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	British Council Nigeria       Examination Services



VENUE STAFF: Application Form 
Note: British Council Nigeria holds a list of invigilators who can be called upon to invigilate examinations held on British Council Nigeria premises or in other centres. Before completing this form please refer to the Role Profile.

	1. Professional requirements


Invigilators represent the Examining Boards and British Council Nigeria to the candidates and are responsible for the satisfactory conduct of the examinations in exact accordance with the institutions or the Exam Board’s instructions and guidelines (provided during training).

Please see the role profile for further details.
	2. Application as an invigilator


Please complete this form and return to the email provided. (tempapplication@ng.britishcouncil.org)
A. Personal Information:

Surname (Mr/Mrs/Miss)
:

First name

:

Date of birth

:

Mobile number                   :

E-mail address

:

Telephone number
:






Postal address

:
B. Education:

Educational qualifications

Institution




Year(s)



Qualification obtained

Please state 5 O’ levels subjects (English compulsory) passed with grade awarded.
Subjects (WAEC/NECO/GCE)     Grade Obtained          No of times attempted       Year(s)
1.

2.

3.

4.

5.
C. Work Experience/Skills:

Work experience 
Institution




Year(s)


Position

Brief summary about your invigilating experience
..............................................................................................................................................…..…….......................

.......................................................................................................................................………………………………

..............................................................................................................................................…………………………

..............................................................................................................................................…..…….......................

.......................................................................................................................................………………………………

Computer/IT skills

MS Office (Word, Excel etc.) skills? 

Yes 
[  ]

No [  ]

What is your MS Office competency level? 
Beginner [  ] 
Intermediate [  ] 
Advanced [  ]
Availability
Will you be available on Saturdays?





Yes [  ] 

No [  ]

Will you be available during school holidays?




Yes [  ]

No [  ]

Are you willing to travel to invigilate off-site examinations (in schools, etc)?
Yes [  ]

No [  ]

Have you ever worked for British Council as a fulltime staff?

Yes [  ]

No [  ]

If yes above, what was your reason for leaving the British Council?
Retirement [  ]
Resignation [  ]   Redundancy [  ]

Are you aware of any close working or personal relationships with exam candidates or of other situations that, if disclosed, may raise questions as to your independence regarding these examinations? If yes, please list them below or send a list in due course so that we can take the appropriate measures.

Candidate’s Name (please print) 
Relationship
……………………………………………………..

………………………………………………………………

……………………………………………………..

………………………………………………………………
Referees (Work, Academic or Personal)  

Referee 1: (Work)

Name


:

Position


:

Telephone number
:






Address


:




.




.

Referee 2: (Academic or Personal)

Name


:

Position


:

Telephone number
:

Address


:

Undertaking

 I am aware that I shall be required to conduct the examination in accordance with the institutions’/British Council’s regulations. I also understand that it is my responsibility to ensure that the integrity of the examination is maintained at all times. I declare that I will not invigilate any examination for candidates who were taught by me in preparation for the same exam they are sitting for.

To the best of my knowledge the information given above is accurate.
	Signature (Please print name):
	Date:
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	Child protection declaration




The British council is committed to protecting children from abuse, exploitation and organisational negligence and all seeking work will be assessed regarding their suitability to work with children.

I declare that I have never been convicted of, nor had any criminal proceedings against me, nor have I been warned, either orally or in writing, in relation to child abuse.  I declare that there are no such proceedings pending against me at the date of this declaration.
I know of no reason why I should be considered unsuitable for work with children.  I have no objection if the British Council formally checks this statement.

I understand that if I withhold any relevant information I may render myself liable to disqualification from the recruitment exercise or, if appointed, to summary dismissal.

	Name


	

	Signature

(Please print name)
	
	Date
	


Note:  If in the past there have been criminal proceedings in relation to child abuse against you but they were dismissed or you were declared innocent then you should make a written statement to that effect.  The British Council will not hold it against you.

The United Kingdom’s international organisation for educational opportunities and cultural relations. We are registered in England as a charity.
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