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Introduction:
The Public Health Department of Ras Al Khaimah has published a patch of online service to save the customers time and efforts, and to enable them to submit any request anytime from anywhere. Hence, the customer should have a registered account on the Public Health Department to be able to use those online services. 
This manual will guide the customer on how to register online account and how to use it to reach the PHD online services. In addition, it will guide the customer on how to create, submit, and track their PHD requests online.
The customer will not visit the DHP facility at any time, the customers can register their online accounts, submit requests, track requests, modify requests, re-submit request after modifications, and finally get their required certificates all online.
Creating a New Account on SmartPass
The first step you need to do is to have an account on the SmartPass, as follows: 
Access https://smartpass.government.ae
Log in or create a new user




When a new account is registered on SmartPass without Emirates ID, the customer should visit a SmartPass Kiosk to update the Emirates ID Card and register the user's fingerprint.
After completing the  registration, navigate to RAK Government website https://www.rak.ae/wps/portal.


Log in using the same user account registered on SmartPass to complete your registration.
 

Use the same username and password registered on SmartPass to activate the account.



Once registration on SmartPass is completed and you have accessed the RAK Government portal, submit the establishment identification documents to register the establishment online.
The required documents for establishment or individual registration can be found on the RAK Government portal by clicking the “Service Guide” then clicking “Government”


Next, select “RAK Municipality” 




Next, select “Public Health Department” 
Next, click on Public Health Department Online Services 



 The PHD online service screen displays the online service definition, procedure, prerequisites, fees, time, required documents and the required forms to be downloaded.


Important Note: to view the list of all the online services that are provided through this screen, their fees, and their required attachments, please download the “PHD online services prices” sheet that is located at the bottom of the screen. 	


You have to download the “Establishment update information form” template located at the bottom of the screen; to fill it and submit it in addition to the rest of the prerequisite documents to have you or your establishment registered in the PHD online service.


Important Note: the rest of the prerequisite documents that are required to register your Establishment/update its information for the 1st time, are the below in addition to the Establishment update information form that you already filled:		Copy of the License 	Lease Contract/ Title Deed	Filled Establishment update information form for (Owner / manager / Representative contacts, EID number) 	Letter of Authorization from the Company (if registering a company representative) with the ID/ Passport Number, full name and representative’s relation to the Company	        N.B. In case Manager / owner is not mentioned in license				The Customer must also register a company representative (an individual) by providing the following documents: 	Create an Internet user (Electronic Company Representative) and SmartPass account by:  	Registering in SmartPass, scanning the ID Card and fingerprint on a self-payment machine as shown in the first steps	A valid Emirates ID Card is needed for the request	Provide a letter of authorization from the Company including the company representative’s name, ID/Passport number and contact information	Provide the representative’s ID/Passport number	


After having your documents ready, you need to register online in order to be able to use the PHD online services. So, click on the “Start Service” button.



The “Company Information” screen will pop up as follows: 


Your name will be displayed in the “Applicant Name” field, select the “New Registration” option, and then click “Ok”.
The Public Health Department Online Service screen will be displayed including the following blocks: 
The General Information block  

Note that the only request type available for you as a new customer is the “Business Partner Update Information” request which you will submit to register your account for the PHD online services. You can enter any notes in the “Customer Note” field.
The Applicant Details Block 

Note that this block displays your information. 
The Attachments Block  


Note that all of the required documents for your first registration is listed, all you have to do is to upload them and click on the “Submit” button at the bottom of the form, to send your request to the PHD employee for approval. 

Important Note: the registration service will be the only active service for the customer when the customer register for the first time.
















Log in and Create PHD Online Service Request
After your registration request for the first time is completed and approved by the PHD respective staff, you can login to start using the PHD online services (as needed)

Enter your SmartPass username and password at www.rak.ae


Select the name of the establishment for which you want to get the service.
Note that the list will include the establishments that are registered by your username.


Select “New Registration” option to apply for a new service, then click “Ok”.


Note: you can select “Get Drafts” option, if you have created service request draft before and you want to complete and submit them now, then click “Ok”.


The Public Health Department Online Service screen opens, and you can apply for a new service.


In General Information block, Select the Request Type, from the dropdown list which includes 52 requests types.

Enter your notes in the Customer Note field.

Note: 	The “Case Description” and the “Case Information” fields content will be changed as per the selected request type.	The Applicant Details block displays the information of the establishment that you have selected in the initial screen, and the information of its representative. 


The Attachments block displays the mandatory documents to be attached to complete the selected request. The list of the attachments will be changed as per the selected request type.

You can edit all attachments (add new or remove/replace existing) taking into consideration that mandatory attachments should be uploaded.
To upload documents: 
Click the “Upload” button, a window pops up allowing you to choose the files as shown below:

Browse for the file and Click on Add  the file will be uploaded successfully.
Repeat the steps to attach next documents.
Note: In case of incorrect upload, you can select the record and click the “Clear” button to remove it 


After you select the required request type, enter your note, and attach the mandatory documents, you have options to:
“Save As Draft” to save the request for later.
“Submit” to complete the request.
or even clear all fields by selecting “Back To Initial Screen” and confirm leaving the screen in the displayed confirmation message.
Click “Submit” and confirm the submission in the displayed confirmation message.
A screen will appear stating that the case is submitted in addition to the case ID.

To return to the main screen click “Back”
To print out the screen click “Print Result Form”

After the request is submitted, you need to access your cases on the RAK Portal www.rak.ae to pay the request fees, in order to send it to the PHD respective employees to review it and take the decision.




	Note: To get your feedback regarding the service procedure, the following happiness meter screen will pop up along with the request result screen allowing you to submit how happy you are for the same:
[image: ]
Select the required face and your evaluation will be submitted directly.

































[bookmark: _Toc37344864]My Cases

[bookmark: process]You can find the Submitted requests in “My Cases” tab, to access it please visit the Ras Al Khaimah Government website at www.rak.ae as shown on the screen below.

[image: ]Then, Click the “Service Guide” then click “Government” 
Next, select “RAK Municipality” 
[image: ]
[image: ]Next, Select the “Public Health Department” 

Next, Select “My Cases”

[image: ]

Next, Enter your SmartPass username and password.

[image: C:\Users\hebatallah.z\AppData\Local\Microsoft\Windows\INetCache\Content.Word\1.png]

“My Cases” tab will be displayed to show all of your transactions submitted to the Public Health Department and pending for payment (if not paid yet) or pending for PHD approval. 

[image: ]
“My Cases” Tab displays the service ID, description, type, applicant, creation date, final decision and the status for each request. 

	Note: you can do the following for each case/ request created:
· Print (As a Pdf) [image: ]
· Export (As excel files) [image: ]
When selecting the request, and perform any of Print version or export, the system will automatically generate / download the required case



· You will be able to view the details of the service request by selecting the required request and then clicking on the “Case Details” button 
[image: ]

The details screen of the selected request pops up to show all of its details as below:

[image: ]


· You will be able to view the attachments of the service request by selecting the required request and then clicking on the “Case Documents” button 

[image: ]

A screen will pop up to show all of the documents are attached to the selected request when it is created where you can upload any file or all of the files.

[image: ]
[bookmark: _Toc37065131][bookmark: _Toc37344865]Request Payment
In “My Cases” tab, you will be able to pay the fees of a service request by selecting the required request and then clicking on the “Payment Requests” button.

[image: ]

The following screen will be displayed to show the amount needed to be paid for the select request.
[image: ]
Click on the required payment item and then click on the “Pay Selected Item” button to move to the payments channels screen:
[image: ]
The system allows you to pay the required amount of money through different channels like the bank cards or the electronic dirham.
Select the required payment channel and click the “Pay” button to proceed with the payment process as usual.










[bookmark: _Toc37065132][bookmark: _Toc37344866]Customer Action 
Upon successful payment the request will be displayed for the DHP respective employee to review it and take the decision, but if the request requires a modification from the customer, then the employee will return it to the customer to apply the modification and then send it back after modification again for review.
When one of your request is returned to you for modification, you will find it in “My Notification” tab. To access “My Notification” tab, follow the same procedure you did to reach “My Cases” Tab.
In “My Notification” tab, you can open the request for modification as in the screen below:
[image: ]
To modify a request, follow the step below: 
1. Click the “Details” icon [image: ] to the right of the required request  the “Customer Action” screen pops up as below:
[image: ]
2. Click on “Open case” button to modify the request  the request details screen opens
[image: ]
3. Modify the request as per the PHD employee comments through add/replace or delete the request attachments.
4. Click the “Update” button. A confirmation message will pop up:
[image: ]
5. Click “Submit”, then you will return to the “Customer Action” screen: 
[image: ]
6. Click “Complete” and then “Save” to complete your modifications  the request will be  removed from “My Notifications” tab and the request will be submitted again to the PHD employee for review and take the decision.

After getting your request approved by the PHD employee, you will receive the required result such as certificate, online. The PHD employee will send you a soft copy of the required certificate on your Email through the system.















[bookmark: _Toc37344867]Appendix i
[bookmark: form]Establishment update information form


[bookmark: excel]
PHD online services prices
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التاريخ:   \   \

السلام عليكم ورحمة الله وبركاته،،

استمارة تحديث بيانات

Establishment Details                 البيانات الخاصة بالشركة                                                                      

		Company name:



License number:



Parcel Id:



Company mobile:



Company Email

		اسم الشركة: 



رقم الرخصة:



رقم القسيمة:



رقم الهاتف المتحرك للشركة:



البريد الالكترونى للشركة:





Representative Details         البيانات الخاصة بممثل الشركة                                                                      

		Representative name:    



ID type:



Emirates ID

هوية امارتية





ID number:



Relation to company:



Company owner

مالك الشركة





Mobile number:



User Email address:



Signature

التوقيع  

		







Passport

جواز سفر











Company manager

مدير الشركة

		اسم ممثل الشركة:



نوع التعريف:



Others

اخرى





رقم التعريف:



علاقته بالشركة:



Company representative

ممثل للشركة





رقم الهاتف المتحرك:



البريد الالكترونى للمستخدم:



Company stamp

ختم الشركة





............................................................................................................................................................



Kindly fill separate form for each company Representative \ Owner \Manager

منفصلة لكل ممثل \مالك \ مدير للشركة

[image: ]
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PHD+online+services+prices+&+description.xlsx
Sheet1

		No		English Name		Service Description_English		Required documents ُ EN		Fees

		1		To issue health card for workers in food establishment or working in public health related facilities (new/renewal)		To issue health card for workers in food establishment or working in public health related facilities		• Passport copy +Personal picture +EID copy +Visa copy 
		300

		2		NOC ship clearance		NOC ship clearance		request from shipping agent with (IMO Number) for ship -  Trade Licens of shipping agent - old health certificate if found - inspection report		200

		3		Health card replacement fee		To issue health card replacment for workers in food establishment or working in public health related facilities		• Passport copy +Personal picture +EID copy +Visa copy 
		25

		4		Approval of quality and safety systems consulting firms		This service enables the Systems and Safety consultancy Companies to obtain their accreditation among the companies allowed to work in the Emirate of Ras Al khaimah to provide their consulting and training services for licensed facilities in the Emirate		Company's profile, Trade License, Approval in Licesned Municipality, Training material		3000

		5		Approval renewal of quality and safety systems consulting firms		This service enables the Systems and Safety consultancy Companies to obtain their accreditation among the companies allowed to work in the Emirate of Ras Al khaimah to provide their consulting and training services for licensed facilities in the Emirate		Previous approval, Trade license, List of consultants,qualifications		2000

		6		Consultans approval application request from consulting firm  related to food quality and safety systems		Consultans approval application request from consulting firm  related to food quality and safety systems		CV, Educational certificates, Training certificates, Experience certificates, Emirates ID, Visa Copy 		1000

		7		New approval request to the awarding company for food quality and safety certificate		This service enables companies that donate food quality and safety certificates to obtain their accreditation among the companies allowed to work in Ras Al Khaimah to provide certification services to licensed facilities in the United Arab Emirates		Company profile, Accreditation with DAC/EIAC, Trade license		3000

		8		Renewal approval request to the awarding company for food quality and safety certificate		This service enables companies that provide food quality and safety certificates to obtain their accreditation among the companies allowed to work in Ras Al Khaimah to provide certification services to licensed facilities in the United Arab Emirates		Previous approval, Trade license, List of auditors,qualifications		2000

		9		Renewal approval request to audit awarding bodies for food quality and safety certificate		Renewal approval request to audit awarding bodies for food quality and safety certificate		Previous approval, Trade license, List of auditors,qualifications		1000

		10		Approval request for food safety manual		This service enables licensed establishments to request food control section  to audit their implemented food safety management system.		HACCP Manual, HACCP Certificate, trade license		500

		11		Approval request for food transport vehicle		This permit for food establishments that have a commercial license inside the Emirate can obtain a permit to transport and distribute food within the Emirate of Ras Al Khaimah.		1/ Trade  license 2 / Training certificate on the basics of food safety 3 / Calibration certificate (for refrigerated & frozen cars) 4 / Valid ownership of the vehicle 		50

		12		To approve food establishments layout		This service aims to facilitatie the premises to approve layout and design as a primary requirement before obtaining the license.		License form issued by the Economic Department+ Site Inspection form+ Business name+ Property ownership+ Building  permit+ Layout from an approved Enginering consultancy company  in Ras al Khaimah + Emirates ID of Applicant + In case of maintainance (Inspection report+ Trade License)		500

		13		Compliance certificate to health requirements		This permit enables licensed food establishments in Ras Al Khaimah to obtain  To whom it may concern certificate in meeting the health requirements and that they are  under the supervision of the Public Health Department in the Emirate of Ras Al Khaimah. 		Application request from the company+ Trade license		500

		14		Product discarding certificate		This service aims to discard all products that are damaged or Non-conforming to the food safety requirements.		Application from the company+ Trade license+ List of items(Free zone customs approval in case of free zone companies)		500

		15		To attest training certificate on food safety systems		This service enables employees of licensed food facilities in Ras Al Khaimah to obtain attested training certificate.		Training schedule,List of attendants, Result sheet		10

		16		To whom it may concern consumer section		To whom it may concern consumer		Other Documents		200

		17		To whom it may concern Lab secton 		To whom it may concern Lab secton 		Other Documents		200

		18		To whom it may concern Veterinary 		To whom it may concern Veterinary 		Other Documents		200

		19		To whom it may concern Food section		To whom it may concern Food section		Other Documents		200

		20		Food and water sample analysis		*Request for Testing Food Items and drinking water: This service enables  import / export corporations food
 manufacturers to ensure the quality of their food 
products and confirm that they are comply with the approved specifications and standards.
*Service time: 5 working days.
*Test samples must be dekivered to the laboratory with sufficient quantities for testing.
*Pay required fees.
*Receiving test report results within 5 - 10 working days
( Depend on time required for testing )		1. Commercial Licensce
2. Occupational Health Card.
3. Approved Vehicle for Transportation.		200

		21		Request annual food and water sample contract incase of laboratory absence within the company		This service aims industrial and professional establishements to obtain a contract to analyze food or water samples in the food control laboratory to ensure that they meet the standard specifications		Commercial Licensce+ Occupational Health Card.+Approved Vehicle for Transportation.
		6000

		22		Request annual food and water sample contract incase of laboratory absence within the company2		This service aims industrial and professional establishment to obtain a contract to analyze food or water samples in the food control laboratory to ensure that they meet the approved standard specifications		Commercial Licensce+ Occupational Health Card+Municipal Contract		5000

		23		Distrubition permit of food material		This permit enables food establishments that have commercial licenses outside the Emirate to obtain a permit to distribute food within the Emirate of Ras Al Khaimah.		1. Commercial Licensce ( Personal Not required)		3000

		24		Permit to sell corn machines		This service aims at providing the permit to the lisensed premises to install the vending machines in public places, and abide by the food safety specifications.		Request from the company + commercial license + list of products + certificate of registration of the machine in the UAE Specifications Authority + approval of the food transport vehicle		1100

		25		Permit to sell popcorn machines		This service aims at providing the permit to the lisensed premises to install the vending machines in public places, and abide by the food safety specifications.		Request from the company + commercial license + list of products + certificate of registration of the machine in the UAE Specifications Authority + approval of the food transport vehicle		600

		26		Permit to sell automatic candy vending machines		This service aims at providing the permit to the lisensed premises to install the vending machines in public places, and abide by the food safety specifications.		Request from the company + commercial license + list of products + certificate of registration of the machine in the Uae Specifications Authority + approval of the food transport vehicle		350

		27		Permit to sell automatic game machines		This service aims at providing the permit to the lisensed premises to install the vending machines in public places, and abide by the food safety specifications.		request from company + trade license + esma comformaty certificate + safety report		600

		28		Fireworks permit		This service aims at providing the permit to the lisensed premises to install the vending machines in public places, and abide by the food safety specifications.		request from company + trade license + esma comformaty certificate + safety report		600

		29		Permit to sell automatic refreshments and water coolers		This service aims at providing the permit to the lisensed premises to install the vending machines in public places, and abide by the food safety specifications.		Request from the company + commercial license + list of products + certificate of registration of the machine in the Uae Specifications Authority + approval of the food transport vehicle 		500

		30		Permit to transport fish outside the emirate		This service aims to enable establishments to obtain a permit that allows them to transport fish with approved transport vehicles that meet health requirements		Commercial Licensce+Approved Vehicle for Transportation.+Occupational Health Card.+Depositing 5000 dirhams of insurance to a company outside the emirate
		2000

		31		Permit to transport sheep outside the emirates		This service aims to enable the establishments to obtain a permit that allows them to transport sheep with certified transport vehicles that meet the health conditions		Commercial Licensce+Approved Vehicle for Transportation.+Occupational Health Card.+Depositing 5000 dirhams of insurance to a company outside the emirate
		1500

		32		To provide sample analysis with the help of lab technician		To provide sample analysis with the help of lab technician		 Trade license (if any), Request letter in case of personal sample,Payment reciept		100

		33		Inspection request of foodstuff (batch) consigmnets across other emirates ports		This service aims at providing the permit to the lisensed premises to install the vending machines in public places, and abide by the food safety specifications.		Transaction number in Zad system + filling out the pledge not to dispose of the shipment + shipping policy + health certificate + certificate of origin + customs entry permit + transfer form RRIS + Trade license + Authorized ID copy		300

		34		Release request on incoming foodstuff consigmnets through the emirates ports under the supervision of other 		Release request on incoming foodstuff consigmnets through the emirates ports under the supervision of other 		Transaction number in Zad system + filling out the pledge not to dispose of the shipment + shipping policy + health certificate + certificate of origin + customs entry permit + transfer form RRIS + Trade license + Authorized ID copy		100

		35		Renewal/ new approval request to audit food quality and safety certificate		This service aims at providing the  approval of auditors to audit food safety management systems in licensed establishments in the Emirates.		HACCP Manual, HACCP Certificate, trade license		1000

		36		Label permit for fish cleaning		Label permit for fish cleaning		Commercial Licensce+. Occupational Health Card+Municipal Contract		1200

		37		Approval request from food school suppliers ( not activated)		This service aims to approve all companies that require to supply food for educational facilities		1/Trade  license (Catering activity) 2/ Conttract with school or concern ministry 		200

		38		Site inspection visit consumer		Site inspection visit conusmer		 Request from the company+Commercial invoice+ Layout		100

		39		Site inspection visit Veterinary		Site inspection visit Veterinary		 Request from the company+Commercial invoice+ Layout		100

		40		Site inspection visit food section		Site inspection visit food section		 Request from the company+Commercial invoice+ Layout		100

		41		Annual permit for  animal or bird  transportation vehicle		This service aims to obtain dealers' approval of cars to transport animals or live birds after verifying that they meet the necessary health requirements.		Commercial Licensce+Approved Vehicle for Transportation.+Occupational Health Card.+Depositing 5000 dirhams of insurance to a company outside the emirate
		100

		42		Frozen or chilled meat validity consignment certificate		This service aims to check and issue a health certificate for chilled or frozen meat coming through the outlets		Commercial Licensce+Approved Vehicle for Transportation.+Occupational Health Card.+Depositing 5000 dirhams of insurance to a company outside the emirate
		200

		43		Health Penalty 		this service is for paying fines for establshment related to public health department		 Inspection report		Fine amount

		44		inspection fees ship		inspection fees ship		request from shipping agent with (IMO Number) for ship -  Trade Licens of shipping agent - old health certificate if found 		100

		45		Distrubition permit Pork  		This service aims to provide permits to the establishments that require to sell and trade pork products to non-Muslims.		1. Trade License
2. land owner Emirates ID
3.License owner Emirates ID
4. NOC from land owner
5 NOC from license owner
6. Interior floor plan of storage and selling area
7. Inspection report by Food control section
8.Request letter to public health department
		300

		46		 Pork Insurance 		This service aims to ensure that the authorized establishments comply with the sale and trade of pork products to non-Muslims, and meet all requirements.		Approved pork permit, License		15000

		47		Food and water sample analysis for individuals		*Request for Testing Food Items and drinking water: This service enables individuals to ensure the quality of their food 
products and confirm that they are comply with the approved specifications and standards.
*Service time: 5 working days.
*Test samples must be dekivered to the laboratory with sufficient quantities for testing.
*Pay required fees.
*Receiving test report results within 5 - 10 working days
( Depend on time required for testing )		*Copy of a valid EID+Contact number		according to samples amount

		48		Water Tank Cleaning Company Permit		This service enables companies working in the field of cleaning water tanks to obtainapproval to work in the Emirate of Ras Al Khaimah (Companies inside or outside Emirate of Ras al Khaimah)		 Trade license copy+ Company profile+ Store-tenancy contract+Store-photographs+Store-Location+Water tank cleaning permit in licensed Emirate+ Method statement+Risk analysis and migration process+List of tools and equipment+ Public health and safety dept. approval of cleaning materials+ MSDS of cleaning chemicals+Emergency rescue plan
+ Sample service report+Post cleaning checklist+Tank operator’s inspection checklist+Standard disinfection method+Training certificates of employees+Basic food hygiene training certificates etc.
		1100

		49		Certification of food product packaging		The service applies to all shipments of packaging materials for food, glass, metal pots, ceramics and plastics that comes in contact with the food exported from the Emirate of Ras Al Khaimah in order to ensure that they comply with health requirements and this service enables to ensure that the packaging materials for food items conform to the standard specification of food contact materials.		   application request from the company +commercial invoice + disclose of the contents + Heavy metal migration analysis certificate from an accredited laboratory   + commercial Trade license + letter of authorization to the service applicant + Emirates ID copy of the authorized person		200

		50		Annual sampling contract		Annual sampling contract		 Required documents 1 - Business license valid
2-  A copy of the certificate of haccp or ISO 22000 
3-  list of products manufactured and distributed in the Emirate of Ras Al Khaimah
4- In case the company contains a laboratory, you must provide proof of this and see the analysis in which it is carried out.
5- Emirates ID copy of the owner or manager
6- Contact numbers of the owner of the establishment
7- Legal authorization to the person authorized to sign 		according to samples amount

		51		lost replacement for layout approval		This service facilitates the establishments under supervision of  Department of Public Health, to issue them an original  copy of the Layout plan in case of loss or damage after applying officially for the service to the Department of Public Health,supported with evidence.		License form issued by the economic + site inspection form + Business name + property ownership + building permit + Layout plan approved by engineering consulting company in The Emirate of Ras Al Khaimah + identity of the applicant * in case of maintenance inspector report + commercial license		100

		52		Certificate validity fish markets		This service aims at inspecting and issuing a health certificate (fish validity) for fish after they are inspected and confirmed as valid for human consumption.		 Commercial Licensce+ Approved Vehicle for Transportation.
		50

		53		Business partner update information		To use PHD automated services, customer must head to  RaK.ae and Establishment and update Establishment information for the 1st time, and provide the required documents:		a) License copy
b) Lease Contract / Title Deed
c) Download and fill the  Establishment update information form
d) delegation letter from company that contains his name and EID and contact information		without
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