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What is this about? . ith these Employment Act (EA)
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e OT disputes or claims can take several

iten Key Employment Terms {KET]
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« Pay workers their OT pay correctly and issue
them an itemised pay slip \
ot B TERRAOIBEE, FHRAR TR

ly accessible



Employers must issue written Key Employment

Terms (KET) to your workers and keep records
of their daily work hours
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Make work hour records readily
accessible to workers

RGeS EEF B SRV LFETERCR

* The KET must clearly state the working hours.
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® For workers covered under EA Part IV, the working hours in the
KET cannot be more than 44 hours in a week.*

SRMESENEMEPORT, EKETROSETIRE
THERBH A4/ *

* Employers who fail to issue written KET or fail to maintain work hour
records may be fined.
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*Up to 48 hours a week, but capped at a total of 88 hours in any confinuous 2-week
period, for workers who work less than 44 hours every alternate week. Up to an average
of 44 hours per week over a continuous 3-week period for shift workers.
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What employers should know
= i

For foreign workers, in addition to MOM's In-Principle
Approval (IPA) letter, employers must issue written KET with
the following details:

HIEMES L, BT ANBAIEAERNAERS (PA letter),

B EMIR HiZA T 2FENT BMIBEKET:

e Working hours and ® Rest day and paid

breck hours leave entitlements
TAERY 8] Re AR BB ] RE B RAFR R RN
e OT pay entiflements and e Salary period, dates of
OT rate of pay salary and OT payments
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Use a timesheet to record workers' daily
working hours
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The timesheet should record the daily start and end fimes.
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Most OT pay disputes or claims involved work hour records
p—— that had not been verified by the workers.
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How to have your work hour records verified?
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In addition to having the supervisors sign on work hour records,
employers should:
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 Get your workers fo check their work hour records and to sign against the records
after verifying that the records are correct.

UHATERSSHIENERR, HERIATREEEEZLENECR.

* Do the verification at least once a month and before OT payment is made.
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Timesheet THiERE Period B EA: g%%"éz f éghugn;ggg 4878
Name of Company: ABC Pte Ltd Name of Supervisor: Charles Lim
(‘ABRF: ABCRAARIRAS]) (BIER: &ERE
Name of Employee: Mr Jalal Raj Rest Day: Every Sunday
(ATHE: Eh) (2 H: 81T28A8)
Date Start Time |[End Time | Break Hours \Working Hours | Overtime Hours | Remarks
B#A FIEE |WTRE | REERE TtERdiE) il R &/E
»/4/2018 0900 1930 [ ? .5
3/4/2018 0900 1800 [ ? =
4/4/2018 0100 1830 [ ] 0.5
5/4/2018 0900 1800 [ ? -
o/4/2018 0900 1930 [ ? 0.5
7/4/2018 0100 1800 [ 4 4
Total hours worked T{F 281 44 6.5 g

/Z 7/4/2018

>
Signature of Supervisor/ Date

EIFE®/08

%ﬂ‘ﬂ—. 7/4/2018
Signature of Employee/ Date

RT#ER/BH




Pay workers their OT pay correctly and issue
them an itemised pay slip
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* Some employers, especially in the construction sector, are
calculating OT hours and OT pay incorrectly for work done
on Saturdays.
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Employers who fail fo issue complefe itemised pay slips
with OT hours and OT pay may be fined.
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Employers are expected to have KET, work hour records and
itemised pay slips readily available if a worker files a claim
against them. Otherwise, the Tripartite Alliance for Dispute
Management (TADM) will place greater weightage on the
worker's claim.
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Get your workers' OT pay for Saturday right!
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If a worker is required to work 8 hours per day from Monday fo Friday in a week, he is
entitled to OT after 4 hours on that Saturday.
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See pages 5 to 6 for example
of OT pay calculation and
itemised pay slip
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Name (5 T# ) : Tan Ah Kow

Basic Salary (BT #) : $750 / month (B8 H)

Working hours (T {ERT(8]) : Monday — Saturday, 9am — 6pm (daily)
(includes 1- hour lunch break) 2Hi—Z= £ HA7%,

EFORETFOR (BR) (BFEVNEFERIE)

* Mr Tan should be paid for 4 hours of OT worked for every Saturday worked.
BREEEST ERAN B RRSST 4TS,

 OT pay is 1.5 times the hourly basic rate of pay.
BRI R R DT 8\ WEATHEERNSE,

How to calculate Mr Tan's OT pay
for Saturdays worked?

far it BRR ST A 2 H7 RN R

STEP 1 - Calculate hourly basic rate of pay

g - TESDNESRTHEE

Hourly basic rate of pay S/ \itEARTEHEE

monthly basic pay
12months B x BREEARTIH _ 12 x $750

52 weeks [ x 44 hours /it - 52 x A4
= $3.90 (rounded ##{iI%R)

STEP 2 - Calculate hourly rate of OT pay
228 - itES/ MR
Hourly rate of OTE™ =$3.90x 1.5
= $5.90 (rounded #{i1#%)

STEP 3 - Calculate OT pay for work done on
1 Saturday (4 hours of OT)

23 - iTES—TEN RIS

OT pay MNBEE = $5.90 x 4 OT hours HNIEATER
= $23.60




Example of ltemised Pay Slip
e e

Payslip for__1April 2018 ;30 April 2018
kg 2018%F4A1H 2018%F4H30H

Name of Employer (BERZF)

ABCPte Ltd (ABCTAABIRLAE])

Name of Employee (RTHR)

Tan Ah Kow

Basic Pay (E4T#) $750 (A)
EE smo ®
Food (&%) $200

Total Deductions (/215R) N.A. ()

(Breakdown shown below) (5 TR FYBEZ T7)

Employee’s CPF Deduction (5 T/AME40) N.A.

Date of Payment ({37 BHA)
5May 2018 (201855H5H)
Mode of Payment ({FFRAZZ0)

71D Cash (%) / Cheque (X E)

Overtime Details* (ANIE4AT*)

1 April 2018 to 30 April 2018

Overtime Payment Period(s) (INBE2EsZ{4EHA) (2018%E4 B1H = 2018548 300)

Additional Resources

B EIR

Scan this QR code for informa-
tion on the EA requirements for
written KET and itemised pay
slips, including useful templates.

BRI ORBINRIA T BEESH e -
EEERE R R F kR F AR5 :ev E;ﬂ;::?g::wm /
*31, ﬂ?ﬁiﬁﬁﬁzﬂo a?tiﬁtlmise?i

Pay Slips

;
S T— Employers who adopt pre-approved HR IT solutions
! Coamen  can receive funding under the Lean Enterprise Development

(LED) Scheme.
¥ {ERMSEHERN AN ERREBR S RNET AIEAEE LR RITR
R (Lean Enterprise Development Scheme, fEF#RLEDi%I)FHEBNED.

Overtime Hours Worked (hn#fR%%) 16

Total Overtime Pay (Z1nHE%) $94.40 (@)

Item (Z8IR) Amount (&)

Other Additional Payments (HE{35) N.A (E)
(Breakdown shown below) (5 IRFIBELE T75) o

NetPay (%K) (A+B-C+D+E) $1,044.40

Employer’s CPF Contributions (B EAFR&35TE) N.A.

BRAME 2315, 1ERRMIQREERERE LA TR #E:
enquiry@enterprisesg.gov.sg / leds@mom.gov.sg

SIGN UP l

Employers can sign up for TAFEP's workshops on the EA to
know how to comply with the EA and improve your
employment practices.
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