The Mandatory Provident Fund Schemes Authority (MPFA) will issue
a participation certificate to your employer through his trustee
once he has participated in an MPF scheme. Your employer is
required to display the certificate at the work premises.

Furthermore, after your employer has enrolled you in the MPF
scheme, the trustee of the scheme is required to provide you with
an acceptance notice within 30 days, and a membership certificate
within 60 days. The trustee may send the documents to you
through your employer. If you have not received the documents,
please contact your employer or trustee to ensure you have been
enrolled in the MPF scheme.

Your employer must, by law, make the MPF contributions of each
month on or before the 10" day of the following month and
provide you with a “pay-record” within 7 working days after
contributions are made. The record should contain information
including the amount of relevant income and contributions, as well
as the date on which contributions were made. You may contact
your trustee directly to check the contribution record.

"

If you suspect that your employer has not enrolled you in an MPF
scheme or has failed to make contributions, please contact your
employer or the MPFA as soon as possible. The MPFA will conduct
investigation to protect your MPF rights.

MPF Tips: #3

Check your MPF
records regularly,
ensure contributions
are made correctly.

If you wish to learn more about the MPF rights of employees, please
refer to the following publications:

Publication Target audience] Main Content

What employees
should know
about MPF?

All employees

Enrolment and contribution
arrangements of regular
employees and what to note
in managing MPF accounts

New Wisdom in
MPF Management -
Tips on Managing
Personal Accounts

Employees who
have changed or
plan to change jobs
and employees
holding multiple
personal accounts

Features of MPF contribution
accounts and personal accounts,
and the ways to handle MPF
when changing jobs and what
to note in managing MPF
personal accounts

MPF Industry
Schemes
(e-version only on
the MPFA website)

Employers and
employees in
construction and
catering industries

Features, contribution
arrangements and FAQs of
Industry Schemes

Step-by-step
investing in MPF
funds

FAQs in MPF
Investment

All employees and
self-employed
persons

The six major decision points
of MPF Investment Journey,
including “What fund(s)
should | choose”, “Which MPF
scheme should | choose”,
“Should | make additional
MPF contributions or Tax
Deductible Voluntary
Contributions”, “What should
I do with my accrued benefits
when | change employer”,
“When and how should |
adjust my MPF fund choices”,
and “What should | do with
my MPF accrued benefits
when | retire "

Employee Choice
Arrangement -
MPF Boss Tactics

-

All employees and
employers

Details of Employee Choice
Arrangement, factors to
consider before making a

transfer and FAQs )

Soft copy of the above publications can be downloaded from the

MPFA website.
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According to the Mandatory Provident Fund Schemes Ordinance, if
you are aged 18 to 64 and employed for 60 days or more,
irrespective of your job nature as a full-time or part-time employee,
you are covered by the Mandatory Provident Fund (MPF) System.
Your employer must enrol you in an MPF scheme and make timely
contributions in accordance with the law.

« Counted by calendar days (including holidays)

« Determined by the employment relationship between the
employee and employer. The number of the employee’s
actual working days or hours is irrelevant

« Covers both full-time and part-time employments

Example 1:

Ms Cheung has been employed as a part-time cleaning

worker for three months. Her employment contract .
stipulates that she is required to work for four hours each g
day every Saturday and Sunday. During the last three
months, Ms Cheung has worked for 24 days and a total of
96 hours. Although she is a part-time employee and her
actual working days are less than 60 days, her employer
should enrol her in an MPF scheme and make contributions
as her employment period has exceeded 60 days. The
number of hours she has worked is irrelevant. The MPF
obligations of her employer are not affected by the
definition of “continuous contract of employment” under
the Employment Ordinance (commonly known as “418"
rule, an employment contract under which an employee
works continuously for the same employer for 4 weeks or
more, with at least 18 hours in each week).

Furthermore, employers cannot evade their MPF obligations by
breaking up an employee’s employment into periods of less than 60
days. If an employer and an employee enter into a series of such
employment contracts and there is evidence that the employment
relationship is not less than 60 days, the employer must enrol the
employee in an MPF scheme and make contributions.

= Example 2:

- Mr Wong is a security guard at a construction site. The
‘ [ security company he works for purposely breaks up his
employment into a series of 50-day contracts to him. After
& the first employment contract expires, the security company
3 would enter into another 50-day contract with Mr Wong on
] the same employment terms. Mr Wong has signed a total of
six of these contracts in a year. Although the employment
period of each contract is less than 60 days, the actual
employment situation shows that the employment
relationship between the security company and Mr Wong is
not less than 60 days. The security company therefore must

enrol him in an MPF scheme and make contributions.

* Under the existing MPF System, certain persons, such

Points to note:

* The “60-day” rule is not applicable to the construction N MPF Tips: #1
Once you meet the

60-day rule, you are

covered by the MPF

and catering industries. If you are a casual employee
from the construction or catering industry, and are
employed on a day-to-day basis or a fixed period of
less than 60 days, your employer must enrol you in an
MPF scheme and make contributions.

as domestic employees, are exempted. Please refer to System,
the leaflet “What employees should know about
MPF?” for details.
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000
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The amount of mandatory contributions is calculated with
reference to your relevant income, which refers to any wages,
salary, leave pay, fee, commission, bonus, gratuity, perquisite or
allowance, expressed in monetary terms, paid by an employer but
excluding severance payments or long service payments under the
Employment Ordinance.

(a) Monthly paid employees
In general, the scale of contributions for part-time employees is the
same as that of full-time employees.

Monthly relevant Employer’s mandatory | Employee’s mandatory
income contributions contributions
Less than $7,100 Relevant income x 5% Not required

$7,100 - $30,000 Relevant income x 5% Relevant Income x 5%

More than $30,000 $1,500 $1,500

If you are currently working for two part-time jobs, both employers
must enrol you in MPF schemes. Accordingly, you should have two
MPF contribution accounts. The two employers must make
contributions with reference to your relevant income in accordance
with the scale above.

Example 3:

Mr Chan is working for two part-time jobs. He works for a
logistics company in the morning with a monthly salary of
$7,100, and he also works as a courier in the afternoon with a
monthly salary of $2,500. The logistics company has enrolled Mr
Chan in an MPF scheme under Trustee A while the courier
service company has enrolled him in an MPF scheme under
Trustee B. Both employers have to make mandatory
contributions into the relevant contribution account. The
following table shows the monthly contribution amount to Mr
Chan'’s contribution accounts:

Employer.  Trustee  Employer’s mandatory Employee’s mandatory Monthly
contributions contributions contribution

amount
Logistics Trustee A $7,100 x 5% $7,100 x 5% $710
Company =$355 =$355
Courier Trustee B $2,500 x 5% Not required $125
Service = $125 (as Mr Chan’s relevant income

Company is lower than the minimum
relevant income level of $7,100)

Total contribution amount: $835

(b) Non-monthly paid employees

Part-time employees are commonly paid on a daily, weekly or
bi-monthly basis. Employers should calculate the minimum and
maximum relevant income levels in respect of different payroll
cycles based on the daily minimum relevant income level of $280
and the daily maximum level of $1,000 in determining the
contribution amount. If an employee is paid weekly, his maximum
relevant income level is $7,000 ($1,000 x 7 days) while his minimum
relevant income level is $1,960 ($280 x 7 days). The following table
illustrates the different contribution amounts of employers and
employees regarding different minimum and maximum relevant
income levels.

Relevant income Employer’s mandatory | Employee’s mandatory
contributions contributions

Lower than the minimum level Relevant income x 5% Not required

Between the minimum Relevant income x 5% Relevant income x 5%

and maximum levels

Higher than the maximum level Maximum level x 5% Maximum level x 5%
Example 4: 'Jl
Ms Ho works as a security guard of a shopping mall L :
every Saturday and Sunday. Her salary is $150 on A

Saturday and $180 on Sunday. Ms Ho is paid on a weekly |
basis. Therefore, she receives a salary of $330 ($150 +
$180) every week. Since her weekly relevant income is
lower than the weekly minimum relevant income level

of $1,960 ($280 x 7 days), she is not required to make

the employee’s mandatory contributions while her
employer has to make a weekly contribution of $16.5
($330 x 5%).

Points to note: \ U u

* Newly employed employees enjoy a contribution
holiday and are not required to make
contributions in the first 30 days of employment
and the following incomplete wage period. For
example, if an employee is paid on a monthly basis
and starts employment on 20 January, the
employer is not required to deduct the 5%
employee’s contributions from the employee’s
payrolls for January and February. However, this
contribution holiday does not apply to the
employer, who is required to make the employer’s
contributions for the employee from the first day
of employment.

MPF Tips: #2
Open an MPF
account for each
employment, calculate
contributions based on

the relevant income.




