
Information Notes

APPLICATION FOR REGISTRATION AS A PRIVATE SCHOOL
1. An application to register a private school with the Ministry of Education (“MOE”) is to be submitted online via the GoBusiness Licensing portal (a step-by-step guide to submitting the application can be found here). Hardcopies of the documents listed in Table 2 of these Information Notes will have to be submitted to MOE (these documents do not need to be submitted online). 
2. Before registering on GoBusiness Licensing, please ensure that:
· you have read through these information notes;

· any renovation and furnishing works to the premises where the private school is to be conducted have been completed; and

· you have prepared hardcopies of the documents listed in the table found in paragraph 20 of these Information Notes.

3. Applications may only be submitted by an individual who is intending to be a member of the private school’s Committee of Management.

Part I

Requirement for schools to be registered under the Education Act 

4. A “school” is defined in the Education Act as:

a. an organisation for the provision of education for 10 or more persons; or

b. a place where 10 or more persons are being or are habitually taught, whether in one or more classes, or in the case of a correspondence school, the place or places where instruction is prepared or where answers are examined or corrected.

5. Under the Education Act, all establishments, which fall under the definition of a “school”, need to be registered with the Director-General of Education. Establishments offering education-related services, which do not conduct lessons or run classes in their principal place of business, do not fall under the definition of “school”, and therefore do not need to be registered. 

Private education

6. If the services you are intending to offer fall within the definition of “private education” under the Private Education Act, you should apply to register your establishment as a private education institution with the Committee for Private Education. “Private education” is defined in the Private Education Act as any of the following types of education, whether provided wholly or in part electronically, through correspondence or in any other manner:

a. education leading to the award of a diploma or degree;

b. full-time post-secondary education leading to the award of a certificate;

c. full-time primary or secondary education wholly or substantially in accordance with a foreign or international curriculum;

d. full-time special education for students with physical or intellectual disabilities;

e. full-time education for the purpose of preparing students for any examination that —

i. leads to a qualification awarded by any person other than the person which provides such full-time education; or

ii. entitles the students to be admitted to an educational institution.

Please refer to https://www.ssg-wsg.gov.sg/ for more information.

The Education Act does not apply to any private education institution within the meaning of the Private Education Act.

Enrichment and tuition centres

7. If you intend to offer tuition or enrichment services, you must submit an application to the Private Schools Section (“PSS”) of the Ministry of Education to register your establishment as a private school.  
8. Please note that an early childhood development centre (“ECDC”) is defined in the Early Childhood Development Centres Act 2017 (“ECDC Act”) as referring to any premises where the care and/or education, habitually of five or more children who are below seven years of age, is provided for a fee, reward or profit by a person who is not a relative or guardian of all of the children. Accordingly, if you intend to offer tuition or enrichment services to children under seven years of age, please consider if you should make an application under the ECDC Act instead. The Education Act does not apply to any ECDC licensed under the ECDC Act. 

9. Private schools registered under the Education Act should not be run as alternatives to ECDCs. It is a condition of registration that such private schools must not be conducted in a manner that render them registrable as ECDCs under the ECDC Act.

10. Applicants should consider whether the programmes they intend to offer are daily structured programmes, or when taken together will result in a child below seven years of age attending their school for more than 10 hours a week. These are factors that PSS will take into consideration when determining whether your school should be referred to the Early Childhood Development Agency (“ECDA”) for registration as an ECDC. Set out in the table below is a non-exhaustive list of examples of the programmes that may be offered by tuition and enrichment centres:

Table 1: Examples of Programmes that may be offered by Private Schools 
	
	Example of Programme
	Whether MOE will accept for registration under Education Act

	1
	Series of language and numeracy courses (e.g. English, Mother Tongue, Mathematics) strung together such that a child below seven years who is enrolled in all these courses attends the centre on a daily basis for five days a week, two hours or more each day.

	No

	2
	Holistic course comprising elements of language, numeracy and other subjects such as art or music that is conducted on a daily basis such that a child below 7 years who is enrolled on the course attends the centre for five days a week, two hours or more each day.

	No

	3
	Speech and drama class for children below 7 years, conducted three days a week, three hours each time


	Yes


11. We may direct you to apply to ECDA on the basis that the school you are proposing to register should be registered as an ECDC. 

12. We may refer your school to ECDA if, in the course of operations, your school is found to be offering programmes that render it registrable as an ECDC.

Part II

Requirements for registration as a private school
Name of School
13. A private school’s name should denote that it is a place of learning. If abbreviations are used in the name proposed, applicants are to state what the abbreviations stand for. The name proposed ought to reflect the curriculum and type of courses to be offered by the proposed school. For example, a language school should be named “----- Language School”.

14. Words such as “Singapore” and “national” may mislead the public that the private school has links to or is owned by the Government, and should not be used. Names such as “Singapore -------- ------”, “National -------- ------”, are not acceptable.

15. Words such as “University”, “College” and “Institute” are also not to be used in a private school’s name as they may mislead the public as to the actual nature of the services offered.

16. Where a sole proprietorship, partnership or company is registered with the Accounting and Corporate Regulatory Authority (“ACRA”) for the purposes of managing a private school, both the name of the private school and the name of the sole proprietorship, partnership or company have to be exactly the same. For example, if a company is registered under the name “ABC Tuition Centre Pte Ltd”, the name of the private school managed by the company must be “ABC Tuition Centre”.

17. The Director-General of Education may refuse to register an establishment as a private school if any proposed private school name is deemed unsuitable or misleading. You may wish to consult PSS if you have any queries as to whether your proposed private school name is acceptable prior to making any registration with ACRA. You may email your queries in this regard to moe_pss@moe.gov.sg. 

Curriculum
18. There are restrictions on the curriculum that a private school may offer. Private schools should not operate as alternatives to mainstream primary or secondary schools, or universities. 

19. Under the Education (Schools) Regulations, no instruction shall be given in any school except in accordance with a syllabus approved by the Director-General of Education. 

20. 
The following table provides information on the items to be submitted in hardcopy to MOE.
Table 2: Items to be submitted in hardcopy to MOE for registration as a private school

	
	Items to be submitted

	Ownership
The Accounting & Corporate Regulatory Authority (ACRA) Bizfile printout is required to provide information on the school owner, school ownership type (sole proprietorship, partnership, limited liability partnership, company etc.), registered name, and the registration number assigned by ACRA.

Private companies will also need to submit the Memorandum & Articles of Association/ Constitution of Private Limited Company.
	· ACRA BIZFILE printout

· Memorandum & Articles of Association/ Constitution  of Private Limited Company (for private companies)

	Committee of Management
Every private school has to be administered by a Committee of Management comprising a minimum of one, and a maximum of 9 members.  The Committee is responsible for ensuring that the provisions of the Education Act (Cap 87), the regulations made thereunder and the terms of its school constitution are complied with.

Members of a Committee of Management should not be teachers or staff employed by the proposed school unless they are also ‘owners’ of the school.  This is to prevent ‘employer-employee’ conflict of interest situations.

A Committee of Management of a school must have a Supervisor of the school as one of its members.  Therefore, if a school has only one member in its Committee of Management, the duties to be discharged by the Committee will be discharged by that member as the Supervisor. 

Form CM has to be filled up for each committee member.
A private school seeking registration also has to submit a constitution for approval [please refer to the ‘sample’ constitutions for the different business entities (as registered with ACRA) here].

An Appointment Note (for sole-proprietorship /partnership/LLP) or Directors’ Resolution (for private limited company) to appoint the members of the Committee of Management is also required [please refer to the ‘sample’ Appointment Note / Directors’ Resolution for the different business entities (as registered with ACRA) here].

	· Registration as Member of Committee of Management (Form CM)

· Copies of NRIC/Passport
· School Constitution

· Appointment Note/ Directors’ Resolution


	Courses & Teachers
A Summary of Course Particulars (Form RC) is required for all the courses the school intends to offer. In addition. a write-up is required for every course not designed for the purpose of providing tuition and/or does not follow MOE syllabus. Applicants will need to complete the Course Write-Up form for these courses. 
The Supervisor, together with the teachers to be registered, are required to complete the Registration as a Teacher form (Form RT). Please note that only teachers who have the required educational qualification and working/teaching experience will be granted permission to teach. In general, applicants should possess educational qualifications beyond the levels they are assigned to teach.
In order for us to process your application promptly, a maximum of 10 teachers and 10 courses can be processed via GoBusiness Licensing per application. You may register any additional teachers and courses after the school is registered via another application.

	· Course Particulars Form RC
· Course Write-Up (if applicable)
· Registration as a Teacher (Form RT)
· Copies of NRIC/Passport and education qualifications



	Premises & Facilities
Applications with proposed premises that are found to be unsuitable for use as a school will be rejected. Consequently, applicants should take note of the following before entering into any firm commitment to acquire the premises:

(i) Size of the premises - Private schools ought to have premises of a reasonable size. In addition to classroom(s), each school should have space allocated for an office, administration, and/or reception-cum-waiting area. Classrooms should be sufficiently spacious, with at least 1.5 m2 allocated per student. For lessons requiring the use of equipment (e.g. musical instruments), at least 2 m2 of space should be allocated per student.
(ii) Use of Premises - Premises should be approved for use as a commercial school or education centre by the Urban Redevelopment Authority, Housing Development Board or other relevant planning authorities. 
(iii) Fire Safety Clearance - Alteration/renovation works should be approved/cleared by the relevant authorities e.g. Fire Safety & Shelter Department (FSSD).
Applicants are to submit the approval from the relevant planning authorities, and the clearance obtained from FSSD (i.e. A1-sized approved floor plan, and its corresponding Fire Safety Certificate) for the alteration/ renovation works. Please note that the project title of the Fire Safety Certificate must contain terms such as ‘education centre’ or ‘tuition centre’, indicating that approval has been given for a school setting.
Applicants are to ensure that the submitted floor plans are accurate, as an inspection will be carried out before approval is granted. Any inconsistency between on-site and floor plan (e.g. direction of doors) would result in further delays in processing the application.
	· Grant of Written Permission from URA / HDB

· Set of approved building floor plans (in A1 size)

· Fire Safety Certificate


Part III
The complete process of the application for registration as a private school.




The following flowchart shows the procedures for registration of private schools.

READ INFORMATION NOTES THOROUGHLY


SUBMIT ONLINE APPLICATION ON GOBUSINESS LICENSING  

Get ready all application forms for Committee of Management, Course Registration, Registration as a Teacher, clearances from relevant authorities and documents.

Note that applicants need not submit any documents online

SUBMIT HARDCOPY DOCUMENTS 

to Private Schools Section (PSS) at

1 North Buona Vista Drive Singapore 138675

.A checklist of the required documents can be found on the last page.

SITE INSPECTION
The MOE officer will arrange for an inspection of the private school to ensure that the submitted floor plan is accurate.

APPROVAL ON GOBUSINESS LICENSING  
[Upon fulfilment of all requirements (FSSD / URA / HDB) and pending payment to GoBusiness Licensing] 

School Registration Certificate, Classroom Accommodation Certificate(s), Certificate(s) of Registration for Committee members and all other necessary documents will then be issued.

Note that:

A complete application with all the necessary documents will be processed within 14 working days from the date of receipt of correct and completed documents that are deemed acceptable by the MOE officer. Incomplete or incorrect submissions will result in delay of processing.
Payment of registration fee should be made within the grace period of 60 days upon licence approval to GoBusiness Licensing. After 60 days, if payment is not received, your application would be deemed withdrawn voluntarily. School registration must then be reapplied. 

The Certificate of Registration for Committee Members expires every 3 years, hence renewal is required regardless of whether the Committee comprises of the exact same members. Renewal of the School Registration Certificate is not required. However, a new application through GoBusiness Licensing is needed if a branch or new centre is to be established. 

‘Check List for Submission to MOE’

Date:
_______________

From:
___________________________


___________________________


Singapore (            )

To:
MOE Officer


Private Schools Section

	
The following duly completed forms and documents are submitted to MOE via despatch or postal mail, for consideration of my application to register a school to be known as:

· Latest ACRA BIZFILE printout 

· Memorandum & Articles of Association/Constitution of Company (for private companies only)
· Registration As Member of Committee of Management (Form CM
___ set(s) of forms

· School Constitution (see samples behind)

· Appointment Note/ Directors’ Resolution 
· Registration of Courses (Form RC)
·  Course Details Write-up (not necessary for tuition courses/ courses following MOE syllabus)
·  Registration As a Teacher (Form RT)
___set(s) of forms

·  Grant of Written Permission from URA / HDB
·  Set of approved building floor plans (in A1 size)

·  Fire Safety Certificate



Note: 
Check boxes with a ( (tick)

Where signatures are required, forms are to be signed by hand. Printed signatures would be rejected.
Course Write-Up Form

	Title  

[to be short/simple]


	

	Origin of the course/Examination prepared for  

[e.g. examination authority (ABRSM, TOEFL, SAT), school-based, etc.]


	

	Aims & Objectives/Expected Outcomes   [including value or ‘worth’ or equivalence of certification, especially where the course originates from the school itself]


	

	Target Students/Admission Requirements [e.g. persons with little or no knowledge of the subject, non-speakers of the language; by academic qualifications, age, etc.]


	

	Course Syllabus/Content  

[state details including topics, areas to be taught, etc.]


	

	Total Course Duration/Weekly Instruction Hours (time-table)  

[e.g. 1 year, 6 months/ 1 day x 1 hour per week]


	

	Fees  
[state monthly tuition/instruction fees, registration fee; minimum and maximum size of each class or group]


	

	Teacher Particulars
List the names, qualifications of teachers and subject(s) they will teach. Schools are reminded that they have to submit Registration As A Teacher Form for each teacher in the course.
	

	Facilities & Equipment
Indicate facilities and equipment to be provided

	



























Form RC
REGISTRATION OF COURSES 

SUMMARY OF COURSE PARTICULARS

	Course/Subject Title
	Level
	Duration
(e.g. 1 year or 1 month)
	Teaching Days

Per Week
(e.g. 1 day)
	Hours

Per Day
	Monthly Fee
	Regn Fee
	Name of Teacher
(this information should correspond with Form RT Section 5)

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


	Name & Address

of School:


	Date:

	Name of Supervisor:


	Signature:


REGISTRATION AS A TEACHER


Director-General of Education

Ministry of Education

Singapore
I hereby forward an application for the following person to teach in the school as indicated in Section 1 below:-

Section 1: School Particulars

	1  Name of School 


	2  School Email Address

	3  Address of School



      Singapore Postal Code  (                              )
	4  Tel No.
	5  Fax No.


Section 2: Teacher’s Particulars

	6  Name (Dr/ Mr/ Miss/ Mdm/ Mrs)


	7  NRIC/ Passport No.
	8  Country of Issue

	9  Residential Address



      Singapore Postal Code  (                              )
	10  Tel No.
	11  Handphone/ Pager No.

	12  Date of Birth


	13  Place of Birth
	14  Sex
	15  Citizenship

	16  Current Occupation & Place of Employment


	17  S’pore PR? * 
	[   ]  Yes

[   ]  No


Section 3: Education Particulars in Chronological Order **

	18  Year of

      Attainment
	19  Qualification

      Attained
	20  Name of School/ College/ University Attended
	21  Country

	
	
	
	

	
	
	
	

	
	
	
	


Form RT
Section 4: Previous and Present Employment in Chronological Order **

	22  Period of Employment
	23  Name and Address of Employer
	24  Position Held

	From
	To
	
	

	
	
	
	

	
	
	
	

	
	
	
	


* (Mark ‘X’ where appropriate)

** (Please attach additional sheets if spaces provided are insufficient)

Section 5: Courses/ Subjects to be Taught **

	
	25  Course/ Subject
	26  Level(s)
	
	25  Course/ Subject
	26  Level(s)

	1
	
	
	4
	
	

	2
	
	
	5
	
	

	3
	
	
	6
	
	

	27  I attach copies of these documents: * 
	[   ]  NRIC (Singapore Citizen/PR) or Passport (Foreigner)

[   ]  Educational Certificates (Secondary Level and Above)

[   ]  Previous MOE Approval(s) to Teach


[   ]  Reference Letters from Past Employers

[   ]  Others (to specify) ..............................................


Section 6: Declaration by Teacher
	28  I declare that:-

1. I am a person of good character and have never been convicted of an offence punishable with imprisonment

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

    The contents of this application are true to the best of my knowledge, information and belief

	Signature of Teacher ____________________________________                                                   Date ____________________


Section 7: Signature of Supervisor

	29  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.

Signature of Supervisor __________________________________                                                     Date ____________________

Name of Supervisor _____________________________________


* (Mark ‘X’ where appropriate)

** (Please attach additional sheets if spaces provided are insufficient)

The duly completed forms together with the relevant documents are to be submitted to the MOE via despatch or postal mail
Form RT
REGISTRATION AS MEMBER OF COMMITTEE OF MANAGEMENT


Director-General of Education

Ministry of Education

Singapore

I hereby submit an application for registration as member of the Committee of Management particulars of which are as follows:-

Section 1: School Particulars

	1  Name of School


	2  School Email Address

	3  Address of School



   Singapore Postal Code  (                              )
	4  Tel No.
	5  Fax No.


Section 2: Personal Particulars of Applicant

	6  Name (Dr / Mr / Miss / Mdm / Mrs)


	7  NRIC / Passport No.
	8  Country of Issue

	9  Residential Address



    Singapore Postal Code  (                              )
	10  Tel No.
	11  Handphone/ Pager No.

	12  Date of Birth


	13  Place of Birth
	14  Sex
	15  Citizenship

	16  Current Occupation & Place of Employment


	17  S’pore PR? * 
	[   ]  Yes

[   ]  No

	18  Highest Academic Qualification Attained *



	[   ]  Secondary School Cert.
	[   ]  Diploma
	[   ]  Degree
	[   ]  Others (to specify) ............................

	19  I attach copy of this document: * 
	[   ]  NRIC (Singapore Citizen/PR) or Passport (Foreigner)




Section 3: Position in Committee *

	20  [   ]  Supervisor
	[   ]  Manager (Member)


Section 4: Declaration by Applicant

	21  I declare that:-

1. I am normally resident in Singapore for at least 9 months in each year

2. I am a person of good character and have never been convicted of an offence punishable with imprisonment

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

4. I am not an undischarged bankrupt

5. I am able to carry out the duties as a manager of the above school and I am familiar with the provisions of the Education Act and the provisions made thereunder

     The contents of this application are true to the best of my knowledge, information and belief

	Signature of Applicant ___________________________________                                                     Date ____________________


Section 5: Signature of Supervisor

	22  I confirm that the above information has been verified and accurate.

Signature of Supervisor __________________________________                                                     Date ____________________

Name of Supervisor _____________________________________


*(Mark ‘X’ where appropriate)
Form CM

Sample School Constitution:

	Sole-proprietorship 
	Constitution Sole Proprietorship.doc

	Partnership
	Constitution Partnership.doc

	Limited Liability Partnership 
	Constitution LLP.doc

	Limited Partnership
	Constitution LP.doc

	Private Limited Company/ Limited Company
	Constitution Private Limited Company.doc

	Private Limited Company owning a Sole Proprietorship Business (i.e. school)
	Constitution Private Limited Company Owning a Sole Proprietorship.doc


Sample Appointment Notes and Directors’ Resolution (FOR PRIVATE LIMITED COMPANY) for School Management Committee (SMC):

	Sole-proprietorship 
	Appointment Note for Sole Proprietorship.doc

	Partnership
	Appointment Note for Constitution Partnership.doc

	Limited Liability Partnership 
	Appointment Note for Constitution LLP.doc

	Limited Partnership
	Appointment Note for Constitution LP.doc

	Private Limited Company/ Limited Company
	Directors’ Resolution Constitution Private Limited Company.doc

	Private Limited Company/ Limited Company (Sole Director)
	Directors’ Resolution Constitution Private Limited Company.doc (Sole Director)

	Private Limited Company owning a Sole Proprietorship Business (i.e. school)
	Directors’ Resolution Constitution Private Limited Company Owning a Sole Proprietorship.doc


This write up may take you about 15 minutes to fill in. This is only required if the course is not a tuition course / not following the MOE syllabus








This form may take you about 10 minutes to fill in.


You will need the following information to fill in the form:


NRIC number/Passport number


Academic qualifications. The documents are to be translated into English by a notary public or a registered translator if they are in a language other than English.


Previous employment details





This form may take you about 5 minutes to fill in.


You will need NRIC number/Passport number to fill in the form.
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