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Inspiring Gyeonggi Education




Application Package

Thank you for considering a position as an Assistant Foreign English Teacher for the Gyeonggi Provincial Office of Education (GPOE).

Please carefully fill out the application form as accurately and legibly as possible.  The information you provide is an essential component to the hiring and immigration process.
GPOE will take your preferences into consideration, but cannot guarantee that all preferences will be fulfilled.

We value your privacy.

All information you provide is kept strictly confidential.
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1.Your full name as it appears on your passport:
____________________________________________
2.Gender: Male□  Female□   
3. Marital Status: Single□     Married* □ / Other*□_______ *No. of  dependant(s):______  
a. Will you be coming to Korea alone? Yes □           No □ –go to “b”
b. If not, who and how many will be living together with you? 
_________________________________________________________
4.Date of Birth  YEAR - MONTH – DATE (eg. 1980.09.27)
5. Please tick and/or fill out where applicable.

A. I am a  passport holder of ;         Australia□        Canada □     Ireland □    New Zealand □ 
 South Africa □       U.S.A □    United Kingdom  □     
B. I am a Korean passport holder currently living outside Korea in  (city,country)__________________________
with total (req. min. ten)__________  years of residence history  in (one of 7 approved countries)_____________ including (req.min. three)______ years  of secondary schooling, and obtained a Bachelor's Degree from there.
6.  Email address :                                        @___________________ 
*Your email address is the single most important means of communication with us. Please provide the most secure, frequently used one. 
7. Address for Correspondence*: St, City, State, Postcode, County
 * This is the address that all your documents including employment contracts and immigration documents will be sent to. Please ensure that the address provided is one you will have fast and continuous access to. 
8. Phone no: Country code – Area code – Phone Number
9. Two Emergency Contacts  – If possible, please provide a local Korean contact 
Name:                                                                                             Name:
Relation:                                                                                         Relation: 
Phone:                                                                                             Phone:
Email :                                                                                             Email: 
10. Have you ever visited Korea before?  If yes, please describe the duration, purpose of stay and your experiences briefly. 
11. If accepted into GEPIK, what is the earliest START DATE you can work in Korea ?
I am available as of                  /           ____/ _________/(eg. 15/MAR/2008)
12. How did you find out about GEPIK? Please specify. 

-Agency (please specify) ________________________
- Current /Former GEPIK teacher* : please provide the details as below 
*Please note that If you are successfully selected as a GEPIK teacher, the above-mentioned GEPIK teacher will be offered a referral gratuity of 100,000 KRW from us upon your commencement of teaching in Korea.
Referring teacher’s full name: ______________________________
Email address: __________________ @_______________
Name of city: ____________________________________

Name of school : __________________________________________

- Other (please specify)  _________________________
13. In Which grade level(s) do you prefer to teach? 
Elementary (Grades 1 to 6 ) □   
Middle ( Grades 7 to 9 ) □        
High (Grades 10 to 12) □               
Willing to teach ANY grades □
14.Please choose your preferred location of school area: 
City area□ : name of city if you have __________________________
Designated Rural Area*□ :name of place if you have __________________________
* Designated Rural monthly allowance of 100,000 KRW and 5 days’ extra holidays apply
Either □
15.Please choose your preferred accommodation location: 
near school□                         near  subway station□                  near downtown (if rural location) □   
I have my own□ (300 000 Monthly allowance applies)   

16. Please list all post-secondary degrees and/or certifications in order of -
Major(s) / Concentrations(s)           -              Year(s) Received          -           Name of Granting Institution  

17. Please list all relevant TEACHING related degrees and/or certifications in order of -

Major(s) / Concentrations(s)           -              Year(s) Received          -           Name of Granting Institution  

18. Please list  all relevant teaching experience(s) in order of -
Name of Institution/Employer        -                 Duration                        -            Subject(s)  Taught 
19. Please list other employment experience(s) in order of – 
Employer                                          -                Duration                        -                 Responsibilities

20. Please list other international experience(s) in order of – 
County                                             -                  Duration                        -                Activities 
21. Qualifications and experiences
Please read over the requirements per category and select the pay category that you qualify for.

Pay Category
Monthly Salary

Requirements
Please select only ONE
criterion
Category 1
2 300 000 KRW per month

Category 1-A

-Elementary, Middle, or Secondary school TEACHER’s CERTIFICATE

-Minimum two years' of full-time English teaching experience at accredited teaching institution(s)                                           
□

  Category 1-B

-Master’s Degree 

-Minimum two years of full-time English teaching experience at accredited institution(s)
□

Category 1-C

-TESOL, TEFL or CELTA certificate comprised of a minimum of 100 course hours

-Minimum two years of full-time English teaching experience at accredited institution(s)
□

Category 1-D

-Bachelor's degree in Education

-Minimum two years of full time English teaching experience at accredited institution(s)
□

Category 2
2 100 000 KRW per month

Category 2-A

-Elementary, Middle, or Secondary School Teacher’s Certificate
□

Category 2-B

-TESOL, TEFL or CELTA certificate comprised of a min. of 100 course hours

□

Category 2-C

-Master’s Degree or Graduate Diploma 

    (Program must be a minimum of 2 years in duration)

□

Category 2-D

-Minimum one year of full time English   teaching experience at accredited institution(s)

□

Category 2-E

-Bachelor's degree with a major in Education
    (Education major must be clearly stated on either the diploma certificate or official transcript.)
□
Category 3
2 000 000 KRW per month

-Bachelor's degree*

-No other certificates or experiences outlined in   Categories 1 or 2

*This is the minimum entry requirement into GEPIK  

□



	22. Personal Essay 

In the space provided, please provide a brief statement of intent that outlines: 

-A brief introduction of yourself, highlighting experiences that you feel would be helpful to your teaching in Korea.  
-Why you want to (continue) teach and live in Korea 

     -Your philosophy of teaching and education 
Guideline / checklist 
*************THIS IS TO BE USED AS A COVER PAGE************
Place this completed checklist ON TOP of your application along with other document in order as listed below. 
Please DO NOT STAPLE your application package
Please ensure your application form includes the following items: 

1. Application Form □
with your recent photo glued
2. Resume □ 
3. Passport □
Photocopy of photo page
4. Educational Documents □
For ALL applicants 
4-1. Sealed University Transcript
Please also provide an order receipt if available.
4-2. Original copy of your bachelors diploma with a photocopy of your bachelors diploma
OR
Notarized copy of your bachelors diploma from the Korean consulate/embassy in your home country 
In addition, for Category 1 or 2 applicants;
4-3. Original copy of your masters diploma AND/OR   TESOL/TEFL/CELTA certificate(s) with one additional photocopy for each certification
OR
Copy(s) of the above-mentioned documents either Apostillized or  notarized by the Korean consulate/embassy in your home country 
5. Two Letters of References* □
-Personal Reference(s) on your character with referee’s full contact information. 
-Professional Reference(s) describing work performance and duration of FULL-TIME employment, with full contact information of the referee/employer 

* For Category 1 and 2-D applicants, this professional letter(s) of reference from full-time teaching employment must be submitted.
6. Criminal Record Certificate □ 

Please note that possession of any criminal record will immediately disqualify you from gaining employment in GEPIK.
- Provincial/State or Federal Level (Abstract, Background or Record Check with/without fingerprint)
- Apostillized (See attached information on  “How to Apostillize my documents”) 
-For CANADIANS only : Copy notarized by your local Korean consulate/embassy
And if you have lived in Korea for over 1 year…
Original copy of a KOREAN criminal record certificate issued by a local Korean Police office for the year(s) you have lived in Korea 
7. Self Health Assessment Report (See Attachment 1) □
Please note that a positive result for illegal drug use, alcoholism, or communicable diseases will result in the immediate cancellation of your employment at GEPIK and E2 visa.
Upon successful acceptance into GEPIK, a formal medical examination must be completed in Korea at an approved hospital/ public health clinic.

The original report must be submitted at the Immigration Office as part of your Alien Registration Card 
8. THREE (3) Copies of the EMPLOYMENT CONTRACT   (See Attachment 2) □
Please put your signature on EACH page. No other details need be filled in.
9.Agreement Letter for Security Deposit (See Attachment 3) □
Please Note:

· Ensure you have obtained all the documents as specified BEFORE couriering. 
· All documents except for original diploma(s) or certificate(s) become property of GPOE and will not be returned. Unless specified to provide the ‘original’, or ‘notarized copy’, you may submit a plain photocopy. 
· Any costs involved in obtaining the required documents are borne by the applicant. This includes   the mandatory health check upon your arrival in Korea.
Declaration
I certify that all of the above information concerning myself and my background are true to the best of my knowledge.  If I am successful in being selected as a GEPIK teacher, I agree to abide by the regulations and responsibilities outlined in the contract.



____________________________________________                        __________________________

Signature                                                                                      Date
PLEASE COURIER YOUR APPLICATION WITH ALL REQUIRED DOCUMENTS TO:
GEPIK Coordinator 
Gyeonggi Provincial Office of Education
Level 3,  Schools Policy Division
15 Worldcup-gil, Jangan –gu
Suwon-si , Gyeonggi-do  440-702
Republic of Korea
Ph. +82-(0)31-249-0044 
In the Korean language :
경기도 수원시 장안구 조원동 495, 월드컵길15 
경기도교육청 학교정책과 국제협력팀
원어민 코디네이터
우) 440-702

Republic of Korea


ATTACHMENT 1.  Self Health Assessment Report  
Self Health Assessment Report
 Please provide correct information for the following questions.  Any omission or false information will delay processing of your application.  
Please note that upon arrival in Korea, you are then required to undergo a formal medical check at an approved public hospital or clinic center and provide the result to the nearest Korean Immigration Office as part of your “ARC” (Alien Registration Card) application within 90 days. 
1. When and for what reason did you last consult a physician?
	


2. Have you had any serious ailment, injuries or diseases in the past five years?
    Yes   No  If yes, please explain.
	


3. Have you ever been treated by a doctor for any mental, emotional, or nervous disorder?  
    Yes   No   If yes, please explain and attach a report from your doctor.
	


4. Have you ever been addicted to any substance?    Yes   No  If yes, please explain.
	


5. Do you have any allergies?    Yes   No   If yes, please list them.
	 


6. Are you taking any prescribed medication? 
    Yes   No   If yes, please list and explain why.
	


7. Do you have any tattoos on your body?     Yes     No       If yes, please specify 

	


The answers I have given are true and correct to the best of my knowledge.
Your  Signature:  __________________________        Date :____________________
ATTACHMENT 2. CONTRACT 
2008년도 경기도교육청 영어 원어민보조교사(GEPIK) 고용계약서

2008 CONTRACT FOR GYEONGGI ENGLISH PROGRAM IN KOREA (GEPIK) 

FOREIGN ASSISTANT ENGLISH TEACHERS 

TO GYEONGGI PROVINCE PUBLIC AND PRIVATE SCHOOLS  
BY GYEONGGI PROVINCIAL OFFICE OF EDUCATION 

대한민국 경기도교육감 혹은 학교장(이하“고용자”라 한다)과 ________________ 국민이며               __________________________________________________에 주소를 둔 원어민보조교사(성명)                 _______________________(이하“피고용자”라 한다)는 경기도교육청이 관할하는 학교에 GEPIK원어민보조교사 초청·활용 사업을 위하여 다음과 같이 고용 계약을 체결한다.

This Employment Contract (hereinafter “Contract”) is made by and entered into between the Superintendent and/or school principal of the Gyeonggi Provincial Office of Education (GPOE), of Republic of Korea (hereinafter “Employer”), and the GEPIK teacher,  __________________(hereinafter “Employee”)a(n)_______________________citizen residing in ____________________________________ , accepted and assigned to the school. 

제1조(목적) 고용목적은 다음과 같다.

1. 이 고용계약서는 경기도교육청 소속 초, 중, 고등학교에서 영어를 가르칠 원어민보조교사의 직무와 고용 조건에 관한 사항을 규정함을 목적으로 한다.

Article1(Purpose) The purpose of Contract is as follows.

1.Contract is made for the purpose of setting forth the terms and conditions of employment for GEPIK teachers who will teach English at a public or private elementary, middle or high school in Gyeonggi Province.
제2조(임무) 피고용자의 임무는 다음과 같다.

1.고용자가 지정한                 초,중,고등학교에서 영어 원어민보조교사로서 한국인협력교사와 함께 쓰기 및 말하기 중심의 영어를 가르친다. 단, 학생수가 23 명을 초과하는 경우, 학급을 2 개 반으로 나누어 원어민 보조교사와 한국인협력교사가 각자 따로 지도할 수 있다. 
2.한국인협력교사와 함께 영어수업을 설계하고 교수학습자료를 제작한다.

3.방학 중 학교가 실시하는 영어캠프, 영어교육 관련 특별활동, 교사 연수 등을 지도한다.

4.학교장이 필요하다고 인정하는 기타 영어교육 관련 업무를 지원한다.

5.교사 또는 학부모들을 위한 영어회화를 지도한다.

6.고용자가 실시하는 원어민보조교사 연수에 참여한다.

7. 그 외 고용주가 지정하는 다른 임무를 수행한다.

Article 2(Duties) Employee shall perform the following duties.

1.To teach English with emphasis on speaking and writing as a GEPIK teacher at ___________(Elementary, Middle, High) School in Gyeonggi Province assigned by Employer. 
If a class has more than 23 students, at the discretion of the Employer, a class may be divided into two(2) separate classes, one taught by the regular Korean teacher and the other by the GEPIK teacher.

2.To do lesson planning and develop teaching materials with a Korean co-teacher.

3.To be involved in English day camps, extra-curricular classes, teacher training during school vacations.

4.To be involved in other educational duties  relevant to English education as requested by Employer.

5.To conduct English Conversational Class(es) for Korean teachers and/or students’ parents as 
requested by Employer.

6.To participate in GEPIK teachers’ workshop(s) conducted by Employer.
7. To perform other duties as assigned by Employer.
제3조(지휘감독)피고용자는 경기도교육감이 지정하는 학교장의 지휘감독을 받아 제2조에서 정한 임무를 행한다.

Article 3(Supervision) Employee shall perform the duties specified in the foregoing Article 2 directed and supervised by principal of school appointed by Gyoeonggi Provincial Office of Education.
제4조(고용기간) 고용기간은 1년 (365일)이며, 2008년___ 월___ 일부터  2009년 ___월___일 까지로 한다.

Article 4 (Term of employment) The term of employment is for a year (365 days) which shall start

on    mm/    dd    /  2008_    and    end  on    mm   /     dd   /  2009 .
제5조(항공료 및 사직)
1.피고용자의 입국항공료는 피고용자의 입국 후 고용자가 피고용자의 거주지역에서 한국 인천공항까지의 최단거리를 기준으로 한  이코노미 석 항공편의 구입가를 근무 후 한달(30일)내 지급한다.

a해외거주 채용 시 피고용자 거주지역과 인천공항과의 최단거리 이코노미 석 항공료가 제공된다. 근무 한달(30일) 내에 편도요금이 정산 지급되고, 계약완료 후 10일 이내에 본국 또는 본국보다 단거리의 제3국으로 돌아갈 경우 편도 항공료가 지급된다.

b.국내거주 채용 시 E2비자를 한국에서 최단거리의 외국방문을 통해 발급받은 경우, 근무 한달 (30일) 내에 비자취득 외국방문 왕복 항공료가 지급되고, 계약완료후의 항공료는  본 조 제  1 항  a 에 따라  지급된다.

2. 피고용자가 부득이한 사유로 고용기간 중에 사직할 경우에는 두 달(60일) 전에 사직 일자와 사유를 서면으로 고용자에게 통보하여야 한다.

3. 피고용자가 계약기간 중 사직하는 모든 경우에는 귀국항공료를 피고용자가 부담하며, 피고용자의 E2비자는 취소된다.

4.고용계약 개시일로부터 6개월 미만에 본 계약이 조기에 종료되는 경우 피고용자는 계약 종료 즉시 정산 지급된 입국항공료100% 및 최초 생활정착금 30만원을 고용자에게 반환한다. 피고용자가 고용기간 개시일로부터 6개월 이상 근무하는 경우 본 항에 의한 항공료의 상환 의무는 면제된다.

Article 5(Airfare and Resignation)

1.The actual purchasing price of the airfare for Employee’s flight to Korea shall be reimbursed by Employer within a month (30 days) upon working at the school  based on the economy class of the most direct flight available from Employee’s residence to the Incheon International Airport in Korea.

a. Employee from outside of Korea: A one-way ticket to Korea will be reimbursed within a month (30 days) from working at the school. Upon completion of Contract, one-way trip to the airport of return for either his/her home country or another country of shorter distance will be provided when the trip occurs within the first 10 days as of termination of employment.

b. Employee in Korea: If Employee obtains his/her E2 visa by visiting the nearest country from Korea, its round trip airfare is reimbursed by Employer within a month (30 days)from working at the school. Upon completion of Contract, a one-way airfare is provided pursuant to the foregoing 1-a. 

2. If Employee should decide to resign during the Term of Employment, he/she must give Employer 
a sixty (60) day prior written notice of resignation stating a date of and a reason for resignation.

3. In all cases of Employee’s resignation without fulfilling the full year term, the airfare for his/her return trip shall be borne by Employee, and his/her E2 visa shall be cancelled. 

4. In case of the termination of Contract within six(6) months, Employee shall immediately pay back 100% of the one-way airfare and the settlement allowance of 300,000won to Employer. If Employee works for six(6) months or more during the term of employment, Employee’s obligation to pay back the airfare shall be waived by Employer 
제6조(근무지)

1. 피고용자는 고용주가 지정하는 경기도내 초, 중, 고등학교에서 근무하는 것을 원칙으로 한다. 

2. 첫 일년 근무 후 고용주의 동의를 얻어 근무지역 및 학교를 바꾸는 경우 재계약으로 간주되지 않는다.  

Article 6(Work Place)

1. Employee shall work at one of the Gyeonggi elementary, middle, or high schools appointed by Employer.

2. Upon completion of the first year term, Employee may request for a change of school and region subject to approval by Employer, and this is not considered as a renewal of the term. 

제7조(근무시간)

1.피고용자는 점심시간을 포함한 일일 8시간, 주 5일을 근무하며, 토요일과 일요일 및 대한민국  공휴일에는 근무하지 않는다.

2.피고용자의 근무시간은 대한민국 공무원의 출퇴근 시간을 준용하되, 학교장이 정하는 바에 의해 조정할 수 있다.

3.피고용자의 정규 수업 시간 수는 주당 22시간을 초과하지 않는다. 소속기관장은 피고용자에게 근무시간 내 또는 외의 초과수업을 요구할 수 있으며, 주당 6시간 이상을 요구할 경우 피고용자의 동의를 얻어야 한다. 

4. 피고용자의 정규 수업 시간 수가 주당 22시간에 미달하는 경우, 소속기관장은 피고용자에게 부족시수에 대하여 일반교과수업을 지원하도록 할 수 있다.   

5.고용자는 피고용자에게 초과수업수당을 지급해야 한다. 피고용자는 22시간을 초과할 경우 피고용자는 시간당 20,000원의 수당을 받을 수 있다. 피고용자는 초과수업시간을 기여휴가로 사용할 수 있으며, 1시간의 수업은 휴가 1시간으로 계산되며, 8시간의 초과수업은 평일 근무 하루로 계산된다. 

6. 방학 중에는 고용자가 피고용자에게 추가수당을 지급하지 않고 주당 20시간까지 보충수업이나 영어캠프활동에 참여하도록 요구할 수 있다.

Article 7(Work Hours)

1.Employee shall work eight (8) hours per day including lunch hour for five (5) calendar days per week  from Monday to Friday and shall not work on Saturdays, Sundays and Korean national holidays.

2. The Work Hours of Employee shall follow the normal work schedule of civil servants of the Korean Government; however, such Work Hours may be adjusted by school principal as he/she deems appropriate as necessary.

3. Employee’s regular teaching hours shall not exceed twenty-two (22) hours per week. Employee may be asked to teach extra hours within and/or out of the regular working hours. Extra teaching should not exceed 6 hours per week without Employee’s consent. 
4. If an employee does not fulfill his/her teaching quota of 22 hours per week, the Employer may ask the Employee to teach classes in other subject areas, outside of English, for the remaining hours.
5. For the extra class teaching hours aside from the normal 22 hours per week, Employee shall be offered with supplementary class instruction pay at the rate of  20,000won per hour or use it as contribution holiday in which 8 hours’ teaching will be considered as one(1) day.

6. During school vacations, Employee may be asked to participate in special classes or English day camps up to 20 hours per week.
제8조(보수)
1.피고용자의 보수는 _____등급으로서  매월 한화 _________ 만원이며,  2007년 기준 대한민국 법에 따라 소득세(약 3%, *캐나다인을 제외한 모든 원어민에게는 한국에서의 2년간은 면세)와 국민연금 (약 9%의 반은 학교 부담, *미국인과 캐나다인은 계약만료 후 반환) 및 건강보험(약 5% 의  반은 학교가 납부)원천 징수한다.

2.원어민의 지위와 관련하여 1등급 (230만원),  2등급(210만원),  3등급(200만원)으로 계약하여 채용한다. 

3.보수는 매월 25일에 지급한다. 만일 이 날이 근무일이 아닌 경우, 그 전날에 지급한다.

4.피고용자의 근무일 이 한 달이 안 될 경우 근무 개시일 또는 종료일에 따라 일할 계산으로 보수를 지급한다.

5.피고용자가 사전 허가 없이 무단 결근하였을 경우에는 결근일수만큼 일할 계산하여 보수에서 공제할 수 있다.

6.피고용자의 1년간 계약이 만료되면, 1년에 대하여 한달(30일)분의 평균임금을 퇴직금으로 지급한다.

7.피고용자는 본 계약에 규정된 보수 이외는 일체의 다른 보수를 청구할 수 없다.

8. 1 등급 피고용자에 한하여 재계약시 경기도교육청의 교육목적에 부합한 교수 능력과 실적, 공헌을 평가하여 인정될 경우에 최고 월 250 만원까지 매년 10만원씩 월급을 인상할 수 있다.

9. 계약기간 중 석사학위 나 100 시간 이상의 TESOL 등의 자격증을 취득한 경우, 등급 상향이 취득 다음달부터 적용될 수 있으나 상향등급은 한 등급으로 제한한다. 

Article 8(Salary)

1. Employee shall be paid ______ ,0000. KRW per month as a category ____ teacher. However, the Korean income tax (approx. 3% which is exempted for foreigners, except for Canadians, for the first two employment years in Korea) and the national pension contribution (approx. 9%, of which Employer pays for the half, refundable for the US and Canadian citizens at the end of Contract term) and the national health scheme (approx. 5%, of which Employer pays for the half) as required under Korean law shall be withheld each month from Employee’s salary.
2. The pay scale is as follows; category one for 2.3 mill. KRW ;  category two for 2.1 mill. KRW ; category  three for 2  mill. KRW) 

3. Employee’s salary shall be paid on the twenty fifth (25) of each month. If this day falls on a National Holiday, Saturday or Sunday, the salary will be paid on the immediately preceding business day. 

4. When Employee has not worked a full month, salary for that month shall be paid on a pro rata daily basis either from the first day or until the last day of work.

5.If Employee should be absent from work without a prior approval, his or her salary for that month shall be deducted by the amount calculated on a pro rata daily basis for the number of unauthorized absent days.

6. Upon completion of a one-year contract, Employer shall pay Employee an extra 30 days’ average wage as a severance pay for Employee’s continuous employment of one year.

7. Employee shall not claim against Employer any compensation and/or payment other than those provided for in Contract.

8. The category 1 Employee whose contract is renewed for a second term or subsequent terms at the same school may be eligible for salary raise up to the maximum GEPIK limit of 2,500,000 won by 100,000 won per year respectively. The increase is at the discretion of Employer, neither automatic nor guaranteed, according to Employee’s teaching performance and contributions made toward the achievement of the educational goals of GPOE.
9. If Employee obtains further qualifications such as a Masters degree or TESOL certificate (with over 100 course-hours) during the contract term, if applicable, he/she will be promoted to the next employment category (with corresponding raise in salary) the month following the date of course completion. However, promotions shall be limited to one pay category increase per year. (ie. Category 3 to 2, or Category 2 to 1;  not Category 3 to 1) 

제9조(계약만료)

1.제4조에서 정한 고용기간은 피고용자와 고용자간의 합의에 의하여 1년(12개월)단위로 재계약할 수 있다.

2.학교장과 피고용자는  계약만료 2개월(60일) 전에 재계약 여부를 서면으로 알린다. 

3.본조 제1항의 규정에 의해 같은 학교에서 재계약을 체결하는 피고용자에게는 주말 및 공휴일 포함한 두 주간(14일)의 고국방문휴가를 제공하는데, 이는 계약기간 중 제공되는 유급휴가 외에 추가로 제공되는 혜택이다. 고국방문휴가는 고용기간 만료 전이나 후에 학기 중 수업에 영향을 주지 않는 방학기간을 사용해야 한다.

4.피고용자의 고국방문휴가 왕복항공료는 피고용자의 입국 후 고용자가 피고용자의 거주지에서 가장 가까운 공항으로부터 한국 인천공항까지의 최단거리를 기준으로 한 이코노미석 항공요금을 귀국 후 2 주 내에 지불한다.

5. 피고용자가 고국보다 가까운 제3국을 대신 방문하는 경우, 최단거리 국제선 이코노미석 왕복요금을 제9조 제4항에 따라 지급한다.

6.피고용자가 고국 또는 제 3국을 방문하지 않을 경우에는 본국 거주지역까지의 최단거리 국제선 3등석 왕복항공요금을 재계약 이후 2 주 내에 지불하며,휴가제공은 본조 3항을 따른다. 

7.피고용자가 고용기간의 근무를 마치고 재 계약할 의사가 없이 열흘(10일) 이내에 한국을 떠날 경우 귀국항공료를 지급한다.

Article 9(Contract Completion)

1.The Term of Employment stated in Article 4 may be renewed by a mutual written agreement between Employer and Employee, provided that each renewed employment term is one(1) year.

2. The written notification of renewal or termination of Employment shall be provided two months (60 days) prior to the expiration of Contract. 

3. In the case of renewal of this contract pursuant to the foregoing 1, Employee shall be given a fourteen day (14) (weekend and national holidays inclusive) additional home leave vacation period which is extra, beyond the 14 days’ yearly paid leave. Home leave must be taken during the vacation periods not conflicting with school schedules either just before or just after the contract year is completed
4. In the event renewing Employee travels to his/her home country, Employee will be reimbursed for his/her round-trip airfare based on economy class air-fare of the most direct flight available from Incheon to the airport nearest to Employee’s residence within 2 weeks upon return to Korea.
5. In the event renewing Employee travels to another country with a shorter distance than that of home country may be reimbursed for their round-trip airfare pursuant to the foregoing 4. 

6. In the event Employee does not travel to either his/her home country or another country other than home pursuant to the foregoing 3, Employee will be given the amount of money equivalent to the round-trip airfare within 2 weeks upon renewal of Contract. Vacation is used in the manner pursuant to the foregoing 3.

7.If Employee completes the Term of Employment without the intention to renew and leaves Korea within 10 days from the expiration date, Employer shall provide the airfare for Employee’s one way 
return flight to the employee’s home country either in the form of reimbursement or direct purchase.
제10조(주거)

1.고용자는 피고용자에게 주거를 제공하되, 도보로 출퇴근이 가능하도록 학교에서 가까운 지역 이나 피고용자의 희망대로 교통시설의 이용에 가까운 주거를 확보하도록 최대한 노력해야 한다. 

2.주거 형태는 임대주택, 기숙사, 또는 아파트를 포함하나 이에 한정되지 않는다. 독신자에게는 학교 기숙사나 외부에 있는 1인용 방을 제공하고, 가족을 동반하는 강사에게는 2개 이상의 침실이 있는 주거를 제공한다. 주거 사용에 따른 제세공과금은 피고용자의 부담으로 한다.

3.고용자는 피고용자의 주거를 선정될 때까지 임시주거를 제공할 수 있으며, 고용기간 동안 주거를 제공하지 못하거나 자기 스스로 구하기로 결정한 경우에는 피고용자에게 매월 300,000원의 주거비를 지원한다.

4.주거를 제공할 것이지 또는 주거비를 지원할 것인지는 고용자가 선택하며, 일단 선택한 이후에는 고용기간 동안 이를 변경할 수 없다.

5.고용자가 주거를 제공하는 경우 <부록1>에 명시된 가전제품 및 가구를 제공할 수 있으며, 그 외의 물품을 요구할 수 없다. 제공된 물품에 대한 관리 및 수리 일체에 대하여는 피고용자가 책임을 진다.

6.최초 계약시 고용자는 생활정착금으로 300,000원을 학교근무 2주일(14일)내에 피고용자에게 제공한다. 피고용자는 상기 항 이외에 생활에 필요한 물품을 구입하는 데 사용하여야 한다.

Article 10(Housing)

1. Employer shall provide Employee with housing. All efforts will be made to provide an apartment within walking distance to the school or near transport facilities as indicated by Employee.

2. Housing selected by Employer may be, including but not limited to, a leased house, dormitory, or an apartment. A single teacher will be provided with a one-room apartment on or off campus, and a married teacher with dependents will be provided with a residence with at least two bedrooms. Any and all fees, charges, costs, taxes, expenses, etc. additional to monthly renting fees and/or key money incurred in using the housing shall be borne by Employee. (e,g. monthly electrical, water, gas fees)
3. Employer may provide temporary housing until the appropriate housing for Employee becomes available. If Employer is not able to provide housing for Employee(or if Employee decides to find housing on their own), Employer shall provide Employee with 300,000 Korean won per month, as a rent subsidy, in lieu of the housing set forth in the foregoing 1.

4.Employer shall decide whether to provide Employee with housing or a rent subsidy. Once decided, Employer’s decision shall not be subsequently changed during the Term of Employment.

5.If Employer provides housing to Employee, Employer may provide appliances and furniture (refer to appendix 1). Employee shall not request or demand any other appliances or furniture than those provided by Employer. Employee shall take the responsibility for the maintenance and repair for the appliances and furniture provided by Employer.
6. Employer will provide Employee, for the first GEPIK assignment term only, with 300,000 won as settlement allowance within the first two weeks (14 calendar days) of working at the school. Employee shall spend the money to buy commodities other than those set forth under Article 10, item 5.
제11조 (기타 혜택)

1.고용자는 피고용자에게 대한민국 건강보험법에서 정한 건강보험료의 50%를 제공하며 (건강보험법에는 건강보험료의 50%는 피고용자가 부담하도록 규정하고 있다), 피고용자1인을 원칙으로 하되, 가족 동반 시 가족건강보험료를 포함하여 지원한다.

2.지정된 농어촌, 벽지에 근무하는 피고용자에게는 수당을 매월 100,000원씩 지급하고 5일의 휴가기간이 따로 주어진다.

Article 11(Other Benefits)

1. Employer shall provide Employee with medical insurance pursuant to The National Health Insurance Act of Korea(The National Health Insurance Act states all government employees will be liable for 50% of costs). If Employee has his/her dependents living with him/her in Korea, Employer will also pay for health insurance for them.
2. Employee who is working in a designated rural area shall be entitled to a paid allowance of 100,000 Korean won every month and additional 5 working days’ paid leave during the contract term.

제12조 (유급휴가)

1. 고용자는 피고용자에게 고용기간 동안 학기 중이 아닌 기간에 14일의 유급휴가를 제공하며, 15일전에 소속 기관장에게 휴가를 신청하여 승인을 받아야 한다. 토요일과 일요일은 유급휴가일에 포함시키지 않는다. 피고용자가 계약기간을 만료하고 재계약한 경우에, 사용하지 않은 유급휴가는 7일까지 새로운 계약에 이월될 수 있다. 이 기간은 새로운 계약에서 우선적으로 사용되어야 하며 그 이후의 계약기간에는 반영되지 않는다.

2. 고용자는 피고용자에게 출산휴가를 제공하는 경우 최초의 60일에 대해서는 유급휴가를 제공한다. 

Article 12 (Paid Leave)

1.Employee shall be entitled to a paid leave for a total of fourteen (14) working days during the term of the employment. Paid leave may be taken at any time school is not in session, and must be approved by school principal at least 15 days in advance. Weekends (Saturdays and Sundays) and the Korean National Holidays do not count as vacation days. If Employee renews the contract, up to 7 days of unused yearly paid leave may be rolled over to the new contract period. This carried over paid leave may be used in the new contract period, but it may not be rolled over into any subsequent contract period. 

2. In case of a maternity leave, the first 60 calendar days shall be a paid leave by Employer.

제13조(병가)

1.피고용자가 근무하기 어려울 정도의 질환이 있을 때 소속기관장의 사전 승인을 받아 유급병가를 받을 수 있다.

2.유급병가기간이 연속7일을 초과할 경우(주말과 휴일 포함)에는 진단서를 소속기관장에게 제출하여야 한다.

3.피고용자의 유급병가 기간은 고용기간 동안 총 15일 내이며, 15일을 초과하는 경우에는 무급으로 한다.
4.피고용자의 유급 및 무급 병가는 고용기간 동안 총 30일을 넘지 않아야 한다. 
Article 13(Sick Leave)
1.Employee shall be entitled to a paid sick leave if an illness or injury prevents him/her from performing the duties under this contract, provided, however, that he/she obtains Employer’s prior consent.

2.When Employee takes a sick leave for more than seven (7) consecutive days (inclusive of a National Holiday, Saturday and Sunday), Employee shall submit a medical doctor’s report to Employer.

3.Employee’s paid sick leave during the Term of Employment shall not exceed fifteen(15) calendar days. If Employee requires a sick leave for more than fifteen (15) calendar days, Employee may take a longer sick leave without pay.
4.Employee’s sick leave is limited to thirty(30) calendar days in total including paid and unpaid leave.
제14조(특별휴가)

1.피고용자는 다음 각 호의 사유가 있을 경우 특별휴가를 받을 수 있다.

a.피고용자 본인의 결혼 연속7일

b.피고용자의 부모 또는 배우자 사망 연속7일, 자녀 사망 연속5일

c.피고용자 본인의 출산 전후를 합하여 90일

d.자연재해로 인한 휴가

e.기소로 인한 휴가

f.본 조 제1항 제a호, 제b호, 제c호의 기간 중 최초의 60일 및 제d호는 보수가 지급되나, 제e호는 보수가 지급되지 않는다.

Article 14(Special Leave)

1.Employee may take a Special Leave for a number of days as set forth below for each of the following events;

a. Seven(7) consecutive calendar days for Employee’s marriage.

b. Seven (7) consecutive calendar days for the death of Employee’s parents or spouse; five (5) consecutive calendar days for the death of Employee’s child.

c. Ninety (90) calendar days for a female Employee’s maternity leave.

d. In case of a damage to Employee’s residence in a natural disaster: for the period Employer deems necessary according to the degree of damage.

e. If Employee is prosecuted for involvement in a criminal offense, Employer has the authority to put Employee on a prosecution leave.

f. Special Leaves specified in items 1-a,1-b, the first 60 days of 1-c and 1-d are paid by Employer. However, the item 1-e shall be available without pay.

제15조(복무)

1.피고용자는 임무수행에 관련된 소속기관장의 지시를 성실히 이행하여야 한다.

2.소속기관장은 따로 정한 지침에 따라 피고용자의 공적 업무 수행 능력을 평가한다.

3.피고용자는 특별히 정해진 경우를 제외하고 이 계약서의 내용과 조건에 따른 의무를 성실히 이행해야 한다.

4.피고용자는 교사의 품위를 손상시키는 행동을 해서는 안되며, 한국인교사에 적용되는 복무규정을 준수해야한다.

5.소속기관장의 허가 없이는 피고용자는 여하한 조직의 임원이 되거나 다른 기관에 취업할 수 없으며, 급료를 받고 다른 기관에서 영업 행위(시간제 근무 포함)를 할 수 없다.

Article 15(Office Regulations and Restrictions)




1.Employee shall faithfully observe his/her school principal’s requests on his/her duties as defined in Contract.

2.Principal shall evaluate Employee’s performance of official duties.

3.Employee shall make every reasonable effort to fulfill their prescribed duties and responsibilities according to the contract terms and conditions.

4. Employee shall make every reasonable effort to uphold the positive reputation of the Korean teaching profession by conforming to the norms and behaving in such a manner as expected of teachers by Korean society. 
5.Without principal’s permission, Employee shall not be employed or involved in other paid business (including a part-time job). 
제16조(계약 해지)

1.고용자는 다음과 같은 경우에 본 계약을 해지할 수 있다.

a.피고용자가 대한민국법을 위반하는 경우

b.피고용자가 계약사항을 이행하지 아니하거나, 성실하게 임무를 수행하지 않는 경우

c.피고용자가 특별한 이유 없이 1주 이상 연속하여 근무를 하지 않는 경우

d.피고용자가 제출한 지원서의 내용이 사실이 아니거나 거짓이 있는 경우

e.피고용자가 신체적 또는 정신적 질환이 있어 계속 근무하기가 어렵다고 판단되는 경우 (피고용자는 고용자가 건강진단을 요구하면 즉시 이에 응하여야 한다.)

f.본 계약 제15조 6항에서 정한 피고용자의 병가 기간(유급 및 무급 포함)이 고용기간 동안 총30일을 초과하는 경우

2.본 조 제1항 각 호의 사유로 인하여 본 계약이 해지되는 경우 소속기관장은 피고용자에게 15일 (15일) 의 서면 계약해지 요구서를 주어야 하며 보수를 일할 계산하여 지급하고, 귀국 항공료는 일체 피고용자가 부담한다. 그리고 피고용자의 비자는 취소된다.

3.본 조 제1항 각 호의 사유로 인하여 6개월 이내에 본 계약이 해지되는 경우 피고용자는 제9조 제4항에 따라 대여금(항공료)을 즉시 상환하여야 하고, 계속 근무하여 6개월이 경과한 경우에는 피고용자는 제9조 제4항의 대여금(항공료)을 상환하지 않아도 된다.
4.피고용자가 금고형이나 그 이상의 중형을 선고받을 경우, 본 계약은 자동적으로 해지되며, 고용자는 금전상 어떠한 보상도 하지 않는다. 

Article 16(Termination of the Contract)

1.Employer may terminate or cancel this Contract upon occurrence of any one of the following events;

a. If Employee violates the laws of the Republic of Korea.

b. If Employee fails to perform or unsatisfactorily perform any of the duties stipulated in this contract.

c. If Employee fails to perform continuously his/her duties for more than a week without any excuse.
d. If any of the information provided in Employee’s application is found to intentionally false or inaccurate.
e. If it is determined that the Employee is prevented from or incapable of performing his/her duties set forth in Article hereof for a medical reason, whether it is a physical or psychological ailment.(If requested by Employer, Employee must be immediately available for a medical examination.)

f. If the sick leave used by Employee pursuant to Article 15-6 hereof exceeds thirty (30) calendar days.

2.In the event that this contract is terminated pursuant to the foregoing 1, school principal shall give the employee a written letter of dismissal notice 15 days prior to the termination of the contract, and  pay Employee a pro rated salary based on the number of days Employee actually worked. Employee shall be responsible for his/her return trip to his/her home country. Employee’s visa will subsequently be cancelled.

3. In the event of termination of this Contract pursuant to any of the provision set forth in the foregoing 1, within 6 months of this contract Employee shall immediately refund the airfare to Employer according to Article 9, item 4. After 6 months of continuous employment or longer, Employee is not required to repay this airfare.
4. If Employee is sentenced to a term of imprisonment (or any other more severe penalty), Employee shall automatically be dismissed and Employer will not provide any financial compensation.

제17조(손해배상)

1.본 계약의 이행과정에서 피고용자의 주의태만, 과실, 위법행위 또는 이와 관련하여 발생될 수 있는 손해 배상을 피고용자에게 요구하기 위하여 고용자는 피고용자의 동의를 받아 사전에 일정금액을 담보한다. 최초급료부터 매월 300,000원씩 3개월간 총 900,000원을 매월 급료지급일의 익일인 매월 26일까지 피고용자가 행정실에 예치한다. 이 900,000만원의 공제는 피고용자가 주택을 구한 경우나, 결혼한 부부가 경기도교육청 산하 학교에 모두 고용된 경우에도 해당된다. 

2.피고용자의 계약이 만료 또는 종료되기 전까지 고용자는 대여한 시설물 이용과 그에 관련된 재정사항 등에 대한 사전점검을 실시하여 발생된 손해가 있을 경우 피고용자에게 서면 확인하고 사전에 공제 담보한 금액으로 배상 조치하고, 부족할 경우에는 추가로 피고용자에게 배상을 요구하여야 한다. 피고용자가 시설물 이용에 대한 주의 성실의 의무를 다하여 손해가 없을 경우에는 사전에 공제 담보한 금액을 계약 만료 전까지 반환하여야 한다. 사전점검을 실시하여 발생된 손해가 있을 경우 피고용자에게 서면 확인하고 사전에 공제 담보한 금액으로 배상 조치하고, 부족할 경우에는 추가로 피고용자에게 배상을 요구하여야 한다. 피고용자가 시설물 이용에 대한 주의 성실의 의무를 다하여 손해가 없을 경우에는 사전에 공제 담보한 금액을 계약 만료 전까지 반환하여야 한다.

Article 17 (Security Deposit)
1.Employee shall be responsible for and protect Employer from any liability or damages arising from or in relation to any negligent, faulty, or illegal activity during the Term of Employment under this contract. Therefore, Employee shall agree in written form to provide 300,000 Korean won per month to school administration office either on or by 26th of every month for the first 3 months of employment until it amounts to a total of 900,000 Korean won. Employee who has their own housing arrangement and married couples who are both employed by GPOE shall also be required to provide the deposit to school respectively. 
2. Employer shall check the leased facilities and financial matters arising from the use of them by Employee before the Term of Employment is completed. If any liability or damages are found, these shall be confirmed in written form by Employee, who will be indemnified from the security deposit pursuant to the foregoing 1. In case that housing damages or fees owing exceed the security deposit pursuant to the foregoing 1, Employer is entitled to additional compensation up to the due amount owed and Employee will be refunded their security deposit upon termination of the contract. 
제18조 (준거법, 언어 및 관찰)

1.본 계약 및 본 계약상의 권리 의무에 관한 사항은 대한민국법에 의하여 해석되고 결정된다.

2.본 계약의 언어는 한글이며, 다른 언어로의 번역은 편의를 위한 것이다.

3.당사자들은 본 계약과 관련하여 발생된 분쟁을 해결하기 위하여 신의 성실의 원칙에 따라 노력해야 한다. 본 계약과 관련하여 발생된 분쟁을 원만하게 해결할 수 없을 때는 대한상사 중재원의 중재에 의해 해결된다.

Article 18 (Governing Law, Language and Venue)

1.The terms of this contract and the rights and obligation of the parties hereto shall be construed, interpreted and determined in accordance with the laws of the Republic of Korea.

2.The Governing language of the contract shall be Korean. The English translation of this Contract is made for the purpose of convenience.

3. If a dispute or disagreement should arise in connection with or out of this Contract, the parties hereto shall first try to resolve the issue to the mutual satisfaction of both parties .  However, if the parties fail to mutually resolve such disputes or disagreements or are unable to reach a mutual settlement, their disputes or disagreements shall be finally resolved by arbitration of the Korean Commercial Arbitration Board.
제19조(서명) 고용자와 피고용자는 본 계약서 말미에 기재된 날짜에 본 건 계약서를 3부씩 작성하여 각 1부씩 보관하고, 나머지 1부는 비자 신청용으로 제출한다.

Article 19(Signature) In witness whereof, the parties hereto sign the Contract in triplicate on the date entered below with each party retaining one copy and submitting the third copy to an immigration office for Employee’s E2 visa application.
<부록1>                                              주거용 가구 및 비품 구입목록
<Appendix 1>   The sample inventory of the appliances and furniture provided by Employer.

Please note that the size of accommodation varies. Thus, some items may not be provided if these items are unable to be reduced in size, if space does not permit, or if they are not otherwise preinstalled. 
	Item  Item No.
	Name
	          Qty
	          Item No. 
	Name
	          Qty

	1
	전화기 
Telephone
	1
	9
	선풍기 
Electric fan
	1

	2
	냉장고 
Refrigerator
	1
	10
	전기다리미 
Electric iron
	1

	3
	세탁기
Washing machine
	1
	11
	침대
Bed (Single or Queen size)
	1

	4
	텔레비전 
Television
	1
	12
	소파2-3인용 
Sofa for 2-3
	1

	5
	진공청소기 
Vacuum cleaner
	1
	13
	식탁2인용 
Kitchen table for 2
	1

	6
	전자레인지 
Microwave
	1
	14
	옷장 
Wardrobe
	1

	7
	가스레인지 
Gas cooker
	1
	15
	책상 
Desk
	1

	8
	전기밥솥 또는 토스터기

Electric rice cooker or Toaster
	1
	16
	의자 
Chair
	1


고용자(Employer’s Signature): __________________           서명일(Signing Date) : __________________    
Superintendent, Gyeonggi Provincial Office                    피고용자(Employee’s Signature): 
of Education Or                                                                      
School Principal, _________________________                     _______________________________________

여권번호(Passport No.): __________________
ATTACHMENT 3. Agreement Letter for Security Deposit 
 Letter of Agreement

경기도교육청 영어 원어민보조교사 (GEPIK) 
고용계약서 제17조 1항에  관한 동의 서약서
                                                   
Re.          GEPIK contract Article 17 – 1
Between
Superintendent of GPOE                                                     GEPIK teacher
Employer                                                                              Employee 
              I ______(full name)________hereby agree to provide

the security deposit of 900 000 KRW at the school 

pursuant to the GEPIK contract Article 17-1.
              나는 계약서 제 17조 1항에 명시된 손해배상적립금 900,000원의 

공제에 동의하고 다음과 같이 서약합니다.
고용자(경기도교육청 교육감                                          피고용자의 서명 

또는 학교장의 서명(또는 직인)                                       Employee’s signature 
Employer’s Signature or Seal 

(Superintendent, GPOE                                                         __________________________
Or  School Principal) 
서명날짜
___________________________

Signing Date: _____________



 
HOW TO APOSTILLIZE YOUR DOCUMENT
More information can be found from the official website of
The Hague Conference on Private International Law, under the “Apostilles” section. http://www.hcch.net/index_en.php?act=text.display&tid=37
In alphabetical Order 

Australia, Ireland, New Zealand, South Africa, UK, USA 

(Canada does NOT apply – Canadians must get the Consul’s notarization seal from the nearest Korean Embassy/Consulate) 

AUSTRALIA 
The Secretary to the Department of Foreign Affairs and Trade 
R.G. Casey Building 

John McEwen Crescent 

Barton, ACT 0221 

Australia. 
Telephone: +61 (2) 6261 3644 / +61 (2) 6261 1111 
Fax: +61 (2) 6261 2820 / +61 (2) 6261 3111 
Email: webmaster@dfat.gov.au,  or  cnb_cms@dfat.gov.au. 
http://www.dfat.gov.au 
Price: AU$60 for a single-sided page document 

AU$80 Australian dollars for a binding (documents of two or more pages) 
Useful Links: 
http://www.smartraveller.gov.au/authen.html http://www.dfat.gov.au/sydney/faq.pdf 
Regional offices 
http://www.smartraveler.gov.au/state_offices.html  
IRELAND 

The Department of Foreign Affairs 

Consular Section 

Department of Foreign Affairs 

69 - 71 Hainault House 

St. Stephen’s Green 

DUBLIN 2 
IRELAND
Telephone: +353 1 408 2174 

+353 1 408 2322 
Website: www.dfa.ie 
Department of Foreign Affairs-Consular Services 
1a South Mall 

CORK 

Ireland 

Telephone: +353 21 494 4777 
Fax: +353 21 494 4772 
E-mail:  NA
Price: € 20 for each Apostille. 
Useful Links: http://www.dfa.ie/home/index.aspx?id=268 
New Zealand 
Department of Internal Affairs, Authentication Unit 
By Courier 

Authentication Unit 

Level 13 

Prime Property Tower 

86-90 Lambton Quay 

Wellington 6011 

New Zealand 
By Standard post 

Authentication Unit 

c/o The Translation Service 

PO Box 805 

Wellington 6140 

New Zealand  
Telephone: +64 (4) 470 2928 
Fax: +64 (4) 470 2921 
E-mail: authentication@egs.govt.nz 
Contact person: Carlee Reid 
Website - http://www.dia.govt.nz/apostille 
Price: NZD $40 per Apostille certificate 

NZD $15 per copy Certificate (Apostille of identical document / same issuing authority) 
Useful Links: http://www.dia.govt.nz/apostille 
SOUTH AFRICA 

Any magistrate or additional magistrate 

Any registrar or assistant registrar of the Supreme Court of South Africa 

Any person designated by the Director-General: Justice 
Any person designated by the Director-General: Foreign Affairs 
Address: Any registrar or assistant registrar of the Supreme Court of South Africa: 

Physical Address :

Constitutional Court 

Constitution Hill 

(cnr Queen- and Sam Hancock/Hospital Streets) 

BRAAMFONTEIN 
Postal Address:
Constitutional Court 

Constitution Hill 

Private Bag X1 

BRAAMFONTEIN 2017 

South Africa 

Telephone: +27 (11) 403-8032 

+27 (11) 359-7460 
Fax: +27 (11) 403-6524 
website: http://www.concourt.gov.za 
Department of Justice 

Postal address 
Private Bag X81 

PRETORIA, 0001 

Street address 

Momentum Centre 

329 Pretorius Street (c/o Pretorius and Prinsloo Streets) PRETORIA 

South Africa 

Telephone: +27 (12) 315 1111 
Fax: +27 (12) 357 1112 
General website: http://www.doj.gov.za 
Department of Foreign Affairs 

Postal address 

Private Bag X152 

PRETORIA 0001 

Republic of South Africa 
Pretoria address 

East Wing 

Union Building 

Government Ave 

Arcadia 

PRETORIA 

Cape Town address 

120 Plein Street 

Parliamentary Precinct 

CAPE TOWN 

Telephone: Pretoria office  +27 (12) 351 1000 

Cape Town office + 27 (21) 464 3700 
Fax: Pretoria office +27 (12) 351 0165 
E-mail: info@foreign.gov.za  
Website: http://www.dfa.gov.za 
  
UNITED KINGDOM
Foreign and Commonwealth Office 

The Legalisation Office 
For the UK Overseas Territories, see below, under Contact Details: 
Legalisation Office 

Foreign &Commonwealth Office 

Old Admiralty Building 

The Mall 

LONDON SW1A 2LG 

The DX number is: 
The Legalisation Office 

DX 123243 
St James' Park 
Telephone: +44 (20) 7008 1111 
E-mail: LegalisationOffice@fco.gov.uk 
Contact person: Mr James Evans, Legalisation Office Manager 

http://www.fco.gov.uk 
Anguilla 

Government House 
Anguilla 
Telephone: +1 (264) 497 2621 

+1 (264) 497 2622 
Fax: +1 (264) 497 3314 
E-mail: governorsoffice@gov.ai  
General website: - 
Bermuda 

The Parliamentary Registrar 

The Parliamentary Registry Office 

#60 Reid Street 

HAMILTON 

Bermuda 
Telephone: +441 293 8683 
E-mail: parreg@gov.bm  
British Antartic Territories 

Overseas Territories Department 

Foreign and Commonwealth Office 

King Charles Street 

LONDON SW1A 2AH 

United Kingdom 
Telephone: +44 (20) 7008 2890 

+44 (20) 7008 2616 
British Virgin Islands 

Government House 

Road Town 

Tortola 

British Virgin Islands 
Telephone: +1 (284) 494 2345 

+1 (284) 494 2370 
Fax: +1 (284) 494 5582 
E-mail: bvigovernor@gov.vg 
registrar@bvigovernment.org 
Website :http://www.bvi.gov.vg/  
Cayman Islands 

4th floor 
Government Administration Building 

Elgin Avenue 

George Town 

Grand Cayman 

Cayman Islands 
Telephone: +1 (345) 949 7900 
Fax: +1 (345) 945 4131 
E-mail: staffoff@candw.ky  
Falkland Islands 

Government House 

Stanley 

Falkland Islands 
Telephone: +500 27433 
Fax: +500 27434 
E-mail: gov.house@horizon.co.fk  
Gibraltar 

The Convent 

Main Street 

Gibraltar 
Telephone: +350 45440 
Fax: +350 47823 
E-mail: convent@gibnet.gi  
General website: - 
Guernsey 

The Legalisation Office 

Greffe 

Royal Court House 

St Peter Port 

Guernsey 

GY1 2PB 
Telephone: +44 1481 725277 
Isle of Man 

Isle of Man Courts of Justice 

Deemsters Walk 

Bucks Road 

Douglas 

Isle of Man 

IM1 3AR 
Telephone: +44 1624 685265 
Jersey 

The Legalisation Office 

Maritime House 

La Route du Port Elizabeth 

St Helier 

Jersey 

JE1 1JD 
Telephone: +44 1534 838838 
Monserrat 

Lancaster House 

Olveston 

Montserrat 
Telephone: +1 (664) 491 2688 

+1 (664) 491 2689 
Fax: +1 (664) 491 8867 
E-mail: govoff@candw.ag  
St. Helena 

The Castle 

Jamestown 

St Helena Island 

South Atlantic Ocean 
Telephone: +290 2555 
Fax: +290 2598 
E-mail: OCS@helanta.sh 

joany@sainthelena.gov.sh  
South Georgia and South Sandwich Islands 

Government House 

Stanley 

Falkland Islands 
Telephone: +500 27433 
Fax: +500 27434 
E-mail: gov.house@horizon.co.fk  
Address: Turcs and Caicos Islands 

Waterloo 

Government House 

Grand Turk 
Turks and Caicos Islands 
Telephone: +1 (649) 946 2308 

+1 (649) 946 2309 
Fax: +1 (649) 946 2903 
E-mail: govhouse@tciway.tc  
Price: £27 
Useful Links: Legalisation Office London: www.fco.gov.uk/legalisation 

British Virgin Islands: http://www.bvi.gov.vg/  
  
U.S.A 
I. Authentication Officer, Acting Authentication Officer and Assistant Authentication Officer, United States Department of State. 
II. All clerks and deputy clerks for the following: 
Supreme Court of the United States 

United States Court of Claims 

United States Court of Customs and Patent Appeals 

United States Court of International Trade 

United States Courts of Appeals for the following circuits: 

District of Columbia Circuit 

First Circuit 

Second Circuit 

Third Circuit 

Fourth Circuit 

Fifth Circuit 

Sixth Circuit 

Seventh Circuit 

Eighth Circuit 

Ninth Circuit 

Tenth Circuit 

Eleventh Circuit 

United States District Courts for the following districts: 

Middle District of Alabama 

Northern District of Alabama 

Southern District of Alabama 

District of Alaska 

District of Arizona 

Eastern District of Arkansas 

Western District of Arkansas 

Central District of California 

Eastern District of California 

Northern District of California 

Southern District of California 

District of Colorado 

District of Connecticut 

District of Delaware 

District of Columbia 

Middle District of Florida 

Northern District of Florida 

Southern District of Florida 

Middle District of Georgia* 

Northern District of Georgia* 

Southern District of Georgia* 

District of Hawaii 

District of Idaho 

Central District of Illinois 

Northern District of Illinois 

Southern District of Illinois 

Northern District of Indiana 

Southern District of Indiana 

Northern District of Iowa 

Southern District of Iowa 

District of Kansas 

Eastern District of Kentucky 

Western District of Kentucky 

Eastern District of Louisiana 

Middle District of Louisiana 

Western District of Louisiana 

District of Maine 

District of Maryland 

District of Massachusetts 

Eastern District of Michigan 

Western District of Michigan 

District of Minnesota 

Northern District of Mississippi 

Southern District of Mississippi 

Eastern District of Missouri 

Western District of Missouri 

District of Montana 

District of Nebraska 

District of Nevada 

District of New Hampshire 

District of New Jersey 

District of New Mexico 

Eastern District of New York 

Northern District of New York 

Southern District of New York 

Western District of New York 

Eastern District of North Carolina 

Middle District of North Carolina 

Western District of North Carolina 

District of North Dakota 
Northern District of Ohio 

Southern District of Ohio 

Eastern District of Oklahoma 

Northern District of Oklahoma 

Western District of Oklahoma 

District of Oregon 

Eastern District of Pennsylvania 

Middle District of Pennsylvania 

Western District of Pennsylvania 

District of Puerto Rico 

District of Rhode Island 

District of South Carolina 

District of South Dakota 

Eastern District of Tennessee 

Middle District of Tennessee 

Western District of Tennessee 

Eastern District of Texas 

Northern District of Texas 

Southern District of Texas 

Western District of Texas 

District of Utah 

District of Vermont 

Eastern District of Virginia (E) 

Western District of Virginia (W) 

Eastern District of Washington 

Western District of Washington 

Northern District of West Virginia 

Southern District of West Virginia 

Eastern District of Wisconsin 

Western District of Wisconsin 

District of Wyoming 

District Courts for the following territories: 

District Court for the District of the Canal Zone 

District Court of Guam 

District Court for the Northern Mariana Islands 

District Court of the Virgin Islands 

Note: 

A short, all-encompassing and more manageable description for II would be: 

"Clerks and deputy clerks of the following: 

The Supreme Court of the United States, the Courts of Appeals for the First through the Eleventh Circuits and the District of Columbia Circuit, the United States District Courts, the United States Court of Claims, the United States Court of Customs and Patent Appeals, the United States Court of International Trade, the United States District Court for the District of the Canal Zone, the District Court of Guam, the District Court of the Virgin Islands, and the District Court for the Northern Mariana Islands." 

III. Officers of the individual States and other subdivisions as indicated: 

States: 
Alabama:  Secretary of State 
Alaska:  Lieutenant Governor; Attorney General and Clerk of the Appellate Courts 
Arizona:  Secretary of State; Assistant Secretary of State 
Arkansas:  Secretary of State; Chief Deputy Secretary of State 
California:  Secretary of State; any Assistant Secretary of State; any Deputy Secretary of State 
Colorado:  Secretary of State; Deputy Secretary of State 
Connecticut:  Secretary of the State; Deputy Secretary of the State 
Delaware:  Secretary of State; Acting Secretary of State 
Florida:  Secretary of State 
Georgia:* Secretary of State; Notary Public Division Director 
Hawaii:  Lieutenant Governor of the State of Hawaii 
Idaho:  Secretary of State; Chief Deputy Secretary of State; Deputy Secretary of State; Notary Public Clerk 
Illinois:  Secretary of State; Assistant Secretary of State; Deputy Secretary of State 
Indiana:  Secretary of State; Deputy Secretary of State 
Iowa:  Secretary of State; Deputy Secretary of State 
Kansas:  Secretary of State; Assistant Secretary of State; any Deputy Assistant Secretary of State 
Kentucky:  Secretary of State; Assistant Secretary of State 
Louisiana:  Secretary of State 
Maine:  Secretary of State; Deputy Secretary of State 
Maryland: Secretary of State 
Massachusetts:  Secretary of the Commonwealth of Massachusetts Michigan:  Secretary of State; Deputy Secretary of State 
Minnesota:  Secretary of State; Deputy Secretary of State 
Mississippi:  Secretary of State; any Assistant Secretary of State 
Missouri:  Secretary of State; Deputy Secretary of State 
Montana:  Secretary of State; Chief Deputy Secretary of State; Government Affairs Bureau Chief 
Nebraska:  Secretary of State; Deputy Secretary of State 
Nevada:  Secretary of State; Chief Deputy Secretary of State; Deputy Secretary of State 
New Hampshire:  Secretary of State; Deputy Secretary of State 
New Jersey:  Secretary of State; Assistant Secretary of State 
New Mexico:  Secretary of State 
New York:  Secretary of State; Executive Deputy Secretary of State; any Deputy Secretary of State; any Special Deputy Secretary of State 
North Carolina:  Secretary of State; Deputy Secretary of State 
North Dakota:  Secretary of State; Deputy Secretary of State 
Ohio:  Secretary of State; Assistant Secretary of State 
Oklahoma:  Secretary of State; Assistant Secretary of State; Budget Officer of the Secretary of State 
Oregon:  Secretary of State; Acting Secretary of State; Deputy Secretary of State; and Assistant to the Secretary of State 
Pennsylvania:  Secretary of the Commonwealth; any Deputy Secretary of the Commonwealth; Commissioner of the Bureau of Commissions, Elections and Legislation 
Rhode Island:  Secretary of State; First Deputy Secretary of State; Second Deputy Secretary of State 
South Carolina:  Secretary of State 
South Dakota:  Secretary of State; Deputy Secretary of State 
Tennessee:  Secretary of State 
Texas:  Secretary of State; Assistant Secretary of State 
Utah:  Lieutenant Governor; Deputy Lieutenant Governor; Administrative Assistant 
Vermont:  Secretary of State; Deputy Secretary of State 
Virginia:  Secretary of the Commonwealth; Chief Clerk, Office of the Secretary of the Commonwealth 
Washington (State):  Secretary of State; Assistant Secretary of State; Director, Department of Licensing 
West Virginia:  Secretary of State; Under Secretary of State; any Deputy Secretary of State 
Wisconsin:  Secretary of State; Assistant Secretary of State 
Wyoming:  Secretary of State; Deputy Secretary of State 
Other Subdivisions: 

American Samoa:  Secretary of American Samoa; Attorney General of American Samoa 
District of Columbia (Washington, D.C.): Executive Secretary; Assistant Executive Secretary; Mayor's Special Assistant and Assistant to the Executive Secretary; Secretary of the District of Columbia 
Guam (Territory of):  Director, Department of Administration; Acting Director, Department of Administration; Deputy Director, Department of Administration; Acting Deputy Director, Department of Administration 
Northern Mariana Islands (Commonwealth of the):  Attorney General; Acting Attorney General; Clerk of the Court, Commonwealth Trial Court; Deputy Clerk, Commonwealth Trial Court 
Puerto Rico (Commonwealth of):  Under Secretary of State; Assistant Secretary of State for External Affairs; Assistant Secretary of State; Chief, Certifications Office; Director, Office of Protocol; Assistant Secretary of State for International Affairs, Chief, Certification Office 
Address: 

Authentication Officer, Acting Authentication Officer and Assistant Authentication Officer, United States Department of State: 
518 23rd Street N.W. 

WASHINGTON, DC 20520 

United States of America 

Telephone: +1 (202) 647-5002 
Fax: +1 (202) 663-3636 
E-mail: contact person: Mrs Denitra Hawkins 

hawkinsdt@state.gov 
aoprgsmauth@state.gov 
Department of State: http://www.state.gov/m/a/auth/ 
National Association of Secretaries of State, Notary Public Administrators Section (providing information about the authorities in the individual U.S. states who affix Apostilles to documents originating in those states): http://www.nass.org/NPA/us/UnitedStates.htm 
Full contact details: All the designated clerks and deputy clerks 

http://www.uscourts.gov/links.html 

Full contact details: States competent authorities - Secretary of State 

travel.state.gov/about/info/customer/customer_312.html 
Price: The Department of State charges US $6; prices vary on every State. The fees range from US $2 (Alaska) to US $25 (New Jersey). 
Useful Links: http://travel.state.gov/law/legal/treaty/treaty_783.html 

http://travel.state.gov/law/info/judicial/judicial_2545.html 



Please insert /attach  a clear 


passport-size head shot photo taken within the last


three months.
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