
CREATING JOB ADVERTS FOR THE TEACH LAMBETH WEBSITE - GUIDANCE FOR SCHOOLS 

VERSION TWO – ISSUED AUGUST 2021 

Guidance for creating job vacancy adverts for the Teach Lambeth website 

When creating job vacancy adverts on the TeachLambeth website, please use the template sent with this guide, 

without formatting (bold, italics, bullet points etc. - this will be added during the approval process). 

Adverts not broadly conforming to this template will be rejected, and returned to schools for re-entry. 

Please note that all posts advertised should form part of the school’s structure as shown in the School’s Pay Policy. 

If the post is non-teaching, the job description should have been evaluated. 

 

 
If the position is being offered on a fixed term basis, please replace the following in the first line of the template 
text: 

• ‘Length’ with the length of the fixed-term contract 
• ‘Reason’ with the reason why a fixed-term contract is in place 

 
Please delete this line entirely if the position is offered on a permanent contract 
 

 

 
In the next line of the template text, please replace the following: 

• ‘Vacancy Title’ with the title of the vacancy being advertised 
• ‘Phase of School’ with either ‘Nursery’, ‘Primary’, ‘Secondary’, ‘Special’ or ‘All-through’ 
• ‘Location’ with where your school considers itself to be 

 
 

 
Salary 
 
Positions should be advertised using the equivalent full-time salary – please do not calculate actual 
salary figures for part-time positions or quote monthly salary figures. 
 
Teaching positions 
 
Please replace ‘Salary Details’ with one of the following: 

• Inner London Main/Upper Pay Scale 
• Inner London Leading Practitioner Scale – points Lx to Ly (£x to £y per annum) 
• Inner London Leadership Scale – points Lx to Ly (£x to £y per annum) 
• Inner London Headteacher Scale – Group x (£x to £y per annum) 

 
If the position attracts a TLR1 or TLR2 payment, please add ‘ plus TLRx a/b/c (£x per annum)’ at the end 
If the position attracts a TLR3 payment, please add ‘ plus TLR3 (£x per annum) – for a fixed period of x’ at the 
end 
If the position is part-time, please add ‘ – pro rata for part-time hours’ at the end 
 
Non-teaching positions 
 
Please replace ‘Salary Details’ with ‘NJC Scale x – points x to y (£x to £y per annum)’ 
 
If the position is part-time, please add ‘ - pro rata for part-time hours’ at the end 
If the position is term-time only, please add ‘ - pro rata for part-year working’ at the end 
If the position is both part-time and term-time only, please add ‘ - pro rata for both part-time hours and part-year 
working’ at the end 
 



 
Position Type 
 
Please replace ‘Position Type’ with one of the following: 

• Full-time 
• Full-time - x weeks per year (during school terms plus y weeks) 
• Part-time 
• Part-time - x weeks per year (during school terms plus y weeks) 

 
 

 
To start 
 
Please replace ‘Start Date’ with one of the following: 
 
If start date is set 

• Month and year 
• Start of Term x (month and year) 

 
If start date is flexible 

• As soon as possible 
• Month/year of preferred start (or earlier if possible) 
• Month/year of preferred start (or by negotiation) 

 
 

 
For further details or to arrange a school visit 
 
Please replace the following: 

• ‘School Contact’ with the name of the person who potential applicants should contact 
• ‘Telephone Number’ with the relevant number – please add in the format 020 xxxx xxxx 
• ‘Email Address’ with the relevant email address 

Please leave the <a href=”mailto: (before the address) and the “> (after the address) coding 
in place 
 

Please do not include school website details, as there is an automatic link to this on the advert. 
 

 

 
The ‘To apply’ text should be used without alteration. 
 

 

 
Applications close 
 
Please replace ‘Closing Date’ with the time and date when applications will close 
 
Shortlisting 
 
Please replace ‘Shortlisting Date’ with details of when shortlisting will be taking place 
 
Interviews 
 
Please replace ‘Interview Date’ with details of when interviews will be taking place 
 



 
Advert text 
 
This is where you give information the position being recruited to - brief details about the school, brief details 
about the position and key characteristics/abilities of the person you are looking for. 
 

• If you want to list requirements, please list using hyphens as your list separator; this will then be 
formatted during the approval process: 
 
- List item one 
- List item two etc. 

 
• Please do not use bold, italic or underlined text in this text, as it will need to be formatted for use on 

webpages. 
• The Teach Lambeth website includes the standard Lambeth text about safeguarding and equal 

opportunities on all adverts; the following does not need to be included: 
 
Lambeth Council is committed to safeguarding and promoting the welfare of children and young people 
and expects all staff, volunteers and external agencies to share this commitment. 
 
http://www.lambeth.gov.uk 
 
Lambeth aims for quality services and equal opportunities for all. 

 
 

 
Required documents for each advert 
 
All adverts placed on the Teach Lambeth website must have the Job Description and Person 
Specification of the position attached – either as one document or as two separate documents. 
 
The appropriate application form must be attached if the application process is not being run 
through an alternative recruitment web page - Eteach or Jobs Go Public, for example 
 
You can attach any other relevant documentation to the advert – you should not need to attach a copy of any 
externally-placed advert to the Teach Lambeth advert, as you should have included the text of this as part of 
the Teach Lambeth advert text. 
 

 

  



 
Example advert 
 
<strong>Please note that this position is offered on a fixed term contract of one year, to cover maternity leave 
of the existing post holder</strong> 
 
<strong>Class Teacher sought for primary school in Balham</strong> 
 
<strong>Salary: </strong>Inner London Main/Upper Pay Scale plus TLR2a (£2720 per annum) 
 
<strong>Position type: </strong>Full-time 
 
<strong>To start: </strong>September 2019 
 
<strong>For further details or to arrange a school visit: </strong> Please contact Dave Coram by telephone on 
020 7123 4567 or by <a href=”mailto:davecoram@lambethprimary.com”>email</a> 
 
<strong>To apply: </strong>All applications <em>must</em> use the forms supplied below and be 
submitted using the <em>‘Apply for Job’</em> button below – <strong>please do not submit CVs, as these 
cannot be accepted</strong> 
 
<strong>Applications close: </strong>5pm, Friday 22nd March 2019 
<strong>Shortlisting: </strong>Monday 25th March 2019 and Tuesday 26th March 2019 
<strong>Interviews: </strong>Monday 1st April 2019 and Tuesday 2nd April 2019 
 
Lambeth CE Primary is a two-form entry primary found in the heart of Balham – whilst the school building is 
more than one hundred years old, the management and outlook of the school is modern and suited to the needs 
of all pupils, as shown by the ‘Outstanding’ judgement given in the school’s latest OFSTED report in February 
2018. 
 
This is an exciting opportunity for an experienced, passionate and inspirational teacher with a desire to continue 
to develop and implement our vision to improve standards across the school. You will be joining a successful 
and enthusiastic group of teachers and pupils, well supported by parents and carers. 
 
What we need from you are: 
 
- a dynamism and passion in your teaching, which is transferred to your pupils 
- the planning and delivery of excellent learning experiences, which enable all pupils to make progress 
- the ability to work as part of a school team, with and alongside others 
- positive contribution to the school community 
- upholding the Christian ethos of the school 
 
In return, we can offer you: 
 
- a welcoming, enthusiastic and caring staff team committed to providing the best outcomes for our children 
- induction for all and excellent opportunities for professional development 
- a supportive Senior Leadership Team and Governing Body, committed to developing the leaders of the future 
- the opportunity to work with colleagues across the borough 
 

 

 


