Information Notes on registering Premises, Courses and Teachers
for the registration of a Private Education Institution.

(Smart Forms)

The forms can be downloaded at : ww.cpe.gov.sg/Registration/Downloads/

All information on a PEls premises and facilities used for conducting classes should be added to the premises form.
All information on courses that will be offered by the PEI and the teachers to teach these courses should be added to the Courses form.

Applicants may also add new premises, courses and teachers at a later stage by using the update forms in the Online Business Licensing Service
(OBLS).

e Premises Guide
e Courses and Teachers Guide




Premises Form (page 1)

File Edit Vew Insert Format Tools Data Window Help

AB|l C D E F G H 1 JHL
([
2 Private Education Institution (PEIl) Registration - Premises Registration
3
4 Please read the following instructions carefully.
5
6 1} This form contains the following section -
7 Click on “Begin” to advance to the next page
8 Section Status
9 Premises
2 Verify |
1 2} After filling in the form, click on the following button to verify all entries =iy [N
12
13 3) Please note that the processing time may take longer If mandatory information i1s not provided
14
15 4} This application is to be made only by the Manager of the Private Education Insitution.
16
17 4) Please remember to save before exiting this form.
18 The completed form should be submitted as an attachment via the OBLS application.
19
20 g) To startfilling in the form please click on "Begin ==" button.
21 Version : 1.2
ZZ Iv4
23 =
24

Exit Begin >>

(=R
@ |



Premises Form (page 2)

A e i E F b H K| L 1 0 P

i Instructions : Please enter information in the qrey boxes | -
_2_ .
3 1) Bring the mouse to the small red triangle of each gray box for information an the item

4 {2) Al fieds marked with an asterisk " are compulsory
—2’— Back to Get Started
T |Premises Registration

8
g Premises
] Type of Prarisas CMain " Olfers
] 72 Foalcoce” Add [ Save
2] P3 Hock/House No*

3| P4 Strest Nome® ;
H w5 Ml it N, Clsar Premisss
5| 26 Addiionol Uit
T, Buileling Hams
|25 tome of premised
ﬂ B3 CGroswfloor Arealm2) ”

o e Faciifes Avalsble T Basket ball Court [~ Canfeen [ Library T Swimming Pool T~ Others
gl m fother, olzase specity

bl
_2_2 Classroom Defoils

2| NI AoorAreg (mD) ° Add Clostraom
| N2 Roomlype” << Please select from the haf>
ﬁ N3 Others plegse spaciy

%
bl

%] List of Premises
A

il

31 |Pleote velldate all date entries upon complsfion of dete sniry as specified in Get Started page

Click this after you have finished entering information of the
current premises.

The information that you have entered will be placed in a
table at the bottom of the page and information on
classrooms can be entered into the next table.

Type of Premises

Choose whether you are entering information
for the main premises or for another premises.

Main Unit

Enter the unit number in which the main office
or administrative area is located for this
premise.

Additional Units

If the premise occupies multiple units in the
building, enter each unit,
- separated by ‘to’ if the units are adjacent. Eg
03-10 to 03-11
- separated by commas if the units are not
adjacent eg. 03-14, 03-27, 04-05

Name of
Premises

If this premises has its own name, enter it here.
This name should be entered into the section
for Additional Names in the OBLS form.

Gross Floor Area

This is the area of covered area within the
premises of the school. PEls should report this
data from figures provided by a qualified
engineer or from a legitimate floor plan.

Facilities
Available

Indicate the type of facilities owned or rented by
the PEI and for the exclusive use of students
and staff.




Premises Form (page 3)

A B C i} E F G H
1 Instructions : Please enter information in the grey hoxes
2 Tips
3 1) Bring the mouze to the mall red triangle of each gray box for information on the item.

2) All fieldz marked with an asterizk * are compulsory

Back to G et Started

7 |Premises Registration

§ Premises

i) Listof Premises

 Main

 others

" Basket Ball Court

" Canteen

I Library

I” Swimming Fool

== Alzasz salect from the lizt=»

Classroom
Details

Enter details of all the classrooms at this
address.

I" Others

Floor Area

Enter the floor area of this classroom from data
provided by a qualified engineer or a legitimate
floor plan.

dd Clgsgoom

Room type

Select the main function of the room from the
drop-down list.

“Add Classroom”

Click this to add details for the next classroom.

il

Type

Postal

Block/House o

Street
llame

IMain Unit

o

Additional Units

Building
Name

Gross Floor
Area (m’)

Clear!
Delete

Facilities

Available | 211

Edit

1 |Nain

123456

ABC
Street

01-Jan

02-01 to 02-05

DEF
Building

500

Library;

Delkete

After entering all the required details for this premises, you can enter
the details for the second premises if any. Remember to save your
work on a regular basis.

“Clear Premises”

2 List of Cla

$5r00ms

3 /N

Floor Area

Room Type

If Others, please specify

Acfion

Classroom

23room

Classroom

e P e

Classroom

Classroom

Clicking on this button will clear the information for
the first premises. You can enter information on
another premises.

43 |Plzase validate ol data entfries upon complefion of data enfry as specified in Get SHarted page

validate ol o




Premises Form (page 4)

A B (=4 u] E F G H | K L M =] P
1 Instructions : Please enter information in the qrey boxres
2 Tip=s
3 1) Bring the mouse to the small red kriangle of cach gray box For information on the item.
4 2] Al fields marked with an asterizk * are compulsary
5
& Back to Get Started
T |Premises Registration
&
a Premises - =
10 P4 Tupeof Premises " Minin THhees
1 P2 FPostal Code 654321 P
12 P33 ElackiHause Ma 2 —
13 P.4 Strest Mame CEBA Street
14 P& Pain Unit Mo, o2-01
15 P.& Additional Units 01-01 to 01-05
16 PT Building Mame FED Building
17 P& Name of Premises
13 P.3 500,00
13 P10 [ Rt Bt vt [ cmmimen Py [ swimminn pan [ dthees
20 P If Others, please specify
4l
22
23 | M1 Floor Area [m2) 40 e
24 | M2  FReemTyps Clazsroem v Feass sedt from the fstn 2o -eEes
25 M3 I Others, please specify
26
an
28 Lirt of Premfres
“ HE H H H H
] Edit If there is a need to edit the information already
|| T Pastal Elockitionse Ho Snlleet Mais Usit | Additional | Buildin | Gross Floor E omers | Eai | Sl entered, C||ck|ng on the edit button will allow you
ame Ho Units g Mame |  Area [m') | Availabl Delete t d
a0 . 0 do so.
1 Main 123456 1 ABC 01-Jan 02-01 to 02-05 500 Library; Edit Delete « m N N
Steer B Delete The delete button on the this table will delete all
information on the premises including information
kal
p” Lizt of Chzeroon: on classrooms.
33 E/H  |Floor Area | Room Type If Dthers, please specif Action “ H H H H
= 5 50 Clhseroon S ——— B Delete This button will allow you to delete information on
35 2 50 | Classroom Dalote Clazsroom » 1
= 2 50 Clasoroon Duluts Sheoroon Classrooms the particular classroom.
3T 4 50 | Classroom Delete Clazsroom
35
348
40
41
Facilitie
Erreet Main Unit Additional Buildin | Gros= Floor = " Clear!
/M| Type Pastal Black/Houzz No Hame Ho Units omrn||  Gween) ||gseeen Others | Edie | 0 00
42 S
2 | Main 654321 2 CBA 01-Feb 01-01 to 01-05 |FED 500 Library; Edit Dalets
Street Buildin
9
43
44 Lizt of Clazsrooms
45 L] Floor Area |Room Type IF Others, please specify
46 1 40 |Classroom oM
47 2 40 [Claccroom Dislete Clazsroom
45 3 40 |Classroom Delete Clazsroom
43 | a4 40 [Claccroom Dislete Clazsroom
50
kil
52
53
54
Please validate all data entrics upon completion of data entry as specified in Get Started page




Courses and Teachers Form (page 1
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L
Private Education Institution (PEI) Registration - Courses Registration
Please read the following instructions carefully.
1} This form contains the following section :
Sections Status Sections Status
a) Teachers b) Courses
c) Modules
I : i i : Verify
2} After filling in the form, click on the following button to verify all entries.
3)  Please note that the processing time may take longer if mandatory information is not provided.
4} This application is to be made only by the Manager of the Private Education Institution.
3} Please remember to save before exiting this farm.
The completed form should be submitted as an attachment via the OBLS application.
8) To start filling in the form please click on "Begin ==" button.
Version: 1.2

/

I|JKL

¥
Begin »>

Click on “Begin” to advance to the next page




Courses and Teachers Form (page 2
B1 - # Instructions - Please enter information in the grey boxes
A B C il E F G H 1 J K L N i F BA
q @ctions : Please enter information in the grey bozes
2 Tips
3 I]El:ringthemousetolhesmaHledtriangleoleachglagboxformFulmationonthe\tem. .
: 20 Al matked it nasterik "t compulor Name Enter the name that appears in the NRIC or Passport.
) pulsory
: Bacito Get Started Next (Courses) > NRIC/Passport Singaporeans and Singapore PRs must enter a NRIC
; Private Educati itution [PEI] Registration Profile number.
3 Teachers Particulars Foreigners must enter their current passport numbers.
T1 Name® Andrew Tan . . . . T
:10 T2 NRICPassport Ho.” S1234567A Occupatlon If the teacher is a full-time teacher with the PEI, fill-in
| F G “Teacher”. Otherwise fill in the occupation if s/he is
H Te oY —— e holding a job (full-time or part-time) in another company
[ 2 gat;o:ality;ﬂl SINGAPORE 1 Flease select frovm the dsins or “ni|” |f not having a JOb elsewhere.
X ingapore Yes [ N N P N
T4 Oompsion = Highest Relevant Select the highest qualification relevant to the courses
B T3 ;{jlgg;stF\“e\eluantuuahl.\rcat\on' Degree 1 Please select om the fsts Qua“ﬂcat'on the teacher |S teach|ng
ers”, pleaze specify B B Y . . .
B Highest language Enter the highest language qualification/examination
T Hghestlanguage qualficaton” BA (English) qualification the teacher has in the language of instruction s/he will
20 f ) : )
2 TH Mo of years of working experience * 6 to 10 years i Please seleet fom the fstry be teaChIng in. eg‘ GCE Q |eve|s EnglISh7 GCE A |eVG|S
2 e EE;“;ZQM Testhr General Paper, BA (Engll;h), IELTS 6, TOEFEL 650
a o Most recent work Enter current full-time position and company. If teacher
25 Besidential digress . . . . .
% TH Posulose’ 123456 experience is not in full-time employment, enter the part-time
TR — position the teacher is working at,
B TH Le 1 Save Teacher Click on this button to populate the details of this
3 TE Unitho 10 : “ »” :
B 6 g e teacher to the section “List of Teachers”. You will be
Z Sifgapore able to enter the next teacher.
33 TH Country Singapore
5
kL List of Teachers
i
SN Name NRIC Gende DOB Country Nationality Singapor Occupation ::?ehve:;l Highest language No. of years of Edit CleariDelet
3 T of Birth e PR Qualification qualification working ezperience e
k3
40 Paosition Company
4
4 At
41 Postal Code BlockfHouse |Street Name Level Unit No. Building |State Country
4
4
4
4
43 | T2l Declaration” [ We confim that 2|l teache s in this application have either:
* & higher qualification in the zame field az the programmefmodulestsubjects being
taught, or
* & qualification in the ame level and field as the programmetmodulestsubiects being
taught, and has § or more years or relewant working euperience, or
* & higher qualification in a different field as the programmedmaodulestsubjects to be
49 taught, and haz 3 or more years of relewant working experience.
50
W 4 b W]y Teachers,/ [+

Ready




Courses and Teachers Form

age 3

B1 - #& Instructions - Please enter information in the grey boxes
A =] c [u] E F G H | J K L r 4] [u] F (=53
1 @clions : Please enter information in the grey bozes
]
2 Tips
3 1] Bring the mouse to the small red triangle of each gray box for information on the iterm.
4 2] All fields marked with an asterizk * are compulsorny
: Back to Get Started | Next (Courses) >> | g
7 |Private Ed L1 Instituti [FPEI) Registrati Profil . . . .
0 R satstration Tronle When details of all teachers for this application have
] T h Particul H
B R TR been entered, click on the “Next (Courses) >>” button
[ T2 NRiGRassportfa.” ASBTETAZ to go to the next page. You will enter course and
iz E Jale W Temziz . .
12 T4 Date of Birth [DO-MRM-O] 21 Mow 1975 Y e S SRR module information on the next page.
14 TS5  Country of Birth Korea
15 TE Fationality * KOREAN. SOUTH W SEsEE St ST e it
i T7 Singapore PR " ™ Yes ™ Mo . . .
7| Tg Oooupation® Teacher After entering the details of the next teacher, click on
RE] High Fel lification Dipl v FEEEE Sereet e it H . H
L2 e e = St the “Save Teacher” button. The information will be
E populated into the table “List of Teachers”.
T.0  Highest language qualification © IELTS 6.5
20
312 :|I'—11; go.n_:v_F years of working esperience 6 to 10 years i e SO TR e A Clicking on the “Edit” button Wi” a”OW you to edit the
B asition Unemployed A .
IR nia information already entered for the teacher.
25 7 7
26 T4  PostalCode” 654321
27 T.15  BlockiHouse Mo ® 1
28 T Street hlame DEF Road . . .
29| TAT Lewel 1 The “Clear” button will delete all particulars of this
30 TA%  Unit Mo, un
3 T.13  Building Mame CEA Building teaCher
32 TZ0  State Singapore
33 T.21  Country Singapore
34
35 o
36 Aist of Feaehers
37
SN N NRIC Gend DOE Country Nati It Singapo o i Highest Highest language MNo. of g of Edit CleariDele
a8 ame er of Birth ationafity e PR ceupation Qll:laTiI[e_van_t qualification working exper 3 ! te
1 | Andrew Tan S123456TA [ [HGNEE Singapore | SINGAFORE | ko Teacher Degres E & [English] Eto 10 years Edit Clear
24 CITIZEM
40 Position Company
Lal Teacher ABC School
42 fi fi
43 Postal Code BlockiHouse | Street Mame Level Unit No. Building | State Country
123468 ] ABC Street 10 10 Singapore Singapare
44
45
* When details of all teachers for this application
48 T.21  Declaration® [ Ve confirm that 2l teachars In this 2 pplication have sithe have been entered, CheCk the deC|al’ati0n bOX tO
8 high lificaticn in th Field th imodules! subjects bei . e
aghe, o e e TR SR e preammme e emesis v confirm that the teachers are properlv aualified.
* A qualification in the same level and field a= the programmefmodules! subjects being
taught, and has § or more years or relevant working experience, or
= & higher qualification in a different field as the programmedmodulesfsubjects to be
43 taught, and has 3 or more years of relevant working experience.
&0
81 |Pleaze validate all data entries upon completion of data entry as specified in Get Started page
M 4 » ]y Teachers |«

Ready



Courses and Teachers Form (page 4

- E =] =] E F & H 1 o K L M H o
1 Ilutr-cti-u z: Plaars sntar infarmation in the gray baxer
2 Tigr
E 11Ering the mourc knthermallredtriangle of cach qray box Forinfarmationon the item.
a4 Z1All Fizldr marked uikh an arterirk " are zampulrary
: Beck D Gotstarbd| == Back Teachers) i T If the course level selected is ‘Associate
& | Cmwrres Rsgirtratios ' ' y ‘ 5
s . - Degree’ ‘Bachelor’ ‘Master’ or ‘Doctorate’,
| et caweT the section on externally developed
1z GE  Cauerele el _ = Y ST courses must be filled in.

(3] IF"Oherr®, plearerpesify
1%
14
15 ERtrr Sr awirsmenr
X S e If “Externally Developed” is selected, the
| o VerkEwperionss B Awslisable)” next section must be filled in.

(=X Internal Exarme M wriser 2xama I Azsgnmesz ;e
= IFOehorr®, ploarcrpecify
1
MR T Click “Save Course” to populate the table
s «— below and to add another course.
5 Frmar semmar 2ufr ¥
ZE (=R} Hame of Courre Dewcloper ar Qusrrear Inrkikuke
ET (= -4 Home Country of Courre Developeror Qverrear Inrtitute
2% Sz Accreditedby
5 mwnre P etine Fatt Fimet These tables show details of the courses
B o et et por o that have been entered.
33 (=513 ToralHo.oFf Haurr FerDav
;; Cwwrre Dwretizs fF-erd Time i
13 cAT Tatal Ho. of Monkhr
3T (=5 F3 ToralHo.oF Davr FerWesk
3 (=R} Total Ho. of Hourr Fer Day
9 -
40 Lirt wF Cwwrrar e Couns
41
R om e . Entry Raguiramantr _ Cleart

mmrre Taxle Cmmera Lawal Orhar Cmmrre Lewal Academic o Wark T e har Extermal Trinim | " [ Dalara
a3 Bas Lawal Fruficiemcy Exparismce - Intermal Examr mF
1 Praparatary cmurrs Praparatary 14 FPSLE mil mall Writkas 1ELTS SalF Edix Slear
Far IELTS : l'l-::l-p
:: Hams uf Cmurrs Davelupsr mr Ovarrsar lnrtituts Hums Couuntry af Couurrs Davelupsr mr Owarrsar Iu::t-t. Accraditad By
:: Cuurrs Duratins (Full Tims]) Cuurrs Duratins Fart Tima])
a3 Tutal Hu. uf Hunths | Tutal Hu. mf Days Par Wask Lul Hu. mf Huurr Par Dy Tutal He_ =f H--thl Tutal Hu_mf Dayr Por Wask Tutal Hu. uf Huwrr Par Day
EL) 3 F = F 3 L) | F F )
50 dire wt T ucderr
51 Salact a Tanchar - A —yE Uttt A o M e
5z SIH Heams & HRICI/F arsrpmrt Hm Ackimm
53 1 Andrew Toam , S1ZFA5ETHA Delete Toachy
= Select from the drop-
e down list, teachers
w ) Eater Ruqmicomants N erenr teaching the course.
o [T il [ i el I e These teachers must
z Hartasr 25 EBEachalurr | IELTS & Ext"-;-- Edix Deleks have been entered in
- Davalup .

:: Hams uf Cmurrs Davelupsr mr Ovarrsar lnrtituts Hums Couuntry af Couurrs Davelupsr mr Owarrsar Iu::t:l::- ﬁ::r-lit-d.;j the preV|OUS page'
£z A Wmiva d Ki [oaus
L X3 -] Cuurss Durations Part Timas])
5dq Tutal Hu. uf Hunths | Tutal Hu. mf Days Par Wask Lul Hu. mf Huurr Par Dy Tutal He_ =f H--thl Tutal Hu_mf Dayr Por Wask Tutal Hu. uf Huwrr Par Day
1] | iz z F 3
EE Lirt wt T wchierr
&7 Salact m Tanchar - add e Fode e 8 Ko b K e
L% SIH Hams & HRIC/F arrpurt Hu fctinm
L]
To
Tz
;2 Fleare walidake all daka enkricr upan completion of daka enkry arrpe<ificdin Got Starked paqe




Courses and Teachers Form (page 5)

Select from the drop-down list a
course that has modules.

A B c D E F

1 |Instructi0ns : Please enter information in the grey boxes
[

2 Tips
3 1) Bring the mouse to the small red triangle of each gray box for infarmation on the item
4 2} All fields marked with an asterisk * are compulsary
5
5 Back to Get Started << Back (Courses)
7 |Private Education Institution (REl) Registration Profile
8
9 Module Detail

10| M1 Course Title
11 M2 Module Name

15 List of Modules & Teachers

<< Please select from th

Type in the module name

Click ‘Add’ to add the course
and module to the table below

17 S/IN  |Course Title Masters in Busil‘fe\ss Administration

18 1 |Module Name Finanacial Mathematics

19 Teacher(s)

20 1 Mark Tan , $456789A \

Action
) Belete Madule
Delete Teacher

2 N\

2 N\

7 N\

Select from the drop-down list,
teachers teaching the module.
These teachers must have
been entered in the previous
page as teaching this course.
Click ‘Add’ to add it to this
module.

24 N

25 SIN  |Course Title Masters in Business Administration \

Action

26 2 |Module Name

Business English \

Delete Moduls

27 Teacher(s)

\ Add

28 1 Andrew Teo, $1234567A

N\ Delete Teacher

29 2 Mark Tan , 54567894

N\ Delete Teacher

30

k]l

32

Click on this to return to the
previous pages to assign
teachers to the course in
necessary.

33

35 |Back to Top

34 |Please validate all data entries upon completion of data entry as specified in Get Started :;age\

Click this after all information have been
added.
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Courses and Teachers Form (page 6)

F

G

1)

Please read the following instructions carefully.

This form contains the following section -

_!Private Education Institution (PEI) Registration - Courses Registration

Sections Status Sections Status
a) Teachers b} Courses
c) Madules

After filling in the form, click on the fallowing button to verify all entries.

Verify

Flease note that the processing time may take longer if mandatory information is not provided.

This application is to be made only by the Manager of the Private Education Institution.

Please remember to save before exiting this form.

The completed form should be submitted as an attachment via the OBLS application.

To start filling in the form please click on "Beqin ==" hutton.

c 1.2

Exit

Begin >

You can click on ‘Verify’ at any time to
see if the form has been properly filled
in,

\ Yu can exit at any time. However, please remember to save the file.

This file should be uploaded to the OBLS form in support of your application.




