
CHANGE OF KINDERGARTEN NAME

(For compliance)

INTRODUCTION

Registered kindergartens who wish to update the Ministry of Education (MOE) on changes to particulars such as change of kindergarten name must make these updates at Online Business Licensing Service (OBLS) site @ www.business.gov.sg
Changing the name of a registered kindergarten comes under the purview of the Pre-school Education Branch of the Ministry of Education.  Its website is at: 

www.moe.gov.sg/preschooleducation
The Education Act stipulates that only the Supervisor or a member of the Committee of Management (CM) may apply for change of kindergarten name.

Name of Kindergarten
1
 It is suggested that the term ‘kindergarten’ be included as part of the proposed name for the kindergarten to distinguish it from other types of educational setup.  However, words such as ‘Singapore’, ‘National’ would indicate ownership by or link with Government agencies.  Hence, kindergartens are advised not to use such words as ‘Singapore’ or ‘National’ etc.
Application Procedures

2
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 at Tel: 6838 7308 for assistance.

3
Please refer to Annex A that shows a Flow Chart for Change of Kindergarten Name. Application is submitted through the OBLS at the following address:   





www.business.gov.sg/

4
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.  

5
You must have a SingPass ID before you can access the OBLS. If you do not have one, you can apply online through OBLS for a SingPass ID.

6
Changing the kindergarten name 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’.  

7
Add to cart ‘Certificate of Registration of School – Kindergarten – Change of Name’. 

8
Provide licensing details such as whether your organisation is registered with Accounting and Corporate Regulatory Authority (ACRA) and your organisation’s Registration (RCB) Number.

9
Fill in your own particulars and the kindergarten profile in the section ‘Filer and Licence Information’.

10
Fill in particulars of the change of kindergarten name. You would need to ensure that this name change has been effected at Accounting and Corporate Regulatory Authority (ACRA).

11
Please note that you can only complete the online application when all the mandatory fields are filled in with the required information. 

12
Once the online application is filed successfully, MOE will acknowledge receipt. 
Supporting Documents
13
The following supporting documents must be submitted to MOE within 3 days after filing your online application through the OBLS:
	Application 
	Supporting documents



	Change of kindergarten name 
	a) ACRA information printout reflecting proposed new name of the kindergarten

b) Original copy of the Certificate of Registration returned for amendment of name of kindergarten
















Annex A

FLOW CHART FOR CHANGE OF KINDERGARTEN NAME













Annex B

FREQUENTLY ASKED QUESTIONS ON CHANGE OF KINDERGARTEN NAME 

Q1
Do I need to update MOE on the change of kindergarten name?

Yes. As required in the Education Act, all changes to the particulars of the kindergarten must be registered with MOE.
Q2
What happens if the kindergarten does not update MOE on its change of name? 

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

Q3
Who is authorised to file the online application for change of kindergarten name?


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

Q4
What supporting documents do I need to submit?

You would need to submit an information printout from the Accounting and Corporate Regulatory Authority (ACRA) reflecting the change of kindergarten name and the original copy of the Certificate of Registration for amendment of the name of the kindergarten.

Q5
How do I go about applying for change of kindergarten name?

a) First you need to prepare the supporting documents.  

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 change of kindergarten name meets the stipulated requirements and all supporting documents have been submitted, MOE will grant approval of the change of name. 

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 by issuing a new Certificate of Registration to the kindergarten.
Q6
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.

Q7
How long does it take to apply for change of name of kindergarten?

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

Q8
How much does this process cost?


A processing fee of $45 (exclusive of GST) per 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. 


No fee will be collected for unsuccessful applications.


Q9
Why is MOE charging a fee for the change of kindergarten name?

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. 

Q10
Can I appeal if the application is unsuccessful?

Applicants can submit an appeal by writing in to 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

Q11
Who can I contact for further details?

For further assistance, please contact Ms Foo Shiao Wei at Tel: 6838 0540 or Mr Tan Kok Wah at Tel: 6838 7308.                   






SUPERVISOR/ MEMBER OF COMMITTEE OF MANAGEMENT ACCESSES PSU WEBSITE FOR GENERAL INFORMATION NOTES ON CHANGE OF NAME


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





(





KINDERGARTEN READS THE GENERAL INFORMATION NOTES





(





KINDERGARTEN PREPARES FOR APPLICATION


Ensure that the change of kindergarten name has been effected at Accounting and Corporate Regulatory Authority (ACRA)





(





KINDERGARTEN FILES ONLINE APPLICATION THROUGH OBLS





(





MOE PROCESSES THE APPLICATION


     MOE acknowledges receipt of application





(





MOE APPROVES/REJECTS APPLICATION


All supporting documents have been submitted 


Change of kindergarten name is approved upon receipt of payment 





(





MOE ISSUES CERTIFICATE TO KINDERGARTEN


MOE follows up by issuing a new Certificate of Registration to kindergarten 
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