	CHECKLIST FOR COLLECTIVE AGREEMENT (IAC)

	This checklist sets out the main requirements for a Collective Agreement (CA) to be certified by the IAC.  Apart from these requirements, parties are advised to ensure that the provisions in the CA capture clearly, comprehensively and correctly the employment terms that have been agreed between the parties to minimise the possibility of disputes arising in the future.  It is the responsibility of the parties to exercise due care and diligence in preparing the CA.

	Collective Agreement Title:

	S/No.
	Checklist Items
	Explanatory Notes

	PREPARING THE COLLECTIVE AGREEMENT

	Meets Legal Requirements

	

	1 (
	Preamble to the CA states the names and registered addresses of all the parties to the CA (company/companies and union/unions) and the date of the agreement
	No other companies’ employees should be “covered” by the CA elsewhere in the CA other than those named in the preamble. Street addresses of the parties should be given, not PO Box numbers.

	2 (
	At least one representative each from the company and the union, as named in the preamble to the CA, sign at the end of the CA
	Also known as “signatories” to the Agreement

	3 (
	At least one signatory each from the company and the union signs on each page of the CA, including the Appendices
	

	4 (
	Any amendments to the CA must be signed by at least one signatory each from the company and the union
	

	5 (
	At least one person each from the company and the union witnesses the signing of the CA by the signatories 

	Witnesses to sign below the signatories

	Meets Industrial Relations (IR) Act and Other Labour Laws
	

	
	
	

	6 (
	Duration of CA is not less than 2 years, and not more than 3 years.  Start and end date of CA is in line with the duration stated
	Section 25(5)(a) of IR Act

	7 (
	There is provision for the parties to settle a dispute arising out of the operation of the CA while the CA is in force, including provision for reference of the dispute to a referee appointed under the IR Act 
	Section 25(5)(b) of IR Act

	8 (
	Requirements in the Employment Act and other labour laws are met as a minimum

	Provisions in the CA may be more favourable than provided under the law.  In this case, do not state that the provision is “in line with legislation”.

If the CA provides details of the benefit, it should cover the full scope of entitlement under the law, eg subject to CDCA (Child Development Co-Savings Act) criteria, parents are entitled to 6 days’ paid childcare leave a year for a child/children below the age of 7, and 2 days’ paid childcare leave a year for child/children between the ages of 7 and 12 (inclusive).  Both scenarios should be stated.


	9 (
	Where an Act is cited, the name of the Act is cited correctly.
	Eg:

· Industrial Relations Act
· Employment Act
· Child Development Co-Savings Act
· Retirement and Re-Employment Act
· Work Injury Compensation Act
· Workplace Safety and Health Act

	
	
	

	10 (
	Where a Section of an Act is cited, the section number is cited correctly
	Eg Section 38 of Employment Act on hours of work and overtime.


	Is Complete and Meets Admin Requirements
	

	11 (
	All pages in the CA are submitted, including Appendices if any
	Each page of the CA should be numbered eg “Page 5 of 30 (total)”

	12 (
	Clauses, sub-clauses, paragraphs, sub-paragraphs and Appendices are numbered correctly viz

-
in running order starting from the smallest number/letter,
-
no missing numbers/letters,
-
no repetition of numbers/letters
	Clauses should be numbered 1, 2, 3 etc; sub-clauses (1), (2), (3) etc; paragraphs (a), (b), (c) etc; sub-paragraphs (i), (ii), (iii) etc; in line with IAC’s numbering convention.

	13 (
	All Appendices are referred to in the body of the CA

	

	14 (
	The title of the agreement as stated in the Appendices tallies with that stated in the body of the CA
	

	15 (
	The CA follows the Approved Softcopy of Collective Agreement (ASCA) format
	Parties should use the ASCA and amend it as necessary when preparing the next CA

	SUBMITTING THE DRAFT COLLECTIVE AGREEMENT FOR VETTING

	16 (
	Softcopy of the draft CA is emailed to iac_enquiry@iac.gov.sg not less than one month before intended date of signing. Please send non-encrypted emails only.
[Note: IAC will contact parties for clarifications and/or amendments (if any). Both parties’ replies are required before any amendments are made to draft CA.]
	IAC will vet and advise parties

	SUBMITTING THE SIGNED COLLECTIVE AGREEMENT

	1
(
2
(
3
(

	Print IAC approved version of the CA for signing.
The printed, signed CA tallies exactly with the IAC approved version

The signatories and witnesses of both parties signed the CA and one signatory from each party initialled on every page.

	Print single sided
One witness from each party to sign

	4
(
	Printed, signed CA is filed with IAC within one week of the signing of the CA (along with the documents below)
	Section 25(1)(b) of IR Act

	5
(
	A completed copy of the CA questionnaire is submitted together with the printed, signed CA
	There is a CA questionnaire for SOS and SMOU CAs and another CA questionnaire for CAs from all other unions and the respective employers

	6
(
	A filing fee of $20 is paid by the time the printed, signed CA is submitted. Payment receipt to be submitted together with the printed, signed CA
	Mode of payment by internet banking or Paynow only. IAC will provide e-payment details to parties during registration.
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