
Protection Practitioners Care Fund

Step-by-Step Guide for OSG Application: 
Wellness Leave
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Application process and Timeline for Wellness Leave

* Notes:
• SSAs should integrate wellness leave into their existing HR policies and create a new leave type, because Wellness Leave is on top of the existing leave entitlements 

provided by SSAs.

•  SSAs should prioritise external arrangement (locums, temporary staff) with internal arrangements as fallback options. Where external coverage unavailable or 
impractical, SSAs may compensate internal staff for covering additional duties by establishing clear compensation criteria (such as allowances, overtime pay or time-off).

• SSA submits the OSG application for the PP after the PP has fully taken up to 2 weeks (10 working days) of leave for the financial year. There should only be one 
application per PP every financial year (1 April to 31 March).

• The application will be made by the SSA or Centre(s). Please contact your HQ to obtain the Corp Pass login for OSG applications

• While supporting documents are not required when applying, NCSS will perform sample checks once a year for all applications in the financial year. SSAs should retain 
copies of relevant documents (e.g., Wellness Leave approval for PPs) for up to two years. For more information on sample checks, please refer to the following 
templates:

✓ Protection Practitioners List - TEMPLATE
✓ Fund Utilisation Statement - TEMPLATE
✓ Sample Check Documents

*PP stands for Protection Practitioners
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How to apply in OSG for Wellness Leave 

1. Click on OSG link & you will see 
Instructions page

2. Click here to go to the 
application

3. Verify eligibility

https://oursggrants.gov.sg/grants/ncssppcfrlopn/instruction
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ABC Services 4. Select your SSA

ABC Services

ABC Services

6. Add Rows to list down the names of PPs who have taken 
the Wellness Leave. Please note that OSG has a limit of 

100 rows (i.e. staff) per application. 

ABC Protection Services

ABC Family  Service Centre

5. Specify the earliest and latest dates of leave taken by 
the PPs in this application. Please note that these dates 
must be in the past, as SSAs should only apply after the 

PPs have taken their leave.
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ABC Protection Services

ABC Family  Service Centre

7. List the number of Centre(s) you are applying for in this application 
and the Total no. of PPs in these Centre(s)

9. List the number of PPs who have taken the leave  and this should 
correspond with the number of PPs in the Proposal page

11. Declare that the Actual Amount Utilised is accurate or 
that your Centre/SSA will ringfence any unutilised savings 
in the following financial year for covering arrangements 

for your PPs (where applicable).

8. Update Budget for these Centre(s) = No of eligible PPs x $3,000

10. Enter the total claimable amount for this application= Total No. of Protection 
Practitioners who have taken Wellness Leave in this application × $3,000; or       

the Actual Amount Utilised for covering arrangements 
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12. Declare if there are other funding 
sources
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13. Update Contact 
Details

14. Complete Declarations 
before submitting your 

application

ATTN: Do not need to 
upload these documents

ATTN: Update this as “Yes” 
as the PPs must have taken 

the leave already

ATTN: Please note that 
“Agency” here is referring 
to NCSS and “Applicant” is 
referring to your Agency



How to Accept Letter of Award (LOA) & 
Update Payment Details in OSG
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1. Email notification will be sent to 
the Head of Agency. 

2. Your Head of Agency  (or 
delegate) will need to login into 
OSG  and click on the approved 

application 
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3. Click on View Offer
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4. Click here to review the 
Project Addendum T&Cs

Your agency must accept the Project Addendum through the OSG portal 
within 14 days from the date of this offer. Late acceptance will void 
reimbursement eligibility.

5. Please accept the Project Addendum by the 
stipulated deadline. Failure to do so will result in 
your Agency being unable to start the well-being 
initiatives by the Commencement Date, and NCSS 
will need to resend the LOA, subject to approval.
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6. Click here to complete the 
LOA acceptance
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7. Your SSA/Centre need to confirm 
the Payment Details to ensure the 
funds are disbursed to the correct 

bank account
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8. Please enter your PayNow ID 
details, complete the declaration 

and submit 
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9.  You will see this status after 
completing the LOA Acceptance 

and confirming the Payment 
Details



How to Upload Supporting Documents in OSG 
During Sample Checks
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Email Subject: Sample Check for Protection Practitioners Care Fund – <SSA Name>

Dear xxx,

Thank you for your Protection Practitioners Care Fund application. Your SSA would have received the disbursement for both applications:
• Ref ID: <OSG Ref ID> Protection Practitioners Care Fund – Wellness Leave
• Ref ID: <OSG Ref ID> Protection Practitioners Care Fund – Well-being Initiatives

Your SSA/Centre has been selected for sample checks and you would have receive the OSG email notifications to enable you to upload 
additional documents for both applications. 

Please upload the following documents in OSG:
1. Protection Practitioners List (as attached) – please update the yellow-highlighted cells by 31 Jul 2027.

•  Download Protection Practitioners List – TEMPLATE for reference
2. Fund Utilisation Statement – TEMPLATE certified by Head of Agency and supporting documents for highest cost items (for Wellness 

Leave) & top 3 cost items (for Well-being Initiatives)  by 31 Jul 2027.
3. [As selected by NCSS] Documents stated in the Sample Check Documents by 30 Sep 2027.

Do let us know if you need further clarifications.

Application/Claim 
Processing

Notification of Outcome 
to SSAs

Estimated 
Disbursement to SSAs

Notify SSAs on 
Sample Checks

SSAs update Templates 
and upload Documents  

in OSG

SSAs upload Sampled 
Documents in OSG

1 Feb – 31 Mar By 30 Apr By 31 May By 15 Jun By 31 Jul 1 Aug – 30 Sep

1 Aug – 30 Sep By 31 Oct By 30 Nov
Combined with the above sample checks after the 

financial year-end

NCSS Email Notification on Sample Checks
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https://go.gov.sg/sample-check-documents
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Sample Checks Submission

SSA receives email 
notification

Login into OSG and go to “Related 
Actions” section of the application
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SSA can upload the relevant 
documents here
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Thank you for your support!

Visit the Care Fund website to find out more: 
https://www.ncss.gov.sg/grants/people-
development/protection-practitioners-care-fund 

Contact us at People_Development@ncss.gov.sg 
if you have questions.

QR code to website
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