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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 (CPF) 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. 

Which employees are covered under 
The Employment Act?

The Employment Act covers every employee1 
(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

A happy employee 
is a gre at asset 
to any business!

1 Except Part IV of the Employment Act which applies mainly to workmen 
 and employees with basic monthly salaries not exceeding $4,500 and 
 $2,500 respectively. Part IV of the Employment Act does not apply to 
 managers and executives.
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Payment of Salary
Salary and overtime pay must be paid to your employees at least once a month 
and according to this timeline:

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.

Example

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:

# This applies mainly to workmen and employees with basic monthly salaries not exceeding $4,500 and $2,500 respectively.

Salary

Overtime Pay

Payment Deadline

Within 7 days  
after the end of 
the salary period

Salary must be paid by 
7 Feb 2014

Overtime pay must be paid by  
14 Feb 2014

Within 14 days  
after the end of  
the salary period

Example 
(Salary Period: 1Jan to 31 Jan 2014)

Working 
Hours

Lunch  
Break

Hours Worked  
for the Day

9.00am to 
6.00pm 1 hour 8 hours 8 x 5.5 = 44 hours

Hours Worked  
for the Week 

(assuming 5.5 day week)

Situation

Pay (Basic Rate)

Hours  
Worked Half Day or Less More than Half Day  

to Full Day

At employer’s  
request

One day’s pay

At employer’s  
request

Two days’ pay

At employee’s  
request

Half-day’s pay

At employee’s  
request

One day’s pay



3 Employees are deemed to be hospitalised if they are certified by a doctor to be in need of hospitalisation. They do not  
 necessarily have to be warded in a hospital.

Public Holidays, Sick Leave 
and Annual Leave

Public Holidays
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.

2 The public holidays are New Year’s Day, Chinese New Year (two days), Good Friday, Labour Day,  
  Vesak Day, National Day, Hari Raya Puasa, Hari Raya Haji, Deepavali and Christmas Day.

Sick Leave

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:

Paid  
Hospitalisation3  

Leave (Days)

Paid Outpatient  
Non-Hospitalisation  

Leave (Days)

No. of Months of  
Service Completed  
of A New Employee

3 months 5 15

8 30

11 45

14 60

14 60

4 months 

5 months 

6 months 

thereafter 
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4 CPF contributions are not payable for these cases:
•	 Students	who	work	during	their	gazetted	school	holidays	(CPF	

contributions are payable for students who work in November/
December after completing their ‘A’ level examinations)

•	 Tertiary	students	employed	under	training	programmes	approved	
by National University of Singapore, Nanyang Technological 
University, Singapore Management University, Singapore Institute 
of Technology, Singapore University of Technology and Design, 
Nanyang Polytechnic, Ngee Ann Polytechnic, Republic Polytechnic, 
Singapore Polytechnic, Temasek Polytechnic or Institute of 
Technical Education.

•	 Employees	working	overseas

Annual Leave
(Days)

Years of  
Service

1

4

2

5

3

6

7

8 and more

7

10

8

11

9

12

13

14

Annual Leave#

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:

#This applies mainly to workmen and employees with basic  
 monthly salaries not exceeding $4,500 and $2,500 respectively.

What about part-time employees?
If you hire part-time employees, i.e. those who work less than 35 hours a week 
under a contract of service, their employment benefits should be pro-rated 
according to the number of hours worked. This includes paid public holidays, 
sick leave, annual leave and childcare leave.

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 month4. This is applicable 
even if they are hired on a part-time/ ad-hoc/ 
contract basis or during their probation period.

fe is so much
be tt er when my boss
does the right thing!

Work liWkWk
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How are CPF contribution rates 
determined?

CPF contribution rates are determined  
by three factors:

 Employee’s age group

 Employee’s wage band

 Employee’s citizenship i.e. Singapore  
Citizen or Singapore Permanent  
Resident (SPR)* 

*Contributions for 1st and 2nd Year 
 SPRs are at graduated rates.

To calculate how much CPF contributions you  should pay, visit www.cpf.gov.sg 
and under Calculators and Games, select CPF Contribution Calculator  
(under Starting Work). 

Computation of CPF Contributions
The CPF contributions payable to your employees are computed based on the total 
wages that they earn each month. The tables below show the different types of 
payments that CPF contributions are payable and not payable for: 
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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.

Non-compliance

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:

Non-compliance of the Employment Act

 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

Non-compliance of the CPF Act

 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
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 You have a grace period of 14 days after the end of each month to make 

CPF contributions for your employees. If the 14th day of the grace period 

falls on a Saturday, Sunday or Public Holiday, the CPF contributions can be 

paid by the next working day.

Do You Know?

Need more information on
Employment Act and CPF Act?
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Notes



Don’t just do it,
but do it right!
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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.




