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If you are hiring employees in Singapore, you have certain obligations under
the Employment Act. Besides specifying the minimum terms and conditions of
employment, the Employment Act also spells out the rights and responsibilities
of employees and employers under a contract of service. In addition, if your
employee is a Singapore Citizen or Singapore Permanent Resident, you are
required to pay Central Provident Fund (CPP) contributions for them. We hope
that you will find this brochure useful in providing some basic information on
the Employment Act and the CPF Act.
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The Employment Act covers every employee!
(regardless of nationality) who is under a
contract of service with an employer, except:

> Managers and executives who earn basic
monthly salaries of more than $4,500

> Seafarers
> Domestic workers

> Statutory board and government
employees




Payment of Salary

Salary and overtime pay must be paid to your employees at least once a month
and according to this timeline:

Within 7 days
after the end of
the salary period

Salary must be paid by
7 Feb 2014

I B eV Overtime pay must be paid by
after the end of 14 Feb 2014
the salary period

Working Hours*

Contractual hours (excludes break time and overtime) of work should not be more
than 8 hours a day OR 44 hours a week.

9.00am to >
&.OOpm 1 hour 8 hours 8x55=44 houd

All work done in excess of the contractual hours specified above is considered as
overtime work. Overtime allowance is payable at 1.5 times the hourly basic rate if
you require your employees to work overtime. In general, including overtime, total

working hours should not exceed 12 hours a day.

Rest Days*

You should provide your employees at least one rest day every week without pay.
If they work on their rest day, you should pay them based on these terms:

At employer’'s | At employee’s | At employer's | At employee’s
request request request request

One day’s pay | Half-day’s pay | Two days’ pay |One day’s pay




Public Holidays, Sick Leave
and Annual Leave

Your employees are entitled to 11 paid public holidays per year2 or
payment-in-lieu or a replacement day-off. If they work on a public holiday,
they should be given an extra day’s salary on top of that day’s salary.

N

Your employees are entitled to 14 days of paid outpatient sick leave
and 60 days of hospitalisation leave per year if they have:

> worked with you for at least 3 months

> obtained a medical certificate from the company doctor or a
government doctor, and

> informed you of the sick leave within 48 hours.

For new employees, the number of days of paid sick leave that they are entitled to
depends on their service period:

i

o

5 15
8 30
1 45
14 60

14 P




Your employees are entitled to a

minimum of 7 days paid annual leave
if they have worked at least 3 months

for you. The number of annual leave

depends on the employment contract
but should not be less than the following:
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If you hire part-time employees, i.e. those who work less than 35 hours a week

under a contract of service, their em

ployment benefits should be pro-rated

according to the number of hours worked. This includes paid public holidays,
sick leave, annual leave and childcare leave.

Wovk life is so mach

be 4+ er when my boss

does +Hhe vight Hh ir\g!

- CPF Contributions

You are required to pay CPF contributions for
all employees who are Singapore Citizens/
Singapore Permanent Residents (SPRs) earning
more than $50 per month*. This is applicable
even if they are hired on a part-time/ ad-hoc/
contract basis or during their probation period.



How are CPF contribution rates
determined?

Computation of CPF Contributions

CPF Payable CPF Non-Payable



Do You Know?

> If your employee earns more than $50 but less than $500 in a month, they are
not required to make CPF contributions on their part. All CPF contributions must
be paid solely by you.

> With CPF contributions, eligible employees can receive Workfare Income
Supplement (WIS). Visit www.workfare.sg for more details.

> CPF contributions are computed in whole numbers.

/

As an employer, it is your obligation under the Employment Act and the
CPF Act to provide basic employment rights to your employees. By doing
so, you and your employees can benefit from government schemes such
as the Special Employment Credit and the Workfare Income Supplement
Scheme. Most employers do it right, so don't be the minority! There are
heavy penalties for non-compliance:

\

> Fine of between $3,000 and $15,000 and/or maximum 6 months’ jail

> Fine of between $6,000 and $30,000 and/or maximum 12 months’ jail for
subsequent offenders

> Late payment interest charged at 18% per annum (1.5% per month)

> Fine of up to $5,000 and no less than $1,000 per offence and/or up
to 6 months jail term

> Fine of up to $10,000 and no less than $2,000 per offence and/or
12 months jail term for subsequent offenders

> Fine of up to $10,000 and/or up to 7 years’ imprisonment if deductions from
the employee’s share of CPF contributions are withheld from the CPF Board /




Need more information on
Employment Act and CPF Act?

or email
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Jika anda mengambil pekerja di Singapura, anda terikat dengan beberapa
kewajipan di bawah Akta Pekerjaan. Selain dari menetapkan syarat dan
penentuan minima untuk pekerjaan tersebut, Akta Pekerjaan juga menjelaskan
hak-hak dan tanggungjawab bagi para pekerja dan majikan di bawah kontrak
perkhidmatan. Tambahan pula, jika pekerja anda adalah seorang warganegara
Singapura atau penduduk tetap Singapura, anda harus mencarum ke
Simpanan Wang Pekerja (CPP) mereka. Kami harap risalah ini bermanfaat
kepada anda dalam memberikan beberapa informasi asas tentang Akta
Pekerjaan dan Akta CPF.

Seorang pekevia Yan
oAl 2o
go\n sanaat
besarkepada apa
SAJA Ptv\mio\gmr\.

Akta Pekerjaan melindungi setiap pekerja'
(tanpa mengira kewarganegaraan) yang
mempunyai kontrak perkhidmatan dengan
majikannya, kecuali:

> Para pengurus dan eksekutif yang menerima
gaji bulanan asas melebihi $4,500

> Pelaut
> Pembantu rumahtangga

> Para pekerja lembaga berkanun dan
pemerintah

16



Pembayaran Gaji

Pembayaran gaji dan bayaran lebih masa harus dibayar ke para pekerja anda

sekurang-kurangnya sebulan sekali dan menurut garis masa ini:

Dalam masa 7 hari
selepas tempoh gaji
terakhir

Gaji harus dibayar
pada 7 Feb 2014

N

Dalam masa 14 hari
selepas tempoh gaiji
terakhir

dibayar pada 14 Feb 2014

Bayaran lebih masa harly

Waktu Kerja*

Waktu kontrak kerja (tidak termasuk waktu rehat dan waktu kerja lebih masa) tidak
seharusnya melebihi 8 jam sehari ATAU 44 jam seminggu.

-

9.00pagi hingga
6.00petang

1 jam

8 jam

8x55=44ja

m

~
/

Semua kerja yang dilakukan berlebihan daripada waktu kontrak yang ditentukan
di atas adalah dianggap kerja lebih masa. Elaun lebih masa boleh dibayar pada
1.5 kali kadar asas sejam sekiranya anda memerlukan pekerja anda untuk bekerja
lebih masa. Pada umumnya, termasuk lebih masa, jumlah waktu kerja tidak

dibenarkan lebih daripada 12 jam sehari.

Hari-Hari Rehat*

Anda harus memberi para pekerja anda sekurang-kurangnya atu hari rehat setiap
minggu tanpa gaji. Jika mereka bekerja pada hari cuti mereka, anda harus

membayar mereka berdasarkan syarat-syarat yang berikut:

Atas Atas Atas Atas
Permintaan Permintaan Permintaan Permintaan
Majikan Pekerja Majikan Pekerja

. : Gaiji . : - :
Gaji satu hari Setengah-hari Gaji dua hari | Gaiji satu hari

17



Cuti Umum, Cuti Sakit dan
Cuti Tahunan

\

Para pekerja anda berhak menerima 11 cuti umum bergaji setahun? atau
bayaran-sebagai-ganti atau penggantian hari cuti. Jika mereka bekerja pada
hari cuti umum, mereka harus diberi tambahan sehari gaji di atas gaji pada
hari tersebut.

18

Para pekerja anda layak menerima 14 hari cuti sakit bergaji sebagai
pesakit luar dan 60 hari cuti rawatan hospital jika mereka telah:

> bekerja dengan anda sekurang-kurangnya selama 3 bulan

> mendapat surat doktor daripada doktor syarikat anda atau
doktor pemerintah, dan

> memberitahu anda akan cuti sakit mereka dalam masa 48

\ jam.

Untuk para pekerja baru, jumlah hari cuti sakit bergaji yang layak mereka terima
bergantung pada tempoh perkhidmatan mereka:

¢ "

5 15
8 30
1 45
14 60




Cuti Tahunan* Tahun Cuti Tahunan

Perkhidmatan (Hari

#Ini berlaku khusus kepada gaji bulanan asas yang tidak
melebihi $4,500 bagi para pekerja buruh dan tidak melebihi
$2,500 bagi para pekerja lain.

Bagaimana pula para pekerja sambilan?

4 Caruman CPF tidak dibayar bagi yang berikut:

* Pelajar yang bekerja semasa cuti sekolah (caruman CPF boleh
dibayar untuk pelajar yang bekerja pada bulan November/
Disember setelah selesai peperiksaan peringkat ‘A")

* Para pelajar pendidikan tinggi yang bekerja di bawah program-
program latihan yang diiktiraf oleh Universiti Nasional Singapura,
Universiti Teknologi Nanyang, Universiti Pengurusan Singapura,
Institut Teknologi Singapura, Universiti Teknologi dan Rekabentuk
Singapura, Politeknik Nanyang, Politeknik Ngee Ann, Politeknik
Republik, Politeknik Singapura, Politeknik Temasek atau Institut
Pendidikan Teknikal

* Para pekerja di luar negara




Bagaimanakah kadar caruman CPF
ditentukan?

Pengiraan Caruman CPF

Dibayar CPF Tidak Dibayar CPF



TAHUKAH ANDA?

> Jika pekerja anda berpendapatan lebih dari $50 tetapi kurang dari $500 sebulan,
mereka tidak perlu mencarum ke CPF. Semua caruman CPF haruslah dibayar oleh
anda sepenuhnya.

> Dengan caruman CPF, para pekerja yang layak boleh menerima Skim Tambahan
Pendapatan Daya Kerja (WIS). Kunjungi ke www.workfare.sg untuk maklumat lanjut

> Caruman CPF dikira dalam angka penuh.

-

Di bawah Akta Pekerjaan dan Akta CPF, anda sebagai majikan
bertanggungjawab memperuntukkan hak pekerjaan asas kepada pekerja-
pekerja anda. Dengan melakukan demikian, anda dan para pekerja anda
boleh mendapat manfaat daripada pelbagai skim kerajaan seperti Kredit
Pekerjaan Istimewa dan Skim Tambahan Pendapatan Daya Kerja. Kebanyakan
majikan melakukannya dengan betul, maka janganlah menjadi yang minoriti!

Mereka yang tidak mematuhi akan menerima denda yang berat.

-

\

> Denda antara $3,000 dan $15,000 dan/atau penjara sehingga 6 bulan

> Denda antara $6,000 dan $30,000 dan/atau penjara sehingga 12 bulan
bagi mereka yang melakukan kesalahan berturut-turut

> Kadar faedah sebanyak 18% setahun (1.5% setiap bulan) bagi lewat bayar

> Denda sehingga $5,000 dan tidak kurang daripada $1,000 bagi setiap
kesalahan dan/atau penjara sehingga 6 bulan

> Denda sehingga $10,000 dan tidak kurang daripada $2,000 bagi setiap
kesalahan dan/atau penjara sehingga 12 bulan bagi mereka yang
melakukan kesalahan berturut-turut

> Denda sehingga $10,000 dan/atau penjara sehingga 7 tahun jika potongan
bahagian caruman CPF dari pihak pekerja ditahan daripada Lembaga CPF /

21



Ingin ketahui makilumat lanjut tentang
Akta Pekerjaan dan Akta CPF?

Lungsuri
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1800-221-9922

Email: workright@mom.gov.sg




Don’t just do it,
but do it right!




A WORKRIGHT INITIATIVE
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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 April 2014. The information written in this Guide is written in general terms and is not a complete statement
of the law.



