Work Permit Procedure(American)

        Human Resources Dept. (Teachers)                     

WORK PERMIT PROCEDURE 

I. DOCUMENTS: 

You please carry out the documents in the order listed:

1. 
Criminal background in Vietnam (is needed if a foreign teacher has resided in Vietnam for over 6 months)

2.
Notarized criminal background

3. 
Notarized undergraduate degree

4. Notarized TESOL certificate or equivalent

5. Four passport sized color photos

6. 
Medical check – up certificate 

II. DETAILED PROCEDURE:

1. LOCAL CRIMINAL BACKGROUND FOR FOREIGN TEACHERS STAYING IN VIETNAM 
·  Contact Ms. Jamilah (3rd floor, 72bis Vo Thi Sau St., Dist.1) at 38207076 (Ext 270) or by e-mail at jamilah@vus-etsc.edu.vn to get “Local police for certification on temporary residence” form. The form has to be filled out and submitted to local police (a)
· Notarize passport & visa at Notary Public #1 (97 Pasteur, Dist.1, HCMC) (b)
Notes: 

- 
You should ask your landlord to contact the local police to get the form certified for you.

-
When you list the duration which you have stayed in Vietnam, please make sure it says “From …….(date)….. to present”

-
When you have completed documents (a) & (b), please bring them to Ms. Kim Anh as soon as possible. She will apply for your local criminal background.

2. NOTARIZED CRIMINAL BACKGROUND (issued by the U.S government)

CHAIN OF AUTHENTICATION OF THE CRIMINAL BACKGROUND

Step 1                                                 Apply for CRIMINAL BACKGROUND 

 (Contact the Police / Sheriff’s Department, Department of Legal Affairs etc. in your country of origin) 


Step 2                            The criminal background is notarized by a Notary Public in the country / State of origin 

(Authenticating the signature or the seal of the issuing office)


Step 3                     The notary’s seal is authenticated by the authorized office in the country / State of origin

(the Secretary of State from the State where the documented was issued)


Step 4                The Vietnamese Embassy or Consulate in the country of origin authenticates the signature or the seal of your state’s secretary of state and then translates the document into Vietnamese                                                            
· In the USA, you can contact the Sheriff of the County where you last lived to ask for criminal background.

· You should contact your local police/county sheriff in advance for detailed procedures regarding the request for the record.

· See Appendix 1 for more information.

3. NOTARIZED UNDERGRADUATE DEGREE

CHAIN OF AUTHENTICATION OF UNIVERSITY DEGREE

Step 1 

       University degree granted by a foreign authority (Universities, Ministry of Education, etc.)


Step 2 


The qualifications are notarized by a Notary Public in the country / State of origin

(Authenticating the signature or the seal of the granting authority)

Note: Please see Appendix 2 for detailed information.

Step 3 

  The notary’s seal is authenticated by the authorized office in the country / State of origin
(the Secretary of State from the State where the documented was issued)

Step 4 
The Vietnamese embassy or Consulate in the country of origin  authenticates the signature or the seal of your State’s Secretary of State and then  translates the document into Vietnamese

* Note:  The name stated on the Criminal Background Record must match exactly the name as indicated on the degree/transcript.


E.g. 
John Joseph Smith (Criminal Background Record)



John Joseph Smith (as indicated on degree)

NOT

John Smith (Criminal Background Record)


John Joseph Smith (as indicated on degree)

4.
TESOL/ CELTA/ TEFL Certificates 

The certificate is notarized and translated into Vietnamese at the Notary Public’s Office of HCMC (97 Pasteur St., Dist. 1, HCM City)

5.  
MEDICAL CHECK-UP CERTIFICATE
· You must have medical check in Vietnam, please contact the following hospitals:

	No
	HOSPITAL
	ADDRESS / TEL
	FEE  (estimated)

	1. 
	Cho Ray Hospital
	201B Nguyen Chí Thanh, W.12, Dist.5

Tel:  855 4137
	665.000 VND

	2. 
	Thong Nhat Hospital
	1 Ly Thuong Kiet, W.7, Tan Bình Dist.

Tel: 864 2140
	800.000 VND

	3. 
	Columbia Hospital
	Alexandre De Rhodes, Dist.1

Tel: 823 8888
	90 USD

	4. 
	Gia Dinh International Hospital
	1 No Trang Long, Binh Thanh Dist.

Tel: 803 0678
	90 USD

	5. 
	France – Vietnam Hospital
	6 Nguyen Luong Bang, Tan Phu Ward, Dist.7

Tel: 411 3333
	2.500.000 VND

	6. 
	Oscat Clinic
	65 Nguyen Du, Dist.1

Tel: 829 8424
	85 USD


Note: 
The medical check is valid for only 6 months. Teachers should save this step for the last.
6.  FOUR PASSPORT SIZED COLOR PHOTOS
II. 
OTHER INFORMATION:

· After finishing all steps mentioned above, please submit completed paperwork to Ms. jamilah for proceeding the next steps. 

· See Appendix 1 & 2 enclosed for more detailed information.

· For any further information, please do not hesitate to contact Ms. jamilah (3rd floor, 72bis Vo Thi Sau St., Dist.1) at 38207076 (Ext 270) or by   e-mail at jamilah@vus-etsc.edu.vn
Many thanks for your attention and cooperation.

APPENDIX 1
HOW TO OBTAIN POLICE CLEARANCE CERTIFICATE 

1. AMERICA:

For Americans, the procedure to request the criminal background check is different for each state. The following steps describe how to obtain a criminal background check from your local police/sheriff’s department. Information regarding how to obtain an identification record from the FBI is also included as another option. It is the responsibility of the teacher to determine how to obtain the criminal background check. The following are the necessary steps to legalize & authenticate documents: 

· Contact your local police or sheriff’s department of your state and request a criminal background record check. Websites such as www.switchboard.com  list addresses & phone numbers of police and sheriff departments. Family members MAY be able to request the document on your behalf.

·  The document is then notarized by a notary public. Note: your local police/sheriff’s department may be able to refer you to a notary as some departments have a notary within the same building.   

· The notarized document is sent to the state’s secretary of state for authentication. The U. S. Department of State website (home page: travel.state.gov) provides address and fee information for each state’s secretary of state. At the home page, do a search for ‘authentication”. You will be directed to the page with the names and addresses of each state’s secretary of state. The website is: 

http://travel.state.gov/family/abduction/hague_issues/hague_issues_562.html
· The state authenticated document is sent to the Vietnam Consulate in San Francisco or the Viet Nam Embassy is Washington, DC. This is the last step in the authentication chain. Remember that what is needed is only the foreign consul's authentication on the document for the document to be "self-proving" in the foreign country. The authenticated document can be sent to either of the following: 

Vietnam Embassy

Address
: 1233 20th Street NW, Suite 400, Washington, DC 20036

Tel
: 1-202-861-0737

Website
: www.vietnamembassy-usa.org  

Vietnamese Consulate General

Address
: 1700 California Street, 4th floor, San Francisco, CA 94109

Tel
: 1-415-922-1577

Website
: http://www.vietnamconsulate-sf.org
APPENDIX 2
The qualifications are notarized by a Notary Public in the country of origin

(authenticating the signature or the seal of the granting authority)

Teachers can contact their respective universities registrar in the USA to determine the procedure for notarizing certificates/diplomas.

There are two ways to perform this step:

1. If the University has a Notary Public:

A representative of the University brings the degree to the Notary Public to certify:

“To whom it may concern

This is to certify that this is a duplicate of the original diploma issued by the University on ……….

Certified : 

Signature and title of the representative.”

Seal of the Notary Public.

2. If the University does not have a Notary Public:
Teacher asks the University to send the sealed transcript to the Notary Public. The Notary Public certifies:

“I certify that the event or act described in this document has occurred or has been performed.

Date and Signature”

Seal of the Notary Public.

· Please be sure that the title (e.g. BA, BS, MA, etc.) and major (English, Business, etc.) of the degree is indicated on the transcript.






































Updated September 2009 

       1

