INSTRUCTIONS FOR THE INITIATING OF THE RECOGNITION PROCESS
1. THE REQUEST FOR THE RECOGNITION OF A FOREIGN EDUCATIONAL QUALIFICATION
The request for the recognition of a foreign educational qualification is a document required for the initiating of the process of recognition of a foreign educational qualification. The request needs to be submitted on a form which can be downloaded from this web site or can be obtained from the Education and Teacher Training Agency, Donje Svetice 38, Zagreb. The form should be legibly filled in. The applicant guaranties for the accuracy of the data with his/her signature.
The request is submitted to 
Agencija za odgoj i obrazovanje 

Donje Svetice 38

10000 Zagreb

 noting "the recognition of a foreign educational qualification"

All the questions and requests for information regarding the recognition of a foreign educational qualification may be sent to e-mail: iok@azoo.hr  
2. DOCUMENTATION

 The recognition of completed primary school for the purposes of employment or continuing education in the Republic of Croatia
· The last certificate obtained abroad in the original (or certified copy)

· Certified translation of the certificate to the Croatian language issued by a certified court interpreter, with the exception of the documents issued in the Croatian language and Latin script

· Certificate of citizenship (copy of citizenship certificate, identity card, passport or other public document that can prove citizenship)

· Receipt for the payment of administrative fees in the amount of 140.00 Kuna in favor of the State Budget or the Certificate of exemption payment of administrative fees, issued in the regional office of the tax administration in the place where the person is registered or the evidence of the status as a displaced persons, refugees and others in accordance with Article 8th Law of Administrative Fees.

· In the case of change of name or surname - photocopy of a public document proving the change (eg. a decision, a certificate from the  register)
The recognition of completed secondary school for the purposes of employment or continuing education in the Republic of Croatia
·  The last certificate obtained abroad in the original (or certified copy)

·  Certified translation of the certificate to the Croatian language issued by a certified court interpreter, with the exception of the documents issued in the Croatian language and Latin script

· Copies of certificates for each grade completed in high school

· Certificate of citizenship (copy of citizenship certificate, identity card, passport or other public document that can prove citizenship)

· Receipt for the payment of administrative fees in the amount of 140.00 Kuna in favor of the State Budget or the Certificate of exemption payment of administrative fees, issued in the regional office of the tax administration in the place where the person is registered or the evidence of the status as a displaced persons, refugees and others in accordance with Article 8th Law of Administrative Fees.

· In the case of change of name or surname - photocopy of a public document proving the change (eg. a decision, a certificate from the register)
3. THE DEADLINE FOR ISSUING THE DECISION
The deadlines for issuing decisions are regulated by Article 101 of the General Administrative Procedure Act (OG 47/09) and they are as follows:
· 30 days at the latest, from the date of  the submission of the request (if the request contains all the necessary documents)
· 60 days at the latest, from the date of  the submission of the request in the case  when the examination procedure of the documents is required
In the case when the examination of the credibility of a foreign educational qualification for which the recognition is sought is needed, the deadline for the issue of the decision ceases, and continues on the date of the receipt of the opinion of the competent authorities.

4. ADMINISTRATIVE FEE
The administrative  fee  is paid  in accordance with  the Administrative Fees Act (OG, 115/16) and Regulation on the administrative tax tariff (OG, 8/17)
Instructions for the filling in of the payment order for the  administrative fee
The payer: legibly written name and address of the applicant, the recipient: the Croatian state budget, amount: 140,00 Kuna, Account Number Recipient: HR1210010051863000160, Model: HR64, reference number: 5002 -23 962- OIB number (personal identification number), or the date of birth for the persons without OIB, i. e. day, month, year (01011987), the description of the payment: the decision in the area of education.
In the case you paying the administrative fee which your paid, you can request a refund of the amount paid with the submission of a written evidence of the exemption from the payment of the administrative fee (please specify: payment date, current account number, name and surname of the account holder, bank name through which the amount will be paid or the address where you are available).

The administrative fee for the issue of the transcript of the decision is 70,00 kn in accordance with the Tariff  No. 52  of the Administrative Fees Tariffs,   and needs to be paid in duty stamps.

Payment Instructions (administrative fee) for the payment from abroad  

BANK NAME: Hrvatska narodna banka

BRANCH ADDRESS: Trg hrvatskih velikana 3

TOWN/CITY: Zagreb

POST CODE: 10 000

SWIFT CODE: NBHRHR2XXXX

IBAN CODE: HR12 1001 0051 8630 00160

Reference: HR64 5002-23962-72193628411

Details of Charges *71 A (who bears the cost of foreign banks): OUR (all expenses are covered by the applicant)
5. IMPORTANT NOTES
· Educational qualifications are recognized only if they were acquired in the programme approved by the competent educational authority and, if issued by the competent authorities or on the basis of public documents.
· In the case of change of data concerning the applicant during the process of recognition (change of address, name or surname) new data  need to be forwarded to the Agency.
· legal representative  applies for the recognition on behalf of  the students under 15 years of age 
· translations issued by certified court interpreters for the Croatian language from other states are accepted only if they are certified by the signature of the President of the competent court or another body in that state authorized for certifying court interpreters
· If the request is incomplete, the applicant will receive written information about the required documents; if the applicant cannot provide some of the documents he/she needs  to provide written arguments why and when he/she will be able to supply the requested document.
· if necessary, upon the receipt of the request, the applicant may be  requested to verify the  documents with Apostille stamp or other appropriate form of verification
· In the case of  suspecting forgery, the Agency shall, ex officio, take appropriate actions, measures and authentication of the  documents, and notify relevant bodies, in accordance with the law
· if necessary, other forms of evidence  may be required   in the procedure
· each original document must be accompanied  with its uncertified copies (original documents will be returned after  the procedure)
· the recognition procedure applies to primary music and ballet schools
