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REGISTRATION OF 
PRIVATE SCHOOLS

BRIEF ON POLICY FOR THE

IN TRINIDAD & TOBAGO



PROPOSED TIMELINE
• Registration Town Hall sensitisation sessions- October 2023
• Re-Registration from October 2023 for schools that were 

previously registered 
• Registration opens for other unregistered schools from 

December 2023 (Date to be announced)
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TIMELINE FOR OPENING OF 
REGISTRATION
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Written approvals must be obtained from the following agencies confirming the suitability of 
the building for use as a school:

• Water and Sewerage Authority (WASA) – 
⚬ Completion certificate for internal plumbing system

• Electrical Inspectorate (Public Utilities Commission) – 
⚬ Inspection Certificate of Approval in accordance with the [Electricity Inspection Act, Chap 54:72) 

• Trinidad and Tobago Fire Service – 
⚬ Inspection of Premises for Certification (Fire Service Act, Chapter 35:50)

• Ministry of Health – 
⚬ Sanitary and aesthetic conditions of the premises inspected in compliance with the Public Health Ordinance Chapter 12, No. 4. 

• Ministry of Planning and Development, Town and Country Planning Division - Town and 
Country Planning approval

APPROVALS REQUIRED WHEN APPLYING 
FOR REGISTRATION
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OTHER 
REQUIREMENTS

All primary/secondary school teachers employed within a private 
primary/secondary school must be registered with the Ministry of 
Education, in accordance with the Education Act, and have a 
Teachers Registration Number. Copies of teachers’ certificates 
must be uploaded.
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All private schools must also register their business with the 
Ministry of Legal Affairs and submit the certificate with the 
application.



moe.gov.tt

PRIVATE SCHOOL REGISTRATION 
PROCESS AND PROCEDURES

Once application is accepted an 
acknowledgement email will be sent to 
the applicant

The provider will access and complete the 
Online Registration Application Form via 
the following website: www.moe.gov.tt
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The following supporting documents must be uploaded:

• Copies of written approvals/certificates from relevant agencies already mentioned
• Police Certificates of good character for all members of staff (inclusive of owner).
• Certificate of Business Registration from the Companies Registry, Registrar General’s 

Department and Ministry of Legal Affairs.
• Notification given to Children’s Authority – A proprietor managing or intending to manage a 

nursery or day care on the premises of a school, or ECCE centre is required to notify the 
Children’s Authority of Trinidad and Tobago in writing and a copy of the letter of intent be 
provided upon registration

• A plan showing the layout of the school premises

PRIVATE SCHOOL REGISTRATION 
PROCESS AND  PROCEDURES
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The following supporting documents must be uploaded (cont’d):

• The course outline, stating the contents of courses offered and the relevant Class and 
Teacher timetable, (a daily schedule for the ECCE level) 

• A list of tutors and their qualifications (resumes to be attached )   
• Information on the number of classes per year group, the proposed class size, positions, and 

number of personnel in each position 
• Framework for the evaluation of pupils’ performance; 
• Behaviour Policy, setting out amongst other matters, the sanctions to be adopted in the 

event of pupil misbehaviour (refer to the National School Discipline Matrix)
• The Statutory Declaration must be completed and submitted with the application form.

PRIVATE SCHOOL REGISTRATION 
PROCESS AND  PROCEDURES
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Points to 
note:

• Incomplete applications or applications 

which do not include all the necessary 

documentation listed  will not be 

processed.
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• Registration at one location does not give 

the right to operate at other locations.
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• All submitted application will be checked to ensure all documents are uploaded 
• An application number is assigned, and the applications will then be sent out to the 

relevant districts/ ECCE Division. A record of applications sent out will be maintained.
• The Curriculum Personnel of the District Leadership Team (DLT)/ ECCE Curriculum 

Programme facilitator/DEIE will be responsible for:
⚬   The assessment of the qualification of the staff and the curriculum offered for   

Primary and Secondary schools
⚬   The suitability of the curriculum and courses and methods of instruction

• A site visit will be done where information on the Application form and copies of all 
documents that were submitted, can be authenticated, and verified.

WHAT HAPPENS WHEN APPLICATION IS 
ACKNOWLEDGED?
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• Particulars of the school’s arrangements to safeguard and promote the security 
and welfare of pupils at the school; 

• Particulars of the school’s arrangements to ensure that relevant health and safety 
laws are complied with such as the safety, preservation of health, and the 
prevention of the spread of disease among students;

• Procedure for the handling of complaints from parents of pupils. 
• Suitable toilet and washing facilities for the sole use of pupils; as well as other 

required toilet facilities
• Suitable changing accommodation and showers for pupils aged 11 years or over 

who receive physical education;

WHAT HAPPENS AT THE SITE VISIT AND 
VERIFICATION PROCESS?

Registration of Private Schools Policy | The Ministry of Education

Areas to be assessed at the site visit are:
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• Suitable accommodation for the medical and therapy needs of pupils;
• Suitable drinking water facilities;
• Suitable outdoor space to enable physical education in accordance with 

the school curriculum and pupils to be able to play outside; 
• Suitable maintenance schedule for school equipment such as gym 

equipment, playground equipment, etc. and appropriate systems and staff 
to guarantee the safety of pupils.

• The size of the classrooms and their equipment;
• The number of children that may occupy each classroom;

WHAT HAPPENS AT THE SITE VISIT AND 
VERIFICATION PROCESS?
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Areas to be assessed at the site visit are (cont’d):
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• The registers and other records to be kept by Proprietors of Private Schools, 
said particulars to be provided to the Minister;

• The general suitability of the premises; 
• Any discussions/ further clarification regarding suitability of the curriculum 

and courses and methods of instruction
• Any other general comments/recommendations for more effectively 

carrying out the provisions of the Education Act, Chap. 39:01 Act, the 
Occupational Safety and Health Act, Chap. 88:08 and the Children’s 
Community Residences, Foster Care and Nurseries Act, 2000 and other 
pieces of legislation relating to the welfare and safety of children with 
respect to Private Schools.

WHAT HAPPENS AT THE SITE VISIT AND 
VERIFICATION PROCESS?
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Areas to be assessed at the site visit are (cont’d):
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APPROVALS

The Application Form for renewal of Registration 
will be accessible online as for the Application 
for Registration
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The Registration Certificate will be valid for 5 years, 
after which a renewal of registration will be 
required.

If the application is recommended for approval, a Private 
School Registration Certificate, with a registration 
number will be issued.
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IF THE APPLICATION IS NOT 
APPROVED
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• The proprietor will be notified and given three (3) 
months in which to meet the criteria set out in the 
policy.

• Failing to do so will result in the application being 
recorded as unsuccessful. 

• If an application is unsuccessful, the Ministry, through 
the office of the DSS, shall issue correspondence setting 
out the reasons for rejecting the application.

• An application may be re-submitted but should only be 
done once the institution is able to show that the school 
is likely to meet the stipulated standards.
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TIMELINE FOR REGISTRATION
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A three (3) year moratorium has been 
provided to existing private proprietors in 

order to meet the requirements of the 
Policy for Registration of Private Schools in 

Trinidad and Tobago
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• By September of each year proprietors shall submit the following 
documents in respect of the previous school year, containing the following 
particulars: 
⚬  The number of days during which the school was opened; 
⚬  The number of pupils on roll at the end of the school year; 
⚬  The average attendance for the school year; and
⚬  The percentage of attendance of the total possible attendances for the        

pupils on roll.
• Annual Statistical Returns (ASR) to be submitted to the Educational 

Planning Division at edustats@moe.gov.tt and the Educational District 
Office in which the school is located. 

• Monitoring can be taken through site visits

MONITORING AND EVALUATION
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ANNUAL INFORMATION TO BE PROVIDED BY PROPRIETORS

mailto:edustats@moe.gov.tt
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