
 

Unclassified

Grant Administration 

 SCALA submits your salary support grant claims to WSG upon completion, or when the individual drops out, of the program 

 Employers are to inform SCALA immediately if a participant drops out of the program and submit all necessary documentation 
for salary support processing without waiting until the oƯicial program end date. If the employer fails to do so, their grant 
eligibility may lapse if they submit late because of the 6-month eligibility requirement. 

 SCALA submits grant claims every quarter, i.e., for the periods 

 1 Jan – 31 Mar/ 1 Apr - 30 Jun/ 1 Jul - 30 Sep/ 1 Oct - 31 Dec 

 Submission month for each of these quarters are May / Aug / Nov / Feb respectively 

 Once your employee completes the CCP, SCALA will send an email on 15th of the following month and request the following 
documents from you: 

 CPF statement for all months of the claim period 

 Salary slips for all months of the claim period 

 Duly completed & signed OJT logbook (signed by both trainee and supervisor) 

 Other supporting documents e.g. - Increment letter, resignation letter, etc. 

 SCALA will then verify all submissions and put up your claim to WSG by the submission period outlined above. 

 Your claims submission to SCALA cannot be more than 6 months from the end of your programme or the date of 
resignation/termination. 

 Upon submission, WSG will take about 4-6 weeks to check all submissions. 

 If there are no clarification issues, WSG will approve your submission and will send the grant to SCALA within another 4 weeks 

 SCALA will make the payment to your company account within 7 working days 

 Hence, total expected time taken AFTER the submission of your claim to WSG (and not to SCALA) to receive your salary support 
grant is about 3 months 








