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Disclaimer: The screenshots provided in this user guide are for illustrative purposes only. They serve 

as examples to demonstrate the layout and functionality of the user interface in the Healthcare 

Application and Licensing Portal - Biosafety Module. Please note that the values shown in certain 

fields, such as dates, application number, or user-specific information including Facility Name may 

not reflect actual or consistent data, unlike what a user would expect to see in the live system. 
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1.  APPLY FOR NEW APPROVAL 
 

This section describes the steps to apply for the following types of approvals: 
a. Approval for Facility Activity Type 
b. Approval to Possess 
c. Approval to Large Scale Produce 
d. Special Approval to Handle 

 
1. From the Dashboard, hover over eServices, hover over the Application menu and click 

Apply for Approval. 

 
 

2. The system will redirect to the Facilities tab. Click the Actions dropdown for the 
intended facility and click Apply for Approval. 
Note: Apply for Approval is only available when the facility status is “Active”. 
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3. The system will redirect to the Application for Approval page. From here onwards, the 
steps will differ depending on the the type of approval selected. Refer to the steps for 
the relevant type of approval:  

a. Approval for Facility Activity Type 
b. Approval to Possess 
c. Approval to Large-Scale Produce 
d. Special Approval to Handle  

 
 

  



  

Page 6 of 167 
 

1.1. Apply for Approval for Facility Activity Type 
 
As the name implies, the Approval for Facility Activity Type is an approval granted to the 
facility based on the activity that the facility intends to perform. Each facility registered in 
HALP must have at least one approval for facility activity type. The options for Approval for 
Facility Activity Type varies depending on the classification of the facility. A Registered 
Facility can only have one Approval for Facility Activity Type. Other facilities can have one or 
more Approval for Facility Activity Type. 
 
To apply for an Approval for Facility Activity Type, the Facility status must be “Active”.  
 
1. Select Approval for Facility Activity Type and click NEXT. 
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2. The system will redirect to the Application for Approval for Facility Activity Type page 
with the Company Info displayed. Verify that the information is correct. Click START 
APPLICATION to proceed. 
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3. The system will redirect to the Application Information page. Verify that the Facility 
Profile is correct. Click NEXT to proceed. Click SAVE AS DRAFT at any point to save 
progress (refer to MOH HALP Internet - Facility User Guide Part 2.1 Section 2 for the 
steps to retrieve a saved draft and resume working it). 
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4. Select the checkbox for one or more desired Facility Activity Type and click NEXT to 
proceed. Click SAVE AS DRAFT at any point to save progress (refer to MOH HALP Internet 
- Facility User Guide Part 2.1 Section 2 for the steps to retrieve a saved draft and resume 
working it). 
Note: The Facility Activity Type available for selection may differ depending on the 
Facility Classification. 
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5. Under Supporting Documents, click UPLOAD and select the document to upload. 
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6. For documents uploaded under Others section, select the Document Type for each 
uploaded document.  
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7. Click PREVIEW to proceed. Click SAVE AS DRAFT at any point to save progress (refer to 
MOH HALP Internet - Facility User Guide Part 2.1 Section 2 for the steps to retrieve a 
saved draft and resume working it). 
Click Delete to remove an uploaded document. 
Click the file name hyperlink to download the uploaded file. 
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8. In the Preview & Submit page, review the information that was provided in the 
application. 

  
 
9. Click on Application Information and Supporting Documents to expand the sections and 

verify the information. To collapse the sections, click on Application Information and 
Supporting Documents again. 
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10. Enter Remarks, if applicable. 

 
 
11.  Mark the checkbox for the declaration. 

 
 
12. Click SAVE AS DRAFT to save progress. Click SUBMIT to submit the application. 

 
 
13. Upon successful submission of the application, an Acknowledgement message will be 

displayed. An Application Number is generated to track the application. Click PRINT to 
print a copy of the acknowledgement page. Click HOME to return to the Dashboard. 
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14. A notification of acknowledgement of submission can be found in the Inbox. Click on 
the hyperlink under Subject to view the content.  
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15. From the Dashboard, click the Applications tab. Verify that the status of the submitted 
application is Pending MOH.  
Note: Application status will be updated to Approved or Rejected after completion of 
processing by MOH.  
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1.2. Apply for Approval to Possess 
  
To apply for Approval to Possess, the statuses of both the Facility and the pre-requisite 
Approval for Facility Activity Type must be “Active”.  

 
1. Select Approval to Possess and click NEXT. 
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2. The system will redirect to the Application for Approval to Possess page with the 
Company Info displayed. Verify that the information is correct. Click START 
APPLICATION to proceed. 
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3. The system will redirect to the Application Information page. Verify that the Facility 
Profile is correct. Click SAVE AS DRAFT at any point to save progress (refer to MOH HALP 
Internet - Facility User Guide Part 2.1 Section 2 for the steps to retrieve a saved draft and 
resume working it). Click NEXT to proceed.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  

Page 20 of 167 
 

4. Fill in all the mandatory fields in the Details of Biological Agent/Toxin page. 
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5. Select the Schedule. 
Note: Selection of Schedule is limited by the Facility Activity Type of the facility. A 
Special Approval to Handle a Second Schedule biological agent is a pre-requisite for the 
application of approval to possess the Second Schedule biological agent.  

 
 

6. Select the Name of Biological Agent/Toxin. 
Note: Values displayed under Name of Biological Agent/Toxin will differ depending on 
the Schedule selected. 

 
 
7. Select the Types of sample that will be handled.  

Note: If selection includes “Environmental sample containing biological agent or toxin 
(specify the type of samples under details)” or “Others. Please specify”, provide the 
information under Details regarding the type of sample that will be handled and the 
intended work (in step 9). 
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8. Select the Type of work that will be carried out involving the biological agent/toxin.  
Note: If selection includes “Animal studies (specify the type of animal under details)”, 
“Biomanufacturing (or large-scale production) involving biological agent. Please specify 
expected maximum handling volume under details” or “Others. Please specify”, provide 
the information under Details regarding the type of sample that will be handled and 
the intended work (in step 9). 

 
 

9. Enter the Details regarding the type of sample that will be handled and the intended 
work, if the field is displayed.  

 
 

10. Select the Mode of Procurement. 
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11. If Local Transfer was selected, fill in all mandatory fields for Details of Transferring 
Facility and Details of Contact Person from Transferring Facility. 
Note: Mandatory fields for address will differ depending on the Address Type selected. 
Contact No. must be a valid local number starting with 8 or 9. 
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12. If Import was selected, fill in all mandatory fields below for Details of Exporting Facility 
and Details of Contact Person from Exporting Facility. 
Note: Mandatory fields for address will differ depending on the Address Type selected. 
Retrieve your address function is not available for foreign postal codes.  
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13. Enter Remarks. 

 
 

14. Click + Add New Biological Agent/Toxin to apply for an approval to possess another 
biological agent/toxin. 

 
 

15. Repeat step 5 to step 13 for each additional biological agent/toxin. 

 
 
16. Click X to remove the fields related to the additional biological agent, if applicable. 
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17. Click NEXT to proceed. Click SAVE AS DRAFT at any point to save progress (refer to MOH 
HALP Internet - Facility User Guide Part 2.1 Section 2 for the steps to retrieve a saved 
draft and resume working it). 

 
 
18. Under Supporting Documents, click UPLOAD and select the document for upload. 
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19. For documents uploaded under Others section, select the Document Type for each 
uploaded document.  

 
 

  



  

Page 28 of 167 
 

20. Click PREVIEW to proceed. Click SAVE AS DRAFT at any point to save progress (refer to 
MOH HALP Internet - Facility User Guide Part 2.1 Section 2 for the steps to retrieve a 
saved draft and resume working it). 
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21. In the Preview and Submit page, review the information that was provided in the 
application. 
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22. Click on Application Information and Supporting Documents to expand the sections and 
verify the relevant information. To collapse the section, click on Application Information 
and Supporting Documents again. 
Note: Click Edit to return to the relevant section to make changes.   
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23. Enter Remarks, if applicable. 

 
 
24. Mark the checkboxes for the declaration. 

Note: Declarations displayed may differ depending on the Mode of Procurement selected. 

 
 
25. Click SAVE AS DRAFT to save progress. Click SUBMIT to submit the application. 

 
 
26. Upon successful submission of the application, an Acknowledgement message will be 

displayed. An Application Number is generated to track the application. Click PRINT to 
print a copy of the acknowledgement page. Click HOME to return to the Dashboard. 
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27. A notification of acknowledgement of submission can be found in the Inbox. Click on the 
hyperlink under Subject to view the content. 
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28. From the Dashboard, click the Applications tab. Verify that the status of the submitted 
application is Pending MOH. 
Note: Application status will be updated to Approved or Rejected after completion of 
processing by MOH. 
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1.3. Apply for Approval to Large-Scale Produce 
 
To apply for Approval to Large-Scale Produce, the statuses of both the Facility and the pre-
requisite Approval for Facility Activity Type “Large Scale Production of First and/or Third 
Schedule Biological Agent” must be “Active”. In addition, the requirement for Approval to 
Possess the First Schedule biological agent is applicable for Approval to Large-Scale Produce 
a First Schedule biological agent.  
 
1. Select Approval to Large Scale Produce and click NEXT. 
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2. The system will redirect to the Application for Approval to Large Scale Produce page with 
the Company Info displayed. Verify that the information is correct. Click START 
APPLICATION to proceed. 
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3. The system will redirect to the Application Information page. Verify that the Facility 
Profile is correct and click NEXT to proceed. Click SAVE AS DRAFT at any point to save 
progress (refer to MOH HALP Internet - Facility User Guide Part 2.1 Section 2 for the steps 
to retrieve a saved draft and resume working it). 
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4. Fill in all the mandatory fields in the Details of Biological Agent page. 

 
 
5. Select the Schedule. 

Note: Selection of Schedule is limited by the Facility Activity Type of the facility. 
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6. Select the Name of Biological Agent. 
Note: Values displayed under Name of Biological Agent will differ depending on the 
Schedule selected. 

 
 
7. Enter the Estimated maximum volume (in litres) of production at any one time. 

 
 

8. Enter the information related to the Method or system used for large scale production. 

 
 
9. Select the Mode of Procurement.  
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10. If Local Transfer was selected, fill in all mandatory fields for Details of Transferring 
Facility and Details of Contact Person from Transferring Facility. 
Note: Mandatory fields for address will differ depending on the Address Type selected. 
Contact No. must be a valid local number starting with 8 or 9. 

 
 

11. If Import was selected, fill in all mandatory fields for Details of Exporting Facility and 
Details of Contact Person from Exporting Facility. 
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Note: Mandatory fields for address will differ depending on the Address Type selected. 
Retrieve your address function is not available for foreign postal codes.  
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12. If Already in possession was selected, Details of Source Facility would be auto-filled in. 

 
 

13. Enter Remarks. 

 
 
14. Click + Add New Biological Agent to apply for an approval to large-scale produce 

another biological agent. 
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15. Repeat step 5 to step 13 for each additional biological agent. 

 
 

16. Click X to remove the fields related to the additional biological agent, if applicable. 

 
 

17. Click NEXT to proceed. Click SAVE AS DRAFT at any point to save progress (refer to MOH 
HALP Internet - Facility User Guide Part 2.1 Section 2 for the steps to retrieve a saved 
draft and resume working it). 
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18. Under Supporting Documents, click UPLOAD and select the document for upload. 
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19. For documents uploaded under Others section, select the Document Type for each 
uploaded document.  Click DELETE to remove an existing document. Click UPLOAD to 
upload another document. Click the file name hyperlink to download the document. 
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20. Click PREVIEW to proceed. Click SAVE AS DRAFT at any point to save progress (refer to 
MOH HALP Internet - Facility User Guide Part 2.1 Section 2 for the steps to retrieve a 
saved draft and resume working it). 
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21. In the Preview and Submit page, review the information that was provided in the 
application. 
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22. Click on Application Information and Supporting Documents to expand the sections and 

verify the relevant information. To collapse the section, click on Application Information 
and Supporting Documents again.  
Note: Click Edit to return to the relevant section to make changes.   
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23. Enter Remarks, if applicable. 

 
 
24. Mark the checkboxes for the declaration. 

Note: Declarations displayed may differ depending on the Mode of Procurement 
selected. 

 
 
25. Click SAVE AS DRAFT to save progress. Click SUBMIT to submit the application. 

 
 
26. Upon successful submission of the application, an Acknowledgement message will be 

displayed. An Application Number is generated to track the application. Click PRINT to 
print a copy of the acknowledgement page. Click HOME to return to the Dashboard. 
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27. A notification of acknowledgement of submission can be found in the Inbox. Click on the 
hyperlink under Subject to view the content. 
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28. From the Dashboard, click the Applications tab. Verify that the status of the submitted 
application is Pending MOH. 
Note: Application status will be updated to Approved or Rejected after completion of 
processing by MOH. 
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1.4. Apply for Special Approval to Handle 
 
To apply for Special Approval to Handle, the statuses of both the Facility and the pre-
requisite Approval for Facility Activity Type “Possession of First and/or Second Schedule 
Biological Agent” must be “Active”.  

 
1. Select Special Approval to Handle and click NEXT. 
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2. The system will redirect to the Application for Special Approval to Handle page with the 
Company Info displayed. Verify that the information is correct. Click START 
APPLICATION to proceed. 
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3. The system will redirect to the Application Information page. Verify that the Facility 
Profile is correct and click NEXT. Click SAVE AS DRAFT at any point to save progress 
(refer to MOH HALP Internet - Facility User Guide Part 2.1 Section 2 for the steps to 
retrieve a saved draft and resume working it). 
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4. Fill in the mandatory fields. 
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5. Select the Name of Biological Agent. 

 
 
6. Enter the Name of Project. 

 
 
7. Enter the Name of Principal Investigator. 

 
 
8. Enter details of the Intended Work Activity. 

 
 
9. Select the estimated Start Date and End Date for the work activity. 

 
 

10. Enter Remarks. 

 
 

11. Click + Add Another Work Activity if there is more than one work activity involving the 
biological agent. 
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12. Repeat step 8 to step 10 for each additional work activity. 

 
 
13. Click X to remove the fields related to the additional work activity, if applicable. 

 
 
14. Click NEXT to proceed. Click SAVE AS DRAFT at any point to save progress (refer to MOH 

HALP Internet - Facility User Guide Part 2.1 Section 2 for the steps to retrieve a saved 
draft and resume working it).  
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15. The system will redirect to the Authorised Personnel section. 
Note: The list of Personnel Authorised to Access the Facility will be displayed. 

 
 

16. From the list of Personnel Authorised to Access the Facility displayed, mark the 
checkbox to identify the person(s) who will be carrying out the Work Involving the 
Second Schedule biological agent. Enter the details related to the Work Involving 
Second Schedule Biological Agent that the person will be performing. 

 
 

17. Click NEXT to proceed. Click SAVE AS DRAFT at any point to save progress (refer to MOH 
HALP Internet - Facility User Guide Part 2.1 Section 2 for the steps to retrieve a saved 
draft and resume working it).  
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18. Upload all the highlighted mandatory documents under Supporting Documents. 
Note: Multiple documents can be uploaded in each section. 
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19. Click UPLOAD and select the document for upload. 
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20. For documents uploaded under Others section, select the Document Type for each 
uploaded documents. Click DELETE to remove an existing document. Click UPLOAD to 
upload another document. Click the file name hyperlink to download the document. 
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21. Click PREVIEW to proceed. Click SAVE AS DRAFT at any point to save progress (refer to 
MOH HALP Internet - Facility User Guide Part 2.1 Section 2 for the steps to retrieve a 
saved draft and resume working it). 
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22. In the Preview and Submit page, review the information that was provided in the 
application. 
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23. Click on Application Information and Supporting Documents to expand the sections and 

verify the relevant information. To collapse the section, click on Application Information 
and Supporting Documents again. 
Note: Click Edit to return to the relevant section to make changes. 
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24. Enter Remarks, if applicable. 

 
 
25. Mark the checkbox for the declaration. 

 
 
26.  Click SAVE AS DRAFT to save progress. Click SUBMIT to submit the application. 

 
 
27. Upon successful submission of the application, an Acknowledgement message will be 

displayed. An Application Number is generated to track the application. Click PRINT to 
print a copy of the acknowledgement page. Click HOME to return to the Dashboard. 
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28. A notification of acknowledgement of submission can be found in the Inbox. Click on the 
hyperlink under Subject to view the content. 
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29. From the Dashboard, click the Applications tab. Verify that the status of the submitted 
application is Pending MOH. 
Note: Application status will be updated to Approved or Rejected after completion of 
processing by MOH. 
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2. APPLY FOR RENEWAL OF FACILITY REGISTRATION 
 

This section describes the steps to apply for the renewal of facility registration.  
Note:  

a. The application for renewal can be submitted up to 3 months before the facility 
expiry date. 

b. Upon expiry, the status of the facility will reflect “Suspended (pending renewal)” 
if the facility is eligible for renewal.  

 
1. From the Dashboard, hover over eServices, hover over the Application menu, and click 

Apply for Facility Renewal. 

 
 

2. The system will redirect to the Facilities tab. Click the Actions dropdown for the 
intended facility and click Renew. 
Note: Renew is only available when the facility status is “Active” or “Suspended 
(pending renewal)”. 
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3. The system will redirect to the Renewal of Facility Registration page. Click START 
APPLICATION. 

 
 

 

2.1. Company Information 
 

1. Verify that the Company information displayed are correct and click NEXT to proceed. 
Click SAVE AS DRAFT at any point to save progress (refer to MOH HALP Internet - Facility 
User Guide Part 2.1 Section 2 for the steps to retrieve a saved draft and resume working 
it). 
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2.2. Facility Information 

2.2.1. Facility Profile 

1. Click EDIT to enable editing of data fields and make changes where necessary. Click 
NEXT to proceed. Click SAVE AS DRAFT at any point to save progress (refer to MOH HALP 
Internet - Facility User Guide Part 2.1 Section 2 for the steps to retrieve a saved draft and 
resume working it). 
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2.2.2. Facility Operator Profile 

 
1. Click EDIT to enable editing of data field and make changes where necessary. Click NEXT 

to proceed. Click SAVE AS DRAFT at any point to save progress (refer to MOH HALP 
Internet - Facility User Guide Part 2.1 Section 2 for the steps to retrieve a saved draft and 
resume working it). 
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2.2.3. Facility Administrator/Officer  

 
1. Click EDIT to enable editing of data fields and make changes where necessary. Click 

NEXT to proceed. Click SAVE AS DRAFT at any point to save progress.   
Note: For the replacement of the current Facility Administrator (or current Alternate 
Administrator) with a new Facility Administrator (or new Alternate Administrator), the 
following conditions must be met: 

a. The new Facility Administrator (or new Alternate Administrator) has a valid 
HALP User Account with the correct Role assigned by the Master Admin 
(refer to MOH HALP Internet - Facility User Guide Part 1 Section 3.1.1 for 
more information).  

b. The Master Admin has indicated the Effective End Date for the Facility 
Assignment of the current Facility Administrator (or current Alternate 
Administrator) (refer to MOH HALP Internet - Facility User Guide Part 1 
Section 3.1.4 for more information). 

c. The Effective Start Date indicated in the renewal application for the new 
Facility Administrator (or new Alternate Administrator) is after the Effective 
End Date of the current Facility Administrator (or current Alternate 
Administrator) (refer to MOH HALP Internet - Facility User Guide Part 1 
Section 3.1.5 for more information).  

d. “New” refers to incoming, “Current” refers to outgoing.  
Refer to MOH HALP Internet – Facility User Guided Part 2.1 Section 1.1.2.3 for more 
information related changes to Facility Officer.  
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2.2.4. Biosafety Committee  

1. Click EDIT to enable the upload and delete functions to update the list of Biosafety 
Committee Members. Click NEXT to proceed. Click SAVE AS DRAFT at any point to save 
progress. 
Note: It is mandatory to upload the list of Biosafety Committee Members using the 
template provided.  

 
 

2. Click here hyperlink to download a blank template or click the file name hyperlink to 
download the existing Biosafety Committee Members list. Click UPLOAD and select the 
completed template. 
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Table 1: Steps for completing the template for Biosafety Committee Members. 
 Note: All fields are mandatory unless otherwise indicated.   

Column Header Description 

BC_SALUTATION Select the Salutation for the Biosafety Committee member 

BC_NAME Enter the Name of the Biosafety Committee member 

BC_ID_TYPE Select the ID Type of the Biosafety Committee member 

BC_ID_NUMBER Enter the ID Number of the Biosafety Committee member 

BC_NATIONALITY Select the Nationality of the Biosafety Committee member 

BC_CONTACT_NO Enter the Contact Number of the Biosafety Committee member. 
Note: Contact No. must be a valid local contact mobile number 
starting with 8 or 9 

BC_EMAIL Enter the Email of the Biosafety Committee member 

BC_EMPLOYMENT
_START_DATE 

Enter the Employment Start Date of the Biosafety Committee 
member.  
Note: Date when Biosafety Committee was employed at the 
company. 

BC_DESIGNATION Enter the Designation of the Biosafety Committee member 

BC_AREA_OF_ 
WORK 

Enter the details of the area of work of the Biosafety Committee 
member 

BC_ROLE_UNDER_
SIXTH_SCHEDULE 

Select the Role of the Biosafety Committee member as specified 
under the Sixth Schedule of the Biological Agents and Toxins Act 
Note: Each Biosafety Committee member can only hold one Role 

BC_IS_PERSON_ 
EMPLOYEE 

Select whether the Biosafety Committee member is an employee 
of the company 

BC_COMPANY 
NAME 

[Required if the Biosafety Committee Member is not an Employee 
of the Company] 
Enter the Company Name of the Biosafety Committee member 
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2.2.5. Authorised Personnel 

 
1. Click EDIT to enable the upload and delete functions to update the list of Personnel 

Authorised to Access the Facility. Click NEXT to proceed. Click SAVE AS DRAFT at any 
point to save progress. 
Note: It is mandatory to upload the list of Personnel Authorised to Access the Facility 
using the template provided. 

 
 

2. Click the here hyperlink to download a blank template or click the file name hyperlink to 
download the existing list. Click UPLOAD and select the completed template, if 
applicable.  
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Table 2: Steps for completing the template for the List of Personnel Authorised to Access the 
Facility. 
Note: All fields are mandatory unless otherwise indicated.   

Column Header Description 

AUTHORISED_PERSONNEL_ 
SALUTATION 

Select the Salutation for the authorised person 

AUTHORISED_PERSONNEL _ 
NAME 

Enter the Name of the authorised person 

AUTHORISED_PERSONNEL _ 
ID_TYPE 

Select the ID Type of the authorised person 

AUTHORISED_PERSONNEL_ 
ID_NUMBER 

Enter the ID Number of the authorised person 

AUTHORISED_PERSONNEL_ 
NATIONALITY 

Select the Nationality of the authorised person 

AUTHORISED_PERSONNEL_ 
CONTACT_NO 

Enter the Contact Number of the authorised person  
Note: Contact No. must be a valid local contact mobile 
number starting with 8 or 9 

AUTHORISED_PERSONNEL _ 
EMAIL 

Enter the Email of the authorised person 

AUTHORISED_PERSONNEL_ 
EMPLOYMENT_START_DATE 

Enter the Employment Start Date of the authorised 
person 

AUTHORISED_PERSONNEL_ 
SECURITY_CLEARANCE_DATE 

Enter the Security Clearance Date of the authorised 
person 
Note: Applicable for facility that is a Protected Place 

AUTHORISED_PERSONNEL_ 
DESIGNATION 

Enter the Designation of the authorised person 

AUTHORISED_PERSONNEL_ 
AREA_OF_WORK 

Enter the details of the area of work of the authorised 
person 

AUTHORISED_PERSONNEL_ 
IS_PERSON_EMPLOYEE 

Select whether the authorised person is an employee of 
the company 

AUTHORISED_PERSONNEL 
_COMPANY NAME 

[Required if the Authorised Person is not an employee of 
the company] 
Enter the Company Name of the authorised person 
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2.3. Biological Agents and Toxins 
 Note: This section is only displayed for Uncertified Facility (UCF) & Biomanufacturing 

Facility (BMF). Refer to MOH HALP Internet - Facility User Guide Part 2.2 Section 4.2 
for the steps to update information related to the biological agents and toxins, which is 
applicable to Certified Facilities, Uncertified Facilities and Biomanufacturing Facilities, 
and can be submitted outside of the renewal window. 

 
1. Click EDIT to enable editing of data fields and make changes where necessary.  
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2. Click NEXT to proceed. Click SAVE AS DRAFT at any point to save progress. 
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2.4. Other Application Information 
 

1. Select input for all highlighted mandatory fields and click NEXT to proceed. Click SAVE 
AS DRAFT at any point to save progress  
Note: With the exception of the declaration related to work involving genetically 
modified microorganisms, which can accept either input, “Yes” must be selected for all 
remaining declarations, to proceed. 
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2.5. Supporting Documents 
 

1. Click EDIT to enable the upload and delete functions and make changes where 
necessary. Click the file name hyperlink to download the document.  
Note: Mandatory documents must be provided to proceed. Multiple documents can be 
uploaded in each section.  
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2. Click UPLOAD and select the desired document to upload. Click DELETE to remove an 
existing document. For documents uploaded under Others section, select the Document 
Type for each uploaded document.  
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3. Click NEXT to proceed. Click SAVE AS DRAFT at any point to save progress. 

 
 

2.6. Approved Facility Certifier 
 

1. Click EDIT to enable editing of data fields and make changes where necessary. Click 
NEXT to proceed. Click SAVE AS DRAFT at any point to save progress (refer to MOH HALP 
Internet - Facility User Guide Part 2.1 Section 2 for the steps to retrieve a saved draft and 
resume working on it).  
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2.7. Preview & Submit 
 

1. In the Preview and Submit page, review the information that was provided in the 
application. Click the TITLE HEADER or arrow to expand the respective section and verify 
the relevant information. To collapse the section, click the TITLE HEADER or arrow again. 
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2. Click PRINT to print a copy of the information. Enter Remarks, if applicable.  

 
 
3. Mark the checkbox for the declaration. Click SAVE AS DRAFT to save progress. Click 

SUBMIT to submit the application.  
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4. Upon successful submission of the application, an Acknowledgement message will be 
displayed. An Application Number is generated to track the application. Click PRINT to 
print a copy of the acknowledgement page. Click HOME to return to the Dashboard. 

 
 

5. A notification of acknowledgement of submission can be found in the Inbox. Click the 
hyperlink under Subject to view the content. 
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6. From the Dashboard, click the Applications tab. Verify that the status of the submitted 
application is Pending MOH. 
Note: Application status will be updated to Approved or Rejected after completion of 
processing by MOH. 
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3. APPLY FOR DEFERMENT OF RENEWAL 
 
This section describes the steps to apply for the deferment of renewal of the facility 
registration. 
Note:  

a. The application for deferment of renewal can be submitted up to 3 months 
before the facility expiry date.  

b. Upon expiry, the status of the facility will reflect “Suspended (pending renewal)” 
even if deferment of renewal has been submitted.  

 
1. From the Dashboard, click the Facilities tab. Click the Actions dropdown for the intended 

facility and click Defer Renewal. 
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2. Fill in the all the highlighted mandatory field below. 

 
 

3. Fill in the Expected Date of Renewal. 

 
 

4. Fill in the Reason for Deferment. 
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5. Upload Supporting Document by clicking on UPLOAD and select the Document Type for 

each uploaded document. 
 

 
 

6. Mark the checkbox for the declaration. 

 
 

7. Upon successful submission of the application, an Acknowledgement message will be 
displayed. An Application Number is generated to track the application. Click PRINT to 
print a copy of the acknowledgement page or click HOME to return to the Dashboard. 
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8. From the Dashboard, click the Applications tab. Verify that the status of the submitted 
application is Pending MOH. 
Note: Application status will be updated to Approved or Rejected after completion of 
processing by MOH. 
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4. APPLY TO UPDATE EXISTING INFORMATION (REQUEST FOR CHANGE)   
 

This section describes the steps to apply to update: 
a. Facility information.  
b. Information related to specific Approvals granted.  

 

4.1. Update Facility Information 
 

1. From the Dashboard, hover over eServices, hover over the Application menu and click 
Update Facility Information. 

 
 

2. The system will redirect to the Facilities tab. Click the Actions dropdown for the 
intended facility and click Update. 
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3. The system will redirect to the Update Facility Information page. Click the down arrow 
for the desired section to edit. 
Note: The Biological Agents & Toxins section is only available for edit by Registered 
Facility with Facility Activity Type Handling of Fifth Schedule Toxin for Exempted 
Purposes. Refer to MOH HALP Internet - Facility User Guide Part 2.2 Section 4.2 for the 
steps to update biological agents and toxins information for Certified Facilities, 
Uncertified Facilities and Biomanufacturing Facilities. Refer to MOH HALP Internet - 
Facility User Guide Part 3 Section 6.5 for the steps to update the Poliovirus inventory 
information for Registered Facilities. 
The following sections are not eligible for update through this function: 

a. Company Information is retrieved from the Accounting and Corporate 
Regulatory Authority (ACRA) based on the Company UEN. Company Information 
cannot be updated in HALP directly. 

b. Other Application Information (declarations for view only) 
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4. Click Edit to navigate to the desired section. 
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4.1.1. Facility Information 

  
1. The system will direct to Facility Information page. Click Edit to enable editing of data 

fields and make changes where necessary. Click NEXT to proceed. Click SAVE AS DRAFT 
at any point to save progress.  
Note: The contents displayed under Facility Profile may differ depending on the facility 
classification, however, the steps to enable editing are the same. 
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2. Click Edit to enable editing of data fields and make changes where necessary. Click NEXT 

to proceed. Click SAVE AS DRAFT at any point to save progress.  
Note: This step is not applicable to Registered Facility. 

 
  

  



  

Page 96 of 167 
 

3. Click Edit to enable editing of data fields and make changes where necessary. Click NEXT 
to proceed. Click SAVE AS DRAFT at any point to save progress.  
 
For the replacement of the current Facility Administrator (or Alternate Administrator) 
with a new Facility Administrator (or Alternate Administrator), the following conditions 
must be met:  

a. The new Facility Administrator (or Alternate Administrator) has a valid HALP 
User Account with the correct Role assigned by the Master Admin (refer to MOH 
HALP Internet - Facility User Guide Part 1 Section 3.1.1 for more information). 

b. The Master Admin has indicated the Effective End Date for the Facility 
Assignment of the current Facility Administrator (or Alternate Administrator) 
(refer to MOH HALP Internet - Facility User Guide Part 1 Section 3.1.4 for more 
information). 

c. The Effective Start Date indicated in the renewal application for the new Facility 
Administrator (or Alternate Administrator) is after the Effective End Date of the 
current Facility Administrator (or Alternate Administrator) (refer to MOH HALP 
Internet - Facility User Guide Part 1 Section 3.1.4 for more information). 

 
For the addition of a new Facility Officer, the new Facility Officer must have a valid HALP 
User Account with the correct Role assigned by the Master Admin (refer to MOH HALP 
Internet - Facility User Guide Part 1 Section 3.1.1 for more information).  
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4. Click Edit to enable the upload and delete functions to update the list of Biosafety 
Committee Members. Click SAVE AS DRAFT at any point to save progress. Click NEXT to 
proceed. 
Note:  

a. It is mandatory to upload the list of Biosafety Committee Members using the 
template provided. Refer to Table 1 in MOH HALP Internet - User Guide Part 2.2 
Section 2.2.4 Biosafety Committee for more information.  

b. This step is not applicable to Registered Facility. 

 
 

  



  

Page 99 of 167 
 

5. Click Edit to enable the upload and delete functions to update the list of Personnel 
Authorised to Access the Facility. Click SAVE AS DRAFT at any point to save progress. 
Click NEXT to continue. 
Note:  

a. It is mandatory to upload the list of Personnel Authorised to access the Facility 
using the template provided. Refer to Table 2 in MOH HALP Internet - Facility 
User Guide Part 2.2 Section 2.2.5 Authorised Personnel for more information.  

b. This step is not applicable to Registered Facility with the Facility Activity Type: 
Handling of Poliovirus Potentially Infectious Materials. 
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4.1.2. Biological Agents & Toxins 

1. Click Edit to enable editing of data fields and make changes where necessary. Click NEXT 
to proceed. Click SAVE AS DRAFT at any point to save progress.  
Note: This step is only applicable to Registered Facility with Facility Activity Type 
Handling of Fifth Schedule Toxin for Exempted Purposes. Refer to MOH HALP Internet - 
Facility User Guide Part 2.2 Section 4.2 for the steps to update biological agents and 
toxins information for Certified Facilities, Uncertified Facilities and Biomanufacturing 
Facilities. Refer to MOH HALP Internet - Facility User Guide Part 3 Section 6.5 for the 
steps to update the Poliovirus inventory information for Registered Facilities.  
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4.1.3. Other Application Information (View only) 

 
1. Click NEXT to proceed. 

Note: The contents displayed under Other Application Information may differ depending 
on the facility classification, however, the steps to enable editing are the same. 
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4.1.4. Supporting Documents 

1. Click Edit to enable the upload and delete functions to make changes where necessary. 
Click SAVE AS DRAFT at any point to save progress. Click NEXT to proceed. 
Note: The contents displayed in the Supporting Documents page may differ depending on 
the facility classification, however, the steps to enable editing are the same. 
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4.1.5. Approved Facility Certifier 

1. Click Edit to enable editing of the data fields and make changes where necessary. Click 
NEXT to proceed. Click SAVE AS DRAFT at any point to save progress.  
Note: This page is not applicable to Registered Facility.  
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4.1.6. Preview & Submit 

1. In the Preview and Submit page, review the information that was provided in the 
application. Click the TITLE HEADER or arrow to expand the respective section and verify 
the relevant information. To collapse the section, click the TITLE HEADER or arrow again. 
Note: The contents displayed in the Preview & Submit page may differ depending on the 
facility classification, however, the steps to enable editing are the same. 
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2. Click Edit under the respective section to return to that section to make changes.   

.  
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3. Enter Remarks, if applicable. 

 
 

4. Mark the checkbox for the declaration. 
 

 
5. Click SAVE AS DRAFT to save progress. Click SUBMIT to submit the application. 
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6. Upon successful submission of the application, an Acknowledgement message will be 
displayed. An Application Number is generated to track the application. Click PRINT to 
print a copy of the acknowledgement page. Click HOME to return to the Dashboard. 

 
 
7. From the Dashboard, click the Applications tab. The submitted application will be listed 

in the Applications tab.  

 
 
 
 
 

  



  

Page 108 of 167 
 

4.2. Update Approval Information 
 

Note: This section is applicable to update information related to the Approval to Possess, 
Approval to Large Scale Produce and Special Approval to Handle. 
 
1. From the Dashboard, hover over eServices, hover over the Application menu and click   

Update Approval Information. 

 
 
2. The system will redirect to the Approvals tab. Click the Actions dropdown for the 

desired approval and click Update. 
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3. The system will redirect to the Update Approval Information page. Click the down 
arrow for the desired section to edit. 

  
 
4. Click Edit to navigate to the desired section. 
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4.2.1. Application Information 

1. Click Edit to enable editing of the data fields and make changes where necessary.  

 
 
2. Click NEXT to proceed. Click SAVE AS DRAFT at any point to save progress.  
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4.2.2. Supporting Document 

1. Click Edit to enable the upload and delete functions and make changes where necessary. 
Click DELETE to remove an existing document. Click PREVIEW to proceed. Click SAVE AS 
DRAFT at any point to save progress. 
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4.2.3. Preview & Submit 

 
1. In the Preview & Submit page, review the information that was provided in the 

application. Click on Application Information and Supporting Documents to expand the 
respective section and verify the relevant information. To collapse the section, click on 
Application Information and Supporting Documents again.  
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2. Click Edit under the respective section to return to that section to make changes.  

 
 
3. Enter Remarks, if applicable. 
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4. Mark the checkboxes for the declarations. Click SAVE AS DRAFT to save progress. Click 

SUBMIT to submit the application. 
Note: Declarations displayed may differ depending on the type of approval selected for 
update.  

 
 

5. Upon successful submission of the application, an Acknowledgement message will be 
displayed. An Application Number is generated to track the application. Click PRINT to 
print a copy of the acknowledgement page. Click HOME to return to the Dashboard. 
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6. From the Dashboard, click the Applications tab. The submitted application will be listed 
in the Applications tab. 
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5.  RESPOND TO REQUEST FOR INFORMATION  
 

This section describes the steps to respond to a request for information (RFI) from MOH. RFI 
can be broadly divided into two categories:  

a. Workflow RFI – RFI that is triggered in response to an application or submission 
by the Facility. 

b. Ad-hoc RFI – Ad-hoc RFI initiated by MOH.  
 

5.1. Respond to Workflow RFI 
 
When a workflow RFI is triggered, the system will route the application or submission back 
to the Facility to make changes or provide additional information, including supporting 
documents. Although the contents of the application (e.g. New Facility Registration, New 
Approval to Possess, Renewal of Facility Registration, Update to Facility Information) and 
submission (e.g. Incident Notification) may vary, the steps to respond to a workflow RFI are 
the same. 
 

Example 1: Respond to Workflow RFI requesting for additional Supporting Documents in 
response to the application for New Facility Registration  

 
1. Facility receives a notification of the RFI with Message Type: Action Required. From the 

Inbox, click the Subject.  

 
 
 
 
 
 
 
 
 
 
 
2. Comments from MOH related to the RFI will be indicated. Click the “here” hyperlink to 

submit the response to the RFI.  
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Alternatively, from the Dashboard, click the Applications tab. Select Submit Response from 
the Action dropdown for the tasks with status Pending Applicant Clarification. 

 
3. The system will redirect to the Company Profile page. Click Next to proceed. 
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4. Click the Supporting Documents tab to navigate to the Supporting Documents page.  
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5. Click EDIT to enable the upload and delete functions and make changes where 
necessary.  
Note: The editing of the information may be restricted to specific sections during RFI; 
indicated by the presence of Edit.  
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6. Click DELETE to remove an existing file, if applicable. Click UPLOAD to upload a 
document. Click the file name hyperlink to download the document. 
Note: Mandatory documents, if any, must be provided to proceed. 
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7. The newly uploaded file will be displayed. Click NEXT until the Preview & Submit page or 
click the Preview & Submit tab directly. Click SAVE AS DRAFT at any point to save 
progress. 
Note: Multiple documents can be uploaded in each section. 
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8. In the Preview and Submit page, click Supporting Documents to expand the section. 

 
 

9. Verify that the changes made. Click Edit to return to the section, if needed.  
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10. Mark the checkbox for the declaration. Enter Remarks, if applicable. Click SUBMIT to 

submit response. 
Note: Declarations displayed may differ depending on the type of application or 
submission.  
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11. Upon successful submission, an Acknowledgement message will be displayed. Click  
PRINT to print a copy of the acknowledgement page. Click HOME to return to the 
Dashboard. 
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12. From the Dashboard, click the Applications tab, verify that the Application status for 
the application is Pending MOH. 
Note: Application status will be updated to Approved or Rejected after completion of 
processing by MOH.  
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Example 2: Respond to workflow RFI requesting for additional information under Details 
of Biological Agent/Toxin and additional Supporting Documents in response to the 
application for New Approval to Possess  

 
1. Facility receives a notification of the RFI with Message Type: Action Required. From the 

Inbox, click the Subject. 

 
 

2. Comments from MOH related to the RFI will be indicated. Click the “here” hyperlink to 
submit the response to the RFI.  
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Alternatively, from the Dashboard, click the Applications tab. Select Submit Response from 
the Action dropdown for the tasks with status Pending Applicant Clarification. 

 
 

3. The system will redirect to Facility Profile page, click NEXT.  
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4. Click Edit to enable editing of the data fields and make changes where necessary. 
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5. Enter additional information under Details regarding the type of sample that will be 
handled and the intended work, in response to Comments from MOH and click NEXT. 
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6. Click Edit to enable the upload and delete functions for Supporting Documents and 
make changes where necessary.  
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7. Click DELETE to remove an existing document. Click UPLOAD to upload another 
document. Click the file name hyperlink to download the document.  
Note: Mandatory documents, if any, must be provided to proceed. 
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8. The newly uploaded file will be displayed. Click NEXT until the Preview & Submit page or 
click the Preview & Submit tab. Click SAVE AS DRAFT at any point to save progress. 
Note: Multiple documents can be uploaded in each section. 
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9. In the Preview and Submit page, click on Application Information and Supporting 
Documents to expand the respective sections. 

 
 

10. Verify the changes made in each section. Click Edit to return to the section, if needed. 
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11. Mark the checkbox for the declaration and click SUBMIT to submit response. 
Note: Declarations displayed may differ depending on the type of application or 
submission. 

 
 

12. Upon successful submission, an Acknowledgement message will be displayed. Click 
PRINT to print a copy of the acknowledgement page. Click HOME to return to the 
Dashboard.  
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13. From the Dashboard, click the Applications tab, verify that the Application status for 
the application is Pending MOH.  
Note: Application status will be updated to Approved or Rejected after completion of 
processing by MOH. 
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5.2. Respond to Ad-Hoc RFI 
 

1. Facility receives a notification of the ad-hoc RFI with Message Type: Action Required. 
From the Inbox, click the Subject. 
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2. Comments from MOH related to the RFI will be indicated. Click the here hyperlink to 
submit the response to the RFI.  

 
 

Alternatively, from the Dashboard, click the Applications tab. Select Submit Response from 
the Action dropdown for the Ad-Hoc Request for Information task with status Pending 
Applicant Input. 
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3. The system will redirect to the Request For Information page. Click View to proceed. 
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4. Provide the Information and/or Supporting Documents requested and click SUBMIT to 

submit response.
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5. Upon successful submission of the response, an Acknowledgement message will be 
displayed. An Application Number is generated to track the ad-hoc RFI. Click Done to 
return to the Dashboard. 

 
 

6. The ad-hoc RFI task can be found in the Applications tab.  
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6. WITHDRAWAL 
 
This section describes the steps to withdraw an application or submission initiated by the 
Facility before it is approved or rejected by MOH.  

 

6.1. Submit Withdrawal of an Application 
The steps for withdrawing an application are the same regardless of the type of 
application (e.g. New Facility Registration, New Approval to Possess, Renewal of 
Facility Registration, Update to Facility Information) submitted.  

 
1. From the Dashboard, hover over eServices, hover over the Application menu, and click  

Withdraw Application. 

 
 

2. System will redirect to the Applications tab. Click Withdraw from the Actions dropdown 
for the desired application. 
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3. The system will redirect to the Withdrawal Submission page.   

 
 

 
4. Click  +Add more applications to add another application for withdrawal, if applicable. 
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5. Select the Reason for Withdrawal. 
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6. If Others is selected under Reason for Withdrawal, fill in Supporting Remarks. 
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7. Click UPLOAD to upload Supporting Documents, if applicable. 

 
 
8. Select the Document Type for each uploaded document. 
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9. Click SUBMIT to submit the application. 
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10. Upon successful submission, an Acknowledgement message will be displayed. Click 
PRINT to print the acknowledgement page. Click HOME to return to the Dashboard. 
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11. From the Dashboard, click the Applications tab. The Withdrawal application will be 
listed in the Applications tab. The status of the Withdrawal application may be “Pending 
MOH” or “Approved” depending on the stage of processing. When the Withdrawal 
application status is Approved, the status of the selected application (for withdrawal) 
will be Withdrawn.  
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6.2. Withdrawal of Incident Notification 
 
1. From the Dashboard, click the Reportable Events tab. 

 
 

2. System will redirect to the Reportable Events tab. Click Withdraw from Actions 
dropdown for the desired Incident Notification.  
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3. The system will redirect to the Withdrawal Submission page. From here onwards, refer 
to the steps listed in MOH HALP Internet - Facility User Guide Part 2.2 Section 6.1 step 4 
to step 11 to complete the withdrawal application. 

 
 

6.3. Submit Withdrawal of Data Submissions 
 

1. From the Dashboard, click the Data Submissions tab. 
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2. System will redirect to the Data Submissions tab. Click Withdraw from Actions 
dropdown for the desired submission.  

 
 

3. The system will redirect to the Withdrawal Submission page. From here onwards, refer 
to the steps listed in MOH HALP Internet - Facility User Guide Part 2.2 Section 6.1 step 4 
to step 11 to complete the withdrawal application.  
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7. APPLY FOR APPROVAL CANCELLATION 
 
This section describes the steps to apply for the cancellation of Approvals (Approval for 
Facility Activity Type, Approval to Possess, Approval to Large-Scale Produce, Special Approval 
to Handle). The Facility must have no physical possession of the biological agent or toxin 
before initiating the cancellation of an Approval to Possess or a Special Approval to Handle.  

 
1. From the Dashboard, hover over eServices, hover over the Application menu and click 

Apply for Approval Cancellation. 

 
 

2. System will redirect to the Approvals tab. Click Cancel from the Actions dropdown for 

the desired approval. 
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3. System will redirect to the Cancellation Form. Click SAVE AS DRAFT at any point to save 

progress (refer to MOH HALP Internet - Facility User Guide Part 2.1 Section 2 for the steps 

to retrieve a saved draft and resume working on it). 

Note: The data fields requiring input are the same for all cancellations even though the 

view-only contents displayed may differ depending on the approval selected for 

cancellation. 
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4. Select the Reason for cancellation.  If Others is selected under Reason for cancellation, 

fill in Remarks. Click UPLOAD to upload the relevant Supporting Document. 

 

5. Verify that the Requirements for cancellation of approval have been met. Mark the 
checkboxes for the declarations and click NEXT. 
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6. Review the information provided in the application. Click SAVE AS DRAFT to save 

progress. Click SUBMIT to submit the application. 
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7. Upon successful submission, an Acknowledgement message will be displayed. An 

Application Number is generated to track the application. Click PRINT to print a copy of 

the acknowledgement page. Click HOME to return to the Dashboard. 

 
 

8. From the Dashboard, click the Applications tab. Verify that the status of the submitted 

application is Pending MOH. 

Note: Application status will be updated to Approved or Rejected after completion of 

processing by MOH.  
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8. APPLY FOR FACILITY DEREGISTRATION 
 

This section describes the steps to apply for deregistration of a Facility. The Facility 
Administrator shall ensure that the following conditions are met prior to submitting the 
application for facility deregistration: 

a. There are no ongoing applications for the facility intended for deregistration.  
b. All tasks requiring response from the Facility have been responded to or are 

withdrawn. 
c. The Facility has completed the transfer or disposal of all inventories of biological 

agents and toxins. 
d. The facility status is “Active”, “Suspended (pending renewal)”, “Suspended 

(conditional inventory movement)” or “Suspended(others). 
 

1. From the Dashboard, hover over eServices, hover over the Application menu and click 

Apply for Facility Deregistration. 

 
 

2. System will redirect to the Facilities tab. Click Deregister from the Actions dropdown for 

the desired facility. 
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3. System will redirect to the Deregistration Form. Click SAVE AS DRAFT at any point to save 

progress (refer to MOH HALP Internet - Facility User Guide Part 2.1 Section 2 for the steps to 

retrieve a saved draft and resume working on it).
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4. Select the Reason for deregistration. If Others is selected under Reason for 

deregistration, fill in Remarks. Click UPLOAD to upload the required Supporting 

Documents. 
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5. Review the List of Associated Approval(s) along with their Physical Possession status 

and select Yes or No where applicable, to update the inventory information. 

Note: To procced, the physical possession of all biological agents must be No, and the 

quantity for all toxins must be 0. 
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6. Verify that the Requirements for Deregistration of Facility have been met.  

 

7. Mark the checkboxes for the declarations and click NEXT. 
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8. Review the information provided in the application. Click SAVE AS DRAFT to save 

progress. Click SUBMIT to submit the application.  
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9. Upon successful submission, an Acknowledgement message will be displayed. An 

Application Number is generated to track the application. Click PRINT to print a copy of 

the acknowledgement page. Click HOME to return to the Dashboard. 
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10. From the Dashboard, click the Applications tab.  Verify that the status of the submitted 

application is Pending MOH.  

Note: Application status will be updated to Approved or Rejected after completion of 

processing by MOH. 

 

 


