
Step 1
• Go to MOM website, www.mom.gov.sg

• Search keyword, ‘get workplace number’

• Select ‘Create Non-notifiable  Workplace 
Record and Workplace Number’
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Step 2
• For companies, please log in via ‘For Business Users’.
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Step 3
• Select UEN or Organisation name to search for Occupier 

record to create the record.
• This step is bypassed if you have logged in by CorpPass
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Step 4
• Select the correct Occupier record.
• This step is bypassed if you have logged in by CorpPass
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Step 5
• Fill in the required fields for Occupier and 

Workplace particulars.

Caution: Latest amendments to Occupier details (e.g. 
address, contact number or email) will be updated for 
all active workplace records under UEN of the 
Occupier. 

This will affect subsequent MOM correspondences to 
the Occupier (e.g. statutory equipment notices )
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Step 6
Note: Under Workplace Particulars, please key in the location details where the 
work concerned is to be carried out (not company ACRA address).

• Fill in the postal code of the workplace premises, where available.

• For construction worksite which is carried out at various locations with postal 
code (e.g. Painting works on Block 11 to 15 at WXY Street ).  You may key in 
one postal code under workplace particulars and key in the other locations 
details in remarks field. (See Step 10 )
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Step 7
• For construction worksites only, please key in the  

mukim address and Lot number of your worksite as 
stated in your Letter of Award where applicable.



Step 8

• You can search by keyword (e.g. construction, painting, 
demolition) that describe your work activity carried 
out at the premises and select the appropriate SSIC.
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Step 9
• You can also search by specific SSIC that describe your work 

activity carried out at the premises and retrieve the SSIC for 
selection. 
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Step 10

For construction worksites, please key in the remarks 
field your worksite’s Project Description and contract 
reference number stated in your Letter of Award
issued by the developer/owner.
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Step 11
• Select the appropriate reason from 

pull-down menu to create the non-
notifiable workplace record.
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Step 11A
• if none of the reasons in pull-down menu are 

applicable, you may select ‘Others’ and elaborate the 
necessary details in free text in text box provided. 

• You may also key in your worksite’s Project 
Description and contract reference number stated in 
your Letter of Award issued by the developer/owner, 
if you have not already done so earlier.
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Step 12

• You can subscribe to email notification for any reported 
incidents for your workplace premises to be created. 

• Please refer to MOM website for information ; 
(https://www.mom.gov.sg/workplace-safety-and-health/work-
accident-reporting/wsh-alert-service-ireport-and-snapmom ) 
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Step 13
• Preview your submission to ensure 

data keyed in is accurate and correct.
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Step 13A
• Please note if there are any duplicate workplace records at the same 

location, you should use the existing workplace record where applicable.
• If not, please click ‘Proceed’.
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Step 14 [END]
• Please note the workplace number created, the format of the 

workplace number is your entity UEN followed by 4 digits.

• Please print the acknowledgement page for your future reference. 
You will not be able to retrieve the acknowledge page after closing 
this transaction window.
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