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No. S 148

EMPLOYMENT ACT
(CHAPTER 91)

EMPLOYMENT (EMPLOYMENT RECORDS,
KEY EMPLOYMENT TERMS AND PAY SLIPS)
REGULATIONS 2016

In exercise of the powers conferred by section 139 of the Employment Act, the
Minister for Manpower makes the following Regulations:
Citation and commencement

1. These Regulations are the Employment (Employment Records, Key Employment
Terms and Pay Slips) Regulations 2016 and come into operation on 1 April 2016.

Definitions
2. In these Regulations, unless the context otherwise requires —

“identity card”, for an individual, means an identity card issued to the individual
under the National Registration Act (Cap. 201);

“serving employee” means an individual, who on 1 April 2016, is an employee;
“work pass”, for an individual, means a work pass issued to the individual under
the Employment of Foreign Manpower Act (Cap. 91A).
Application of Regulations

3. These Regulations apply to and in relation to every serving employee, and every
person who becomes an employee on or after 1 April 2016.

Employee records — content

4. For the purposes of section 95(1) of the Act, an employer must make employee
records relating to an employee for every matter specified in the First Schedule, and
every employee record relating to an employee of an employer must be about the
employee’s period of employment with the employer, starting from —

(a) 1 April 2016; or

(b) the first day of the employee’s employment with the employer if that is
after 1 April 2016.
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Employee records — retention period

5. For the purposes of section 95(1) of the Act, the record retention period for an
employee record relating to an employee of an employer 1s —

(a) for an employee record relating to a matter in item 1, 2 or 3 of the First
Schedule, during the period of employment with the employer and, if
employment with the employer ends, for one year after the last day of
employment with the employer; and

(b) for each entry made to an employee record relating to a matter described in
any other item of the First Schedule, a period of 2 years after the entry is
made and, if employment with the employer ends, for one year after the
last day of employment with the employer.

Key employment terms

6.—(1) For the purposes of section 95A(1)(b) of the Act, the prescribed minimum
period of service is a continuous period of 14 days.

(2) For the purposes of section 95A(7) of the Act, every employment term specified
in the Second Schedule is a key employment term.

Pay slip — time of giving
7.—(1) For the purposes of section 96(1)(a) of the Act and subject to paragraph (2),

an employer must give to an employee a pay slip in accordance with the following:
(a) if the pay slip is a single pay slip relating to one salary period —

(1) on the day the salary is paid to the employee (called in this
regulation the salary payment date); or

(i) if it is not possible to give the pay slip on the salary payment
date, not later than 3 days (excluding any Saturday, Sunday or
public holiday) after the salary payment date;

(b) if the pay slip is a consolidated pay slip relating to 2 or more salary
periods, at least once a month —

(1) on any salary payment date in that month; or

(i) if it is not possible to give the pay slip on a salary payment date
in that month, not later than 3 days (excluding any Saturday,
Sunday or public holiday) after that salary payment date.

(2) Where an employee’s employment with an employer ends, a pay slip, relating to
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all salary periods for which a pay slip was earlier not given, must be given —

(a) on the salary payment date relating to the last salary period preceding the
end of employment; or

(b) on the employee’s last day of employment with the employer.

(3) An employer must give to the employee a pay slip for every sum paid by the
employer under section 22 or 23 of the Act —

(a) on the day the sum is paid; or
(b) on the employee’s last day of employment with the employer.

(4) To avoid doubt, a sum is paid by the employer even where the employee is not in
receipt of such sum due to a set-off or deduction by the employer.

Pay slip — form

8. For the purposes of section 96(2) of the Act, an employer must give to every
employee of the employer a pay slip in the form of —

(a) if the employee’s salary period is one month, a single pay slip for that
salary period; or

(b) if the employee’s salary period is less than one month —

(1) a consolidated pay slip for all the preceding salary periods for
which a pay slip was not given; or

(il) a separate single pay slip for each salary period.

Pay slip — content

9. For the purposes of section 96(2) of the Act, a pay slip must contain the
information specified in the Third Schedule.
Record of public holidays, etc.

10. During each year, every employer must maintain and conspicuously display at
each place at which the employer’s employees are employed to work a record
specifying —

(a) all of the public holidays for that year; and

(b) any day in that year which the employer and all of the employer’s
employees working at that place have agreed may be substituted for any
public holiday in that year.
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