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1. Our Recruitment Policy
Please note that applicants must be entitled to work in Belgium.

The British Council is committed to a policy of equal opportunity and is keen to reflect the diversity of society at every level within the organisation. We welcome applications from all nationalities and sectors of the community.


We guarantee an interview to disabled candidates who meet the essential criteria.
Applicants who do not read standard text should state preferred format for application pack: large print, Braille, computer disk or audio tape.


For more information on the British Council's Equal Opportunities policy please visit: https://www.britishcouncil.be/equal
2. Data protection

Our information security and privacy policy describes how we treat personal information: https://www.britishcouncil.org/organisation/transparency/policies/information-security-privacy
3. Child Protection Policy

The British Council recognises it has a particular duty towards all children using its services. It follows the widespread practice of defining a child as any young person under the age of 18 years.

We seek to reduce, manage or avoid all known and foreseeable risks to children arising from our work. The emphasis of the British Council’s child protection policy is on preventing rather than identifying harm.

The purpose of the policy is

- To help make sure that children who engage in British Council activities are protected; 

- To provide a common understanding of child protection issues and informs staff planning and practice; 

- To provide step by step guidance to staff on what action to take if there is an allegation of or concern about actual or suspected situations of abuse. 

This policy is mandatory for all British Council staff world wide. This includes anyone who works for the British Council, either in a paid or unpaid, full or part time capacity. This includes directly employed staff, trustees, contractors, agency staff, consultants, volunteers, interns and anyone working on behalf of the British Council such as teachers, examiners or invigilators.
https://www.britishcouncil.be/about/child-protection-policy
Please Note: Before completing this form please refer to the Role Profile document 
4. Application form

Please complete this form and return to Pascale Laurent, Examinations Services Manager at the address below or by e-mail to exams@britishcouncil.be
	a. General information:

	Mr/Mrs/Miss/Ms:
Family name:

	First name:



	Nationality:

	Date of birth:



	Postal address:

	Telephone:

Mobile:
E mail:

	Mother tongue:

Languages Spoken:

	If English is not your native language, please mention which CEFR level (from A1 to C2) you believe you have in the fours skills in English (supply supporting documents if available).




	b. Educational background
College or University attended



qualification obtained




	c. Employment history needs to be fully accounted for, with any gaps in employment (e.g. for travelling) explained. (Please attach your CV if you have one).


	d. Invigilation experience (if any)
Institutions / place / dates / subjects / students' ages/ dates:



	e. Referees (minimum 3) 
Please list the name, function, company and professional e-mail address of 3 (current or most recent) employers/academic referees who can provide a reference in relation to the requirements described in the Role Profile. If you have little or no work experience, character references from example: a teacher, a doctor or a priest are acceptable.
1.

2.

3.




	f. Police check - please provide us with recent police checks
All Exams colleagues (i.e. BC staff and Venue Staff) expected to engage in regulated activities* must have criminal records clearance before taking up post. Checks should come from your country of origin, or most recent country of residence if recently relocated. Note that for UK nationals checks should be from UK and country of residence. If you are a UK citizen please get in touch with us so that we can confirm the procedure with you for UK checks.
*Regulated activities in an Exams context refer to colleagues involved regularly in one Exams session per week or more that could involve candidates under 18 years old.  
Belgium 
- FR : Extrait de casier judiciaire art. 596 al. 2 demandé pour une activité qui relève de l’éducation.

- NL: Uitreksel uit het strafregister model 2 gevraagd voor de uitvoering van een activiteit die onder opvoeding valt.
These police checks are, in principle, free when it is requested for employment. You need to mention that it is to work with children (some of our candidates are below the age of 18). 

Grand Duchy of Luxembourg: Bulletin spécial “Protection des Mineurs” casier judiciaire.


	g. Any additional information you wish to provide




	h. Documents required
- I attach copies of 3 different ID documents (these can be national ID, passport, driving license, utility bill carrying your name and address, …)

- I attach copies of my most recent police checks (Belgium and former country of residence if applicable)
- I attach a copy of my work permit (if applicable)



Signature:………………………………………………… 
Date:……………………………………………………..

Please complete and return to:

Mrs Pascale Laurent, Examinations Services Manager, British Council Brussels, Troonlaan 108, rue du Trône, B-1050 Brussels or e-mail to exams@britishcouncil.be
The United Kingdom’s international organisation for educational opportunities and cultural relations. We are registered in England as a charity.
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