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1 Risk Based Assessment 
 This manual is for the Compliance Inspection under The Shops and Establishments Act. 

1.1 Classification criteria 
The Factory/ establishments will be categorised in High risk, Medium risk & Low risk entities based 

upon following risk parameters. 

Table 1: Classification of Low Risk, Medium Risk & High Risk establishments in terms of verification required and deadline 

Risk Parameters Low Risk Medium Risk High Risk 

Hazardous/Non-
Hazardous 

Non-Hazardous Non-Hazardous Hazardous and 
extremely hazardous 

Lockouts/Strikes/Accident No No Yes in any one area 

Number of workers Less than 250 More than 250 NA 

Type of Inspection/ 
Certification Required 

Exempted Third Party 
Certification 

Departmental 
Inspection 

Deadline 30 June 30 June 30 June 

 

The following link has the risk criteria to assess the risk in a unit/establishment 

http://www.cglabour.nic.in/ShramAyukt/EODSERVICES.aspx?ID=8  

 

1.2 Risk classification based inspection procedure 
Low Risk Industries: Low risk industries are exempt from inspection. However, the department on a 

random basis through computerized based allocation will inspect 5% of the low risk industries. 

Medium Risk Industries: The medium risk industries will have the option of third party certification 

and these units will be exempt from departmental inspection. The deadline of submitting the Third 

Party Certificate is 30th June of the year. From the industries not opting for third party certification, 

20% of medium risk units/establishments will be inspected on random basis through computerized 

based allocation. 

High Risk Industries: High risk industries will have mandatory departmental inspection for all 

labour/factory related compliances.  

http://www.cglabour.nic.in/ShramAyukt/EODSERVICES.aspx?ID=8
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2 Inspection/Verification Procedure Steps 
A. For Third Party Certification 

Detailed Third Party Certification Procedure 

 

Stepwise process to upload the Third Party Verification Certificate 

Go to http://cglabour.nic.in/ 

For new users, 

Factory/establishment not registered on Single Window, please follow the two step process given 

below: 

Step 1 User Registration: User registers himself once with Single window (SW) and creates 

an account. 

Option of 
3rd Party 

Certification

• Medium Risk Industries have the option to exercise 3rd party certification

Site Visit
• The Third Party Certifier will (D.G.F.A.S.L.I) visit the unit/ establishment

Upload 3rd 
party 

Certificate

• Acceptance of compliance report / initiation of proceedings.

Non-
Compliance 

notice

• After issuance of third party certificate, the concerned unit will upload the 
report on the labour department portal by 30th June

Upload 
Compliance 

Report

• The department may  issue notice to establishment to rectify defects/ 
deviations/ non-compliance observed as part of inspection

Final action 
and 

approval

• The establishment to do the necessary/ appropriate compliance and inform the 
office about the same

• Uploading Compliance report

http://cglabour.nic.in/
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Step 2 Unit Registration: User can register their units after logging into the Single Window. 

Each unit after registration will have a unique ID called “Udyam Aakanksha Number” (UAN). 

For existing users, 

i. Login using single window login credentials 

 

ii. After successful login, the system will ask for Udyam Aakanksha Number (Unit Number) 

as follows, enter UAN of the establishment for which you are applying online services, 

click on Submit. 

 

iii. After submitting UAN, the dashboard of Labour department opens up, showing services 

available through Single Window 

iv. On e-dashboard, click on “Upload 3rd Party certificate” 
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v. Browse the file 

 

 

 

vi. Click on upload. “File Has Successfully Uploaded” will show on screen 
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B. For Departmental Inspection 

Detailed Inspection Procedure Steps: 

 

 

Computerized 
Allocation 

• Computerized allocation of establishments to the concerned inspectors on 
the basis of risk classification. This is to be done in the first week of every 
month. The same inspector will not inspect the same establishment twice 
consecutively

Notice of 
Inspection

• Notice of inspection is to be provided on the e-mail communication provided 
to the department 

Site Visit

• The department will ensure that joint/Synchronized visit of the inspectors to 
the unit/ establishment for applicable labour/factories act..

Inspection 
report in 48 

hours

• Acceptance of compliance report / initiation of proceedings.

Non-
Compliance 

notice

• Online submission /uploading of the report by the inspector visiting the unit/ 
establishment with a unique member which can be accessed online by 
employer within 48 hours (as per Inspection format) Users to login to the 
portal and view and download inspection reports 

Upload 
Compliance 

Report

• The department may  issue notice to establishment to rectify defects/ 
deviations/ non-compliance observed as part of inspection

Final action

• The establishment to do the necessary/ appropriate compliance and inform 
the office about the same

• Uploading Compliance report
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 Based on the risk criteria as given above, factories/establishments get classified into Low, 

Medium and High risk by the online system itself as shown below: 

 

 Factories/establishments get allocated to departmental inspectors using the online system 

(as shown below):  

 

Inspectors name  
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 After the inspection is duly carried out, the inspector uploads the inspection report within 

48 hours as shown below: 

 

3 Checklist 
Following is the document checklist which the establishment/unit needs to present at the time of 

inspection.  

For all units 

1. Whether the shop /establishment is duly registered / renewed under the Act. 

2. Whether the shop /establishment displayed the notice in Form No. XXIV. 

3. Whether the Shop/Establishment maintained the Register of Employment in Form 

No.XXII. 

4. Whether the Shop/Establishment maintained the Register of Wages in Form No.XXIII. 

5. Whether the Shop/Establishment maintained the Register of Leave in form No.XXV. 

6. Whether the Shop/Establishment maintained the Register of Advance in Form No.XII. 

7. Whether the Shop/Establishment maintained the Visit Book. 

8. Whether the Shop/Establishment exhibited the Name Board prominently. 

9. Whether the Shop/Establishment submitted the quarterly return in Form XVII. 

10. Nature of violation, if any found during the inspection. 

11. Whether letter of appointment in Form XXVI issued to all employees. 

 

4 Inspection Certificate format 
Inspection Certificate format for Departmental Certification in case of low, medium and high risk are 

available in the Annexure 1.  

Please note that low risk industries have 5% inspection on random basis, medium risk have 20% on 

random basis while high risk necessarily have departmental inspection. 
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5 Timelines & other instructions for Inspector 
1. The inspector must upload the Inspection Report within 48 hours of the physical inspection 

2. Inspectors will be selected randomly through computerized allocation 

3. Same inspector will not inspect the same establishment twice consecutively. 

4. Users can login, view and download the inspection report uploaded by the inspector only 

after 48 hours of inspection.  

6 Download Inspection Report 
Downloading inspection report 

Users can login, view and download the inspection report uploaded by the inspector only after 48 

hours of inspection. 

Stepwise Procedure 

i. Login using single window login credentials 

 

ii. After successful login, the system will ask for Udyam Aakanksha Number (Unit Number) 

as follows, enter UAN of the establishment for which you are applying online services, 

click on Submit. 

 

iii. After submitting UAN, the dashboard of Labour department opens up, showing services 

available through Single Window 

iv. On e-dashboard, click on “Download” under Inspection  
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7 Annexure 1 
 

A. Format of Departmental Certification 
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