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How To….create an email signature 

 

When creating a signature please use the signature format detailed at the end of this document. 

 

1. Open your email. 

 

 

 

2. Click on the cog symbol found in the top right of your screen.  

 

 

3. Click on See all settings in the drop down menu that appears. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4.  Several tab options will appear. Creating your email signature is within the first tab named 

General. 

 

 

5. Scroll down the page. Email signature settings are towards the bottom of the page. In the 

box create your signature. You are able to select fonts, colours and sizes.  
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6. To add an image to your email signature click on the Insert image button (circled below). 

 

 

 

7. You need to have saved your school banner on your PC. Choose to Upload an image and 

navigate to where you have saved this on your PC. 

 

 
 

 

 

8. The image will appear in your signature. If the banner is very large, click on the banner 

image and change the size using the pop up box. Usually the ‘Small’ or ‘Medium’ setting will 

be the ideal size to select. 

 

 
 

 

 

9. Ensure you set the signature to appear in new emails and any emails that continue a 

previous email chain. 
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10. Once you have created your signature scroll to 

the bottom of the page and click on Save 

Changes. If you miss this step your signature will 

not save and you will have to start again. 

 

Template email signature 

 

The following example and format should be used for your email signature: 

 

Joe Bloggs 

 

KS2 Leader, Mathematics Subject Lead 
Tel: 01932 563035, option 2 

Email: Joe.bloggs@lumenlearningtrust.co.uk 

Location: Saxon Primary School, Briar Road, Shepperton, Middlesex TW17 0JB 

Hours: Monday-Friday, 9.00am – 2.30pm 

 

 

Name What Forename and surname shown 

Letters of accreditation do not need to be included 

How No larger than Large or Normal in Gmail or 11pt in Outlook 
Font Tahoma, Merriweather or Trebuchet 

Non italicised but can be bold 

Black or colour of school logo 

Job title What This should be the highest position of responsibility held within your role e.g. if you 

are a Class Teacher and KS leader you should just include KSX Leader. If you are a 
Higher Level Teaching Assistant this should be included and not Teaching Assistant. 

If you are a subject lead, this should be included after your job title but it must be 

remembered that this will need to be regularly updated. 

How No larger than size Normal in Gmail or 10pt in Outlook 

Font Tahoma, Merriweather or Trebuchet 
Non italicised but can be bold  

Black or colour of school logo 

Contact 

number 

What This should be the main school telephone number and any option to dial.  

If you have a Lumen provided mobile number this can also be included.  

How No larger than size Normal in Gmail or 10pt in Outlook 

Font Tahoma, Merriweather or Trebuchet 
Non italicised, non-bold  

Black or colour of school logo 

mailto:Joe.bloggs@lumenlearningtrust.co.uk
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Contact 

email 

What Your Lumen Gmail address 

How No larger than size Normal in Gmail or 10pt in Outlook 
Font Tahoma, Merriweather or Trebuchet 

Non italicised, non-bold  

Black or colour of school logo 

Name and 

address of 

location 

What  Add the name of your school and then address.  

How No larger than size Normal in Gmail or 10pt in Outlook 
Font Tahoma, Merriweather or Trebuchet 

Non italicised, non-bold  

Black or colour of school logo 

Working 

hours 
What These should only be included if you hold a part time role and should follow the 

format of days/times e.g. Monday-Friday 8.45am-2.45pm or Monday-Wednesday 

8.45am-2.45pm, Thursday-Friday 8.45am-6.00pm 

How No larger than size Normal in Gmail or 10pt in Outlook 

Font Tahoma, Merriweather or Trebuchet 
Non italicised, non-bold  

Black or colour of school logo 

School 

logo 

 Logo including school name banner shown in colour 

 

 

 

 


