APPENDIX 1

SCHOOLS HUMAN RESOURCES SERVICE

REQUEST FOR SCHOOLS VACANCY ADVERTISEMENT

ADVERT TEMPLATE AND CHECKLIST
This form must be completed in full and sent by email to schools.adverts@walthamforest.gov.uk  
All requests for advertisements received by midday on the Friday will appear on the website by Monday evening and will be displayed in the job list published on the Tuesday.

	Details Required for Placing of Advert

	Job title
	     

	Position type
	Teacher               
 FORMCHECKBOX 
            

Head Teacher  
 FORMCHECKBOX 

Support Staff       
 FORMCHECKBOX 


	Number of positions available  
	     

	Name of School
	     

	Address/Location of School: (including post code)
	     

	Contract type (eg perm, temp, fixed term contract etc) 
	     

	Grade/pay range
	     

	Salary details (annual) 
	£     

	Actual pro rata salary if part-time
	£    

	Allowances (eg SEN, TLR – with amount)
	     

	Working hours
	     

	Working pattern (eg FT, PT, TTO)
	     

	Email address or postal address for return of applications
	     

	Closing date
	     

	Interview date
	     

	Please Attach in Word Format

	Job Description & Person Specification
	Please attach

	Any additional Information
	Please attach

	Please provide if required

	Web links to any further information 
	

	Any other information required
	

	Advert to be placed in TES 
	YES/NO (delete as appropriate) 

(If yes a member of the HRTT team will contact you shortly)


	ADVERT TEMPLATE

INSERT ADVERT TEXT:

x

x

x

For an application pack and further details, please contact the school on (tel/email).  Further information about the school can be found at: Web links: XXXX
All completed applications should be returned to the school at the following address: XXXX
XXXX School is committed to safeguarding and protecting the welfare of children.  The successful candidate will be subject to an enhanced DBS Disclosure.




