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Your Responsibilities

Do ensure you understand your responsibilities and read
any fine print to avoid unnecessary disputes. Maximise
your potential by developing and honing your skills with

your employer, and you will do just fine.

Here’s wishing you a happy

and successful career! v v

tafep.sg

About the Tripartite Alliance for Fair and
Progressive Employment Practices (TAFEP)

Tripartite Alliance for Fair and Progressive Employment
Practices (TAFEP) promotes the adoption of fair, responsible
and progressive employment practices among employers,
employees and the general public. Leveraging its unique
tripartite identity, TAFEP works in partnership with employer
organisations, unions and the government to create
awareness and facilitate the adoption of fair, responsible and
progressive employment practices. TAFEP provides tools and
resources, including training workshops, advisory services,
and educational materials, to help organisations implement
these employment practices.

For more information on fair, responsible and progressive
employment practices, please refer to tafep.sg.
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to Understanding
Employment Contracts

A
A
v

This guide is produced by the Tripartite Alliance for Fair
and Progressive Employment Practices.

You may also download a copy of this guide from the
website of Tripartite Alliance for Fair and Progressive
Employment Practices.

All information in this guide is correct as of October 2016.

All rights reserved. No part of these contents may be
reproduced in any form or by any electronic or mechanical
means, including information storage and retrieval systems
without permission in writing from the publisher.
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Getting ready for
your first step into

!

Does the contract state the statutory leave entitlement?
which should cover the following?

Annual leave

Outpatient sick and hospitalisation leave

Maternity leave

Do look out for any penalties, e.g. Early termination
of contract, failing to meet performance targets
or misconduct.

1 Part IV of the Employment Act, which provides for rest days, hours of work,
annual leave and other conditions of service, and only applies to a workman
(doing manual labour) earning a basic monthly salary of not more than $4,500;

or an employee who is not a workman, but who is covered by the Employment Act
and earns a monthly basic salary of not more than $2,500.

Paternity leave
Childcare leave

2 The Employment Act is Singapore’s main labour law. It provides for the basic
terms and working conditions for all types of employees, with some exceptions
please refer to the website of Ministry of Manpower.
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1. Type of Contract Does the company provide medical benefits?
th k' Id 9 Is this a permanent position or a contract where you will e.g. Health insurance, dental benefits etc.
e WO r In g WO r H be employed for a fixed duration? What other benefits does the company offer? v
It is an exciting tim iallv when receiv ri - Does your contract state when your employment - .
Otﬁzraanz g:nt?atct e, especially when you receive your job 5 should start? 5 5. Working Arrangements
; If it is a fixed contract, does it state when your contract ; What are your working arrangements?
But what do all these terms, conditions and jargon in your . should start and the duration of the contract? . What are your d?ily working hours.?
contract mean and what should you be looking out for? Does your contract state that your employment is subject Will you be required to work on shift?
| to other terms and conditions? e.g. Those found | If so, what is the shift roster and does it provide
This guide highlights the key areas of your employment in your employer’s staff handbook. sufficient rest days? _
contract that will help you understand and assess it with ! Do ask for a copy of the staff handbook when you ! What are the number of working days per week,
the right questions. : begin employment. : and rest days?
' ! If you are covered by the Employment Act, do refer to
Use this simple checklist to ensure you are aware of all 2. About the Job Pgrf IV of the I.Employment Act' which will give you the
your commitments and entitlements when you sign your Does the contract state the title of your position? minimum requirements for rest days, hours of work,
new contract of service. Have you been given a job description? annual leave and other conditions of service.
1 Are there aspects of the job, work conditions or 1 . .
As companies’ practices may vary, this checklist is not : performance targets that you need to pay attention to? : 6. Probation Pe_rIOd _
exhaustive, but we hope that it will provide you with the i i Is there a probation pe.rllod? _ .
right perspective when you assess the offer. ' 3. Salary and Payments ' Which terms and conditions are different during the
; Does the contract state the basic salary as agreed during ; probation period?
. . - the course of engagement? -
What ISa contract Of Sel‘VIce? : Are there any fixed allowances which were agreed upon, : 7. Termination
It is an agreement in which one person, or company, agrees - and are these in the contract? - What is the notice period for termi.natioh of contract,
to employ another as an employee, and the employee agrees ; Are the pay.ment conditions, if any, cIef:lrIy sp.elt out? ; before and .after e.mployment c.onfllrmatlon?
to work for the employer. The agreement can be written, Are you entitled to bonuses and other incentives? Are the notice Pe”.OdSO for terminating the contract
verbal, expressed or implied — in the form of a letter of ; What s the frequency of salary payment? o ; equal for both partn.'-zs. . .
appointment or employment, or an apprenticeship agreement. i If you are employed as a Manager or Executive with i Are there clagses I.n Fhe con.tr.act .WhICh restrict ygur
i a monthly basic salary of more than $4,500, you are i employment in a similar position in other companies
i not covered under Part IV of the Employment Act.’ : or industry when you leave the company?
4. Leave and Other Benefits 8. Penalties



