CANCELLATION OF WORK PERMITS VIA WPOL

- FAQ -

_________________________________________________________________________

*Please note that ‘Cancellation’ refers to ‘Cancel Work Permit’ in WPOL.
GENERAL

1
What is Cancellation?


Cancellation is a new online service that allows you to cancel the work permits electronically via WP Online (WPOL). 

2 Why introduce Cancellation of Work Permits?

The introduction of the online Cancellation of Work Permits is in line with the Ministry’s direction to provide eServices to the public.  It minimises human delay in processing the Cancellation request, and the outcome will be conveyed electronically to the respective WPOL users.

3
Who can submit the request for Cancellation of Work Permits via WPOL?


All WPOL users (including companies, employment agencies, and individual public) can use the Cancellation service, but are only allowed to cancel the work permits for their own workers.  
The only exception is the Main Holding Companies who can submit the Cancellation request for both its own workers and workers belonging to its own holding companies after they have obtained prior authorization in writing from the employer.  
Employment Agencies are allowed to submit the Cancellation request for any foreign worker as long as they are authorized by the employer. . 
4
Can I use the online Cancellation service for all types of cases?

Yes, except for cases where worker is required by the Work Injury Compensation Branch and/or the Labour Relations Department of the Ministry of Manpower to remain in Singapore.  For such cases, you have to approach the Work Pass Counters for assistance.
5
Can I use the Cancellation service if the work pass has been issued, but have yet to report to Work Pass Service Centre for registration or card collection.
Yes.  After cancelling the work permit, please return the notification letter together with the required documents (as stated in the notification letter) by post to Work Pass Division, Ministry of Manpower, 18 Havelock Road Singapore 059764.
Do not ask the worker to return the documents at the Immigration Checkpoint.
6
How soon can I know the outcome of my Cancellation request?


If no further verification of supporting documents is needed, the request will be processed on the same day, if it is submitted before 8 pm from Monday to Friday and before 2 pm on Saturdays.  

If further verification of supporting documents is needed, you need to fax them in within 3 working days from the date of submission.  Once received, we will let you know the outcome within 2 working days.  You can view the details of the submitted Cancellation Request by clicking on ‘Cancel (Check status - cancellation request'.   
7
Can I submit the Cancellation request via WPOL at any time of the day?


You can submit the Cancellation requests via WPOL between 8 am and 10 pm from Mondays to Saturdays. Do note that requests submitted from 8 pm onwards from Mondays to Fridays, and from 2 pm onwards on Saturdays, will be considered as submitted on the next working day.  

FUNCTIONS
(a)
Cancel Work Permit


(i)
What is the purpose of this function?


This function allows the WPOL user to cancel the work permit. They can also save the Cancellation request as draft or as completed request for submission on a later date. 

(ii) How soon must I schedule the worker to leave Singapore if I intend to use the Cancellation service to cancel the work permit?

The worker should be scheduled to leave Singapore within 7 days from the date of submission.  However, if you are unable to do so due to unavailability of the transport, you can still use the Cancellation service, but need to declare that no earlier means of transport is available at the point of work permit cancellation.

(iii) If my Cancellation request has been approved, can I print the Cancellation Acknowledgement (if applicable) and Special Pass (if applicable) online immediately?

Yes.  If the worker is leaving Singapore, you should print the Cancellation Acknowledgement Letter and Special Pass, and detach the Special Pass for the worker to carry and surrender to the Immigration Checkpoint at the point of departure. 

(iv) Can I do a reprint of the Cancellation Acknowledgement Letter (if applicable) and Special Pass (if applicable)?  

Yes you can, but you are advised to do a re-print for the Cancellation Acknowledgement Letter and Special Pass only if the previous printing is not successful.

(v)
What type of paper should I use to print the Cancellation Acknowledgement Letter (if applicable) and Special Pass (if applicable)?



The documents should be printed on A4 size white paper.  

(vi)
My Non-Malaysian worker has ceased employment and will be leaving Singapore shortly. Can I submit the Cancellation request before I purchase the air ticket?

No.  This is because you are required to enter the scheduled departure date and the flight number (if departure by air) when you submit your request to WPD.  The Special Pass issued will be valid up to the scheduled departure date.

Note: This does not apply to Malaysian workers, who will be automatically issued a 7 days Special Pass for him / her to depart Singapore from any Immigration Checkpoint

(vii)
How do I save the information I have entered during updating?

You can save your inputs by clicking the ‘Save as Draft’ button’ or ‘Save as Completed Request’ in “Cancel Work Permit” Page.  

(viii) How do I retrieve all my requests that are either ‘Saved as Draft’ or ‘Save as Completed Request’?

You can retrieve all these requests by selecting “Retrieve Draft Request for Work Permit Cancellation” from the function side menu.

(ix) What is the difference between ‘Save as Completed Request’ and ‘Save as Draft’? 

If you choose ‘Save as Completed Request’, you have the option of doing multiple submissions when you retrieve the draft request later.  
If you choose ‘Saved as Draft’, you can only do a single submission at “Cancel Work Permit” page. Alternatively you can later convert to ‘Save as Completed Request’, if you wish to retrieve them in order to do multiple submissions at a later time.

(x) Can I make amendments for requests that are saved under “Save as Draft” and “Saved as Completed Request”?

Yes.  You can simply click the relevant WP No. at the “Retrieve Draft Request for Work Permit Cancellation” page. The hyperlink will bring you to the respective “Cancel Work Permit” page so that you can make the desired amendments.  After that, you can either save the request or submit the request to us for processing.

(xi)
What should I do if I change my mind in canceling the work permit but I have submitted the Cancellation request and it has been approved?

You will have to submit an appeal for a work permit reinstatement, using the iSubmit portal which you can access from the MOM website (www.mom.gov.sg). Select “8, Cancellation Matters”, indicate “Appeal for work permit reinstatement” in the subject box, and state your reason in the message box. We will consider your grounds of appeal before deciding on the outcome.  You are therefore advised to consider carefully before submitting the Cancellation request.
(b)
Retrieve Draft Request for Work Permit Cancellation

(i)
What is the purpose of this function?



This function allows the WPOL user to:

(1) retrieve and update draft requests which are saved earlier by any WPOL user under the same company;

(2) delete draft requests; and

(3) perform multiple submission of those completed requests which are saved earlier by clicking ‘Save Completed Request’ button
(ii) How do I submit more than one Cancellation Requests at any one time i.e. multiple submissions?

For all cancellation drafts, select ”Save as Completed Request”. You can then do a multiple submission at the page by checking up to a maximum of 20 checkboxes from the list, and clicking the “Submit to WPD” button.

(iii)
What is the maximum number of drafts/completed drafts for Cancellation requests that a WPOL user can save?



Each WPOL user can save up to 500 drafts / completed drafts.


(iv)
Can I retrieve the draft requests that I have already deleted?

No.  If you change your mind and wish to submit the deleted request, you have to create and re-submit the request in the “Cancel Work Permit” page.
(c) 
Check Status - Cancellation Request


(i)
What is the purpose of this function?


This function allows the WPOL user to enquire on the status of a submitted Cancellation Request, and to print the Acknowledgement Letter (if applicable) and Special Pass (if applicable) for approved cases.

(ii)
How do I check the status/outcome of my submitted Cancellation Requests?



After you have submitted your Cancellation request, you can check  the status/outcome of the request by selecting “Check Status - Cancellation Request” from the function side menu.  At the page, you can do an enquiry using one or more of the following details:

(1) Work Permit No. and Date of Application;

(2) CPF Submission No. or Employer’s NRIC or Employer’s FIN;

(3) Cancellation Submission Date;
(4) Cancellation Request Status (by selecting Approved, Pending Processing, Pending Verification or Rejected);
(5) WPOL user who submitted the Cancellation Request (only for WPOL users acting on behalf of their own company). 

(iii) How do I see the information that I have entered after I have submitted the request? 


You can click on the WP No at “Check Status - Cancellation Request” Page, and then click on “Next>” at the Result Page to view the cancellation request details.  

(iv) Can I amend the data entered after I have submitted my request to WPD?

No.  

(v)
Can I view other Cancellation Requests submitted by other companies or other Employment Agencies?



No.  You are allowed to view only those requests submitted by yourself/your company. If an Employment Agent has acted on your company’s behalf to submit the requests, then only the Employment Agent will be able to view the requests.
(vi)
Will I know the reason for rejecting my Cancellation request(s) online?


Yes.  It will be shown when you view the outcome using the “Check Status - Cancellation Request” function.

(vii)
Is resubmission allowed for rejected Cancellation request?

It depends on the rejection reason. If re-submission is allowed, there will be “Resubmit” button at the Result Page. 

(d) 
Card Return – Check / Update Status

(i)
What is the purpose of Card Return module in WPOL?


This function allows the WPOL user to find out if the work permit card has been returned successfully, and to print the “Acknowledgement letter of Work Permit Card Returned”. 
WPOL user can also update the reason for not being able to return the cancelled cards in this function.
(ii)
If my Cancellation request has been approved, how should I return the work permit card?

You should return the cancelled work permit card by Post to Work Pass Division, Ministry of Manpower, 18 Havelock Road Singapore 059764.
(iii)
How can I do an enquiry on the status of WP Card Returned? 



You can do an enquiry by entering one or more of the following details:

(1) Work Permit No. and Date of Application;

(2) CPF Submission No. or Employer’s NRIC or Employer’s FIN;

(3) Transaction Type and Submission Date;

(4) Card Returned Status (by selecting Returned or Unreturned); 

(5) WPOL user who submitted the Cancellation Request (only for WPOL users acting on behalf of their own company). 
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