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TOOLKIT

Simple Steps
to Comply with
Employment Laws
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This toolkit helps employers comply with the
Employment Act and CPF Act in 6 simple steps.
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Give written Key
Employment Terms
(KETs) to your
employees .
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What are Key Employment Terms
(KETs)?

Key Employment Terms, or KETs, set out the employment terms for your
employees, and should include the items listed in the table on the next page.
You can state the KETs in their employment contracts.

Must | give a copy of KETs to all my employees?
It is mandatory to give KETs to your employees covered under

the Employment Act who are hired on/after 1 April 2016 and if you are
hiring them for a continuous period of 14 days or more.

When must | give the KETs to my employees?

The KETs must be given to your employees within
14 days after the first day of employment.

Must | provide a hard copy of the KETs to my employees?

You can give the KETs to them in hard or soft copy.
Refer to Annex A for the KETs template.



Key Employment Terms (KETs)

Details of
employment

Working hours
and rest day

Salary

Leave and
medical benefits

Others

1.Full name of employer

2. Full name of employee (as specified on the identity card,
work pass or passport)

3.Job title, main duties and responsibilities

4. Start date of employment

5. Duration of employment
(if employees are on a fixed-term contract)

6. Working arrangements:
¢ Daily working hours (e.g. 9.00am to 6.00pm,
including 1 hour lunch break)
¢ Number of working days per week (e.g. 5)
¢ Rest day (e.g. Sunday)

7. Salary period (e.g. 1 Jan 2019 to 31 Jan 2019)
8. Basic salary
For hourly, daily or piece-rated workers, you should also
indicate the basic rate of pay (e.g. $X per hour, day or piece)
9. Fixed allowances
10. Fixed deductions
11. Overtime payment period (if different from salary period)
12. Overtime rate of pay
13. Other salary-related components, such as
¢ Bonuses
¢ Incentives

14. Types of leave, such as:
e Annual leave
e Qutpatient sick leave
¢ Hospitalisation leave
e Maternity leave
¢ Paternity leave
e Childcare leave
15. Other medical benefits, such as:
® |[nsurance
¢ Medical/Dental benefits

16. Probation period
17. Notice period
18. (Optional) Place of work
¢ Indicate if the work location is different from
the employer’s address. Although this is optional,
you are strongly encouraged to include this



Monitor and keep ___
a record of your =
employees’
attendance and
working hours

Why do | have to maintain such records?

Having a proper record will allow you to correctly work out your employees’
salaries, including overtime. This will help prevent misunderstandings and
minimise disputes at the workplace.

How should I keep track of their working hours?

You could use a timesheet like the sample provided in Annex B.

What is the maximum overtime hours
for each of my employees?

Including overtime, an employee should not work more than 12 hours a day
(excluding break times). In a month, his total overtime must not exceed 72 hours.

Did You Know?

Regulations on working hours and overtime payment under the Employment Act
are only applicable to workmen whose basic monthly salaries do not exceed $4,500
and non-workmen whose basic monthly salaries do not exceed $2,600. They are not
applicable to managers and executives.

If you have workers who are on shift work arrangements, please refer to the MOM website:
www.mom.gov.sg > Employment practices > Hours of work, overtime and rest day


https://www.mom.gov.sg/employment-practices/hours-of-work-overtime-and-rest-days

Pay your employees
on time and
correctly

When must | pay my employees their monthly salaries?

You must pay them within 7 calendar days after the end of the salary period.

When must | pay their overtime pay?

You must pay them within 14 calendar days after the end of the salary period.

How do | calculate my employees’ salaries and overtime payment?

Overtime pay is calculated at 1.5 times the hourly basic rate of pay.
Please refer to the example below for the calculation of overtime work.

For an employee who is monthly-rated, his hourly

basic rate of pay can be calculated as such:

Total basic pay 12 months in a year x
in a year monthly basic rate of pay
Total number of - 52 weeks in a year x
working hours in a year 44 hours in a week

For example, the hourly basic rate of pay for an employee
who earns $1,200 basic salary per month is:

12 x $1,200

= $6.30 (to the nearest cent)
52 x 44

For each hour of overtime that the employee works, the overtime pay is calculated as:
$6.30 x 1.5 (overtime rate) = $9.50 (to the nearest cent)

To calculate overtime pay with our online calculator, please refer to the MOM website:
www.mom.gov.sg > Employment practices > Salary > Calculate overtime pay


https://www.mom.gov.sg/employment-practices/salary/calculate-overtime-pay

Give itemised pay slips
to your employees

PAY sLip /]e

What is an itemised pay slip?

An itemised pay slip gives a breakdown of the various components that
make up an employee’s salary. Please refer to the items that you should include
in an itemised pay slip listed in the table on the next page. You may refer to
Annex C for a pay slip template.

Must | give a copy of the itemised pay slips to all my employees?

You must give itemised pay slips to your employees who are covered
under the Employment Act.

When must | give pay slips to my employees?

You must give them the pay slips together with their salary or within 3 working days
after salary is paid. If payments are made more than once a month, employers can
consolidate pay slips. In the case of termination or dismissal, pay slips must be given
together with outstanding salary.

In what form can itemised pay slips take?

Similar to KETs, pay slips can be given in hard or soft copy.

Must | keep a record of all pay slips given to employees?

For current employees, you must keep a record of their latest 2 years' pay slips.
For ex-employees, you must keep their latest 2 years' pay slips for a period of
1 year after they leave employment.



Salary details

Allowances,
deductions
and others

Overtime details

Net salary

N —

12.

. Full name of employer
. Full name of employee (as specified on

the identity card, work pass or passport)

. Date of payment (or dates, if the pay slips

consolidate multiple payments)
e Salary
¢ Overtime

. Basic salary

For hourly, daily or piece-rated workers,
indicate all of the following:
¢ Basic rate of pay
(e.g. $X per hour, day or piece)
¢ Total number of hours or days worked
or pieces produced

. Start and end dates of salary period

(e.g. 1 Jan 2019 to 31 Jan 2019)

. Allowances paid in each salary period, such as:

e Fixed allowances (e.g. transport)
¢ All ad-hoc allowances
(e.g. one-off uniform allowance)

. Any other additional payment in each salary

period, such as:
* Bonuses
¢ Rest day pay
¢ Public holiday pay

. Deductions made in each salary period, such as:

e All fixed deductions
(e.g. employee’s CPF contribution)

¢ All ad-hoc deductions (e.g. deductions
for no-pay leave, absence from work)

. Overtime hours worked
10.
11.

Overtime pay
Start and end dates of overtime payment period
(if different from salary period)

Net salary paid in total



Contribute the correct
amount to your employees’
CPF accounts and do so
on time
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Which employees do | need

to pay CPF for?

All employees who earn more than $50 a month and are Singapore Citizens
or Permanent Residents employed in Singapore, whether they are working
full-time, part-time, adhoc, on contract, or on probation.

Are CPF contributions from me required only

for my employees’ basic salary?

No. You must make CPF contributions for their basic salary, allowance, and
overtime pay, among other kinds of payments.

For more details, please refer to cpf.gov.sg/employers


http://cpf.gov.sg/employers

Give your employees
their paid public holidays
and leave entitlements
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Yes. Your employees are entitled to 11 paid public holidays every year. 2 22 2 2¢ 2 2 2

Please refer to www.mom.gov.sg for the list of gazetted public holidays. _

Your employees’ leave entitlements include annual leave, sick leave,
and hospitalisation leave. Please refer to the box below for details and
Annex D for template of the leave record form.

Your employees’ leave entitlements
include paid annual leave, paid sick leave
and paid hospitalisation leave.

¢ Paid annual leave: 7 days in your employees’ first year of
service and 1 more day per year for each additional year
worked. Employees will have 14 days of annual leave from
their 8th year of service.

¢ Paid outpatient sick leave: 14 days for your employees who
have worked at least 6 months.

¢ Paid hospitalisation leave: Up to 60 days for your employees
who have worked at least 6 months (inclusive of 14 days of
paid outpatient sick leave).

Did you know?

If your employees have worked at least 3 months but less than
1 year, the number of days they are entitled to will be pro-rated
based on the number of full months they have worked. This is
also applicable to employees who are on probation. For more
details on leave entitlements, please refer to the MOM website:
www.mom.gov.sg > Employment Practices > Leave



https://www.mom.gov.sg/employment-practices/leave
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https://www.mom.gov.sg/employment-practices/hours-of-work-overtime-and-rest-days
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https://www.mom.gov.sg/employment-practices/salary/calculate-overtime-pay
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Annex A - Key Employment Terms Template

Key Employment Terms

All fields are mandatory, unless they are not applicable

Section A | Details of Employment Section D | Leave and Medical Benefits

Company Name

Employee Name

Employee NRIC/FIN

Employment Start Date

Job Title, Main Duties and Responsibilities

Full-Time Employment
Part-Time Employment

Duration of Employment
(only for employees on fixed term contract)

Place of Work

Section B | Working Hours and Rest Day

Details of Working Hours

eg.

- Start & End Time (Weekday & Weekend)

- Break Hours

- Total Working Hours (excluding break hours)

Number of Working Days Per Week

Rest Day
(specify day)

Section C | Salary

Salary Period:
Hourly Daily Weekly
Fortnightly Monthly

Overtime Payment Period:

(only if different from salary period)
Hourly Daily Weekly
Fortnightly Monthly

Fixed Allowances Per Salary Period

Item Allowance ($)

Total Fixed
Allowances

Other Salary-Related Components

Date(s) of Salary Payment

Date(s) of Overtime Payment

Basic Salary (perPeriod)
(specify hourly rate if on part-time employment)

Overtime Rate of Pay

(only if working hours more than 8 hours a day
or 44 hours a week)

Fixed Deductions Per Salary Period

Iltem Deduction ($)
Total Fixed
Deductions

CPF Contributions Payable

(subject to prevailing CPF contribution rates)

Issued on:

All information accurate as of issuance date

DD /MM/YYYY

Types of Leave
(applicable if service is at least 3 months)

Other Types of Leave
(e.g. Paid Maternity Leave)

Paid Annual Leave

Per Year: (days/hrs)

(for 1st year of service)

Paid Outpatient Sick

Leave Per Year: (days/hrs) Paid Medical Examination Fee
Paid Hospitalisation Other Medical Benefits

Leave Per Year: (days/hrs)  (optional, to specify)

(Note that paid hospitalisation per year is inclusive of paid
outpatient sick leave. Leave entitlement for part-time
employees may be pro-rated based on hours.)

Section E | Others

Notice Period for Termination of

Length of Probation: Employment

Probation Start Date:

(initiated by either party whereby the length shall be
the same)

Probation End Date:

Please refer to www.mom.gov.sg for more details on employment laws, leave benefits and soft copy
of the KETs template.
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Annex A - Samples of Key Employment Terms
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Annex B/ [fi# B

Timesheet
Template & Sample
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Annex B - Timesheet Template

Timesheet -

DDMMYY DDMMYY
Name of Company : Name of Supervisor :
Name of Employee : Rest Day:

Start Time End Time Break Hours Working Hours Overtime Hours

(Not exceeding 72hrs a month) Remarks

Total

Signature of employee / Date Signature of supervisor / Date
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Annex B - Sample of Timesheet
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Annex C /iR C

Itemised Pay Slip
Template & Sample
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Annex C - ltemised Pay Slip Template

Iltemised Pay Slip -

DDMMYY DDMMYY

Name of Employer Date of Payment

Name of Employee Mode of Payment

Cash / Cheque / Bank Deposit

Basic Pay Overtime Payment Period(s)

Total Allowances ®B) Overtime Hours Worked

(Breakdown shown below)
Total Overtime Pay (D)
Other Additional Payments )
(Breakdown shown below)

Total Deductions ©

(Breakdown shown below)

Employee’s CPF Deduction

Net Pay (A+B-C+D +E)

Employer’s CPF
Contribution
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Annex C - Sample of Itemised Pay Slip
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Annex D / f{® D

Leave Record Form
Template & Sample
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Annex D - Leave Record Form Template

Leave Record

Name of Employee :

No. of Days Carried Forward No. of Entitled Days
NRIC No. : Type of Leave From Previous Year(s) This Year
Contact No.: Annual Leave
Job Title :
Sick Leave
Date Joined :

Date From Whole Day / Half Day No. of Days Type of Leave / Reason Approved By

(Name, Signature, Date)

Total Days Taken No. of Days to be Carried
B This Year Forward to Next Year

Annual Leave

Sick Leave
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Annex D - Sample of Leave Record
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Need help? Call:
NEETED, IEIK
1800-221-9922

Email /EBHB:
workright@mom.gov.sg



right

MINISTRY OF
MANPOWER

TA

Tripartite Alliance for
Fair & Progressive Employment Practices

This guide is produced by the Workright Initiative under the Ministry of Manpower and the Central Provident Fund Board.
All information in this guide is correct as of January 2020. The information in this guide is written in general terms and is not a complete statement of the law.



