your budgetary restrictions are likely to be such 

that, if you do have staff in these roles, they will also need to take on significant teaching 

responsibilities. 

 

Please be aware that, unlike other types of Free School, Special Free Schools are required to hire 

staff with QTS for all teaching positions, and for the role of SENCo where one is in place. This is 

because Special Free Schools are required to fulfil the requirements which hold for all Special 

schools. You can find the relevant regulations here: 

http://www.legislation.gov.uk/uksi/2003/1663/regulation/5/made 

Teaching staff are those who undertake any or all of the following as part of their role: 

Á planning and preparing lessons and courses for pupils; 
Á delivering lessons to pupils; 
Á assessing the development, progress and attainment of pupils; and 
Á reporting on the development, progress and attainment of pupils. 

http://www.legislation.gov.uk/uksi/2003/1663/regulation/5/made
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Secondary School Example Staffing Structure, TDA 

 

Senior Management Team 

¶ Headteacher ς has overall responsibility for the school, its staff, its pupils and the 

education they receive  

¶ Deputy Headteacher(s) ς play a major role in managing the school, particularly in the 

absence of the Headteacher 

¶ Assistant Headteacher(s) ς support the head and deputy heads with the management of 

the school 

Subject Leaders 

¶ Heads of Department 

¶ Heads of Faculty 

¶ Curriculum Coordinators ς responsible for a particular area of the curriculum, including 

monitoring and improving standards 

Pastoral Subjects 

¶ Heads of Year 

¶ Heads of Faculty 

¶ Curriculum Coordinators ς responsible for a particular area of the curriculum, including 

monitoring and improving standards 

Classroom Teachers 

Plan, prepare and deliver lessons to meet the needs of all pupils, setting and making work and 

recording pupil development as necessary. Includes advanced skills teachers and supply teachers. 

Often work in partnership with teaching assistants (TAs). 

 

Other Key Roles 

¶ Key Stage 3 Coordinator 

¶ SENCO  

¶ Head of Learning Support 

¶ PSH Coordinator 

¶ School Sports Coordinator 
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Small Primary School 
Vanessa Williams ς Headteacher at King Solomon Academy, London 

Y{!Ωǎ Ƴƛǎǎƛƻƴ ƛǎ ǘƘŀǘ млл҈ ƻŦ ƛǘǎ ǇǳǇƛƭǎ ƘŀǾŜ ǘƘŜ skills and qualifications go on to good universities. 

Lƴ ƻǊŘŜǊ ǘƻ ŀŎƘƛŜǾŜ ǘƘƛǎΣ L ƴŜŜŘŜŘ ǎǘŀŦŦ ǿƘƻ ƘŀŘ ŀ ΨǿƘŀǘŜǾŜǊ ƛǘ ǘŀƪŜǎΩ ŀǘǘƛǘǳŘŜΦ  Mission alignment 

was therefore my top priority. A good teacher who was open to development was more appropriate 

than a more developed teacher with less commitment to the vision.  

I began by mapping the staffing structure the school would need at full capacity and worked 

backwards to understand who I needed for opening day.  A key role that was filled by the May prior 

to opening was the school administrator - who co-ordinated, amongst other things, the deliveries, 

admissions and home visits - allowing me to concentrate on the strategic and operational 

requirements. An additional person to have in place in the run-up to opening was the facilities 

manager ς ours had managed the site previously, when it housed another school and was able to 

provide valuable information to the numerous contractors involved in the refurbishment of the 

existing building.   Another key role was that of Inclusion Manager.  As a small and inclusive school 

in a challenging area, I needed a highly visible SENCO with the expertise to manage all elements of 

inclusion and support, and step up in my absence.  

I advertised for teaching staff in the TES. As a new school, it can be difficult to attract suitable 

applications from more experienced teachers.  This was made even more difficult given that there 

was no school or pupils to show applicants. Despite having a large number of applications for the 

two reception teacher roles, the vast majority of these were from NQTs.   I hired one experienced 

teacher and one NQT.  Without a doubt, although NQTs bring less expertise, their open mindedness 

and enthusiasm make them worth their weight in gold.   

My recruitment ǇǊƻŎŜǎǎ ƛƴǾƻƭǾŜŘ ŀƴ ƛƴƛǘƛŀƭ ƭƻƴƎƭƛǎǘ ōŀǎŜŘ ƻƴ ǘƘŜ ŎŀƴŘƛŘŀǘŜǎΩ ǿǊƛǘǘŜƴ ǎǘŀǘŜƳŜƴǘǎΣ 

followed by first round interviews to test alignment (through standardised questions). The first 

round interview also provided me with an opportunity to communicate to the candidates a clear 

message regarding our expectations of them.  It was important that only those candidates who 

were up for hard work and tough targets chose to proceed.   Successful interviewees were then 

observed teaching a lesson.  Candidates were told what lesson to teach and were provided with 

detailed information about the children in the class.   A significant part of this section of the 

ƛƴǘŜǊǾƛŜǿ ǇǊƻŎŜǎǎ ǿŀǎ ǘƘŜ ŎŀƴŘƛŘŀǘŜǎΩ ŀōƛƭƛǘȅ ǘƻ ǎŜƭŦ-evaluate the lesson. A final round of interviews, 

including scenario discussions, determined the successful candidates. I have now added in-tray 

tasks, such as data analysis, to the hiring process. Recruiting for a small or brand new school can be 

difficult due to the few numbers of experienced staff applying.  As thŜ ǎŎƘƻƻƭΩǎ ǊŜǇǳǘŀǘƛƻƴ ƎǊƻǿǎΣ 

this no longer remains an issue. 

It is also essential to consider personalities and staff relationships, which can seriously impact the 

functioning of a very small team. Prior to opening, I organised staff events and a two-week 

induction programme, which took place during the summer holidays. Staff members had the 

opportunity to get to know one another and to play an active role in discussing and agreeing school 

policies (such as teaching and learning, marking). We began the term a week before the children, to 

make the final school preparations together.   

Beginning with the end in mind 

The case study below confirms the importance of working out the staffing structure the school 

would need at full capacity and working backwards to understand who is needed in the pre-opening 

phase and as the school builds to full capacity. 
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Staffing numbers over time 

In this section DfE criteria states that you must: 

Ɇ set out plans showing an appropriate and phased build up of staff (where the school is 

increasing in size over time) in line with planned pupil numbers and financial resources 

Ɇ reflect both the arrangements for the first term and year, and for the longer term as 

the school builds to full capacity, with clear delineation of roles and responsibilities; 

 

In the pre-opening phase, you may need to employ staff in addition to the Principal, depending on 

the complexity of your school and the size of the initial intake. For example, the school will probably 

need a Business Manager in place prior to opening to ensure that the necessary contracts, systems, 

and services are ready before opening day. The Business Manager can also help with finances and 

can take care of administrative tasks that a Principal Designate does not have time for. Most schools 

will also have an Inclusion Manager or SENCO in place before opening.   If your school is a conversion 

or renovation of a prior facility, a Facilities Manager can be crucial to help make decisions and to 

guide architects and builders in creating a building that works for you. Depending on your curriculum 

and structure, you could need heads of subjects or year-group leaders.  

As you will be constrained by the budget, you should think about which staff members can take on 

more than one role. For example, if you do not need a full-time Business Manager or Facilities 

Manager, you can consider sharing them with a local school (some maintained schools do this). 

Think about the teaching load that your senior leaders will carry ς they may need to teach more in 

the earlier years of your school. You may also want to consider appointing less experienced staff 

with high potential in the early years. For example, you may want to appoint a Head of English that 

will be ready for an Assistant or Deputy Principaƭ ǊƻƭŜ ƛƴ ǘƘǊŜŜ ȅŜŀǊǎΩ ǘƛƳŜ ǎƻ ǘƘŀǘ ȅƻǳǊ ǎŜƴƛƻǊ 

leadership team develops with your school.  

The school team will need to expand as the school develops. This is likely to encompass professional 

managers (e.g. Marketing, HR, etc.) as well as additional teaching staff. As each year brings a new 

intake, it is possible that staff roles will also change. For example, in the first year of your school, 

some teachers may need to teach more than one subject so that your curriculum can be delivered 

within a reasonable budget. As the school grows, you may ask those teachers to begin to specialise 

in subjects. You should keep in mind that there is natural turnover in schools as staff gain experience 

and leave for other opportunities, and younger, less experienced staff will be promoted into more 

senior roles.  
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Planning Your Staff Structure 

¶ describe the final staffing structure and show how it is sufficient, affordable and 

appropriate to deliver the education vision and plan; 

¶ set out the structure of the senior leadership team, heads of department; and 

¶ any support staff, as well as a clear description of their roles and responsibilities. 

 

A key aspect here is to be open-minded.  In opening a new school you have an opportunity to be 

innovative. You are not burdened with an inherited structure which may not provide the ideal 

staffing to deliver for the pupils.   

You may find it helpful to find out about staffing structures in other schools, review adverts and get 

details of jobs for relevant posts in the area.  This knowledge of local market forces will help in 

identifying options for pay and conditions of service etc. 

The prime function of a school is teaching and learning and staffing in this area is likely to be your 

largest expenditure, so it seems sensible to start with this in in your staffing structure.  There are 

some issues to bear in mind as you plan the staffing to deliver your curriculum plan: 

Å No matter how well you timetable you are likely to have surplus time/periods in some areas 

ς deploying this may help you save staffing costs elsewhere (but there are restrictions if you 

choose to follow national pay & conditions).   

Å In the pre-opening phase and as the school grows how you deploy spare time will be 

significant 

Å Know how much an average teacher costs per hour/period.  Therefore how you  deploy 

surplus/free time is a key factor in your financial efficiency 

Å Support staff are likely to be at a lower hourly rate than teaching staff ς so what jobs 

actually require a teaching qualification/background? 

Å Know how much your Senior Leadership Team (SLT) cost per period/hour.  You may well 

want your SLT to undertake some teaching but they cost more than regular teachers for 

each lesson they deliver, and are extremely expensive administrators. 

Å Bear in mind what costs you want to carry on your payroll and where you might want to 

outsource ς e.g. cleaning 

 

Consider what expertise you need to pay for ς for example does your business manager need to be a 

qualified accountant or is it suitable to have them financially competent with accountants engaged 

for audit/year end. 
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Although you will need to ensure that your staffing plans here link with your curriculum plan and 

budget information you may find it helpful to develop staffing matrices for both teaching and 

support staff.  Examples of staff matrices are available from New Schools Network. 

In developing a teaching staff matrix, your timetable model will give you the information to input for 

your requirements for classroom teaching and you can therefore start to build up the roles required.  

The timetable model will define the number of period or hours per week and give you an idea of the 

Planning, Preparation and Assessment (PPA) time required to facilitate this.  This will leave you with 

a balance of free time that you can look at how it is deployed.  Adding staff costs to the model 

enables you to see where you are spending the money and question if this properly reflects your 

priorities.   

In addition to teachers, you may want to consider the role of Teaching Assistants and Cover 

Supervisors.  You could add them to the support matrix but it may help to think of classroom based 

staff rather than differentiate by contract type.  Their PPA is not mandatory to maximise their 

effectiveness, some PPA is beneficial. 

A similar model can be developed for support staff although here there is no need for PPA time and 

the duties will differ.  You may think about support staff in hours rather than teaching periods per 

week.  Depending on the nature of your school it may be helpful to first consider the support staffing 

needed for term time operation then to look carefully at staffing needs during school holidays.  

Remember there are often important tasks that need to be carried out when pupils and the majority 

of staff may not in school.  Again, adding costs to this model can help you to assure yourself that 

your spending matches your priorities. 

The members of your steering group with educational experience will be key to you in identifying 

ǊƻƭŜǎ ƴŜŜŘŜŘ ōǳǘ ƻǘƘŜǊǎ ǎƘƻǳƭŘ ƪŜŜǇ ŀƴ ƻǇŜƴ ƳƛƴŘ ŀƴŘ ǉǳŜǎǘƛƻƴ ŀǎǎǳƳǇǘƛƻƴǎ ŀǊƻǳƴŘ ǘƘŜ ΨǘƘŀǘΩǎ ǘƘŜ 

way scƘƻƻƭǎ Řƻ ǘƘƛƴƎǎΩΦ  !ǎ ŜȄŀƳǇƭŜǎΥ  

Å Many secondary schools employ a librarian but could you use the skills of other staff to 

maximise the learning potential of this facility? 

Å What is the difference between a technician and a teaching assistant?  Could you recruit 

someone who has the technical knowledge and can support in the classroom or are the roles 

separate? 

Å Should you have Business Manager (shared between schools or just for you) or would you be 

better served by splitting the finance, HR and facilities management functions?. 

 

In terms of the phasing you are likely to have more timetable surplus for teaching staff in the years 

as you move to full capacity and how this is deployed will have a direct effect on the levels of other 

staff you need.  In future years the surplus should reduce and it therefore may be necessary to think 

about greater levels of support/outsourcing. 

The staffing needs and how they will be delivered will be directly related to the model you chose, 

particularly in the areas of the business management of the school. Business management can cover 
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areas including finance, human resources and facilities management including functions like 

catering, cleaning & grounds.  Marketing may also be a consideration in this area. 

Although the majority of teaching & pastoral staff are likely to be deployed in the individual school, 

back office functions may be performed within the school or outsourced to a provider. Whatever the 

model, the relevant parts of your application must link together. For example, if you say that 

providing support for students outside of the classroom will be a priority for you this should be 

clearly demonstrable in your staffing structures and budget plans either by giving staff the time to do 

this or by securing the services of others. 

You will also need to consider how your school site will operate when it is not being used. For 

example, will you need a site manager to maintain the school outside of term time or at weekends? 

You may want to think about using the knowledge of the people involved in your steering group to 

go beyond what is needed to set up the school and identify what will be needed to run it when it is 

opened.  For example you may need significant higher level human resources expertise to assist you 

identify appropriate terms and conditions and help you recruit staff but once up and running you 

may only need access to this higher level support on an occasional basis. 

 

Accountability 

A good staffing structure will ensure strong and efficient accountability. Every individual should be 

ƘŜƭŘ ŀŎŎƻǳƴǘŀōƭŜ ŦƻǊ ŀŎƘƛŜǾƛƴƎ ǎƻƳŜ ǇŀǊǘ ƻŦ ǘƘŜ ǎŎƘƻƻƭΩǎ ǎǳŎŎŜǎǎΦ ¦ƭǘƛƳŀǘŜƭȅΣ ǘƘŜ tǊƛƴŎƛǇŀƭ ǿƛƭƭ ōŜ 

accountable for the overall success of the school.   

SƻƳŜ ǎŎƘƻƻƭǎ ǳǎŜ ŀ ΨǘŜŀƳ ǘŜŀŎƘƛƴƎΩ ƳƻŘŜƭ ǿƘŜǊŜ ŀ ŎŜǊǘŀƛƴ ǘŜŀƳ ƻŦ ǘŜŀŎƘŜǊǎ ƛǎ ǊŜǎǇƻƴǎƛōƭŜ ŦƻǊ 

certain students, whereas in other schools students only come into contact with a few teachers, who 

get to know them very well. In the first year especially, a Principal Designate may wish to be tightly 

linked to most levels of accountability themselves rather than delegating so that they retain more 

ŎƻƴǘǊƻƭ ƻǾŜǊ ǘƘŜ ǿŀȅ ǘƘŜ ǎŎƘƻƻƭΩǎ ǾƛǎƛƻƴΣ ǾŀƭǳŜǎΣ ŎǳƭǘǳǊŜ ŀƴŘ ŜǘƘƻǎ ƛǎ ŦƻǊƳŜŘΦ ¸ƻǳǊ ŀǇǇƭƛŎŀǘƛƻƴ ǎƘƻǳƭŘ 

show that you have considered how accountability will work at your school and the staffing 

structure should make that accountability clear. 

It can also be helpful to think of scenarios to test your accountability structure. For example, if a 

secondary stage pupil is falling behind in maths at your school, who is the first person that the 

Principal should speak to when addressing the issue? Is it a maths teacher who is responsible for 

that pupil? Is it the year group leader for that pupil? Is it the subject leader for maths? What 

happens if an entire class is falling behind? These types of discussions can help you discover any 

potential weaknesses in the accountability structure before you submit your application. 

 

Independence 

! CǊŜŜ {ŎƘƻƻƭ ƛǎ ΨƛƴŘŜǇŜƴŘŜƴǘΩ ŀƴŘ Ƙŀǎ ŀ Ŧar wider range of freedoms than those schools under the 

care of the Local Authority. This independence brings responsibilities and risks that need to be 
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addressed, and require funding for effective management. There is a sound template for 

organisation and systems in the independent school sector, ranging from finance to HR, as most 

independent schools have been operating in this environment for many years and are very 

experienced in both financial and corporate regulation. Similar experience is also now being 

developed rapidly in Academies and new Free Schools. Good use should be made of advice and 

assistance from these institutions ς ƛǘ ƛǎ ƴƻǘ ŀƭǿŀȅǎ ƴŜŎŜǎǎŀǊȅ ǘƻ ΨǊŜ-ƛƴǾŜƴǘ ǘƘŜ ǿƘŜŜƭΩ ǿƘŜƴ ǎǘŀǊǘƛƴƎ 

ŀ ƴŜǿ CǊŜŜ {ŎƘƻƻƭΦ LƴŎƭǳǎƛƻƴ ƻŦ ǇǊƻǾƛǎƛƻƴ ŦƻǊ ƳŜƴǘƻǊƛƴƎΣ ΨǎǇƻƴǎƻǊƛƴƎΩ ƻǊ Ŏƻ-operation with such 

organisations could be beneficial. 

 

Further Information 

Future Leaders ς www.future-leaders.org.uk  

Teach First ς www.teachfirst.org.uk 

Teacher Development Agency ς Typical staff (primary) - http://www.tda.gov.uk/get-into-

teaching/faqs/life-as-a-teacher/staff-structure-primary.aspx 

Teacher Development Agency ς Typical staff (secondary) - http://www.tda.gov.uk/get-into-

teaching/faqs/life-as-a-teacher/staff-structure-secondary.aspx  

Teaching Expertise ς Advice on staffing structures from a variety of teachers and school leaders ς 

http://www.teachingexpertise.com/topic/staffing-structures  

National Teaching Salary Payscales ς http://www.tda.gov.uk/get-into-teaching/salary/teaching-

salary-scales.aspx  

Examples of school staffing structures: 

Á Chellow Heights Special School ς http://www.schooljotter.com/showpage.php?id=76299 
Á Cumbria Grid for Learning ς Example School Staffing Structures ς 

http://www.cumbriagridforlearning.org.uk/index.php?category_id=230  

Á Aston Comprehensive ςhttp://ww w.astonacademy.org/vacancies/Staffing_Structure.pdf  

Á Robinsfield Infant School ς 

http://www.robinsfield.westminster.sch.uk/content_docs/about_us/Admin/Staff_list.pdf  

  

http://www.future-leaders.org.uk/
http://www.teachfirst.org.uk/
http://www.tda.gov.uk/get-into-teaching/faqs/life-as-a-teacher/staff-structure-primary.aspx
http://www.tda.gov.uk/get-into-teaching/faqs/life-as-a-teacher/staff-structure-primary.aspx
http://www.tda.gov.uk/get-into-teaching/faqs/life-as-a-teacher/staff-structure-secondary.aspx
http://www.tda.gov.uk/get-into-teaching/faqs/life-as-a-teacher/staff-structure-secondary.aspx
http://www.teachingexpertise.com/topic/staffing-structures
http://www.tda.gov.uk/get-into-teaching/salary/teaching-salary-scales.aspx
http://www.tda.gov.uk/get-into-teaching/salary/teaching-salary-scales.aspx
http://www.schooljotter.com/showpage.php?id=76299
http://www.cumbriagridforlearning.org.uk/index.php?category_id=230
http://www.astonacademy.org/vacancies/Staffing_Structure.pdf
http://www.robinsfield.westminster.sch.uk/content_docs/about_us/Admin/Staff_list.pdf
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F5: Provide realistic plans for recruiting a high quality principal 

designate, other staff and governors in accordance with your 

proposed staffing structure and education plans.  

N.B. - Given the size of section F5 we have split the guidance into three parts relating to 

the appointment of the Principal, Other Staff and Governors 

 

Recruiting a high quality principal designate 

You must: 

¶ ǎŜǘ ƻǳǘ Ǉƭŀƴǎ ŦƻǊ ǊŜŎǊǳƛǘƛƴƎ ȅƻǳǊ ǎŎƘƻƻƭΩǎ ǇǊƛƴŎƛǇŀƭ ŘŜǎƛƎƴŀǘŜ όƘŜŀŘ ǘŜŀŎƘŜǊύ ŀƴŘ ǘƘŜ ǊƻƭŜ 

you envisage him/her playing in the implementation phase; and 

¶ provide the CV of your preferred principal designate, if you have already identified one, 

along with evidence of their ability to deliver your education vision and plan and lead your 

proposed school. 

 

In preparing your application, it is important to note that: 

¶ where you have already identified a preferred principal designate, we may require that 

person to be assessed to help inform the decision to appoint; and 

¶ if your application is approved, you will ς subject to our agreement ς be able to appoint a 

ǇǊƛƴŎƛǇŀƭ ŘŜǎƛƎƴŀǘŜ ǳǇ ǘƻ ǘǿƻ ǘŜǊƳǎ ƛƴ ŀŘǾŀƴŎŜ ƻŦ ǘƘŜ ǎŎƘƻƻƭΩǎ ƻǇŜƴƛƴƎ ŘŀǘŜΦ 

 

You do not need to have identified the Principal Designate (the appointed head) when you make 

your application.  If you have, you should provide their CV and explain why they are suitable. If you 

have not, you should set out a recruitment plan that explains what kind of Principal Designate you 

want and why, as well as how you will recruit.  It is a good idea to actively seek out a Principal 

Designate before applying but you should not then spend money on formal recruiting before your 

application, as this will not be reimbursed. 

The appointment of your Principal Designate is arguably the most important decision you will make 

in setting up your school. Evidence shows that effective, inspirational school leadership will raise 

achievement for pupils and can stamp out educational disadvantage because school leaders improve 

teaching and learning through their influence on staff motivation, performance management, 

holding staff to account, commitment and working conditions.  

You should ensure that your application addresses five important questions relating to your Principal 

Designate:  

Á What qualities are you looking for in a Principal Designate, and why? 

Á How will you attract the right candidates? 
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Professional Qualifications 

It is important to keep in mind what qualities you 

are looking for in your Principal Designate; 

professional qualifications may or may not be 

part of those qualities 

As a special Free School, your Principal is not 

required to have the National Professional 

Qualification for Headship (NPQH). However, this 

does not mean that the skills and knowledge 

developed by such courses and qualifications are 

not valuable.  

 

Á What recruitment process will you use? 

Á What role will the Principal Designate play in setting up the school? 

Á If you have already selected the Principal Designate: how can you demonstrate that they will 

be able to achieve what is expected of them? 

 

 

There are however some important considerations for you.  For both setting up and running the 

school when open you need to consider the capacity of one person, no matter how outstanding to 

deliver on all fronts.  So bear this in mind when looking at your expectations and recruitment 

strategy. 

 

Qualities of a principal designate 

You should be confident that your vision, 

values, culture and ethos are clearly defined 

and can be communicated easily. This way, 

when you are looking for your Principal 

Designate, you can make sure that they 

understand what you want your school to be, 

while also testing whether they are the right 

person to deliver it. For example, if your vision 

is to open a school in a challenging area that 

will close the achievement gap for 

disadvantaged pupils, you may want to find a 

principal who has worked in challenging schools 

before but you may also want to make sure 

that they truly believe that all pupils can 

The importance of school leadership 

The significance of your Principal Designate cannot be overstated. Ofsted reports in 2010 

showed that: 

Á 93% of schools with good leadership have good standards of achievement 

Á Just 1% of schools without good leadership reach the same level 

Á Leadership is particularly important when a school faces significant challenges 

School leadership is therefore one of the most important factors determining student 

achievement. 
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Example: National Standards for Headteachers 

To get ideas about the type of qualities you want, you could look at the National Standards for 

Headteachers, which is published by the DfE, and provides the framework that is used by the 

National College to assess whether applicants are qualified for the NPQH. This framework is based 

on six thematic areas associated with the Headteacher role.  It uses the Headteacher job itself as 

the starting point and then works downwards to divide it into areas of responsibility, which in turn 

ŀǊŜ ŘƛǾƛŘŜŘ ƛƴǘƻ ǘƘŜ ΨƪƴƻǿƭŜŘƎŜΩΣ ΨǇǊƻŦŜǎǎƛƻƴŀƭ ǉǳŀƭƛǘƛŜǎΩ ŀƴŘ ΨŀŎǘƛƻƴǎΩ ŀǎǎƻŎƛŀǘŜŘ ǿƛǘƘ ŀ ƎƛǾŜƴ ŀǊŜŀΦ 

The six thematic areas of the framework are: 

Á Shaping the future 

Á Leading learning and teaching 

Á Developing self and working with others 

Á Managing the organisation 

Á Securing accountability 

Á Strengthening accountability 

The detailed set of standards can be accessed in full here: 

http://www.education.gov.uk/publications/eOrderingDownload/NS4HFinalpdf.pdf 

succeed, no matter what their background. 

Your Principal Designate will have extensive responsibilities within your school. It is his or her 

responsibility to translate your vision and mission into the educational environment filled with your 

values, culture and ethos for its pupils. They will be held to account by the Governing Body across all 

of their responsibilities.  

Some qualities that you will look for when recruiting your Principal Designate may relate to specific 

skills or knowledge (i.e. knowledge gained from experience, training courses, advanced degrees, etc. 

or skills that can be displayed in practice, such as the ability to access, analyse and interpret data). 

Skills and knowledge can be developed with training, coaching and experience and professional 

qualifications, such as the NPQH. 

 

 

 

Other qualities that you will need to consider in this process are known as competencies (i.e. 

personal qualities such as integrity, analytical thinking or impact and influence). Competencies are 

not the tasks of the job, they are what enable people to do the tasks, and are harder to develop.  

Skills- and knowledge-based and competency-based qualities are important to consider when you 

are drawing up the list of qualities you would like for your Principal Designate and will influence 

other factors. It is important to bear in mind that appointing a Principal Designate with more 

experience is likely to cost you more in terms of salary. 

http://www.education.gov.uk/publications/eOrderingDownload/NS4HFinalpdf.pdf



































