

REGISTRATION OF TEACHERS

(For compliance)

INTRODUCTION

Registered kindergartens who wish to update the Ministry of Education (MOE) on changes to particulars such as registration of teachers must make these updates at Online Business Licensing Service (OBLS) site @ www.business.gov.sg
Registration of new teachers comes under the purview of the Pre-School Education Branch of the Ministry of Education. Its website is at: 

www.moe.gov.sg/education/preschool/

The Education Act stipulates that only the Supervisor or a member of the Committee of Management (CM) may apply for registration of new teachers. Members of the CM must not be employees of the kindergarten.

Registration of Teachers 
1
All teachers are required to be registered with MOE under the Education Act. From 3 July 2006, the kindergarten must update MOE by applying for registration of teachers through the OBLS.
2
From 1 January 2009, a new kindergarten teacher will need to possess a minimum of 5 GCE ‘O’ level credits including B4 grade in English Language as the first language (EL1) or Mother Tongue Language (for MTL teacher) and a minimum professional qualification of the Diploma in Early Childhood Care and Education - Teaching (DECCE-T). Applicants without a B4 grade in EL1/MTL
 but with a C5 or C6 in EL1/MTL will need to obtain a B4 in ‘O’ level EL/MTL or IELTS 6.5 within 2 years from date of registration. Applicants without DECCE-T will need to obtain it within 4 years from date of registration.

3
From 1 January 2013, 
a. The following 2 groups of teachers meet the requirements to teach K1 and K2:

· Teachers registered before 1 January 2009 with ‘O’ level EL credit/5.5 in IELTS and DPE-T.

· Teachers registered from 1 January 2009 with 5 ‘O’ level credits including a credit in EL and a DPE-T; those with a C5 or C6 in EL will require either a B4 or a 6.5 in IELTS.
b. Each centre is to have 75% of all its pre-school teachers to meet the requirements to teach K1 & K2 
4
A teacher should be a person of good character and should never have been convicted in any Court of Law of an offence punishable with imprisonment.
Application Procedures

5
The Supervisor or member of CM of the kindergarten is advised to familiarise himself/herself with the requirements before applying. Should you have any query, you could contact the Pre-school Education Branch (MOE) at Tel: 6838 7308 for assistance.

6
Please refer to Annex A that shows a flow chart of the application procedures. Application is submitted through the OBLS at the following address:   
www.business.gov.sg/

7
If you do not have access to a computer terminal with an internet account, you may approach the MOE Customer Service Centre at 1, North Buona Vista Drive (MOE Headquarters) to make use of the computer terminal there to file in your online application.  Application by hardcopy forms will not be accepted.  

8
You must have a Sing Pass ID before you can access the OBLS. You can also apply online through OBLS for a Sing Pass ID.

9
Registration of a teacher is considered an update of your kindergarten’s particulars. Hence, select ‘Update Existing Licences’ then search for ‘Ministry of Education’ under the section ‘By Government Agencies’.  

10
Add to cart ‘Certificate of Registration of School – Kindergarten – Registration of Teachers’. 

11
Provide licensing details such as whether your organisation is registered with Accounting and Corporate Regulatory Authority (ACRA) and your organisation’s Registration (RCB) Number.

12
Fill in your own particulars and the kindergarten profile in the section ‘Filer and Licence Information’.

13
Fill in the particulars of the teacher applicant in the section ‘Registration of Kindergarten Teachers’.  If you have more than one teacher applicant to register, click on the ‘Add’ button at the end of the form. You may apply to register up to 20 teachers in one form. 

14
Please note that you can only complete the online application when all the mandatory fields are filled in with the required information. 

15
Once the online application is filed successfully, MOE will acknowledge receipt.
Supporting Documents
16
The following supporting documents must be submitted to MOE within 3 days after filing your online application through the OBLS:
	Application 
	Supporting documents



	Registration of new teachers 

 
	a)   Certified copy of NRIC

b)   Certified copies of educational qualifications 

c)   Certified copies of professional qualifications

d)   Form RT (URT) at Annex C




Annex A

FLOW CHART FOR REGISTRATION OF TEACHERS

 Annex B

FREQUENTLY ASKED QUESTIONS ON REGISTRATION OF TEACHERS 

Q1
Do I need to update MOE when employing teachers?

Yes. As required in the Education Act, all teachers to be employed in the kindergarten must be registered with MOE

Q2
What happens if the kindergarten does not register their teachers with MOE? 

This would be contravening the Education Act. Criminal proceedings may be instituted against the kindergarten.

Q3
What are the pre-requisites of a kindergarten teacher?

From 1 January 2009, a new kindergarten teacher will need to possess a minimum of 5 GCE ‘O’ level credits including B4 grade in English Language as the first language (EL1) or Mother Tongue Language (for MTL teacher) and a minimum professional qualification of the Diploma in Early Childhood Care and Education - Teaching (DECCE-T). Applicants without a B4 grade in EL1/MTL
 but with a C5 or C6 in EL1/MTL will need to obtain a B4 in ‘O’ level EL/MTL or IELTS 6.5 within 2 years from date of registration. Applicants without DECCE-T will need to obtain it within 4 years from date of registration.


From 1 January 2013, 
a. The following 2 groups of teachers meet the requirements to teach K1 and K2:

· Teachers registered before 1 January 2009 with ‘O’ level EL credit/5.5 in IELTS and DPE-T.

· Teachers registered from 1 January 2009 with 5 ‘O’ level credits including a credit in EL and a DPE-T; those with a C5 or C6 in EL will require either a B4 or a 6.5 in IELTS.

A teacher should be a person of good character and should never have been convicted in any Court of Law of an offence punishable with imprisonment.
Q4
Who is authorised to file the online application to register teachers?


Only the Supervisor of the kindergarten or a member of the CM of the kindergarten is authorised to file the online application.

Q5
What supporting documents do I need to submit?

You would need to submit certified copies of the teacher applicant’s NRIC, educational and professional qualifications, stamped with the name of the kindergarten.
Q6
How do I go about registering a teacher?

a) First you need to collect the supporting documents (certified copies of NRIC, educational and professional qualifications) from the teacher applicant. 

b) Then submit your online application through the OBLS at www.business.gov.sg/.
c) Once the online application has been filed successfully, MOE will acknowledge receipt of application. 
d) Send the supporting documents within 3 days after filing the online application through OBLS to MOE Pre-School Education Branch at the following address:
Pre-School Education Branch 






Ministry of Education






51 Grange Road






Blk 5 #B1-01
Singapore 249564

e) MOE will assess the application. If the teacher applicant meets the stipulated requirements and all supporting documents have been submitted, MOE will grant approval of registration of the teacher. 

f) You will be notified via SMS or email regarding the status of your application. 

g) Upon approval, you would need to make payment by credit card. 

h) Upon receipt of payment, MOE will follow up with a letter to the kindergarten confirming the registration of the teacher.   

Q7
How soon can my online application be processed?

Your online application will be processed by the next working day. You will be notified via SMS or email on the status of your application.

Q8
How long does it take to register a teacher?

The online process should take 2 weeks if all supporting documents have been sent in and are in order. 

Q9
How much does this process cost?


Processing fee of $60 for 1 teacher (exclusive of GST) by online application will be levied when the application is approved. Applicant will be asked to make payment through OBLS. Once levied, fees paid are not refundable. Each online application form can process a maximum of 20 teacher applicants. The following table shows the processing fee for registration of 2 teachers and above.


No fee will be collected for unsuccessful applications.

	Number of teacher applicants
	Processing fee
	Number of teacher applicants
	Processing fee

	1 teacher
	$60
	11 teachers
	$260

	2 teachers
	$80
	12 teachers
	$280

	3 teachers
	$100
	13 teachers
	$300

	4 teachers
	$120
	14 teachers
	$320

	5 teachers
	$140
	15 teachers
	$340

	6 teachers
	$160
	16 teachers
	$360

	7 teachers
	$180
	17 teachers
	$380

	8 teachers
	$200
	18 teachers
	$400

	9 teachers
	$220
	19 teachers
	$420

	10 teachers
	$240
	20 teachers
	$440


Q10
Why is MOE charging a fee for the registration of teachers?

The processing fee covers the fixed and maintenance cost of going online using OBLS. It also takes into account the additional resources put in by MOE to reduce the processing time of your application from 4 weeks to 2 weeks. 

Q11
Can I appeal if the application is unsuccessful?
Applicants can submit an appeal by writing in to the Pre-School Education Branch if their application is unsuccessful.

Pre-School Education Branch





Ministry of Education






51 Grange Road






Blk 5 #B1–01 
Singapore 249564

Tel: 6838 7332

Fax: 68362102

Q12
Who can I contact for further details?

For further assistance, please contact Mr Tan Kok Wah at Tel: 6838 7308.or Mr Tony Lee at Tel: 6838 0386.
                                                                                                                             Annex C

DECLARATION FORM RT (URT)

REGISTRATION OF TEACHER

(EPD/PSEB/PSU_DFRT/R2/2006)
	This Form may take you 5 minutes to fill in. You will need the following information to fill in the form:

· Kindergarten Particulars

· Applicant’s Personal Particulars




Director – General of Education
                                                            

Ministry of Education

Singapore


I hereby forward application for the following applicant to teach in the Kindergarten: 

Section I: Kindergarten Particulars

	1 Name of Kindergarten

	2 Tel No: -


	3 Address of Kindergarten
                                             Singapore (                    )

	4 Kindergarten Email Address 


Section II: Personal Particulars Of Applicant
	5 Name (Dr/Mr/Miss/Mdm/Mrs)
	6 NRIC/FIN/Passport No.




Section III: Attached Documents
	I have attached certified copies of the following documents
(Please mark ‘√’ where applicable)   

a. [      ] NRIC (Singapore Citizen/PR) or Passport (Foreigner)
b. [      ] Educational Certificates
c. [      ] Professional Certificates 
d. [      ] Previous MOE approval to Teach 
e. [      ] Others (to Specify) _____________________




Section IV: Declaration by Applicant

	I declare that: -
1. I am a person of good character and have never been convicted in any Court of Law of an offence punishable with imprisonment;

2. I have never previously been refused registration as a manager of any school or as a teacher or having been so registered had my registration cancelled.

      The information stated in this application is true. 

Signature of Applicant_________________                                  Date ____________




Section VIII: Declaration by Supervisor

	I confirm that: 
1. The above information has been verified and all documents forwarded herein are certified true copies

2. The applicant has been certified medically fit by a registered doctor

3. The medical report will be shown when the authority requests for it.

Name of Supervisor  _______________________                           NRIC No.___________

Email of Supervisor: _____________________________

Signature of Supervisor ________________________                    Date:_______________







SUPERVISOR/ MEMBER OF COMMITTEE OF MANAGEMENT ACCESSES PRE-SCHOOL EDUCATION BRANCH WEBSITE FOR GENERAL INFORMATION ON REGISTRATION OF TEACHERS


		(Website address: � HYPERLINK "http://www.moe.gov.sg/preschooleducation" ��www.moe.gov.sg/preschooleducation�)





(





KINDERGARTEN READS THE GENERAL INFORMATION NOTES





(





KINDERGARTEN PREPARES FOR APPLICATION


Collects supporting documents from teacher applicant





(





KINDERGARTEN FILES ONLINE APPLICATION THROUGH OBLS





(





MOE PROCESSES THE APPLICATION


       MOE acknowledges receipt of application





(





KINDERGARTEN SENDS SUPPORTING DOCUMENTS TO MOE 


Supporting documents must be sent to MOE Pre-school Unit within 3 days after filing application through OBLS





(





MOE APPROVES/ REJECTS APPLICATION


Teacher qualifications must meet requirements


All supporting documents have been submitted 


Registration of teacher is approved upon receipt of payment 





(





MOE SENDS LETTER TO KINDERGARTEN


MOE will follow up by sending a letter to the kindergarten confirming the registration of the teacher

















� For CL teachers with a C5 or C6 grade in CL, they will need obtain a minimum B4 grade in CL or a minimum advanced grade C (level 9) in HSK.


� For CL teachers with a C5 or C6 grade in CL, they will need obtain a minimum B4 grade in CL or a minimum advanced grade C (level 9) in HSK.
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