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	British Council Brussels

Examination Services


As of 23/09/2019

Date as postmark

Dear potential invigilator,

Working as an invigilator for British Council Brussels

The present letter and its annexe intend to describe the work of an invigilator as well as the possible contractual arrangements.
A. The work and responsibilities of an invigilator are detailed in the role profile in annexe.
B. This letter aims to describe the relationship between an invigilator and British Council Brussels and to give the information necessary for your tax adviser to understand the position. If you have further questions, please get in touch with me (pascale.laurent@britishcouncil.be or 02/227.08.47 Mon.-Thu.) but please bear in mind that I can give no tax advice of any kind.

Contract for fixed-term work, as set out under Belgian law
Fixed-Term contract

The fixed-term contract is offered in the context of a Framework Contract for well-defined work. The Framework Contract explains that it is mutually agreed employment for occasional and incidental work and that the work is strongly dependent on external factors, such as the number of persons who have registered for examination supervision. The work consists of meeting the examination invigilation requests we get on behalf of candidates, UK educational institutions or professional organisations. Contracts are usually a series of one-day/half day sessions and end when the well-defined work is completed. The timetable is agreed in advance between British Council Brussels and the invigilators. Invigilators are under no obligation to accept the work offered. Invigilators will be asked to sign a contract in either French or Dutch. The choice of French or Dutch language depends on the place of residence: Dutch in Flanders, French in Wallonie and French or Dutch (you have the choice) in Brussels.
Financial arrangements

The gross salary of the fixed-term contractant is fixed at € 12.00 per hour for invigilating or €10.00 per hour for marshals/ushers which is a role we give to 16 to18-year olds applying for a student job with us. This activity mostly takes place on Saturdays. All invigilators/marshals must complete a form after each contract is completed - and at least once a month - and return it with the second copy of their contract to Mr Adhikari (Bikash.adhikari@britishcouncil.be) for processing. The pay claim should list clearly the examinations supervised, their dates, the start and finishing times including the paid pre- and post- admin. time for each the examinations supervised. Our payroll office makes the usual tax and social security deductions from the gross hourly rate mentioned above and issues the necessary documents (pay slips and documents for the tax returns). British Council Brussels pays an employer contribution tax over and above this amount. 

We have standardised payment procedures and work through a payroll office. Salaries are normally processed once a month together with all our own salaries through SD Worx. 

· For work done till about the 20th of each month we are able to process salaries by the end of that month. 

· For work done between the 20th and the end of the month payment is made at the end of the following month.

Tax and social security

Signing a contract with us may impact on your tax and social security situation. Specifically, with regard to your tax situation, your spouse or partner's income tax liability will affect the amount of tax you have to pay on any remuneration you receive from us. You need to take into consideration that this payment will be in addition to your own or your partner's income.

Therefore, we can only advise you to take proper advice before deciding whether you enter into a legal agreement with us.

Terms and conditions of service

As a legal requirement, invigilators will receive a copy of the Terms And Conditions Of Service (TACOS) for British Council Brussels employees but because of the specificity of the contract, only some of these TACOS will apply. These TACOS exist in French, Dutch and English. The French and Dutch ones are a Belgian legal requirement in Brussels; the English version will be for your convenience. 

Freelance work
Unfortunately, under the Belgian legislation this type of activity cannot be offered to freelancers.
We hope this makes our terms clear. 

If you are interested in going ahead with the procedure please fill in our invigilator application form and look forward to working with you in the future,

Kind regards,

Pascale LAURENT

Pascale LAURENT (Mrs)

Examination Services Manager

pascale.laurent@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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