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1. WORKING FOR VUS

Applying For a Position


How are teachers recruited? 
The process is composed of the following steps:
· Interview (face to face if you are in Vietnam) 

· An observed demo class 

· Orientation 

· Probation (1 month) 

For teachers that are in Vietnam you will be notified of the hiring decision soon after the demo class. If successful you will be invited back to sign a contract with the salary based on your qualifications, teaching experience and your demo teaching performance. After the contract is signed you will begin your induction and orientation.

If you are a native English speaking teacher applying from outside of Vietnam, the hiring process is composed of the following steps:
· Application and initial correspondence by mail / e-mail 

· Submission of a sample lesson plan followed up with a panel interview by phone 

· Decision and contract offer, if successful

· Induction and orientation after arrival

· Probation (1 month) 

After applying and being short listed by VUS you will need to submit a lesson plan based on VUS materials provided. This will be followed up with a panel interview by phone, in which a question and answer session about the lesson plan forms part of the interview. After the interview a decision is made, and if successful, you will be sent an offer by e-mail within 1-2 days. Once you’ve confirmed acceptance of the offer an arrival date is formalized and flights are booked. After receiving your flight details VUS will then apply for a visa on your behalf. You will begin your induction and orientation and sign your VUS contract soon after arriving in HCMC.
At VUS you will initially sign a 1 year contract with a 4-6 week probation period. If the applicant successfully completes the probation period the school will confirm employment and begin processing a work permit application. Pursuant to Vietnamese labor law, a foreigner has to get a work permit in order to be employed. A work permit is also needed to qualify for a multiple entry, extendable work visa. 

**PLEASE SEE OUR WEB SITE FOR MORE INFORMATION ON WP
What's expected of teachers?
Teachers are highly respected in Vietnam and VUS teachers should act accordingly. Vietnamese are quite conservative and male teachers are expected to wear a collared shirt, tie, trousers and dress shoes. Long hair, scruffy beards, earrings, studs, and tattoos might be tolerated but they aren't really approved of. Female teachers also need to be suitably dressed and should avoid clothes that are too revealing, show off the midriff or are inappropriate for the classroom (stiletto heels for example). Sport sandals are not permissible for either male or female teachers although dress sandals or open-toed shoes are fine for female teachers. 

 “Backpacker teachers” (i.e., travelers who decide to make a bit of money teaching for a few weeks while touring the country) are not very well regarded by Vietnamese students. It’s best to avoid looking like this type of teacher and proper dress will go a long way towards dispelling this image. For this reason, it's also not a good idea to use a backpack for carrying books and teaching materials around in. A briefcase with a shoulder strap for added security is the best thing to use for men. Large shoulder bags are popular with women teachers. 

Programs & Scheduling


What English language classes does VUS offer? 
We offer the following programs:


· Smart kids for children (4-6 years of age)
· Superkids for children (6 –12 years of age)

· Young Leader (13 –17 years of age)

· English for International Communication for adults (EIC)

· English for Academic purposes for teens & adults (EAP)

· TOEFL and TOEIC preparation

· VUS Offsite (Saigon ACT / Law University / International University)

When are classes held?
VUS has 10 different campus locations where classes run 7 days a week with approximately 5 - 6 shifts per day from 8am to 9:30pm. A full time teacher is scheduled at the average of 20 - 25 hours per week taken from the various shifts available. 
What time off is provided during the week? 
Your specific schedule will determine your days off, but teachers who work on weekends will get at least 1 day off during the week, with most of their weekday mornings and afternoons free. 

Is the curriculum set (lessons, texts, etc) or does it allow for instructor creativity? 
We have set textbooks for each level classified by a class diary so that all teachers know the framework of teaching points. As most classes are co-taught (a native English teacher and Vietnamese teacher), it is very important to follow the class diary. However, teachers are encouraged to make their teaching fun with extra materials to serve those teaching points.

Is there adequate space and resources available to plan and put together lessons? 

In addition to a ‘teacher’s room’ located at each VUS campus, where teachers have access to computers, printers, photocopiers and additional resource materials VUS also has a Teacher’s Resource Center located at our campus at 215 Nam Ky Khoi Nghia St., District 3. The Resource Center is fully stocked with ESL reference materials as well as books and periodicals devoted to teacher development, classroom management and overseas cultures. It also contains dictionaries, CD ROMs, computers and access to online resources. The resource centre is a place where teachers can use the supplemental resources provided to put together effective lessons and find information on how to improve their teaching skills. 
Each campus also has an area for teachers to discuss, plan and put together lesson plans. As well, a number of books from the Resource Center have been photocopied and a set has been sent to each VUS campus, providing an additional source of photocopiable activities and ideas for games. 
Salaries & Benefits 


What are salaries like at VUS? 
All salaries are paid on an hourly basis and will vary depending on qualifications, experience and your performance in the demo class. Salaries are net of taxes (VUS pays taxes on your behalf). During the initial interview applicants are told of the salary band that applies to them, based on their qualifications and teaching experience. Teaching qualifications include TESOL / TEFL certification or post graduate certificates in education (PGCE) or similar certification. Higher salary bands are applied to those applicants with higher qualifications – such as a MA. TESOL / DELTA, etc., and experience. 
After being hired by VUS, further pay increases will be based primarily on length of employment, teacher observations and student feedback. However, other factors such as an upgrade in qualifications and a teacher’s availability and cooperation can also play a role. 

After you’re given your initial pay rate, subsequent raises will be based on teaching The average schedule for a full time teacher is from 20 - 25 hours per week, or just over 100 hours per month. During certain times of the year a teacher's schedule may exceed 30 contact hours per week, but usually only for a short time period. However, there is often a drop in teaching hours in the last few weeks before, and just after, Tet.

Are there any other benefits or supplements for teachers?  
The following benefits apply to all VUS teachers:

· Additional supplements for TOEFL exam prep and some Corporate classes 

· Visa & visa renewals

· Assistance in acquiring a work permit and reimbursement of up to $300 US upon completion of work permit application process

· Annual award for recognition of outstanding teaching performance 

· Free Vietnamese language classes 

In addition, the following benefits also apply to all teachers who are offered and sign a full time teaching contract *(FTTC):

· Contract completion bonus (equal to 100 hours x your hourly rate at the time of completion of your contract)

· $400 US health insurance cash supplement provided

*FTTCs are offered at the discretion of the school to teachers who have been working for a minimum of 3 month and who meet specific requirements.

What about holidays?

There are approximately 10 national holidays per year when the school is closed. In addition to this, teachers can request holidays or leave time as required. Keep in mind that holidays are not paid.

How are salaries paid?  
Salaries at VUS are paid on the 7th of each month for all hours taught in the preceding month. When teachers start their employment with VUS, we help them open a bank account at Vietcombank, Vietnam’s official State bank. Salaries are then transferred directly into the teacher’s Vietcombank account in the afternoon of the 7th on month. Teachers can get their money directly at the bank during working hours or at any other time from one of the numerous ATMs that are springing up throughout the cities and towns in Vietnam.

VUS pays all applicable Vietnamese income taxes on behalf of their teachers and all salaries are net of taxes.

What is the currency that salaries are paid in at VUS?  
By law all salaries have to be paid in the local currency, the Vietnamese dong. However, salaries are worked out in US dollar amounts and then paid in dong on the day of transfer to the teacher’s accounts. The dong is a relatively stable S.E. Asian currency that is pegged to the US dollar, which helps mitigate currency fluctuations. 

Can I send money home? 
Yes, you can legally send money home through your bank account. In general, all that's needed is your passport and most recent customs departure card as well as a “proof of income” letter from your employer showing where the money in your bank account has come from and confirming that all applicable taxes have been paid. It's relatively simple to convert VND in to most major currencies and to send - or take - this money out of the country, although it can sometimes be difficult to buy US dollars from banks. 
Visas & Work Permits


What kind of visa do I need to work in Vietnam?  
Most teachers who have been recruited from overseas arrive on a tourist visa or a 3 month business visa that VUS has applied for on your behalf and arranged to have left at the airport for pick up upon your arrival. If you have been recruited from outside Vietnam, the visa administration fee is reimbursed upon presentation of a receipt and this money is added on top of your first month salary. After arriving in HCMC you will need to submit the documents necessary for a work permit and VUS will start that process. 

Please note that the authorities are now starting to strictly enforce work permit and visa regulations. Enforcement of these regulations means that teachers without a work permit will officially not be allowed to apply for, or renew, a multiple entry business visa. Without work permits foreigners in Vietnam will be only be allowed to renew / extend their visas as a 1 month single-entry visa (in some cases as a 3 month single entry visa) during which time it’s expected that a work permit will be applied for. If the work permit isn’t applied for during this time, then there is a very real chance that the foreign teacher will need to leave Vietnam when the visa expires. Please see below for more information on WORK PERMITS.


VUS will help any teacher renew their visa. The school will also pay for a teacher’s visa, either in part or in full, depending on the type of contract a teacher has signed, the number of hours they have worked for VUS and their work permit status; please check with HRT for further details.

Will I need a work permit or other documents to legally work in Vietnam? 
Foreigners are required to apply for and obtain work permits in order to legally work in Vietnam and to renew business or work visas. In order to obtain a work permit the school has to submit an application on behalf of the teacher that includes certified copies of your original: 
· University degree (BA or higher; if you have more than one qualification only one certificate is needed)

· Teaching certification (TEFL, TESOL, CELTA or other)

· *Police clearance certificate / criminal record check
(*teachers need to have a police clearance certificate from their home country if they’ve been in Vietnam for 6 months or less; teachers who have been here for 6 months or longer only need a Vietnamese police clearance certificate).

Please note that the degree and police clearance certificate / criminal record check need to be authenticated and authorized as per Vietnamese regulations in order to be used when applying for a work permit. Most teachers coming from the UK or the USA, or those who have done degrees in either the UK or the US, will need to get some of their documents (university degree and criminal record check) notarized and authenticated in their home countries. For other foreign nationals, it is possible to have your documents authenticated by your country's consulate in HCMC.  

In addition to this, an application for a work permit must include a health check certificate and other documents. However, the school will provide guidance and assistance with this. Apart from providing your original certificates and going for a medical check-up, nearly everything else is completed for you.

*The HRT Department of VUS can supply more detailed information regarding the authentication and notarization process.


**PLEASE SEE OUR WEB SITE FOR DETAILED INFORMATION ON WORK PERMIT PROCEDURES
2. ARRIVING AND LIVING IN VIETNAM


Accommodation 

Where can I stay when I arrive in Vietnam?  
VUS will help book a clean and comfortable guesthouse on your behalf at good price. Prices range from a low of $10 US per night, up to $25 US ++, depending on location, services and amenities provided. Once you've established yourself in the city, you can look for longer- term accommodations. 

Does VUS help teachers find housing? 
Assistance is given by the school if the teacher feels unable to sort out their own housing arrangements. If necessary we can put you in touch with housing agents and others who can help you find appropriate accommodation however most newly arriving teachers find that other teachers are the best source of information in regards to available accommodations. 


What kind of long-term accommodation is available? 
There are usually 3 main housing alternatives: 

· a room in a guesthouse 

· shared private accommodation (house or apartment)

· single private accommodation (house or apartment)

Most people stay in a guesthouse until they can arrange other accommodation. Shared housing is relatively easy to find as is solo private accommodation, although the cost will depend on factors such as location and conveniences (there is a wide variety to choose from). Please bear in mind that most landlords will require 3 or 4 months rent up-front, as a form of security deposit, before allowing you to move in. This means that anyone wanting to move into their own private accommodation quickly will need to arrive in Vietnam with adequate funds to do so or wait until they receive their first salary. 


Apartments tend to be one or two rooms plus bathroom inside an existing house.  Houses are the normal Asian ‘shop houses’; long, narrow and two to four floors high. The better ones have en suite bathrooms in each bedroom, but most have one shared bathroom on each floor. Kitchens don't usually have much counter space. 

What are rents & landlords like? 
Most teachers end up renting a house with other teachers in a 4 – 6 bedroom ‘shop house’. Depending on the number of rooms, the location of the house and the amenities provided (most are fully furnished) each house mate can expect to pay between $150 - $250 US per month. Some teachers prefer to have their own apartments although this is a more expensive proposition ($350 - $450 US per month). 

Bonds or security deposits take the form of advance payments on rent, typically two or 3 month's rent in addition to the first month’s rent. When you give notice, you can stop paying rent. After you vacate, the landlord withholds the deposit until outstanding bills and the cost of any repairs are paid. You can't always tell what a landlord will be like in advance so it helps if you know or speak with the previous tenants before moving in.  


All housing costs throughout the teacher's stay in Vietnam are the responsibility of the teacher. 

What is the best area to live while in HCM City? 
The majority of teachers live in District 1, the central business district of HCM City, in one of two popular areas; the so-called ‘expat ghetto’ bordered by Le Thanh Ton and Thai Van Lung streets, and ‘the backpacker quarter’ in the Pham Ngu Lao / De Tham / Bui Vien area. Both of these places are rife with amenities from home including bars, cafes, and restaurants serving western and non Vietnamese Asian cuisine and so on. 

If you get away from District 1, you'll find things both quieter and cheaper. The districts bordering on or near District 1, including Binh Thanh District, District 3, Phu Nhuan District, District 10 and District 5, are also conveniently located to the majority of schools and rents are generally much cheaper. Saigon South (aka, Nam Saigon or Phu My Hung) is a new and rapidly developing area in district 7 about 15 - 20 minutes from downtown HCMC that has a number of new apartments available for rent. 

The English language daily newspapers, Vietnam News and Thanh Nien, list ads placed by real estate agents advertising houses and apartments for throughout HCMC. The Vietnamese language classifieds paper Mua & Ban (Buy and Sell) has perhaps the most comprehensive housing listings of all the papers in Vietnam, with apartments, houses and shared accommodation listed by district and price range. However, you’ll need the help of a local in order to use the paper. Most teachers, however, find lodging by talking with other teachers and expats or by visiting an area they’re interested in and asking around.
Getting Around


How should I travel and get around in Ho Chi Minh City? 
You have a few options. You can use: 

· a taxi - inexpensive metered taxis are widely available; the yellow Vina Taxis and the green and white Mai Linh Taxis are both reliable and dependable. 

· a xe om - Vietnamese for motorcycle taxis; cheaper than taxis and widely available, though completely unregulated. Consider buying a helmet if you plan to use xe oms extensively. The going price for foreigners is around 5,000 dong per kilometer so figure on 10,000 to 15,000 dong for a typical journey; be prepared to bargain. 

· a xy clo – classic Vietnamese pedi-cabs; not recommended after dark or for short quick trips; better for sight seeing by the hour or transporting heavy goods in the city. 

· a motorbike - you can either rent or purchase one; again buy a helmet regardless. Once you get used to the traffic, it's much cheaper and more convenient than relying on other transport. If you'll be here longer than a year, it’s a good idea to consider buying your own motorbike. Bear in mind that if you have an accident with somebody, however, it's your fault. Period. Also, it's very difficult to license a motorbike in your name.

· a bicycle - lots of inexpensive models available and some more expensive imported ones 

· walk – although a bit like making your way though an obstacle courses, free, healthy and - depending upon where you live - a good alternative 

· Public transport - the local bus system is by far the cheapest option. Unfortunately it's not always a convenient option as scheduling & route information in English is either haphazard at best or non-existent. 


Driving in the city can be hazardous, as the laws of the road are not always observed and traffic can be heavy, especially at peak periods. The city centre is small and most journeys take less than 15 minutes. Because of these reasons most people travel either by automobile or motorbike taxi, which are very cheap. The first two kilometers cost about 12,000VND. Motorbike taxis are even cheaper and often used by foreigners, (10,000VND for a short trip). However, many people rent their own motorbikes – a service which is readily available throughout the city - after getting accustomed to the traffic. 

Helmets for all motorcyclists are mandatory and strongly advised when driving.

What you decide upon will be depend on where you travel to and what you feel comfortable traveling in. Some people never get beyond using metered taxis and others quickly decide to rent or buy their own motorcycle right away. 


*PLEASE NOTE - 1 USD = APPROX. 19,000 VND



Outside of the city 

Roads in the city and between major centers are generally good, but travel to smaller locations can often be time consuming and a little difficult. Cheap and relatively comfortable bus services are available between the main cities. There are flights to most cities and resorts. 

General Information


How expensive is it to live in Vietnam?  
Food and rent are much cheaper than in Western countries. 

What vaccinations will I need to have before coming to Vietnam? 
While it may be a good idea to consider hepatitis A and B shots, there are no mandatory vaccinations required in order to come to Vietnam. Once here you can get all the various shots at a lower cost than you can in most overseas countries. 

Are there any English television programs or stations in Vietnam? 
Satellite and cable TV is available in both commercial and residential buildings so lots of bars and night spots will have sporting events televised and many homes will be able to pick up BBC, CNN, HBO, Discovery Channel Star Asia etc. 

Are English movies, magazines, and books available in Vietnam? 
Yes; there are new and used bookshops that have a wide selection of magazines, newspapers, books and other reading materials. There are several English language Cinemas in Ho Chi Minh City showing mostly big budget Hollywood films, although a much wider selection of movies is available on DVD and VCD. 

Is the water drinkable? 
Water from taps is treated, and is fine for washing, but unsuitable for drinking and should be used in cooking only if boiled first. Most houses are supplied with bottled, purified drinking water in 15 and 20 liter kegs, delivered to your residence. 

Is vegetarian food available? 
There are plenty of vegetarian restaurants in and around Ho Chi Minh City and nearly every restaurant will have vegetarian items on their menu. Local markets and grocery stores have a wide variety of fresh fruits and vegetables. 

Are there any English-speaking doctors? 
There are English-speaking Vietnamese doctors, as well as English-speaking doctors from other countries including Europe and North America. There are also foreign run and staffed health clinics and hospitals. 


How serious is the crime problem in HCM City?  
Violent crime against foreigners is thankfully rare. In that sense, HCM City is far safer than most cities of similar size around the world. However, petty crime is rife. HCM City has some of the best pickpockets in the world. Likewise, bag snatching is common. That said, you can minimize your chances of being robbed by following basic common sense rules, i.e. don't flash large amounts of money around, don't keep your valuables in a handbag or shoulder bag and so on. 

What's the shopping like?  
There are lots of supermarkets and department stores in addition to the traditional stall markets. Clothes, shoes, furniture and ceramics are other items that are produced in Vietnam and exported internationally and good deals on all of these can be found at various stores throughout the city. Most things you need are readily available at reasonable rates.

Where can I get teaching resources and books? 
The school will supply all textbook and audio materials required for each course. However, there are two bookshops in Ho Chi Minh City that stock a good range of course books and teaching materials: 


· Fahasa, 185 Dong Khoi, District 1 (opposite the Hotel Continental) 
By far the best book store for teaching materials; they stock a wide range of popular EFL course books. 

· Viet-My, 41 Dinh Tinh Hoang, District 1 (on the corner of Le Duan Street, opposite the Hotel Sofitel Plaza) 
One of the better foreign language bookshops in the city with a good selection of general interest and specialty magazines. 


There are several bookshops in the backpacker area that sell second hand / photocopied versions of current fiction and non-fiction best sellers as well as travel guides.

Keeping Fit 

There is a wide range of sporting activities available to foreigners in HCMC including; football (soccer), rugby, swimming, tennis, running clubs, etc. Many foreigners study martial arts either in classes or with private instructors at a minimal hourly or monthly fee. 

Clothes 

For work or leisure, men or women, brand names, (locally made under license) or made to measure. Clothes are very cheap and generally very good quality.
