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2 — Labour rights assessment

Background
This guidance document is one component of a series of
practical guidance and tools which constitute part of
IPIECA’s Company and Supply Chain Labour Rights Project.

This phase of the project includes publication of the
following complementary guidance and tools:

Company and supply chain labour rights issues are
complex and multifaceted, covering, for example, forced
labour and human trafficking, freedom of movement,
worker grievance mechanisms, supplier and
subcontractor management, working hours and pay,
health and safety and welfare principles, etc. There is
strong interest from external stakeholders such as
governments, non-governmental organizations (NGOs),
the media and investors, in knowing more about what
companies are doing in this area, as well as an evolving
regulatory context.
The Company and Supply Chain Labour Rights Project is
part of IPIECA’s broader Business and Human Rights
Project and focuses on the contracted workforce that the
oil and gas industry relies on to develop and conduct
large-scale operations. It addresses the potential human
rights impacts and issues that may occur through
business relationships, particularly in the industry supply
chain. The project aims to:
l enable the industry to more effectively identify,
prevent and mitigate labour rights risks and impacts
within projects, operations and supply chains;
l inform stakeholders of the industry’s collective
commitment and efforts to respect labour rights; and
l support the industry in anticipating emerging trends
and challenges.
The initial focus has been on the construction of large
projects in sensitive geographies with vulnerable
workforces, in particular with respect to the rights of the
site-based workforce, i.e. those employed by contractors
and their subcontractors.

Responsible recruitment and employment:
a guidance document covering considerations on
responsible recruitment and employment in the oil
and gas industry. The document outlines key labour
rights issues to be addressed during a project life
cycle, and identifies risks, emerging good practice and
considerations for effective management.

l

l

l

l

l

Labour rights assessment (this document):
guidance on the design and implementation of
an on-site labour rights assessment, outlining
approaches for conducting an on-site audit and
assessment of contractors following contract
commencement. The document also provides
examples from oil and gas companies and
other industries.
Worker grievance mechanisms:
guidance on developing and implementing effective
worker grievance mechanisms across oil and gas
workplaces and project sites. The document provides
examples of good practices from IPIECA members
and other industries, that have enabled workers to
speak up and have their concerns acknowledged and
addressed.
Key steps for carrying out an on-site labour rights
assessment: a quick reference tool based on the
comprehensive Labour rights assessment guidance
document and Labour rights assessment toolkit.
Labour rights assessment toolkit:
a detailed set of tools for comprehensive on-site
labour rights assessments (Microsoft™ Excel®
spreadsheet format).

The complete set of guidance documents and tools can
be downloaded from the IPIECA website at
http://www.ipieca.org/resources/goodpractice/company-and-supply-chain-labour-rightsguidance/
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Introduction

The purpose of this document is to provide practitioners
with detailed guidance on how to design and implement
a labour rights assessment. It is accompanied by a set of
tools consisting of the:
l Labour rights assessment toolkit (an Excel™
spreadsheet designed to support this guidance)
which comprises questions, risk indicators and
additional guidance for practitioners that carry out
workplace assessments; and
l Key steps for carrying out an on-site labour rights
assessment. Staff who are visiting a site and do not
have expertise in labour issues may find this quick
reference tool to be particularly useful.
In both this guidance document and the associated
tools, the focus is on labour rights issues, i.e. forced
labour, child labour, terms and conditions of
employment, discrimination and freedom of association.
This document includes guidance on practical activities
that should be carried out during an assessment, and
provides support in identifying and responding to risks
and issues. It is designed to complement existing
approaches and other resources that have been
developed to support the identification of labour issues
in the workplace.
Although this document does not provide guidance on
assessing the health and safety conditions at a worksite,
it is important to note that the working conditions and
practices discussed have a direct impact on health and
safety risks (e.g., if a worker is expected to work excessive
hours without adequate breaks and rest, they are likely to
be fatigued and more prone to making errors that could
lead to health and safety accidents). Note that the user
may employ the guidance in this document in full or in
part at their discretion. It may also be used as a reference
document during assessment design.
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This guidance and the associated tools build upon
IPIECA’s existing pre-contract Supply chain library of
questions and resources (SCLQR) (members only), giving
oil and gas companies additional support to investigate
and manage risks in high-risk geographies and/or with
high-risk (sub)contractors.
The primary audience for this guidance and the
accompanying tools are staff members from companies
and contractors that play a role in on-site monitoring
and assessment activities, and who are familiar with
managing labour issues (hereinafter referred to as
‘practitioners’). This can include oil and gas company
staff, or EPC contractors responsible for implementing
projects on behalf of oil and gas companies, either
based at a particular worksite or visiting the site with an
intention to assess working conditions and
management practices.
This document sets out an on-site labour rights
assessment programme from beginning to end, starting
with planning, through to carrying out the assessment
and developing recommendations. Depending on the
purpose of the assessment, the reader may identify
those sections that are most relevant to them and the
assessment that they are conducting, and use only those
parts of the guidance and/or toolkit. Table 1 on page 5
provides an overview of the contents of this document to
help readers identify the information that is most
relevant to them.

Introduction

Table 1 An overview of the content of this guidance

GUIDANCE

LABOUR RIGHTS
ASSESSMENT
APPENDICES
TOOLKIT

UNDERSTANDING HOW TO APPROACH A LABOUR RIGHTS ASSESSMENT
l

Reviewing what service contracts say about assessments

Page 8

l

Learning about the principles of an assessment

Page 8

The types of challenges faced during an assessment, and
considerations for overcoming them

Page 9

l

Appendix 3

PLANNING A LABOUR RIGHTS ASSESSMENT
Page 14

l

Making a decision on the type of assessment to be carried out

l

Making initial contact and notifying the site of the assessment

l

Doing an initial assessment of potential risks and issues

Page 17

l

Putting together an assessment team

Page 18

l

Checking that everything is in place before beginning the assessment

Page 19

Pages 15–16 Appendices 1 & 2
Appendix 3

6

Appendices 4 & 5

CARRYING OUT A LABOUR RIGHTS ASSESSMENT
l

An overview of the core implementation activities

Page 22

l

Conducting an opening meeting

Page 23

l

Carrying out a visual inspection of working conditions on a site

Page 24

l

Interviewing human resources management

Page 25

1, 2, 3

l

Interviewing procurement and contractor management

Page 26

1, 2

l

Reviewing company documentation

Page 27

1, 2, 3

l

Interviewing workers

Page 28

Appendices 6 & 7

l

Interviewing trade union representatives

Page 28

Appendix 8

l

Inspecting employer-provided accommodation

Page 29

l

Conducting a post-assessment meeting with management

Page 30

5

4

DEVELOPING RECOMMENDATIONS AND ACTIONS
l

Prioritizing risks

Page 33

l

Identifying root causes

Page 34

l

Developing actions

Page 35

l

Assessment outputs

Page 35

l

Monitoring

Page 36
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Appendix 9

7

This page is intentionally blank

Section 1

Approach to a labour
rights assessment

John Kasawa/Shutterstock.com

This section sets out principles for approaching
a labour assessment, and examines some
frequently encountered challenges.
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Section 1

Approach to a labour
rights assessment
REVIEW SERVICE CONTRACTS
Before planning any assessment, companies carrying out
or commissioning the assessment should ensure that
the type of assessment being proposed has been clearly
set out within the service contract with contractors,
providers and suppliers. It is therefore important to
review service contracts with the site/company being
assessed, and to review any clauses on labour
assessments and monitoring to ensure that such clauses
provide for appropriate cooperation and engagement on
any assessment, and that they set out the standard
against which any assessment should be conducted.
For example, while a company may be permitted to
review the practices of its tier 1 contractors, it is
important to ensure that a contractor cascades down its
obligations so that the contracts between contractors
and their subcontractors permit the company to carry
out this sort of assessment in relation to the
subcontractors.
The senior managers responsible for overseeing the
delivery of the project should be involved as early as
possible, as their early buy-in and engagement will be

essential to getting access to project documentation,
(sub)contractor management and project workers. It may
be that initial communications about the assessment are
made by a relevant contract or procurement manager
that already has a well-established relationship and
understanding of the site to be assessed, and/or that the
possibility of these assessments occurring are clearly set
out and communicated during contracting.

PRINCIPLES
This guidance document and the associated tools aim to
support the conduct of a labour rights assessment that
focuses on indicators of risk rather than on identifying
specific non-compliances.
This approach gives companies the tools to identify
indicators of potential non-compliances occurring at the
site, and support in identifying non-compliances with
reference to agreed standards. Additionally, the aim is to
help companies to put in place responses that address
the root causes of issues, rather than just the symptoms
of underlying causes that are leading to noncompliances.

Special consideration should be given to the engagement and management of subcontractors
Typically, projects have a higher number of labour risks
when subcontractors are engaged beyond the first tier as
the company will have lower (or no) control of the
management of workers employed by these entities.
As the standard expectation is for service contracts to be
dyadic (e.g. between the company and tier 1 contractors,
and then between tier 1 and tier 2 contractors) the ability
to secure all contractors’ and subcontractors’ engagement
in the assessment process should be enshrined in
provisions in service contracts with contractors, and also in
contracts between the contractors and their
subcontractors. Where provisions relating to the right to
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monitor management practices, speak with workers, review
documentation, etc. are absent from service contracts,
companies may struggle to overcome some of the
challenges cited later in this document. It is important that
assessment teams are familiar with the provisions for
assessments as set out in the service contracts before
beginning the assessment process.
Where there is a requirement to engage any tier 2
subcontractor in an on-site labour rights assessment, the
contractual provisions relating to the right to
assess/monitor should come from the tier 1 contractor
rather than from the company.

Section 1
Approach to a labour rights assessment

The focus on indicators of risk and non-compliance is
proposed here because experience has shown that, while
labour rights assessments that are focused on
compliance outcomes alone can be an effective tool for
spotting the more ‘visible’ problems (e.g. occupational,
health and safety (OHS) failures), they are not as well
suited to uncovering systemic or societally-based
problems such as discrimination or labour abuses that
are deliberately covered up, such as forced labour. Using
an indicator-led approach can help to bring some of
these issues to light.1

KEY CHALLENGES AND CONSIDERATIONS FOR
ON-SITE ASSESSMENT
A number of commonly-faced challenges may be
encountered when undertaking an on-site labour rights
risk assessment. These are summarized in Table 2.

Table 2 Frequently encountered challenges of undertaking an on-site labour risk assessment

CHALLENGES
Getting buy-in from site
management

EXPLANATION AND CONSIDERATIONS
The collaboration of the management team that is being assessed is crucial to the
successful completion of the labour rights assessment. It is not uncommon for the
management to deny assessors full access to workers and documentation, or to at least
push back or question the motivations of the assessor. This is usually due to a lack of
clarity or insufficient understanding of the objective of the assessment.
It is therefore essential to ensure that contractual provisions relating to the right to carry
out an assessment are clearly set out in service contracts. These should provide clarity
on which sites are to be assessed, and should set out clearly-defined implications of not
taking the recommended actions included in the contract.
It is important to maintain a professional tone throughout the assessment, and to have
an open discussion with assessed parties’ management about their business and the
key issues they might be facing. This applies to engagement with the management of all
contractors and subcontractors working on a project site. It is preferable to share
observations (even if they are not definitive findings) with the management team at key
stages as the assessment progresses, to provide them with the opportunity to respond
and follow up on issues prior to the closing meeting.
To make this process easier, the assessment team should ensure that it has the explicit
support and backing of the project owners at head office level, or of the primary
contractor and/or engineering consultant on the site, and that the importance of the
assessment is communicated by their senior management to all parties being assessed.
It may also be useful to sign non-disclosure agreements (NDAs) to allow the assessment
team access to important personal documentation, such as worker contracts, payroll
systems, agreements with (sub)contractors/agencies etc.
It can also be useful to have a short written outline of the objectives of the assessment,
with relevant contact details, possibly on the headed paper of the project owner (see
page 16 for more information on what this could contain).
continued …

1

See SEDEX’s Guidance on Operational Practice & Indicators of Forced Labour for further information about how focusing on indicators can help
practitioners and auditors pick up on ‘hidden issues’: https://www.sedexglobal.com/wp-content/uploads/2016/03/Sedex-Guidance-on-OperationalPractice-and-Indicators-of-Forced-Labour.pdf
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Section 1
Approach to a labour rights assessment

Table 2 Frequently encountered challenges of undertaking an on-site labour risk assessment (continued)

CHALLENGES

EXPLANATION AND CONSIDERATIONS

Language barriers

Assessment teams should, ideally, comprise some individuals that can speak the same
language as management staff and workers. Where this is not possible, interpreters
should be used to provide translations during interviews and to review documentation.

Assuring confidentiality and
non-retaliation

At the outset of interviews with workers, the assessor should state clearly that the
content of the interviews will remain confidential. However, if an interview is carried out
on-site, or workers feel that any information they disclose could be traced back to them,
these reassurances may not be sufficient to allay their fears of reprisals. For example,
workers on board shipping vessels, where a crew is relatively small and the worker is
relatively isolated, may feel extremely nervous about talking to outsiders, let alone
talking about uncomfortable truths.
If a serious issue is raised, and it would be clear who raised the issue, the assessor needs
to consider the best interests of the worker when deciding how best to proceed. Where
disclosure of an issue could be traced back to the worker, making him or her vulnerable
to retaliation, the issue should not be included in feedback to their employer.
Key considerations in protecting workers include:
l

ensuring that a large enough sample of workers are interviewed;

l

using a mix of individual interviews to ensure confidentiality;

l

discussing issues raised by workers with management in a non-attributable manner;

l

Building trust with workers

providing workers with the assessment team’s contact details, or details of
appropriate local organizations, in case reprisals occur.

Gaining the trust of workers being interviewed is central to obtaining information about
labour practices. It is, however, notoriously difficult to achieve and, as a result, many
assessments fail to identify underlying or hidden issues.
An effective means by which companies can build trust with workers on the company’s
own project sites is by appointing a specific individual with responsibility to manage the
welfare of all workers on a project. This individual’s role should be to receive complaints,
escalate concerns and resolve matters in a timely and transparent manner. Importantly,
he/she should be able to speak the same language(s) spoken by the workers. This builds
the workers’ trust as it demonstrates a willingness on the part of the company to listen
to, and address, their issues.
Where the assessment is not part of a site’s ongoing monitoring process, the above
approach will not be possible, and it will be more difficult for assessors to build the
workers’ trust. Skilled interviewers and assessors should, ideally, be used to carry out the
interviews. Useful techniques to consider when interviewing workers during the
assessment are set out in Appendix 7.

Assuring reliability and
credibility of information

It is important that risks identified by an assessment are validated. Assessors should
therefore speak with relevant management representatives, interview an adequate and
representative sample of workers, and review company documentation. For risk
information to be credible, it should be verified by multiple sources. However, testimony
from several workers or stakeholders is sufficient to indicate a risk so long as there has
been no collusion. Documentary evidence of potential risks is unlikely to be available.
continued …
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Section 1
Approach to a labour rights assessment

Table 2 Frequently encountered challenges of undertaking an on-site labour risk assessment (continued)

CHALLENGES
Handling sensitive issues

EXPLANATION AND CONSIDERATIONS
If serious or sensitive issues are uncovered during the labour rights assessment, the
following procedure should be followed:
l

l

l
l

l
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If the issue was shared during worker interviews, maintain the confidentiality of the
employee who reported the issue and do not share the finding with management,
especially if it is likely that the testimony can be traced back to the worker.
Be honest with the worker, and do not make promises that it may not be possible
to keep.
Share the information with the other assessors.
Try to find additional information to confirm the issue by interviewing more workers or
reviewing additional documentation.
Report findings back to your lead in this area and begin a process to understand the
causes of the issue to enable appropriate measures to be put in place to support the
worker(s).

This page is intentionally blank

Section 2

Assessment
preparation and
design

Zoran Orcik/Shutterstock.com

This section looks at key considerations for
the planning and preparation of an
assessment, including assessment type,
communication with the site, background
risk research and team selection.
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Section 2

Assessment preparation and design

ANNOUNCED, SEMI-ANNOUNCED AND
UNANNOUNCED ASSESSMENTS
Labour rights assessments may be announced, semiannounced or unannounced. Each approach has
advantages and disadvantages, and their effectiveness
will depend on each situation. Regardless of which
approach is taken, the assessment team should aim to

include all the necessary components of an assessment
as set out here (e.g. interviews with all groups, and
document review). Before deciding which approach to
take, the service contract should be reviewed with the
site/contractor being assessed to help inform which
approach can, or cannot, be taken. Table 3 summarizes
the advantages and disadvantages of each approach.

Table 3 The advantages and disadvantages of undertaking announced, semi-announced or unannounced assessments

ASSESSMENT TYPE

DESCRIPTION

ADVANTAGES

Announced

The management of the site
being assessed is informed
of, and/or chooses, the date
of the labour rights
assessment.

Key management representatives
at the site are present and
prepared for the labour rights
assessment, improving the
chance that the assessment
team is guaranteed access to the
site, documentation and workers.
In spite of the opportunity for
preparation by management,
most serious issues will remain
open to assessment if a rigorous
methodology is followed.

Management teams at the site
have the opportunity to prepare
their workers for the assessment
and ensure that, on the day of the
assessment, problems are hidden
from the assessment team.

Semi-announced

The management at the site
being assessed is informed
of, and/or chooses a time
window during which the
assessment may be carried
out (this can range from a
few weeks to a few months),
but does not know the exact
date of the assessment.

Relevant management at the site
are prepared for the assessment
during the prearranged time
window, but there is still an
element of surprise.

Depending on the length of time
window provided, the management
at the site have the opportunity
to make preparations and hide
issues. The arrival of an
assessment team on-site at
relatively short notice can place
management and workers under
pressure, and may undermine trust.

Unannounced

The management at the site
being assessed is not
informed about the
assessment, although it may
understand that the project
sponsor theoretically has the
right to undertake a labour
rights assessment.

The site cannot plan for the
assessment or coach the workers,
hence some issues that may
otherwise have been hidden may
be more visible.

This can appear confrontational,
and can undermine trust and
prevent a partnership approach
to addressing problems.
Additionally, key managers or
documents may be unavailable.
Access to the site may be refused.
If this approach is intended to be
used, it is important to check that
it is specifically provided for within
a service contract.
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DISADVANTAGES

Section 2
Assessment preparation and design

INITIAL COMMUNICATION AND SITE PROFILE
The type of assessment that is being carried out will
determine the level of detail required in an initial
communication with management about the
assessment. Table 4 provides guidance on who should be
contacted and when, prior to an assessment being
carried out.
Table 4 Who to contact, and when, before undertaking an on-site labour rights assessment

ASSESSMENT TYPE
Announced

WHO TO CONTACT AND WHEN
Where the assessment is being carried out by assessors visiting the site, and it is being announced to
the site’s management in advance, communication should be initiated with the relevant contact at
the site (either directly, or through the relevant contract manager) to begin planning the assessment.
Communications with the site’s management should be initiated as early as possible to give
adequate time to prepare the assessment. See Table 5 on page 16 for further guidance on initial
communications.

Unannounced

Where the assessment is not being announced by assessors visiting the site, the management will
only be aware that an assessment may take place because this possibility is set out in the contract
between both parties. Companies should make sure that this has been clearly communicated at the
contracting stage.
Rather than obtaining information from the site management in advance, the assessment team
should consider obtaining details about the site’s profile indirectly from colleagues or, where this is
not possible, trying to obtain this information from management on arrival at the site as part of an
initial/opening meeting. See Appendix 1 for guidance on the information that needs to be obtained
prior to undertaking an on-site assessment.

Site monitoring

Where assessments are being carried out by individuals based on the site as part of ongoing
monitoring, all relevant management on-site should have been briefed on the possibility of an
assessment taking place. The potential for an on-site assessment should also have been clearly
communicated during the contracting process.
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Section 2
Assessment preparation and design

Initial communications
As part of the initial communication with management
about the assessment, it is suggested that the topics
summarized in Table 5 are communicated (either over
the telephone, by email or in person) to the site
management.

Table 5 Recommended topics for discussion during initial communications with site management

TOPICS FOR INITIAL DISCUSSION
l

Provide a brief introduction, explaining the reason for the assessment and what will be done during the assessment process.

l

Briefly introduce the assessment team.

l

l

l

l

l

Provide information about the duration and possible time frame of the assessment, and enquire as to the availability of
management personnel if an assessment is announced/semi-announced.
Advise participants that the assessment will involve interviews/focus group sessions with workers that represent a range of
site functions, as well as with subcontractors, and that these will take place during working hours.
Set out the benchmark (national law, investor standards, and/or company code of conduct) against which the assessment
will be carried out.
Explain what the potential outcomes of the assessment are likely to be, and how this will be communicated.
Make an initial request for information on the worksite’s profile, where not already known internally (see Appendix 1 for a
detailed outline).
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Section 2
Assessment preparation and design

BACKGROUND RESEARCH ON RISKS
In preparation for the on-site assessment, background
research should be conducted to better understand the
potential issues at the site. This is especially the case
when the assessment is not being carried out in
response to issues that have already been identified.
Based on the information obtained from this review, a
preliminary list of priority issues can be prepared with
associated focus added to the assessment when it begins.

This research is also important in helping to identify
underlying issues or root causes that may be present, for
example, national context, labour market issues, sectoral
industrial relations problems, etc. Building a clearer
picture of potential risks is key to ensuring that the
assessment is able to engage effectively with the
workers on-site.

Table 6 Examples of steps to be taken when planning to undertake an assessment

KEY STEPS
l

l

Review applicable national labour legislation, crossreferenced to the relevant standard used for the
assessment (codes of conduct, collective agreement or
investor performance requirements (e.g. IFC PS2)). The
relevant standard should be clearly set out as the
required standard in the service contract with the
company being assessed. The highest relevant standards
should ideally be the benchmark for the assessment.
If available, review any pre-screening information on the
parties being assessed at the site (e.g. contractors and
subcontractors), any responses to the SCLQR, and/or
previous labour rights assessment reports or investor
reports.

17 — Labour rights assessment

OTHER USEFUL STEPS
l

l

l

Build a picture of the likely key labour rights issues in the
country, region and sector. This can be achieved through
simple internet searches. Good places to start include
media and internet searches, and specialist sites such as
the Business and Human Rights Resource Centre.
Search useful sources of information including the US
Department of State Human Rights Reports, or ILO
databases on national legislation and country compliance
with international labour standards.
Engage with third-party stakeholders to get a clearer
picture of the types of issues that there may be on a site.

Section 2
Assessment preparation and design

ASSESSMENT TEAM
To carry out a full labour rights assessment, the
assessment team should be composed of individuals
with sufficient skills and experience in monitoring and
assessing on-site working conditions.2

Where there are no qualified internal personnel, a thirdparty specialist with expertise in the sector and/or
geography should be hired to carry out the assessment.
Table 7 lists the key requirements for assessment
personnel, and explains why these are important.

Table 7 Key requirements for assessment personnel

KEY REQUIREMENTS
A good
understanding of
national labour
legislation

WHY THESE REQUIREMENTS ARE IMPORTANT
National labour legislation is the benchmark most often used when carrying out a labour rights
assessment. Understanding the legislation is important when attempting to identify compliance
issues (e.g. whether workers are paid below the legal minimum wage, or whether they are being
discriminated against, etc.).
It is therefore important that:
l

l

l

the assessment team are given the opportunity to speak with social performance team members
to get an overview of potential issues;
assessors are provided with a clear overview of legal and practical risks so they know what to look
for; and/or
assessors are given guidance on where to identify this information themselves.

Ability to speak
the languages
spoken by
management and
workers

The ability to communicate clearly with both the management and workers is essential for the
assessment team to be able to provide a clear explanation of what they are doing and to manage
expectations. An understanding of the local language will also be also necessary to enable the team
to review documentation and to clearly understand the issues raised by workers.

Reflect the
background of
the workers

Having an assessment team that is able to build trust with workers is important to obtaining
information. For example, if there are women working at a site, it may be beneficial to have a
female assessor on the team to speak with them (women may not trust male assessors who may
be seen to represent male management interests rather than their own). On the other hand,
having female assessors on the team may not be appropriate in the context of a male-dominated
workforce. The assessment team will therefore need to exercise a degree of gender sensitivity with
respect to the worker context. Assessors should also aim to reflect the workers’ background (e.g.
they should be of the same nationality, ethnic group, etc. wherever possible) as this may improve
the chance of building a rapport.

Where there are gaps in language skills, an independent interpreter should be used to support
employee interviews and help with understanding documentation. Even where only a minority of
workers speak a different language, it is worth getting an interpreter as these may be among the
more vulnerable workers at the site. See Appendix 7 for more information on the requirements for
interpreters employed to translate worker interviews.

Where there are workers on-site whose backgrounds are not reflected by the assessment team, it is
important to ensure that steps are taken to prepare and train assessors to address culturally-specific
aspects of the worker interviews (see Appendix 7 for further guidance).

2

A list of competencies required of auditors and audit firms is set out by the Global Social Compliance Programme (GSCP):
https://www.theconsumergoodsforum.com/wp-content/uploads/2018/01/GSCP_Reference_Tools_AC_2014_interactive.pdf
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Section 2
Assessment preparation and design

FINALIZING THE ASSESSMENT SCHEDULE AND LOGISTICS
After receipt of the advance information and completion
of the desk research, the assessment date can be agreed.
At this stage, the site management should be contacted
once again to confirm:
l the type of documentation that should be prepared
for review during the assessment (see Appendix 2 for
an example list of documentation to be reviewed in
advance of the assessment);
l the assessment schedule (see Appendix 4 for an
example assessment schedule);

l

l

l
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the list of key management representatives who will
be invited to participate in the assessment (including
site management, HR and payroll personnel,
procurement and contract managers, HR
management or other key management from
(sub)contractors and worker representatives, where
they exist);
the availability of relevant numbers of workers
available for interview, and how these will be selected
(see Appendix 5 for guidance on the number of
workers to interview); and
arrangements and logistics for the assessment.
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Section 3

Implementing the
assessment
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This section presents the seven core
phases of a labour rights assessment,
and sets out the core activities that
should be undertaken at each phase.
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Section 3

Implementing the assessment

THE CORE PHASES OF A
LABOUR RIGHTS ASSESSMENT
A labour rights assessment will typically consist of the
following phases:
l Opening meeting
l Site tour/walk-through
l Management interviews with:
• human resources management; and
• procurement management
l Document review
l Worker interviews
l Inspection of worker accommodation
l Post-assessment meeting.
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The following parts of this section set out the core
activities that should be undertaken in each phase and,
where relevant, provide information on recommended
participants, additional guidance on carrying out the
assessment, and references to more detailed guidance
and tools for each phase.

Section 3
Implementing the assessment

OPENING MEETING(S)
Table 8 provides guidance on carrying out the opening
meeting(s) at the start of a labour rights assessment.
Table 8 Opening meetings—core activities, participants and additional guidance

OPENING MEETINGS
Core activities

l
l

l
l

l
l

Recommended
participants

Additional guidance

Explain the objectives and process of the assessment (including the type of information/
documentation that will be required, as well as the interviews to be conducted, and the
standard against which the assessment will be carried out).
Identify key labour challenges from the management’s perspective.
Request attendance records for the day, from which workers can be selected for interview
(the attendance records should be broken down by department, gender, age, nationality, etc.
to allow the assessor to select a broad sample of workers).
Go over the assessment schedule.
Plan the worker interviews, ensuring that there is an adequate space available to conduct
them, near to the shop floor (but make sure that it does not interfere with ongoing works).

l

Explain potential outcomes.

l

Agree information requests and contact points.

l

Senior management

l

HR and payroll personnel

l

OHS manager

l

Contract managers

l

Key management personnel from contractors and subcontractors (e.g. procurement and HR)

l

Trade union or worker representatives.

l

l

l

l
l

l
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Introduce the assessment team.

Where not already known, gain a general understanding of the business, and the main
processes conducted at the site.
Invite senior management to provide a brief introduction to the company and its key areas
of business (e.g. by way of a short presentation).
Review the information provided in the site profile, and enquire about any changes since the
last assessment (if applicable).
Discuss the key strategic HR challenges as they affect the project.
Discuss contracting on the project site, including numbers of contractors, roles and
responsibilities.
Request permission to take photographs.

Section 3
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SITE TOUR/WALK-THROUGH
The main focus of the site walk-through is usually on
occupational health and safety. However, as health and
safety inspections are already covered in detail by oil and
gas companies, the guidance on site tours provided here
focuses on other labour issues (e.g. the use of child
labour, the general attitude of workers, housekeeping

standards, etc.), and on conducting short on-the-spot
interviews with workers, security guards, supervisors and
other staff to enquire about their working conditions (e.g.
working hours, accommodation, how they were
recruited, etc.).

Table 9 Site tour/walk-through—core activities, participants and additional guidance

SITE TOUR/WALK-THROUGH
Core activities

l

l

l

Recommended
participants

Additional guidance

l

Conduct a visual inspection of the working conditions in all areas where workers are
employed, or areas they visit on a regular basis (e.g. production areas, canteen, restrooms/
changing facilities, timekeeper/security office).
Gain an impression of working conditions and an understanding of key operational
processes.
Conduct short informal interviews with workers and other relevant personnel (e.g.
supervisors, security guards and, where applicable, trade union representatives).
Individuals responsible for monitoring site conditions and engaging with workers and
contractors (e.g. the health, safety, security and environment (HSSE) manager or relevant
HSSE staff, worker welfare officer or trade union representatives).

While walking around the site, assessors should consider the following questions to get a better
overview of actual and potential labour rights issues on a worksite:
l

Are workers engaged when you speak with them? Do they speak freely with you and others?
Are they happy to talk to you?
• Vulnerable workers may act as though instructed by others, allow others to respond for
them, be distrustful of you and others in authority, or display signs of fear or anxiety.

l

How healthy do they look? Are the overall conditions safe and hygienic?
• Vulnerable workers may look overly tired/undernourished, show visible signs of injury
from assault, wear clothes that are inappropriate for the job, or be unclear about the rules,
e.g. the need to wear appropriate personal protective equipment (PPE).

l

Do there appear to be unnecessary controls on worker movement, beyond reasonable
security and health and safety controls?
• Vulnerable workers may be unable to move freely and/or leave the site without
permission from, or being accompanied by, the employer. On some manufacturing sites,
workers may be locked in.
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Implementing the assessment

MANAGEMENT INTERVIEWS
Management interviews are a key component of an onsite labour rights assessment. They provide the
opportunity to test the management’s understanding of
key risk issues, their competency in handling key risk areas,
and their practical plans for dealing with identified risks.

from the main company at the site being assessed (e.g.
the project owner or EPC company) as well as
management representatives from the key contractors
and subcontractors operating at the site (many potential
risks are likely to fall under the latter).

The key management representatives that should be
interviewed as part of the assessment include relevant
HR and contractor management representatives, both

Interviews with human resource management personnel
should be held separately from interviews with personnel
responsible for managing contractors.

Table 10 Management interviews—core activities, participants and additional guidance

MANAGEMENT INTERVIEWS
Interviews with HR management
Core activities

l

Get an overview of HR management’s capacity and the main systems at the site.

l

Assess how well HR management ensures compliance with national labour legislation.

l

l
l

Recommended
participants

Further information

Assess recruitment and work planning processes, including the use of agents and brokers.
Gather information about other HR policies and processes along with specific data (e.g.
including pay scales, employee benefits, working hours, breaks and leave, disciplinary
procedure, collective bargaining agreements, etc.).

l

Begin to identify actions to address risks, where these are already agreed.

l

HR manager (main interviewee)

l

Payroll manager (for clarifications on payroll administration)

l

Additional guidance

Assemble information systems to capture worker feedback and the types of feedback
received (e.g. labour disputes, grievance mechanisms, general levels of employee
communication, etc.).

Administrative staff responsible for attendance records (for clarification on the monitoring
of working hours).

Aim to look into the following topics to better understand how workers are managed:
l

HR systems and policies

l

Child labour and young workers

l

Forced labour

l

Disciplinary procedures

l

Discrimination

l

Freedom of association and collective bargaining

l

Terms and conditions of employment (including contracts, wages and hours)

l

Worker grievance mechanisms.

Tools 1.1 to 3.6 in the Labour rights assessment toolkit provide detailed questions and
guidance to help categorize risks associated with HR management practices.
continued …
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Table 10 Management interviews—core activities, participants and additional guidance (continued)

MANAGEMENT INTERVIEWS (continued)
Interviews with procurement management
Core activities

Recommended
participants
Additional guidance

l

l

Assess the planning, tendering and selection of contractors.

l

Assess labour performance criteria included in the contracts.

l

Review mechanisms to monitor and supervise contractors and subcontractors.

l

Contract/procurement manager(s) at the company being assessed.

Speak to management about:
l

policies applied to (sub)contractors and agencies;

l

procedures for tender and selection, including labour components;

l

types of contracts with contractors and agencies;

l

l

Further information
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Understand how many contractors and subcontractors are operating at the site, what
roles they perform and how many workers they hire.

processes for monitoring (sub)contractors and agencies in relation to working and living
conditions; and
communication and reporting mechanisms.

Tool 2.1 in the Labour rights assessment toolkit contains a list of questions for management
relating to systems in place to manage contractors and agencies’ labour practices, along with
detailed guidance on how to assess management responses.

Section 3
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DOCUMENTATION REVIEW
Reviewing documentation is a key component of an onsite labour rights assessment as it allows an assessor to
verify management and worker testimony and make a
thorough assessment of management practices. Some
documents can be reviewed in conjunction with the
management interviews set out on pages 25–26.

Note that document availability will often rely on the
management being notified in advance of the
documents that the assessment team will need to see
during their assessment.

Table 11 Document review—core activities, participants and additional guidance

DOCUMENT REVIEW
Core activities

l
l

Recommended
participants

Examine the tendering process and service contracts in place with contractors.

l

HR Manager (for worker grievance and collective bargaining agreement clarifications)

l

Payroll manager (for clarifications on payroll administration)

Procurement managers (for tender and service contract clarifications).

l

Assess the quality of written policies.

l
l

Verify that wages and overtime pay are calculated and paid to workers correctly, and
determine whether this is in line with national law.
Review worker grievance patterns.
Gather information about industrial relations, including elections of worker
representatives, collective agreements and records of meetings between worker
representatives and management.

l

Verify the effectiveness of controls in place on contractors.

l

See Appendix 2 for details of which documents should be reviewed.

l

l
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Administrative staff responsible for attendance records (for clarification on the monitoring
of working hours)

l

l

Further information

Review HR records on issues such as personnel matters, payroll, accidents, disciplinary
matters, training, etc.

l

l

Additional guidance

Review written policies and procedures to understand their quality and scope.

See Appendix 5 for details on the numbers of worker records to review during your
assessment.
Tools 1.1 to 3.6 in the Labour rights assessment toolkit set out what to look for when
making an assessment of the quality of different document types.
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WORKER INTERVIEWS
Worker interviews are a key component of an on-site
labour rights assessment. Information obtained in these
interviews should be used to identify the priority issues
for workers, test data obtained from both management
interviews and the review of documentation, and also
stimulate further lines of enquiry.

Worker interviews can be done either with individual
workers or as part of a focus group. See Appendix 6 for
more details.

Table 12 Worker interviews—core activities, participants and additional guidance

WORKER INTERVIEWS
Core activities

l

Gather information about working conditions and key labour issues from the workers’ perspective.

l

Identify serious or sensitive labour rights violations.

l

l
l

Recommended
participants

Additional guidance

l

Understand workers’ living conditions.
Assess workers’ awareness of site policies and procedures (including grievance mechanisms),
in particular where they relate to working conditions.
A representative sample of the on-site workforce chosen independently by the
assessment team.

l

Where they exist, trade union representatives (see Appendix 8 for guidance).

l

Plan adequately and prepare for worker interviews.

l

l

l

l

l

l

Further information

Gain a detailed understanding of terms and conditions of employment, including working
hours, leave, wages and benefits, etc.

Determine the types of interviews that you want to carry out (individual, group, participatory,
spot, off-site).
Select a sample of the workforce that is representative of the broader workforce (different
departments, subcontractors, genders, departments (include security/cleaners/drivers)
nationalities, shifts, pay grades, etc.).
Identify a quiet, private area that is close to the work location and preferably located at a
distance from management offices to carry out the interviews. There should be no
management or supervisors present (these people can be interviewed separately); off-site
interviews should also be considered.
Reassure the interviewee of the confidentiality of the interview process. Workers names and
sensitive issues that may lead to reprisals if traced back to the worker should not be
communicated to management.
Ensure that workers are being interviewed in their first language (it may be necessary to use
a translator).
Use open questions to allow the worker to discuss their employment conditions; use closed
questions to dig deeper into specific issues.

l

Aim for 20 minutes per interview for individuals, and 45 minutes for group interviews.

l

See Appendix 6 for guidance on deciding on the types of interviews to be carried out.

l

See Appendix 7 for detailed guidance on how to carry out an effective worker interview.

l

See Appendix 8 for important guidance on engaging with trade union representatives.

l
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See Tool 5.1 in the Labour rights assessment toolkit for a detailed list of questions to ask
workers, and indicators to use to identify red flags.
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INSPECTION OF WORKER ACCOMMODATION
The type of accommodation provided to project workers
will vary according to the job tasks and region where the
work is being carried out. These may include
temporary/mobile worker camps, purpose-built worker
villages, dormitories, and accommodation integrated
within the local communities.

Where accommodation is provided to workers by
contractors, subcontractors and recruitment agencies,
these sites should be inspected by the assessors.
Depending on the number of accommodation sites
housing workers on a project, it may only be possible to
inspect a sample of sites. In all cases, the sites to be
assessed should be selected independently and at
random by the assessment team.

Table 13 Inspection of worker accommodation—core activities, participants and additional guidance

INSPECTION OF WORKER ACCOMMODATION
Core activities

l

l

Recommended
participants
Additional guidance

Conduct short informal interviews/conversations with workers and other relevant personnel
(e.g. house managers, security guards).

l

Accommodation manager(s) (to guide you through the site and explain key practices); or

l

HR manager/HSSE manager.

l

l

l

Further information

Conduct a visual inspection of the living and recreation conditions of all areas where workers
are provided with accommodation by their employer, assessing health and safety provisions,
levels of hygiene, quality of facilities, etc.

Ideally, the assessor should visit all of the areas frequented by workers and ancillary staff
employed to maintain and service the accommodation site. These can include:
• worker dormitories or other accommodation;
• worker canteen and kitchen;
• employee restrooms and showering rooms;
• leisure or other equivalent facilities;
• clinic;
• security guards’ office; and
• assembly points for worker transport.
The assessment of worker accommodation should be carried out when workers are likely to
be there, and during periods of transition when workers are likely to be leaving for work or
arriving from work.
Where possible, try the food that workers are served.

Tool 4.1 in the Labour rights assessment toolkit provides a detailed worker accommodation
inspection checklist, in line with international standards. This template should be amended and
expanded based on a review of national law and local particularities in different geographies.
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POST-ASSESSMENT MEETING
Table 14 provides guidance on carrying out a postassessment meeting. Key objectives of this meeting will
be to review the assessors’ findings, obtain the assessed

parties’ acknowledgement of the identified risks, and
begin discussions about potential actions and next steps
to address them.

Table 14 Post-assessment meeting—activities, participants and additional guidance

POST-ASSESSMENT MEETING
Core activities

l

Meet with other assessors, review findings and assemble a high-level overview.

l

Thank the management for their cooperation.

l

Clarify any major areas of uncertainty or areas where further information is needed.

l

Highlight any good practice issues and share positive feedback obtained during worker interviews.

l

Recommended
participants

Additional guidance

Review the key risks identified by the assessment team, starting with the most critical, including
the main evidence supporting the risk assessment.

l

Set out the key actions that need to be taken.

l

Senior management

l

HR and payroll personnel

l

OHS manager

l

Production manager

l

Trade union or worker representatives

l

Assessed (sub)contractor management personnel.

l

l
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Gather the management personnel’s responses to the identified risks and obtain written
acknowledgement from the management that these risks were identified.
Where there is agreement on risk issues, begin to identify actions and next steps to address them.
The focus should be on positive actions that could either prevent the problem from occurring in
the future or reduce the likelihood of it occurring again. These actions should address underlying
processes or more fundamental reasons why risks may be present. They may involve some
longer-term or collaborative actions.

Section 4

Developing and
implementing actions

Industryviews/Shutterstock.com

This section outlines the key steps involved in
the development and implementation of
appropriate mitigation and remedial actions
following a labour rights assessment.
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Section 4

Developing and implementing actions

Once an assessment is complete, and risks and issues
have been reviewed, it is important for the assessment
team to develop clear recommendations to mitigate
identified risks and remediate any negative labour rights
impacts that have been identified. The process of
identifying and discussing these recommendations may
already have begun during the closing meeting. For
actions to be sustainable over time, it is important that
the management accepts the rationale behind them.
Actions should therefore be developed collaboratively to
the extent that this is possible.
The key steps involved in the development and
implementation of appropriate mitigation and remedial
actions are set out in this section and summarized in
Figure 1.
Tool 7.1 in the Labour rights assessment toolkit provides
a series of example mitigation actions that can be used
to address identified risks. Note that these are examples
of potential responses to identified risks rather than
defined responses that can always be adopted. It is
important that the assessment team evaluates the
identified risks and issues, and draws up actions that are
appropriate to the context, so that specific underlying
causes are addressed and workers are most effectively
remediated.
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Figure 1 Key steps in the development and implementation
of remedial actions to address risks
Prioritizing
risks

Identifying
root causes

Developing
actions

Recording
actions

Monitoring
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PRIORITIZING RISKS: ASSESSING SALIENCY
Risks may be varied. They should be prioritized to
identify which issues require the most urgent
attention and action. The focus of this exercise should
be to ensure that the most salient3 issues are
prioritized, along with the likelihood of these issues
occurring. Figure 2 provides an example chart that
companies can use to help them identify the most
salient risks.

Figure 2 Identifying salient risks
high

High risk,
most salient

Likelihood

E.g. agency staff hired by
subcontractor are complaining
about food quality

low

3

Medium risk,
potentially salient

medium

Lower risk,
less salient
low

See definition on page 56.
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E.g. subcontracted workers
have not been paid for two
months

E.g. project owner has policy
prohibiting child labour, but
lacks sophisticated age
verification mechanisms
medium
Severity

high
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IDENTIFYING ROOT CAUSES
Actions will be more sustainable if they are directed at
the underlying cause of the risk. The root causes may, for
example, relate to failures in management processes, or
to social or geographical challenges in the operating
environment.
Similar to a health and safety risk analysis, a root cause
analysis for labour rights is used to identify why an issue
is occurring so that a system can be fixed to prevent the
issue from occurring or reoccurring in the future. It also
identifies who should be responsible for influencing and
implementing the necessary actions.

A root cause analysis can be undertaken by asking a
series of questions. A simple technique is the ‘five whys’
approach whereby, in response to an issue, assessors ask
themselves ‘why’ five successive times, each time
querying the answer to the previous ‘why’. The aim is to
gain a deeper understanding of the underlying systemic
factors that caused the issue with each successive why
(see the example in Figure 3). Typically, such an analysis
will need between three and eight ‘whys’.
This process should involve information obtained from
workers, management, supervisors and relevant external
stakeholders.

Figure 3 Example root cause analysis using the ‘five whys’ approach

WHAT HAPPENED?

WHY?

Company fired union members
for participating in a strike.

Workers staged an illegal strike,
disrupting work and output.

WHY?

WHY?

Workers claim that no one is
listening to their complaints about
wage payment issues.

Subcontracted workers had not
been paid by their employer for
two months.

WHY?

The contract between the project owner
and their oil and gas client is a Ôpay when
paidÕ contract, meaning that the project
owner does not disperse funds to
subcontractors until it has been paid.

WHY?
The subcontractor did not have sufficient
money to pay its workers.
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DEVELOPING ACTIONS

RECORDING ACTIONS

Action plans should address the root causes as far as
possible, while setting out actions that are practicable
within the project context.

Following the labour rights assessment, the findings and
actions should be drafted by the assessment team and
communicated to the assessed parties in a meeting. This
should be carried out as soon as possible to maintain
momentum and, in particular, where critical risks have
been identified. Where it is not possible to have this
meeting, this information should be sent to the relevant
parties on-site through the appropriate channels.

When drafting the actions, it is important to review the
terms of the service contract relating to the
implementation of any recommended changes. Both the
responsibilities for implementation and the
consequences for not responding to the
recommendations should be clearly set out in the service
contract.
It may be possible to implement some actions
immediately or in a short timescale, especially where
they relate to changes in HR procedures or site
standards. However, addressing other risk issues may be
more challenging and could require a longer-term or
broader-based approach, especially where such issues
are seen as ‘normal’ industry-wide practices, or where
they arise from endemic social or cultural attitudes.
In such cases, actions should benefit those most
negatively impacted. However, to achieve this, it may be
necessary to take a collaborative approach that goes
wider than the site management and involves a broad
range of stakeholders. Such an approach will help the
company to understand what rightsholders would like to
see, what is feasible for management to do, how other
organizations can assist, and what good practice looks
like. Stakeholders might include relevant management
and supervisors, local workers’ organizations, local
community organizations, local government agencies,
and external consultants/experts.
This should be supplemented with research of other key
sources, including a review of previous mitigation and
remedial actions, and research on best practices.
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The format and length of the report will depend on the
purpose of the assessment and the issues that have
been identified but, as a minimum, it should include:
l a summary of the assessment, including a description
of the overall management systems and, where
applicable, notable changes and improvements since
the previous labour rights assessment;
l a description of any identified good practices (e.g.
practices that are over and above the required
standard set in the contract);
l a summary of key risks, issues and recommended
actions;
l a description of the assessment scope and
methodology, including any limitations (e.g. areas that
could not be assessed and reasons why);
l a detailed analysis of the site’s management systems
and standards with reference to national law;
l detailed observations of the risks and issues,
organized by issue area;
l categorization of issues by level of risk with
suggested actions, time frames, responsibilities and
key performance indicators (KPIs) (see Appendix 9 for
an example template);
l a list of sources (legal and secondary reading); and
l photographs.
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MONITORING
Responsibility for the implementation of actions is likely
to lie with the project site’s management and
contractors. However, the oil and gas company that has
commissioned the assessment should be involved in
facilitating and monitoring implementation. Ideally, a
specific individual, working as part of a cross-functional
team, should be tasked with this responsibility.
While a desk-based follow-up may be used to verify the
implementation of simpler actions related to lowrisk/low-priority issues, this approach provides less
assurance than a follow-up assessment or ongoing
monitoring of the issues at the site. Desk-based
verification can include checking copies of photos,
certificates, invoices, contracts, etc.
An on-site follow-up assessment is recommended where
high-risk/high-priority issues have been identified or
where action plans involve longer-term measures or
collaborative activities designed to address more
fundamental root causes.

36 — Labour rights assessment

Appendices
Appendix 1: Project information request

38

Appendix 2: Documentation request

41

Appendix 3: Stakeholder engagement

42

Appendix 4: Sample on-site assessment
schedule

43

Appendix 5: Determining the length
of an assessment

45

Appendix 6: Key principles for carrying
out worker interviews

47

Appendix 7: Recommended process
for conducting worker
interviews

48

Appendix 8: Interviews with trade unions

52

Appendix 9: Template action plan

53

37 — Labour rights assessment

Appendices

Appendix 1:
Project information request
Table A1 provides a template for an information request
form that can be sent on to the site prior to an
assessment visit. If some of the information is already
available through existing internal channels, it can be
removed from the form, but it is useful for the
assessment team to have all of the information listed in
the template before visiting the site.

If there are still gaps in the information at the start of the
assessment (or where the assessment is an
unannounced visit), this information should be obtained
during an opening interview.

Table A1 Suggested template for a site information request form

INFORMATION REQUESTED

RESPONSE

SITE INFORMATION
Contractor name
Year founded
Annual turnover
Ownership structure (e.g. Joint Venture)
Do you operate on any other sites?
(Please list, with information on size)
Does your company have any management systems
certifications (e.g. ISO/TS 29001:2010)
Site contact name
Site contact details
Do you have peak periods of employment?
(If so, please list)
What are the site’s regular shift times?
Do you provide accommodation to workers?
(If yes, please list all accommodation sites provided to
workers on the project along with how many workers
are housed)
Any further information
continued …
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Table A1 Suggested template for a site information request form (continued)

INFORMATION REQUESTED
WORKFORCE INFORMATION

RESPONSE
MALE

FEMALE

Permanent salaried employees (no.)
Temporary workers (no.)
Part-time employees (no.)
Agency workers (no.)
(Sub)contractor workers (no.)
Young workers (under the age of 18) (no.)
Night workers (no.)
Internal migrant workers
(Provide numbers of workers that have migrated from
within the country for this work, along with the
regions/states that they are from)
Foreign migrant workers
(Provide numbers of workers from specific nationalities)
Languages spoken
(Set out the different languages spoken as first
language, and number of workers that speak it)
Turnover of workers
(Please list the latest annual and monthly turnover rates)
continued …
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Project information request

Table A1 Suggested template for a site information request form (continued)

INFORMATION REQUESTED
SUBCONTRACTED PROCESSES 1
Details of activities/production processes carried out
Names and number of subcontractor companies
Is information on these subcontractors available from
previous labour rights assessments or audits?
(If yes, please detail)

SUBCONTRACTED PROCESSES 2
Details of activities/production processes carried out
Names and number of subcontractor companies
Is information on these subcontractors available from
previous labour rights assessments or audits?
(If yes, please detail)

SUBCONTRACTED PROCESSES 3
Details of activities/production processes carried out
Names and number of subcontractor companies
Is information on these subcontractors available from
previous labour rights assessments or audits?
(If yes, please detail)

AGENCY WORKERS
Names and number of labour agencies used
Details of work activities carried out by agency workers
Is information on these agencies available from previous
labour rights assessments or audits?
(If yes, please detail)
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RESPONSE

Appendices

Appendix 2:
Documentation request
Table A2 provides details of the documentation that
will need to be reviewed as part of the assessment
process.

Site management should be given advance notice that
this documentation will need to be made available for
review at the time of the assessment.

Table A2 Documentation to be reviewed during a labour rights assessment

DOCUMENT TYPE
Site information
documentation

SPECIFIC DOCUMENTS/DATA REQUIRED FOR REVIEW
Workforce data (disaggregated by gender and full-time/contract employees)
Staff turnover rates for the past year
Any relevant government licence, certificates of operation, etc.
Records of previous government labour inspections

Employee documentation
(See Appendix 5 for
information on sampling of
employee documents.)

Employment contracts/terms and conditions of employment
Personnel files (including employment application, disciplinary notices, etc.)
Proof of age documentation (copies of identification cards, birth certificates, medical
clearance, etc.)
Records of issuance of employee benefits, i.e. annual leave, maternity leave, etc.

Policies
(Note: a site may not have
all these policies separately
and may have them, or
some elements of them,
consolidated in a single
policy.)

Anti-discrimination and harassment policy

Workforce
communication/
engagement

Records/minutes of meetings with employee representatives and/or unions

Employee/management grievance policy
Freedom of association policy
Internal operating policies and procedures (wages and hours, annual leave, disciplinary rules
and other HR policies)

Collective bargaining agreements
Records of employee grievances

Payroll documents

Payroll records for up to a year—but at least for the last three pay periods—may be requested
for review. This should include records of all salary payments, including regular and overtime
payments, as well as deductions from employees’ salaries.
Time records for the last three pay periods (for seasonal industries, this should include a peak
period and a low season). These records should show daily start and stop times for workers
during the pay period, and should include regular and overtime work.
Payment receipts for mandatory social insurance payments.
Any government waivers or special permissions used to conduct work hours or pay schedules
outside of the standard legal limits.
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Appendix 3:
Stakeholder engagement
Engaging with third-party stakeholders as part of a labour
rights assessment is widely regarded as being beneficial
for strengthening both the design and outcomes of the
assessment, and can be useful for gathering input from
interested parties about the industry, the worksite or the
issues under consideration. Such meetings may be held
either before the site assessment to gather information
that can be tested on-site, or after the site assessment to
gather feedback on the issues identified and input on
proposed actions.
The choice of stakeholders to engage with will generally
depend on the purpose of the assessment, the issues
that triggered it, and the state of the oil and gas
company’s relationship with the stakeholder, so it is
worth considering these factors before reaching out.
Additionally, whatever the situation, assessors should
review the list of potential stakeholders and then consult
with relevant colleagues (including, where applicable, incountry HR managers, legal teams, and external affairs
teams).
If the situation being assessed is contentious, or there
are project confidentiality issues, it may still be of benefit
to hold meetings to discuss the general labour situation
in the industry, region or country, without identifying the
specific project to be assessed.
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Examples of organizations that the company may
consider engaging with include:
l the Labour Ministry, including the Labour
Inspectorate;
l peer companies;
l the local sectoral employer’s organization;
l the local sectoral trade union federation;
l the country office of the International Labour
Organization (ILO);
l representatives of communities situated around the
project, where workers may be sourced or housed;
and
l community organizations and NGOs that may
interact with workers, e.g. religious organizations,
advocacy bodies, etc.

Appendices

Appendix 4:
Sample on-site assessment schedule
Table A3 presents a schedule for an on-site assessment
based on an oil and gas project with approximately 500
workers hired primarily through a subcontractor.
Note that where there are numerous contractors and
subcontractors, a sample of these should be selected for

assessment, with management interviews,
documentation review, worker interviews, and worksite
and accommodation inspections being undertaken for all
(sub)contractors being assessed.

Table A3 Sample on-site assessment schedule

TIME

SUBJECT

TEAM MEMBER

OVERVIEW OF TASKS

DAY 1
9:00–11:00

Opening meeting with
senior management

Assessor 1 & 2

l
l

l

11:00–13:00

Site walk-through

13:00–14:00

Lunch break

14:00–16:30

Project owner HR
Documentation
review/management
interviews

Worker interviews

Assessor 1 & 2

l

Assessor 1

l

l

Assessor 2
Assessor 1 & 2

16:30–17:00

Team debrief

17:00–18:00

Travel to worker accommodation

18:00–20:00

Accommodation inspection

Assessor 1 & 2

Introduction
Overview of schedule and methodology:
- Proposed assessment schedule (site visits/focus
groups/documentation review and management
interviews)
- Worker interviews/focus groups: selection of
workers from attendance list for interview
Management interviews:
- Overview of HR and contracting structure
- Worker challenges
Walk-through of work activity areas to see
operations being carried out; visual inspection of
worker and workplace conditions; selection of
additional workers for interview (if necessary).

Review of HR documentation and any sitespecific policies
Review of time records and payroll for selected
sample of workers

l

Interviews with HR management team

l

2 focus groups of 7 workers

l

3 individual interviews

l

Debrief/next steps

l

Walk-through of employer provided accommodation
site(s) areas to assess general living conditions and
speak with workers.
continued …
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Sample on-site assessment schedule

Table A3 Sample on-site assessment schedule (continued)

TIME

SUBJECT

TEAM MEMBER

OVERVIEW OF TASKS

DAY 2
9:00–11:30

Contract management
interviews/documentation
review

Assessor 1

l
l

l

Sub-contractor HR
documentation
review/management
interviews

Assessor 2

l

l

l

11:30–13:30

Worker interviews

13:30–14:30

Lunch break

14:30–16:30

Worker interviews

Assessor 1

l

Assessor 2

l

Assessor 1

l

Assessor 2

l

16:30–17:00

Debrief/outstanding
issues and
documentation

Assessor 1 & 2

l

17:00–18:00

Closing meeting with
senior management

Assessor 1 & 2

l
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Review contracting procedures of project owner
Review mechanisms to monitor sub-contractors’
labour management practices
Interviews with procurement/contract managers
Review of sub-contractor’s HR documentation and
any site-specific policies
Review of time records and payroll for selected
sample of workers
Interviews with sub-contractor HR management
team
Two focus groups each with seven subcontractor
workers
Six individual interviews with subcontractor workers

Two focus groups each with seven subcontractor
workers
Six individual interviews with subcontractor
workers
Debrief and closing up of any outstanding issues

Summary of key risks, issues and
recommendations

l

Clarification of any outstanding issues

l

Agreement on next steps
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Appendix 5: Determining the length
of an assessment
The number of workers to be interviewed, the number of
personnel files and wage records to be reviewed, and the
length of the assessment will all be dependent on the
size of the workforce. When considering the length of an
assessment, it will also be important to consider the
number of sites to be assessed and the distance
between them, and the number of contractors and
subcontractors involved. Assessors should aim to review
the personal documents of all workers that are
interviewed individually.

4

Table A4 on page 46 provides an overview of sample
sizes for interviews and documents to be reviewed,
together with the recommended number of person days
required to assess a single employer. Note that these
figures would apply to each contractor included in the
assessment.4 Additional time should be allowed
wherever necessary to enable a meaningful assessment
of the worksite.

SAAS (2017). Audit Requirements for Accredited Certification Bodies for the SA8000 Program. Version 3.1, effective 17 February 2017. Social
Accountability Accreditation Services. http://www.saasaccreditation.org/sites/default/files/u4/SAAS_Procedure_200_v3.1_February.2017.pdf
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15
20
25
30
35

40

45

50

6
10
15
15
20

20

25

25

30

30

3 groups of 3

2 groups of 3 and
1 group of 4

2 groups of 3 and
1 group of 4

1 group of 3 and
3 groups of 4

2 groups of 3,
1 group of 4 and
1 group of 5

2 groups of 3,
1 group of 4 and
2 groups of 5

2 groups of 3,
1 group of 4 and
2 groups of 5

2 groups of 3,
2 groups of 4,
1 group of 5 and
1 group of 6

2 groups of 3,
2 groups of 4,
2 groups of 5 and
1 group of 6

2 groups of 3,
2 groups of 4,
2 groups of 5 and
1 group of 6

101–250

251–500

501–800

801–1,200

1,201–2,000

2,001–3,000

3,001–6,000

6,001–10,000

10,001–15,000

15,001–20,000

60

60

10

3

2 groups of 2 and
1 group of 3

26–100

5

1 group of 3

11–25

2

Use discretion

1–10

Use discretion

TOTAL NO. OF
EMPLOYEES
INTERVIEWED (MIN.)

Use discretion

NUMBER OF
EMPLOYEES

NUMBERS OF
NUMBER OF INDIVIDUAL
GROUP
EMPLOYEES TO
INTERVIEWS (MIN.)
INTERVIEW (MIN.)

Table A4 Sample sizes for interviews and documents to be reviewed, and anticipated length of assessment

40

45

30

25

20

17

15

12

9

7

5

3

Use discretion

ADDITIONAL
WORKER FILES
TO REVIEW

70

65

55

50

40

37

30

27

19

13

8

5

Use discretion

TOTAL WORKER
FILES AND WAGE
RECORDS TO
REVIEW

1.5 (12 hours)

1.5 (12 hours)

1.5 (12 hours)

1 (8 hours)

1 (8 hours)

1 (8 hours)

1 (8 hours)

1 (8 hours)

1 (8 hours)

0.75 (6 hours)

0.75 (6 hours)

0.75 (6 hours)

0.75 (6 hours)

ANTICIPATED
ASSESSMENT
LENGTH (PERSON
DAYS)
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Appendix 6: Key principles for
carrying out worker interviews
It is important for an assessment team to determine the
best format for the worker interviews. Common interview
formats include individual interviews, focus groups and
participatory interviews.

Table A5 presents a range of interview types together
with important considerations for each type.

Table A5 Types of worker interviews

INTERVIEW TYPE

CONSIDERATIONS

Individual interviews

Best for gathering information about specific terms and conditions of employment (e.g. wages)
and individual worker issues, such as treatment by supervisors, discrimination or other issues
that workers may not feel comfortable communicating about in groups.
However, workers may feel uncomfortable in a one-to-one situation.

Focus groups

Preferable for enquiring about general working conditions (e.g. working hours, training, etc.)
and following up on issues that may be affecting a certain department or group of employees
(e.g. excessive overtime). They should not be used to discuss individual issues or personal
matters (e.g. wage rates). Workers can feel more comfortable in a group, though care needs to
be taken to avoid individuals dominating a conversation.

Participatory interviews

Useful to encourage an open discussion (e.g. group exercises to depict and map issues visually,
or worker-led site/accommodation tours).

On-the-spot interviews

On-the-spot interviews undertaken during tours of worksites and accommodation sites are a
useful way of enquiring about general conditions, and can enable the assessor to perform a
rapid risk assessment of potential issues.
Personnel to be interviewed could include:
l workers (evaluate appearance and ask about understanding of worksite procedures);
l supervisors (evaluate understanding of procedures, rules and policies);
l security guards (obtain an overview of working hours on-site and emergency procedures);
and
l drivers (obtain an overview of working hours, transport safety).

Off-site interviews
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Workers may not feel comfortable speaking out at the worksite, and may be more open to
engaging off-site. Suitable locations may include areas that are regularly frequented by the
worker, such as worker accommodation. It is recommended that off-site interviews are carried
out only by an experienced assessor, as this may otherwise be perceived by the management
as a means of provoking discontent, which may disrupt the engagement of management.

Appendices

Appendix 7: Recommended process
for conducting worker interviews
The following guidance aims to help interviewers to get
the most out of a worker interview by overcoming
barriers and building trust, which in turn will help to
reveal the issues that may exist on a worksite. This
guidance is based on the ‘PEACE Model’ of investigative
interviewing, which assumes that a relaxed subject with
whom the interviewer has a rapport is more likely to
cooperate.

PEACE stands for:
Step 1: Planning and preparation
Step 2: Engagement and explanation
Step 3: Account—carrying out the interview
Step 4: Closing the interview
Step 5: Evaluating the evidence
Where an interpreter is being used to translate worker
interviews, it important that they fully understand the
rationale and importance of this approach and that they
are committed to the process. Interviewers will need to
factor this in to their preparations for the interview.

Table A6 The recommended process for conducting worker interviews (based on the ‘PEACE Model’)

STEP 1: Planning and preparation
While carrying out the pre-assessment risk assessment, the following important questions will need to be considered
by the assessor in relation to the worker interviews:
l
l

l

l
l

l

What are the objectives of the interview?
Who are the workers that are likely to be interviewed? Do they constitute a broad range of workers on-site,
including different genders, nationalities, demographics, age, etc.? It is important to select a representative sample
of workers, independent of any input from the site management.
Workers should be selected from a list (daily attendance records) at the opening meeting or during the walkthrough.
What kinds of risks do they commonly face at this type of worksite, and specifically at their location of work?
Will an interpreter be required? If so, he/she should fully understand the assessor’s objectives and approach to the
interview (see Steps 2 and 3, below).
When and where are the interviews going to take place? Will they be undertaken during working hours; at the
worksite; in workers’ accommodation? Ideally interviews will be carried out at a location where workers feel
comfortable about talking, close to the work floor so as not to disrupt their work or the site’s delivery schedule,
but somewhere that is private and separate from management offices so that the workers do not feel intimidated.
Interviews should not be carried out during breaks.

continued …
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Recommended process for conducting worker interviews

Table A6 The recommended process for conducting worker interviews (based on the ‘PEACE Model’) (continued)

STEP 2: Engagement and explanation
At the outset of the interview it is important that the assessor:
l

explains who they are, and the purpose of the interview and assessment;

l

asks the workers whether they are happy to talk about the terms and conditions of their employment;

l

l

l

explains the ground rules: workers need to be reassured that their evidence is important, that they can ask
questions, and that their testimonies will be confidential;
explains that the interview is not a means to resolve a grievance: it is important to manage expectations and avoid
making promises that cannot be delivered; and
encourages a general discussion (for guidance see Tool 5.1 in the Labour rights assessment toolkit or use the
‘TED’ approach set out in Step 3, below).

Additionally, the assessor should favour an informal, semi-structured interview to make workers feel more
comfortable. The assessor should not be overdressed.
There are a variety of reasons why workers can feel uncomfortable when being interviewed at work or on the
accommodation site. In these instances, use the workplace interview as an initial brief discussion, and offer workers
an opportunity to speak again, at a location they would prefer, outside of working hours.

STEP 3: Account—carrying out the interview
It is important that an interview with workers allows them to give their own account of the working conditions. The
assessor should take a structured approach to addressing the key employment topics that need to be covered
(informed by a prior risk assessment) and should use this to guide the discussion. While the assessor should
encourage workers to recall their work experiences freely, it is also important to maintain the structure of the interview
and avoid hopping between topics.
Key employment topics include recruitment, working conditions (including contracts, hours and wages),
accommodation arrangements, and engagement with management (including grievances and freedom of
association). Further guidance on the
questions to be asked in relation to
these topics is provided in Tool 5.1 in
Figure A1 Recommended format for the worker interviews
the Labour rights assessment toolkit.
To help the assessor build a clear
picture of the workers’ experiences
on a worksite, it is recommended that
the flow of the interview follows the
logic set out in Figure A1.
By following this logic, the worker is
given the opportunity to describe
conditions in their own words, and is
given the freedom to do most of the
talking.
This format also gives the assessor
the opportunity to probe and ask for
clarification on any information that
is unclear.

Free recall

For each topic, support the workerÕs free recall
by starting discussions with ÔTEDÕ questions:
Tell me, Explain to me, Describe to me.

Summary

Summarize your understanding of the
workerÕs recall in your own words.

Clarify

Clarify the workerÕs comments by using more
probing questions:
Who? What? Where? When? Why? How?

Summary

Again, summarize your understanding
of the workerÕs recall in your own words.

Next topic

When the necessary information has been
obtained, move on to the next topic.

continued …
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Recommended process for conducting worker interviews

Table A6 The recommended process for conducting worker interviews (based on the ‘PEACE Model’) (continued)

STEP 3: Account—carrying out the interview (continued)
Note that it is important for an assessor to avoid using the following types of questions, as these could potentially
lead to inaccurate information being obtained:
l

Leading questions, e.g. ‘Did he hit you because you made a mistake?’

l

Multiple-choice questions, e.g. ‘Have you worked here for one, two or three years?’

l

Multiple questions at a time, e.g. ‘How did you find the job, where were you at the time, and why did you choose
this one?’

l

Questions involving personal opinions, e.g. ‘I know that work on this site is dangerous, but do you feel safe here?’

l

Questions involving slang or jargon, e.g. ‘How long is your average hitch?’

l

Negative phrasing, e.g. ‘Didn’t you give your passport to your employer?’

Building rapport with the worker
It is essential that the assessor pays attention to the setup, structure and tone of the interview.
Useful ways of putting the interviewees at ease and encouraging them to open up include:
l

being aware of one’s own facial expressions;

l

choosing appropriate clothing;

l

having an open and forward-leaning posture while conducting the interview;

l

choosing an appropriate location in the room where the interview takes place (i.e. avoid the risk of
workers feeling blocked in);

l

using language and speech that matches that of the interviewees;

l

making eye contact with the interviewees;

l

using body language (such as nodding) to provide encouragement;

l

making supportive sounds; and

l

avoiding the temptation to fill periods of silence.

continued …
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Table A6 The recommended process for conducting worker interviews (based on the ‘PEACE Model’) (continued)

STEP 4: Closing the interview
Once the interview has progressed through each of the predefined topic areas, it is important that the assessor
reflects on whether they have all the information needed, and checks with the interviewee to ensure that they have
a clear understanding of the worker’s account.
After summarizing the evidence, the assessor should ask the worker whether he/she has any questions; if they do, it
is important to ensure that any answers provided by the assessor are honest. Assessors should not over-promise; if
they don’t know the answer to a particular question, it is perfectly acceptable to say so.
In some cases, workers may be provided with a contact number (such as a hotline), which they are encouraged to
call if they fear or experience reprisals.
Finally, the assessor should close by explaining any next steps, and should thank the workers for their time.

STEP 5: Evaluating the evidence
Once the interview is over, it is important to evaluate the evidence provided in the context of the wider assessment.
Specifically, it is useful for the assessor to ask the following questions:
l

What new information has been obtained?

l

Is this consistent with what was already known?

l

Are there any issues that need to be resolved?

l

What further information is needed to verify the workers’ testimonies?
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Appendix 8:
Interviews with trade unions
Where they exist, trade unions will have inside knowledge
of the working conditions and issues that affect workers.
They can therefore provide important information on
risks (including the disclosure of non-compliance with
labour standards), and can be important parties to any
plan to effect change, as well as being ideal participants
in the ongoing monitoring of developments. This should,
nevertheless, be approached with a degree of caution,
being that relations between trade unions and the
management may be sensitive.
It is also worth bearing in mind that more than one union
may exist, each of which represents workers in the same
sector (as is commonly the case in many countries); it is
therefore possible that workers may be members of a
number of different unions.
Companies may consider the option of employing an
external organization to undertake interviews with trade
unions.

PLANNING
Before starting an assessment, it is useful to gain an
understanding of the status and characteristics of the
trade union(s) on the site, to help determine whether
they are independent of state/management control, and
whether their representatives are freely elected by the
workers. It may be helpful for the company to check
whether the unions are affiliated with the International
Trade Union Confederation (ITUC) or other Global Union
Federations such as IndustriAll.
The next step is to undertake a desk review to evaluate
the general state of trade unions in the country to
provide an understanding of the different conditions
under which they may be operating. The ITUC Global
Rights Index would be a good place to start.
If a context analysis suggests that a particular union is
not independent of management or state influence, this
does not necessarily mean that it should be avoided;
these unions may still be able to play an important role in
improving specific workplace conditions.
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The key point to consider is whether engagement with
such a union is likely to make it harder for the
independent trade unions to do their jobs effectively (for
example, if speaking with a non-independent union is
interpreted as legitimizing their activities, this may
undermine the activities of an independent union).
Where there are genuine concerns about a trade union’s
independence, the company should seek to validate and
verify its status by speaking directly with workers or with
other civil society groups.

HOW TO ENGAGE
It is important for companies to consider how best they
should engage with a trade union during an assessment.
The method of engaging with a union at a project site
should be tailored to the specific situation, but the initial
contact should be made through the company’s
manager responsible for industrial relations and relations
with the trade union (commonly the HR Director).
Sensitivity should be exercised to avoid any action that
might create unwarranted expectations about the role of
the labour rights assessment, or which might undermine
or jeopardize existing industrial relations between the
employers working on-site and the trade unions.
Trade unions that are most relevant for interview are the
sectoral trade unions, those representing workers
employed by the primary contractor on the project, and
those representing any sub-contractor workers.
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Appendix 9:
Template action plan
Following a labour rights assessment, a report of the
findings and actions should be drafted by the
assessment team and communicated to the assessed
parties. The report should include a categorization of the
issues by level of risk, with suggested actions, time
frames, responsibilities and KPIs.
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Table A7 on page 54 provides a suggested template for
the presentation of this information within the report.
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Wages

#

Example:

4

3

2

1

ISSUE
AREA

Subcontractor
workers have not
been paid for
three months

IDENTIFIED
RISK AND
ISSUES
3

3

Mitigation: amend
contracts with
contractors by getting
rid of the ‘pay when
paid’ system
Remediation:
immediately pay all
workers whose wage
payments have been
delayed

ROOT CAUSE
Subcontractor
cannot pay workers
until it has received
disbursement from
contracting party

3 months

Immediate

Oil and gas
company
procurement
manager
Subcontractor
HR manager

PERSON/
RISK PRIORITY
PARTY
LOW MEDIUM HIGH RESPONSIBLE TIMESCALE

RECOMMENDED
MITIGATION/
REMEDIATION
MEASURES

Table A7 Suggested template for the categorization of issues and consequent actions (example entry in italics)

No workers
report receiving
delayed wage
payments

Contract with
project owner
does not include
‘pay when paid’
clause

KPI

Appendix 9
Template action plan

Glossary of terms
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Glossary of terms

EPC Contractor

Engineering, procurement and construction contractor—the primary contractor on an oil
and gas project, responsible either fully or in part for designing and implementing labour
rights standards at a project site.

Issue

Identified instances of infringements of workers’ rights.

Recruitment agent

Refers to any third party contracted to supply labour that is hired directly by an oil and gas
company. Also referred to as a recruitment broker.

Risk

The potential for workers’ rights to be impacted negatively because of the activities of oil
and gas companies, EPC contractors and their business partners. This applies to any
workers on an oil and gas project. This is separate to reputational risks to the organization,
though the latter may arise where worker’ rights are negatively impacted.

Risk mitigation

Steps taken to prevent identified risks from having a negative impact on workers.

Saliency

The degree to which labour rights are at risk from negative impacts (based on how
widespread, serious or irremediable the impact is) as a result of a company’s activities or
business relationships. All companies in a contracting or supply chain can undertake an
exercise to assess saliency, though this is particularly useful for large companies that have
numerous operations and suppliers across different geographies.

Service contract

A legally binding agreement between two companies setting out the terms of
engagement for one entity providing goods or services to the other.

Site

All parts within the boundaries of a project’s physical location.

(Sub)contractor

Refers to contractors and/or subcontractors that may be contracted to carry out tasks on
a project.

Supplier

Any business that directly or indirectly provides material goods to an oil and gas company
or EPC contractor.

Third party

Any company contracted to provide a service or labour to an oil and gas project.

Worker

Any individual hired to carry out activities on, or related to, an oil and gas project. This
includes individuals hired directly by an oil and gas company and individuals hired through
third parties such as contractors, subcontractors, labour agencies and suppliers. It includes
individuals in both high- and low-skilled positions.
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IPIECA is the global oil and gas industry association for advancing environmental and social performance. It
develops, shares and promotes good practice and knowledge through industry collaboration. IPIECA convenes
a large portion of the global oil and gas industry across the value chain and is the industry’s principal channel
of communication with the United Nations.
Through its member-led groups and executive leadership, IPIECA brings together the collective expertise of oil
and gas companies and associations. Its unique position within the industry enables its members to contribute
effectively to the sustainable development agenda.
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