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Terms of use
Visit the SLCP Gateway for terms of use.
Pay special attention to the Chapter “Restrictions on Use”.
In case of questions, please contact https://slcp.zendesk.com.
Return to the top.
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Introduction
This interactive SLCP Facility Guidance helps you understand the SLCP assessment process and provides a step-by-step guide to:
• Registering on the Gateway
• Choosing and connecting with an Accredited Host
• Accessing and using the SLCP Data Collection Tool
• Understanding the SLCP verification process
• Sharing the SLCP verified assessment
This document helps you navigate easily to specific topics of interest and also provides links to additional information available on SLCP
websites. Please refer to the Glossary and other support resources in the Annex at the end of the Guidance to further help you on your SLCP
journey.
For updated information please check the SLCP Helpdesk and/or Gateway regularly.
Return to the top.
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Overview
The SLCP process
The SLCP process consists of three main elements:
1) Data Collection
2) Data Verification
3) Data Hosting and Sharing

Facility chooses an
Accredited Host

Facility creates
account in the
SLCP Gateway

Facility owns
the verified
data & can
choose how
they share it

VERIFIED
ASSESSMENT

Return to the top.
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Facility uses an Active Accredited Host
Platform to:
ü
ü
ü
ü
ü

Create an account
Link to their SLCP Gateway account
Complete the SLCP self-assessment
Select a Verifier Body
Check verification results

Facility can share their verified assessment
report with any of the Active or Passive
Accredited Host Platforms, which can:
ü Add scoring or analysis
ü Provide options to create a CAP
ü Share data with other platform users

Facilities can
share data with
brands, standard
holders & other
stakeholders,
directly from the
Gateway or via
an Accredited
Host.
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SLCP assessment statuses
As you progress through the stages of the SLCP assessment process, the status of your assessment will change. These statuses are represented
by a three-letter abbreviation:
Statuses controlled by the facility:
• ASI-Assessment Initiated
• ASC-Assessment Completed
• ASD-Assessment Deleted initiated by the facility as needed
• VRE-Verification being Edited initiated by the facility as needed
• VRF-Verification Finalized
• VRD-Verification Disputed initiated by the facility as needed
Statuses controlled by the Verifier/ Verifier Body:
• VRP-Verification in Progress
• VRC-Verification Completed
Statuses controlled by SLCP system/ SLCP Verification Oversight Organization (VOO):
• VRQ-Verification Quality Check
• VRE-Verification being Edited initiated by VOO as needed
• VRI-Verification Invalidated initiated by VOO as needed
Return to the top.
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The six parts to completing the SLCP assessment process
Click on a number to see the details of each part of the process.

1:
Registration
with elearning

2: Create a
Gateway
profile

3: Choose
an
Accredited
Host

4:
Start the
self/jointassessment

5: Start the
SLCP
verification
process

6: Share
your SLCP
verified
assessment

1: Registration with e-learning
You need to register on the e-learning platform to enroll in the Facility Course and Certificate. The course contains three e-learning modules.
SLCP has seven e-learning modules in total but only three are mandatory for facilities. These three modules aim to familiarize you with the SLCP
process and system before you start the assessment:
• Module 3: Data Collection Tool
• Module 6: Gateway
• Module 7: Accredited Hosts
It takes about 3-6 hours to complete the three modules. When you have completed the course, you will receive a certificate with a unique CODE.
This CODE needs to be added to your facility Gateway profile within two weeks of registration on the Gateway.
Return to the top.
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2: Creating a Gateway Profile
Introduction to the Gateway
The Gateway securely stores your data on a UN server and enables you to share your verified data with your business partners (e.g. brands). The
platform also provides you with the ability to connect with other SLCP users (e.g. Verifier Bodies, Verifiers, Accredited Hosts).
The International Trade Centre (ITC) works with SLCP to provide the Gateway platform along with e-learning, training and benchmarking through
the ITC Sustainability Map database.
The Gateway serves four functions:
1. An open resource of information about the SLCP assessment process
2. A list of facilities registered on the Gateway and their status in the assessment process
3. A digital connection between the SLCP system users, i.e. facilities, Verifier Bodies, Verifiers and Accredited Hosts
4. A platform for sharing (with facility permission) verified data to Accredited Hosts (AHs) and end-users
What you can do on the Gateway:

Access a Webinar Recording of the Demo of the Gateway here.
Return to the top.
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Registering an account on the Gateway
a) Access the Gateway and select “Click here to create an account”

b) Fill in your data and click “create an account”

Return to the top.
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c) Let the system know you are not a robot

d) Receive a validation email (check your spam if not received)

Return to the top.
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e) Click “confirm” in the registration email to continue registering. Clicking “confirm” takes you to the password creation page

f) Create a password to access your unapproved profile

Return to the top.
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Creating a facility profile on the Gateway
After filling in the initial information (and clicking on “create”) you will receive an automated email to confirm your email address:
1. Continue your registration by clicking on the link you receive via email.
2. Log into the Gateway and fill in your profile information
3. Click “save” at the bottom of the page
4. Click “request approval” at the top of the page

Your facility profile is not approved until you request approval. Before requesting approval, select the “update profile” button in order to
save your inputs. The SLCP team needs 1-2 working days to determine if the facility profile can be approved. Once the decision is made, you
will receive an email confirming if your facility profile has been approved or rejected.
Important: Please make sure you have selected all languages necessary to communicate with management and workers at your facility.
The list of languages is important to ensure the Verifier(s) and necessary translator(s) speak the language(s) of the workers and
management for the required interviews and documentation review that take place during verification. The languages spoken in a facility
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are linked to the languages spoken by a Verifier. When it is time to select a Verifier Body on the Accredited Host platform, you will only be
able to see Verifier Bodies (VBs) that match with at least one of the languages spoken in your facility.
Selecting languages spoken at the facility for your facility profile:
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Tips when filling in facility profile information
For a facility’s Gateway profile to be approved, the triangulation of facility name, facility address and business license is essential. This
is also checked during verification and is important to ensure that the Verifier implements a specific physical scope for the verified
assessment report.
Please see more detailed information on our Helpdesk. The following are general requirements:
1. Facility name must be based on one specific (unique) facility address
2. Facility name must match the facility name on business license(s) associated with this address (there may be multiple business
licenses under one facility name, but if they are associated with multiple addresses, then you have to create multiple profiles,
see point 5.)
3. Facility name must be written in English characters
4. The individual facility’s specific name must be provided (not the group manufacturers’ name)
5. There can be multiple profiles under one business license (if applicable), because the business license may cover multiple
addresses. For the profile (and scope of verification) the unique location is important and therefore each facility’s unique
location needs a separate profile. To create multiple facility profiles (as the facility name cannot be used by any other facility,
you can create a facility name with an addition in the name. For example: Group Name (as per business license) - Unit 1 or
City or Factory Name.
6. If there are multiple factories under a manufacturing group, use group name first and then facility name, to complete the
facility profile name. For example: Group Name Company - Facility Name Factory
7. The facility must not already have a profile in the Gateway (only one profile is allowed per facility)
8. The facility name must not be used by any other facility
9. The facility name must be in the name field (and not an individual’s name)
10. A general and official company email address must be used (not a personal email address, Gmail, Hotmail etc.)
Note: A facility is expected to complete their Gateway profile with their “e-learning completion code” within two weeks of
registration. The training can be completed in different languages, i.e. English, Simplified Chinese, Turkish, and Spanish and is
accessible here: www.slconvergence.org/training.
Some common mistakes are:
• Entering name in Chinese; it must be in English
• Name = person name, not facility name
• Person name entered instead of facility name
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The International Trade Centre Sustainability Map network profile
Within the facility profile, a facility has the option to create a free profile on the International Trade Centre’s (ITC) Sustainability Map network.
With this profile, facilities can research and compare standards, as well as connect with businesses partners to grow their businesses and
develop more sustainable business practices.

It takes about 2 working days for SLCP to review your facility profile after it has been submitted for approval.
Once your Gateway account has been approved, you are able to connect to an Accredited Host.
Return to the top.
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vFSLM - Higg Co platform specific instructions
If your facility already has a Higg Co account and has already filled in the self/joint-assessment (FSLM), and would now like to have the
assessment data verified (vFSLM), you need to connect your Higg Co account to the SLCP Gateway:
• Create a profile on the Gateway following the steps outlined in Creating a profile on the Gateway
• Once approved, add the Gateway facility ID to your Higg account
• After this, your Higg co and SLCP accounts will be connected. Check if your assessment is correctly linked to the Gateway by checking
that your assessment now has a Gateway assessment ID (PRJ######).
If so, you can proceed to initiating your assessment.
Return to the top.
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Facility profile approval
Once you have received facility profile approval, you can log back into the Gateway.
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You will now find more options in the menu. Your facility has a Gateway ID, and you are able to connect to an Accredited Host. You can find your
Gateway ID in your profile:

You will see that your facility is now included in the Public Facilities page on the Gateway. With this, your facility will have greater public
exposure as many brands use this page to see if their supplier is part of SLCP. This page only gives basic profile information and the assessment
process stage of the facility. Verified data is NOT included.
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https://slcpgateway.sustainabilitymap.org/facilities
Return to the top.
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3: Choosing an Accredited Host
Choosing an Accredited Host
To start your self/joint-assessment, you must choose the Accredited Host (AH) that you want to use for the assessment and verification.
Accredited Hosts are platforms that allow facilities to upload SLCP data, have it verified, and then share the verified data with their business
partners. There are two types of AHs:
•
•
•
•

Active Accredited Host
Facilities can submit the data from their self/joint-assessment
Verifiers can submit the findings from the on-site verifications
End-users (such as brands) can access SLCP verified data after facility approval
Can add scoring/ analysis to SLCP verified data

•
•

Passive Accredited Host
End-users (such as brands) can access SLCP verified data after facility approval
Can add scoring/ analysis to SLCP verified data

SLCP data can easily be shared between all platforms, so there is no need to repeat the assessment on a different Accredited Host platform. You
can just complete the SLCP assessment process on one Active Accredited Host, and through the Gateway share that report with other Accredited
Hosts (active or passive). See here for more Helpdesk information.
Return to the top.
Create an account on the Accredited Host platform
You can see your choice of Accredited Hosts (AH) in the Accredited Host menu item of your profile on the Gateway. To set-up an account on the
Accredited Host, you need the facility ID from the Gateway.
Linking the Gateway to an Accredited Host:
• In your profile on the Gateway, click the AH link in the menu tab "Accredited Hosts" in your Gateway profile, to navigate to the AH
website.
• Log in with your existing account, register, or (in the case of FFC) ask your customer for login details. Click on the AH link to go to their
site and link to their platform.
Note: You cannot have more than one profile per email address on either the AH or the Gateway.
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Compare Accredited Hosts
Find out more about the Accredited Hosts and their platforms in e-learning module 7.
Also see:
• How do I conduct a self/joint-assessment on FFC? What are the costs?
• How do I conduct a self/joint-assessment on Higg? What are the costs?

Return to the top.
Invite a colleague
You can invite a colleague to your facility profile by adding their details in the “Invite a colleague to create a user account” section of your
profile. Colleagues that are added will be able to access the facility account using their own email address. They will also have permission to
manage the facility profile. This function should not be used to share your facility data with someone outside your organization.
Important: Your invited colleague will be able to manage the profile completely. If you only want to share your verified data with a client/
business partner, you should share the verified assessment report and NOT the whole facility profile.

Return to the top.

25

Converged Assessment.
Collaborative Action.
Improved Working Conditions.
4: Starting a self/joint-assessment
Your role as a facility to ensure data integrity and honest data
As per the Terms of Use for SLCP Converged Assessment Framework (CAF) : “Data collection and verification through the CAF should reflect
actual labor conditions. Users of the CAF and the Verified Assessments (facilities, verifiers, brands and other organizations) commit to reporting
accurate information to the best of their knowledge and to supporting the integrity of the data shared among users”.
In addition, the SLCP Signatory Charter notes in the Commitment for Manufacturers, Brands & Retailers, and Agents, that they commit to
“respect the principle of true data in SLCP verified assessments by recording and accepting honest data, and by prioritizing remediation over
punishment”.
Any user of the SLCP system and the Converged Assessment Framework (CAF) must act with integrity and respect the principle of true data. This
means SLCP does not tolerate any act of bribery or unethical behavior by any user of the CAF.
• SLCP defines bribery as any attempt to influence the outcomes of a verification by offering, soliciting or accepting any items of value,
including (but not limited to) money, services, merchandise or gifts.
• Unethical behavior is considered any attempt to knowingly falsify verification data or verification outcomes through providing
misleading or incorrect information, misrepresenting verification activities or otherwise acting dishonestly.
If any quality assurance activities outlined in the SLCP Quality Assurance Manual or any reports to the Verification Oversight Organization or
SLCP’s Secretariat result in a credible indication of bribery or unethical behavior, or if a Verifier Body receives an internal notification of bribery
or unethical behavior, the following steps are taken to investigate. This includes bribery and unethical behavior on behalf of both Verifiers and
facilities.
If the outcome of the investigation is that the facility offered a bribe or engaged in unethical behavior, the following actions are taken:
a) The verified assessment report is invalidated. This is reflected on the public list of facilities on the Gateway, and on the Accredited Host
platform(s) who host the facility’s verified assessment
b) The facility receives an official warning letter from the VOO
c) The facility is flagged on the Gateway so that any future Verifiers are aware of the past instance of unethical behavior
d) If the facility has offered a bribe AND it is their second attempt to bribe a Verifier or their second instance of unethical behavior:
o The facility’s verification is invalidated
o Any users linked to the facility are proactively informed that the facility has engaged in bribery for a second time
e) Repeated instances where a facility offers a bribe or engages in unethical behavior may lead to the facility’s suspension from SLCP
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Working online or offline
Now that you have access to the Accredited Host (AH) of your choice: you can either fill in the self/joint-assessment online on the AH platform or
download the Data Collection Tool (Excel file) from the AH and fill in the Excel file offline. If you complete the Excel file offline, you then need to
upload it back onto the AH platform. Especially if you are working on completing the Tool with multiple colleagues, we recommend you fill in the
Tool online. Also, the online platform better guides your completion and better enforces data collection rules, resulting in less mistakes. The
offline Tool has limited data validation and mistakes can be made which then have to be corrected when you upload the Tool online.
Return to the top.
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Assessment Initiated
Once you have started your assessment, the status will be ASI (Assessment Initiated). See SLCP assessment statuses for a full list of SLCP
statuses.
This ASI assessment status indicates that you are in the process of conducting the self/joint-assessment either online through the Accredited
Host or offline through the Excel file.
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Once you initiate an assessment, you can track the status of your assessment on the Gateway:

Return to the top.
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The Data Collection Tool representation offline and online
The Data Collection Tool is available online (on the AH platforms) and offline (Excel). There is only one offline Excel Data Collection Tool, but the
look and feel of the Data Collection Tool is different on each AH platform. The questions and the process are, however, the same no matter
which AH you use:
Offline Excel file:

Higg Co

FFC:
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If you want to use the Excel file offline, you must always use download the offline Data Collection Tool (the Excel file) from an AH platform.
The Excel document is a Macros-enabled document. You MUST have Macros enabled for the content to show up correctly. Due to the
complex nature of the macros included, please only keep ONE Excel workbook open at a time. Opening multiple workbooks will cause user
issues.
Once you have completed the Data Collection offline, you must upload the file back to the AH platform. The AH will check to ensure you have
completed the file correctly and will let you know if you need to change your entries or complete more entries before you submit the file.
Return to the top.
Preparing to fill in the Data Collection Tool
Ensure you have all the information and people needed to answer the questions: as questions focus on a number of different topics (e.g.
Human Resources, Health and Safety, Production Management) you will need the involvement of multiple departments and people. The
involvement of workers’ and/or union representatives (if applicable) is also recommended, as they will be interviewed during the verification
process. Refer to Annex VII: Engaging facility personnel in the SLCP assessment process for more information on personnel involvement.
Documentation must be organized and maintained to complete the self/joint-assessment and to prepare for the Verifier’s review of
documentation. A generic document list (it is possible that not all items will apply to your facility) is in Annex V Document List.
The assessment is based on 12 months of recent data. You will need to prepare documentation to complete your self/joint-assessment and
keep that documentation for the onsite verification. You can also attach information to every question in the Data Collection Tool via the
Accredited Host platform, but note that all attachments will be added to the final verified assessment report. Do not attach records that you
do not want the users of the final verified assessment to see. Also, make sure you follow any applicable regulations on data privacy.
SLCP encourages the facility to seek external assistance with the self-assessment and, thus, execute a joint-assessment if they encounter
difficulties with Data Collection Tool completion or comprehension. For example, external assistance may be available from Verifier Bodies,
SLCP signatories like brands, agents or civil society organizations or other social responsibility consultancies. The report can still be classified as
a self-assessment under Facility Profile section, Assessment Submission sub-section, if you merely reached out to a business partner to ask a
few questions and get some clarification. The report becomes a joint-assessment, when you contract assistance (paid or unpaid) and
individual(s) associated with an organization are assisting you through the entire process of completing the self-assessment, advising on what
to write, review and/or prepare for the verification.
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When completing the SLCP process for the first time, a self/ joint assessment takes approximately two weeks. This is due to the time needed
to gather all necessary documents and to coordinate internally. The next time a facility completes an SLCP assessment, they will know which
documents and individuals are required, and the Data Collection Tool can then be completed within a few days.
Significant resources are required to complete the self/joint-assessment. Multiple departments (e.g. Human Resources, Sourcing, Health &
Safety, Customer Relations) and individuals (e.g. those responsible for managing recruitment, contracts, wages, worker
involvement/representation and health and safety) must be involved.
Worker Engagement in the self/joint-assessment
We also recommend the involvement of workers’ and/or union representatives, as applicable, to complete the self/joint-assessment
answers. Refer to Annex VII: Engaging facility personnel in the SLCP assessment process for more information on personnel involvement.
Verification within 2 months after self/joint-assessment
Remember, verification needs to take place within 2 months of completing the self/joint-assessment, so plan your work accordingly. A Verifier
can only verify facility data in an assessment that has been completed in the past two months. The submission date used to calculate the
verification timeframe is the facility response under question FP-BAS-26 Date of self/ or joint-assessment submission (YYYY-MM-DD).
If facility data is older, the Verifier will come back to you and request that you:
1. Re-open the self/joint-assessment on your Accredited Host,
2. Check if facility data is up to date,
3. Revise data as necessary to ensure the data is accurate,
4. Re-submit your data with an updated submission date (question FP-BAS-26 Date of self/ or joint-assessment submission (YYYY-MMDD)), and
5. Complete the self/joint-assessment again so the Verifier can begin with the verification activity.
Note that you are prohibited from changing facility self/joint-assessment data once the onsite verification has started.
The Verifier must receive your completed assessment with applicable uploaded documentation no later than 10 working days prior to the
scheduled verification date/ window. So, in general, once you have completed and submitted the self/joint-assessment on the Accredited
Host platform, you have about 5 weeks to assign a Verifier Body for verification and grant the Verifier access to your self/joint-assessment.
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Depending on which Step you select in the Data Collection Tool, the scope of the self/joint-assessment and verification will be very different.
Together with your business partners and the resources SLCP offers, you should make an informed decision on what Step works for you at this
time in your SLCP journey.
Remember: The SLCP Converged Assessment Framework does not result in scoring / ranking
In-scope of SLCP
Verified data on labor topics such as Minimum Age, Working
hours, Wages, Health & Safety
Identification of legal non-compliances
Sharing of that data with the end user

Out-of-scope of SLCP
Data value judgments and follow-up actions such as:
Scoring, ranking
Industry standard application/ certification
Compliance with company Code of Conduct
Remediation effort

Return to the top.
Exploring the content of the Data Collection Tool
SLCP highly recommends exploring the Tool before getting started. You can access a functional Tool – for testing purposes only – by following
the steps below. This Tool is only for learning and exploration and you should NOT use it to enter your self/joint-assessment data.
1.
2.
3.
4.

Go to www.slconvergence.org/helpdesk
Go to “Resources”
Look under “Converged Assessment Framework (CAF) 1.4”
Click on “Data Collection Tool 1.4 (functional/ for testing purposes only)”

To see what types of questions are asked in each one of the three Steps of the Data Collection Tool, you can also access the Data Collection Tool
flat file in Tool format or plain Excel format:
• Tool format: shows all of the possible questions in the Tool set up/Tool template. This means that all of the Steps and all of the
conditional questions are shown.
• Plain Excel format: has all possible questions listed in one simple sheet per language. You can enable filters to search for specific
questions by Step, section, sub-section and category. Note that all Step 1 questions are included in Step 2 scope. And all Step 1 and 2
questions are included in Step 3 scope.
Return to the top.
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Accessing the Data Collection Tool
You can choose which Active Accredited Host (AH) you want to use for your assessment. Each AH offers other additional services. For example,
FFC matches the verified data set with brands’ Codes of Conduct. Higg Co uses data to decide a facility score (that can then be compared with
other facilities). Contact each AH to decide which one you want to work with.
Brands also make use of different Active and Passive AHs. A facility only needs to share their SLCP verified assessment data with the AH and the
AH will do the analysis for the brand. Facilities need to check with the AH for a thorough explanation of services provided.
SLCP also recommends reaching out to those clients/ business partners who have adopted SLCP to understand their preferences for an
Accredited Host, which may influence your decision. However, remember that no matter which AH you choose, you can easily share your
verified assessment with other Active and Passive AHs to give your clients/ business partners access to your data on their preferred platform.
You can find an up-to-date overview of the brands that accept SLCP verified data here.

Fair Factories Clearinghouse (FFC)

Higg Co

This Facility Guidance explains how to complete the OFFLINE Data Collection Tool only. The content in the offline Tool is the same in the
online Tool hosted by each Active Accredited Host. SLCP recommends using the online Data Collection Tool on the AH platform, as a macro34
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enabled Excel Workbook may not be as user-friendly as a web-based platform, and the AH conducts data checks which may require the facility
to make changes or add more data online after they use the offline Tool.
Once you have a set of verified data you can share your data via the Gateway to other AHs. This means that once you have completed a
self/joint-assessment and verification on one AH you should not repeat the same process on another AH.
Return to the top.
Opening the offline Data Collection Tool from the Accredited Host platform
You need at minimum PC Excel 2016 or Mac Excel 2016. If you have followed all instructions on how to handle the Tool and still the Tool
constantly crashes while you are working on it, it means you need a more recent version of Excel.
When opening the file, a pop up appears and/or you see a security warning at the top of the screen. You must ENABLE CONTENT and/or ENABLE
MACROS.
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Return to the top.
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Data Collection Tool structure
The SLCP assessment covers all worker-related records from hiring to termination. To complete the questions, you will need input from
multiple departments, including human resources, health and safety, production, and supply chain management.
To ensure the SLCP Data Collection Tool can replace existing audit systems, audit questions from 21 different brands, audit firms and
standards were analyzed. Major topics were translated into 9 key sections that follow a worker’s lifecycle plus general Facility Profile
information.
The offline Data Collection Tool for the facility self/joint-assessment consists of 3 Excel sheets

1) OVERVIEW – contains important information on the Tool, including enabling macros, SLCP process information and Terms of Use
2) INSTRUCTIONS – understand how to orientate yourself, fill in the required content, select the Step for assessment completion
and understand the applicable standards, scope and timeframe
3) SLCP Data Collection Tool 1.4 – contains the questions for the facility to complete (depending on the selected Step and the
facility circumstances, e.g. presence of workers under 18, migrant workers, specific operational processes) organized into 10
different sections
Sections of the Data Collection Tool
1. Facility Profile –Step selection, general facility information, building structures, worker demographics, production/ operation
information, subcontractors information
2. Recruitment & Hiring –data related to minimum age, discrimination, employment practices
3. Working Hours –data related to hours of work and breaks
4. Wages & Benefits –data related to minimum wage, social insurance and other benefits
5. Worker Treatment –data related to forced labor, harassment and abuse, discrimination, discipline
6. Worker Involvement –data related to freedom of association and collective bargaining, grievance systems, workers’
representatives
7. Health & Safety –data related to general work environment, building safety, emergency preparedness, chemicals/hazardous
substances, worker protection, materials handling and storage, electrical safety, first aid/medical, contractor safety, dormitories,
canteens, childcare
8. Termination –data related to forced labor, discrimination, employment practices, wages and benefits
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9. Management Systems (only in Step 2 and Step 3) –data related to the structure of “Plan” (policies and procedures/ strategy and
goals), “Do” (roles and responsibility/ communication and training), “Check” (self-assessment), “Act” (continuous improvement)
10. Above & Beyond (only in Step 3) –data related to workplace well-being, community impact
Important: After you open the Data Collection and Enable Macros, you have to:
1) Choose your Step (Step 1 is default, you can also choose Step 2 or Step 3),
2) Complete all of the Facility Profile, and
3) Remember to return to the Facility Profile question FP-BAS-26 Date of self/ or joint-assessment submission (YYYY-MM-DD) to
insert the correct submission date before completing the self/joint-assessment on the Accredited Host platform.
The Step selection and answers in the Facility Profile determine the scope of your SLCP assessment. If you do not complete all questions
in the Facility Profile, you will be required to complete them after upload to the Accredited Host platform, and you may have to answer
more questions in one of the 9 other sections of the Tool. An example is the question about the presence of foreign migrant workers at
your facility. If you have foreign migrant workers at your facility but you skip that question in the Facility Profile, you will not see the
questions in Recruitment & Hiring or Termination and other sections about foreign migrant worker employment conditions. You must
answer all questions in the Facility Profile to see the entire scope of questions in all other sections that apply to your facility operations.
Return to the top.
Data Collection Tool “Step” selection
The SLCP Data Collection Tool includes three modules:
• Step 1 Essential
• Step 2 Progressive
• Step 3 Advanced
Step 1 is the default Step selection. The facility can choose either one of the three Steps.
•
•
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Step 1 “Essential” covers key social & labor compliance questions, mostly connected to International Labor Standards (ILS) and
National Labor Law (NLL)
Step 2 “Progressive” focuses on management systems and questions that are supportive social & labor compliance questions but
less critical. These questions are often found in social industry/ certification/ brand standards. Step 2 includes all Step 1
questions.
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•

Step 3 “Advanced” covers questions that go above and beyond social responsibility industry standards, are not required by
national or international law, and seek to elevate workplace well-being and community impact. Step 3 includes all Step 1 and
Step 2 questions.

Which Step should I choose?
The Tool has been created with the idea that most relevant and key questions are covered under Step 1. However, facility needs can be
different, and facilities therefore have options to choose from. Facilities may consider the following points when making their Step
choice:
• Size: If your facility is of smaller size (e.g. less than 500 workers), it is likely that Step 1 will be the most appropriate for you.
• Policy & Procedures: If you have written policies and procedures, then choose Step 2. Clarification: Step 2 covers management
system questions and questions that are connected to or go beyond key social & labor compliance issues but are still connected
to NLL.
• Buyer relationship: If you are working with your buyers on specific CSR programs/requirements, discuss with them the most
appropriate Step. Clarification: Step 2 covers questions found in social industry standards or brand codes of conduct.
• Ambition level: If you have a high ambition level on social performance (e.g. worker well-being and community programs),
choose Step 3.
SLCP has also created a simple tool to help you understand the compatibility of the different Steps against the most commonly used
standards and codes of conduct: https://slcp.zendesk.com/hc/en-us/articles/360010438713-List-of-brands-that-accept-SLCP-verifieddata. This information can also help you understand the preferences your client/ business partner may have regarding Step selection.
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In the Facility Profile section you will need to choose which Step you would like to complete. The default Step selection is Step 1.

Return to the top.
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Data Collection Tool navigation menu
The SLCP Data Collection Tool consists of 10 core sections in total: one (1) general Facility Profile section and nine (9) social and labor
sections.
The navigation menu at the top of the Tool shows:
•
•
•

all 10 sections along with the individual completion percentage
o You can click on the applicable section name to jump to that section within the Excel sheet.
total completion index/ completion percentage
where you currently are in the Tool
o You just have to click on a field in an applicable row to see which section, sub-section and category of the Tool you are
currently in.

The navigation bar takes up some fixed space on the top of the sheet. You can click on the ” – “ sign on the far left to collapse the
navigation bar and only show You are here and the Question More Info and Facility Response row. To expand the bar again, click on the
“ + “ sign to return to the original navigation menu size.

Return to the top.
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Data Collection Tool sections, sub-sections and categories
The Tool consists of SECTION, Sub-Section and Category.
There are 10 Sections and within each Section there are multiple Sub-Sections (listed in the Section Instructions) and many Categories to
better identify the topic of the question.
Indicates Section of the Tool:
• You are in RECRUITMENT & HIRING
• Sections are in ALL CAPS
• Sections are in the light red colored box
• Sections are divided by a dark grey bar; the previous section is FACILITY PROFILE
Each Section has Section Instructions and is then followed by the Sub-Section and Sub-Section Instructions
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Indicates Sub-Section of the Tool:
• You are in Child Labor
• Sub-Sections are in Bold
• Sub-Sections are in the light red colored box indented within the SECTION (if you do not know which section you are in, click on
any cell in a question row and you will see in the Navigation Menu where you are)
• Sub-Sections related to the ILO Core Conventions (Child Labor, Forced Labor, Discrimination, Freedom of Association and
Collective Bargaining) are introduced by Sub-Section Instructions that contain Overall International Labor Standard Guidance.
This law guidance can assist you in determining what applicable legal requirements should be in place at your facility.
Indicates Category of the Tool

Return to the top.
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Data Collection Tool questions and facility responses
Questions related to each Category with the top bar Question, More Info, Facility Response fixed for your viewing
More Info provides additional clarifying information to both facility and Verifiers
Facility Response where facility selects or enters a response in line with its current operations:
•

Unanswered questions are highlighted as

Dark Grey

•

Answered questions are highlighted as

Light Grey

•

If you need to widen the row to see the text that you have written (e.g. you wrote a whole paragraph of text in the Facility
Response field) you can easily do so by widening the row on the left of the sheet.
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•
•
•
•
•

The prompt before the Facility Response field shows the type of entry the Tool is asking for
Select is a drop down
Response Here is a free text/ narrative box with max. 1000 characters
Number Here requires the facility to enter a number and not text
Other examples of data types are dates and multiple “X” select options

Return to the top.
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Data Collection Tool conditional questions
At times, a facility response opens a conditional question that was not there before. In this screenshot Question RH-CHI-2 has the
answer “14” and is followed by question RH-CHI-4.
You can also see in the far left row numbering column that a row is hidden.

If the answer in RH-CHI-2 changes to “Other” then a conditional question appears If other, please describe:. This is an example of one
conditional question appearing. The Tool may also unhide multiple questions at once and they may not always be immediately following
the answered question but further down in the Tool. The most important example is in the Facility Profile where those answers will
unhide questions in other Sections (Recruitment & Hiring, Wages & Benefits, etc.) That is why filling in the Facility Profile immediately
after your Step Selection is important.
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Important: In the offline Tool, if you change the answer of the main question so that the conditional questions are retracted and no
longer apply, the data you already entered for those conditionals will be deleted. Be sure to make the right selection from the start so
you avoid loss of data.
Return to the top.
Data Collection Tool “More Info” guidance
More Info provides additional clarifying information to both facility and Verifiers
When you hover (put your cursor on) the “Info” link next to the question, you will see a box pop up that explains the question and
gives you More Info on how to answer the question. The pop up size is the size of the longest More Info text in the Tool, so you will
always be able to see the entire information in the More Info at first glance.

Return to the top.
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Data Collection Tool meaning of “worker” or “workers”
Persons working on/with the facility's product, ensuring machinery is working to produce product, or directly involved in the operations
of the facility. They are non-supervisory, which means no one report to them (if a person is in a supervisory role, e.g. sewing line group
leader, they would not be counted as “worker”). Facilities include those involved in production of goods, and also those involved in
operations related to the product, e.g. distribution. Examples of "workers" are cutters, sewers, QC, packers, etc. (all workers who
contribute to producing the product), boiler workers, mechanics (machine repair persons), electricians and workers who load product
onto trucks.
Return to the top.
Data Collection Tool meaning of “Consult applicable legal requirements”
This Tool is aligned with international labor standards and national laws.
Any time a question references the law (e.g. "in line with legal requirements", "legally required"), the facility (and Verifier) must consult
applicable legal requirements to assess the answer (verified answer) to the question. “More Info” provides instructions on what to do if
there are no applicable legal requirements.
Applicable legal requirements include:
• The ILO Core Conventions
o The ILO Core Conventions provide the baseline for determining compliance with the fundamental rights at work:
Child Labour (C138 Minimum Age Convention, 1973 and C182 Worst Forms of Child Labour Convention, 1999);
Discrimination (C100 Equal Remuneration Convention, 1951 and C111 Discrimination (Employment and Occupation)
Convention, 1958);
Forced Labour (C29 Forced Labour Convention, 1930 (and Protocol) and C105 Abolition of Forced Labour Convention,
1957); and
Freedom of Association and Collective Bargaining (C87 Freedom of Association and Protection of the Right to Organize
Convention, 1948 and C98 Right to Organize and Collective Bargaining Convention 1949
• Other conventions in force in the country in question
• Laws and regulations that apply in the jurisdiction in question
• Collective Bargaining Agreements
o Where the provision in question is at least as favorable for workers as relevant legal requirements
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Applicable legal requirements are set out in the “Law Overlay” for select countries. Return to the top.

Data Collection Tool “Law Guidance”
Will be provided by ILO-BW for select countries. This is the “Law Overlay” displayed on the Accredited Host platform.
Information on applicable national legislation will be attached in a “Law Guidance” info box to each applicable question on the
Accredited Host platform.
For offline use, facilities and Verifiers will have access to an Excel document that contains in a flat file all applicable law guidance by
country by Tool question.
Return to the top.
Data Collection Tool “Facility Comments” sub-section
At the end of each section, before the dark grey bar appears to show you are moving from one section to another, there is an area for
you to provide additional comments.
These comments will not be verified. Rather, the Verifier can use the comments to see where the facility had difficulties answering a
question because of the facility specific circumstances. Also, SLCP can take the detailed feedback to improve the Tool and make it more
applicable to special circumstances.
Please ensure you follow the “More Info” on how to enter your feedback if you make use of this Facility Comments field.

You can provide additional information in free text form. A maximum of 1,000 characters are permitted in free text answers.
Return to the top.

49

Converged Assessment.
Collaborative Action.
Improved Working Conditions.

Attaching photographs/documents on the AH platform
You will need to prepare documentation to complete your self/joint-assessment and keep that documentation for review for the onsite
verification. You can also attach information to every question in the Data Collection Tool via the Accredited Host platform, but note that
all attachments will be added to the final verified assessment report. Do not attach records that you do not want the users of the final
verified assessment to see. Also, follow any applicable regulations on data privacy.
Attachments are useful to share with the Verifier prior to onsite verification and are mandatory to share with the Verifier if you are
requiring the Verifier to complete virtual verification activity such as offsite documentation review prior to onsite verification.
The Verifier can also attach files to the final verified assessment. Before you complete your self/joint-assessment, review the
attachments to ensure you have attached the correct items. Also, before you finalize the verified assessment report, review all
attachments included by the Verifier to ensure the final verified report does not include photographs/ documentation that are
confidential.
Return to the top.
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Completing your self/joint assessment on the AH platform
If you chose to complete the Data Collection Tool offline, you will have to upload it to the Accredited Host (AH) platform before you can
complete your self/joint-assessment. Once you have completed the Tool you can change your status from ASI (Assessment Initiated)
to ASC (Assessment Completed).
Pay attention to the individual completion percentages and the overall completion bar while you are answering the Tool questions. The
individual completion percentage will help you see where still missing answers in specific sections of the Tool are.
You need to complete at least 95% of the Tool – overall completion bar at 95%.
With 95% complete you are then permitted to change the assessment status to Assessment Completed on the AH platform.
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The AH conducts data checks which may result in you needing to change or update answers, especially if you completed the Data
Collection Tool offline.

Fill in data
in offline
Tool and upload
to AH platform

An Accredited Host checks your data to make sure that:
• answers are given in English language only;
• questions that are not allowed to be left blank are
filled in;
• the Tool is 95% complete;

Fill in data in
online Tool
on the AH
platform

• max 1,000 characters are in a free text
answer field; and
• specific questions are answered correctly as
numbers or dates.

If you are requiring the Verifier to complete virtual verification activity involving documentation review, do not forget to attach the
necessary documents at the question level on the AH platform. All attachments will be available to the end user as well (after
verification); therefore, do not include confidential information.
You can only edit data in the ASI (Assessment Initiated) status. Once the status is ASC (Assessment Completed), you will have read-only
access.
Before you change the assessment status from ASI (Assessment Initiated) to ASC (Assessment Completed), be certain you can
complete onsite verification within the next two months. SLCP has a rule that verification has to be completed within two months of
completing the self/joint-assessment. The date for self/joint-assessment completion is taken from question FP-BAS-26 Date of self/ or
joint-assessment submission (YYYY-MM-DD). The Verifier/ Verifier Body must check prior to onsite verification that the onsite
verification dates are within the two-month timeframe. If not, the Verifier/ Verifier Body will ask you to update the self/joint-assessment
data and the date entered into question FP-BAS-26 Date of self/ or joint-assessment submission (YYYY-MM-DD). Return to the top.
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5: Starting the SLCP verification process
The role of the Verifier is to check if the data you have entered in the Data Collection Tool is complete and correct. They do this by
looking at the facility response and deciding if that response is accurate or inaccurate.
If facility has…

… the Verifier must…

… provided inaccurate answers…

… correct the response and explain what supporting evidence was reviewed.

… not provided an answer…

… provide the correct response and explain why the facility did not answer.

A facility must

The Verifier must

Fill in at least 95% of the Data Collection Tool questions. Some
answers are mandatory and will be enforced in the online
system via the Accredited Host.

Answer 100% of the Data Collection Tool questions applicable to
the facility.
Submit a verified assessment report within 10 working days
after finishing the onsite verification.

In addition to the explanation of the verification process in this section, you can also access the SCLP Verification Protocol,
which provides both the facility and Verifier with important information about the assessment process, verification procedures and
rules.
Return to the top.
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Your role as a facility in the verification process
The verification process requires you to:
• Select a Verifier Body from the Accredited Host platform, and request/book a verification
• Send documentation to the Verifier for virtual/offsite review (optional)
• Reserve the time needed from key participants in the verification process (e.g. management, supervisors, union representatives)
• Discuss the findings with the Verifier in the closing meeting
• Review the verified assessment report and take action (discuss any mistakes or updates to the report with the Verifier and ask
them to make edits, and/ or approve or dispute the verified assessment).

Return to the top.
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Select a Verifier Body

Review verified
assessment report and
take action (request edits,
approve, dispute verified
assessment)

Request/book a
verification

Discuss findings with
Verifier in closing meeting

Send documentation
Verifier for virtual/offsite
review (optional)

Reserve time needed from
key participants in
verification process
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Choosing a Verifier Body
Once the completed self/joint-assessment has been submitted on the Accredited Host (AH) platform, you need to choose a Verifier
Body (VB) on the platform. Once you have selected the VB, the VB will assign a Verifier on the Gateway and share your self/jointassessment with the Verifier.
The verification needs to take place within two months of the assessment completion date. The date of the self/joint-assessment
submission is indicated in the question FP-BAS-26 Date of self/ or joint-assessment submission (YYYY-MM-DD) in the Facility Profile
section of the Tool.

By accessing www.slconvergence.org/verifierbodies on the SLCP website, you can find out which Verifier Bodies (VBs) are active in
your country/region. The list of VBs includes contact details and you should contact individual VBs to get a quote. Prior to VB
selection, the VB does not have access to the self/joint-assessment data. When providing quotes, the VB will request facility data,
such as location, number of workers, and languages spoken to estimate the duration of the onsite verification. The verification
duration can only be estimated until the VB has access to the self/joint-assessment data and can properly assess verification
requirements.
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Initially, you contact a VB offline (e.g. phone, email) to ensure the VB is available for your verification. After you have selected the VB
and agreed on the verification date, you should then select the VB online through the AH platform.
Note: To maintain the integrity of the SLCP assessment process, you cannot choose a Verifier. The Verifier Body will select a matching
Verifier for you.
Once you have selected your VB on the Accredited Host platform and the VB has accepted and started the verification, your assessment
status changes from ASC (Assessment Completed) to VRP (Verification in Progress). See SLCP assessment statuses for a full list of SLCP
statuses.
For additional support in choosing or changing a VB, see: https://slcp.zendesk.com/hc/en-us/articles/360013915653-How-can-I-select-aVerifier-Body-How-can-I-change-a-Verifier-BodyFor additional information on what is expected from you during the verification process see: https://slcp.zendesk.com/hc/enus/articles/360023877074-How-long-does-the-verification-process-take-What-is-expected-of-meReturn to the top.
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How the Verifier Body selects a Verifier
The Verifier is selected based on the languages spoken in your facility as well as your location.
The languages spoken in your facility (which you indicated in your facility profile) are linked to the languages spoken by the Verifier.
When you select a Verifier Body on the Accredited Host platform, you will only see Verifier Bodies that have a language match with your
facility.
For this reason, It is important to select all languages spoken in your facility in your Gateway profile. See Selecting languages spoken at
the facility for your facility profile.
Return to the top.
Virtual + onsite verifications
Virtual verification activities can reduce the time needed for the onsite verification. For more information about possible virtual
verification activities that are always followed by an onsite verification of minimum one person-day, please see the Helpdesk and SLCP’s
Verification Protocol.
Whether virtual verification activity takes place or not, the Verifier will always study:
• Your assessment data
• Background information related to your facility
• Country/region specific information
Before coming to conduct the onsite verification, the Verifier will send you their plan for the onsite verification (including number of
days, expectations etc.)
Return to the top.
Onsite verifications
Having your staff and paperwork prepared helps the Verifier and saves you both time. Just like for the self/joint-assessment, you need
an internal team to support the onsite verification. During an onsite visit a Verifier will conduct:
• Management/staff interviews
• Onsite observation
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•
•

Document review (see Annex V)
Worker interviews

See Annex VI for the person-day requirements of the verification process.
Return to the top.
Completing the verification process
The Verifier/ Verifier Body has 10 working days after the end of onsite verification to complete the verified assessment report. The
Verifier Body is responsible for conducting an internal quality check on the report before it is finalized. Once the Verifier Body has
completed the quality check and the Accredited Host checks have been executed and, if applicable, resolved by the Verifier, the Verifier
must complete the verification. This will result in the assessment status changing from VRP (Verification in Progress) to VRC
(Verification Completed).
Before the status changes to Verification Completed, an automated SLCP data quality check is conducted behind the scenes in a hidden
status called VRQ (Verification Quality Check). This search for data quality failures takes a few seconds. If the data quality check fails,
the assessment status automatically changes to VRE (Verification being Edited) and an email is sent to all assigned Verifiers of the
verified assessment report. The Verifier must:
• Review the email which outlines all the failures,
• Make changes to the verified assessment report, as necessary,
• Finalize the report – again – by changing the status from Verification being Edited to Verification Completed, and ideally do this
all in less than 4 calendar days.
On calendar day 5 after the assessment status changes from Verification in Progress (via VRQ) to Verification being Edited, the
assessment status automatically changes from Verification being Edited to VRC (Verification Completed) whether the Verifier made
edits or not. This guarantees that the assessment process continues and the facility can start reviewing the verified assessment report.
If the automated SLCP data quality check does not result in failures, the completion of the verification goes through and the assessment
is in status Verification Completed.
SLCP regularly reviews and updates the automated data quality checks. Go to our Helpdesk to see which data quality checks SLCP is
currently running. Return to the top.
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Verifier findings
You will be given the opportunity to discuss the findings along with potential revisions with the Verifier in the closing meeting of the
onsite verification. During this meeting the Verifier will explain any discrepancies found between the facility’s assessment and the
verification, focusing on items verified as “Inaccurate”, “Updated during Verification” and legal “Non-Compliances”.
The Verifier should share the preliminary Verification Summary with you during the closing meeting. This Verification Summary contains
all items identified as “Inaccurate” in the Verification Selection column and/or “Non-Compliance” of applicable legal requirements in
the Non-Compliance column.

Also note the column labeled “Final Verified Response”. Final Verified Response means the facility response if the Verification Selection
is “Accurate” or it is the Verifier’s Corrected Response or Verification Data entry (if there is no Corrected Response). The Final Verified
Response helps the user understand what the final outcome is without comparing self/joint-assessment data against verification data.
Once the Verifier has completed the onsite verification and submitted the verification report on the Accredited Host platform, your
assessment status changes from VRP (Verification in Progress) to VRC (Verification Completed). You will then receive a notification via
e-mail and you will have 14 calendar days to review the verification report on the Accredited Host platform.
Note: If you do not take action within the 14-day review and approval period, the Accredited Host will – on day 15 – automatically
accept the verified assessment report and change the assessment status to Verification Finalized (VRF). Once finalized, the report can no
longer be changed.
Return to the top.
Approving a verified assessment
You need to approve, request Verifier edits (as necessary), or dispute the verified assessment findings on the Accredited Host (AH)
within 14 calendar days.
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Pay special attention to the Verification Summary, which indicates:
• Data points where self/joint-assessed data and verified data differ
• Data points where verified data is not in compliance with applicable legal requirements
You can view the verified assessment report through the offline Data Collection Tool (download the report into the offline Excel
document from the AH). Or you can review the verified assessment report through the AH platform.
The Excel document downloaded from the AH will look different from the document the facility works on for self/joint-assessment. This
verified assessment report Excel will have the facility content as well as the Verifier entries visible (several columns in blue color on the
right) and a new sheet “Verification Summary” will be included.
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Note, there are specific Verification Selections a Verifier can make to explain the outcome of the verification:
Accurate

Information provided by the facility is 100% correct and supported by data.

Inaccurate

1. Information provided by facility has one or more errors, at least one data point shows that answ er is
incomplete or incorrect, i.e. facility answer is not 100% accurate.
2. Information cannot be verified, i.e. Verifier cannot prove that facility answer is accurate.

Updated during
Verification

Facility did not
reply during SA/ JA

Only in Facility Profile. When Verifier arrives on-site Facility Profile circumstances may be different
from w hat they w ere during self/ joint-assessment.
For all other questions, assessment period includes the 12 months prior to the submission date of
self/ joint-assessment. But for Facility Profile, Verifier must include the most up-to-date information
which may require an update.
These changes are not “Inaccuracies” but rather updates to the provided facility data.

Facility did not provide a response at all. Verifier will need to include a response.

Not visible to
facility during SA/ JA

Verifier Corrected Response opens conditional question that was not there before for facility during
self/ joint-assessment, and therefore facility did not answer.

No longer applicable
due to verification

Verifier Corrected Response makes conditional question that was in self/ joint assessment no longer
applicable. Verifier can just select this and does not need to explain anymore in Verification Data that
question is no longer applicable. Also for reader this clearly shows data can be ignored.

Not applicable due to
special facility
circumstances

Likely rarely used: Giving Verifiers a way to say if something is not applicable, just in case Tool 1.4 is
missing a “Not Applicable” option.

Once you have approved the verification report, your status changes from VRC (Verification Completed) to VRF (Verification Finalized).
This assessment status indicates that you have approved the report by clicking the button “Verification Accepted” on the AH platform.
The VRF (Verification Finalized) status also automatically occurs 14 calendar days after the Verifier uploads the verified assessment
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report if you do not dispute or approve the verification report.
Return to the top.
Editing the verified assessment report
Should the facility and Verifier/ Verifier Body agree to make changes to the verified assessment report during this review period, the
facility must change the status from VRC (Verification Completed) to VRE (Verification being Edited), and give the Verifier access to
the report again through the Accredited Host platform so the Verifier can make the agreed changes.
Any changes the Verifier makes to the report during this facility review phase must be agreed upon by the facility. After edits are
finalized, the Verifier must change the status to VRC (Verification Completed) – again – so the facility can access the report and
review the changes. The Verifier must work as quickly as possible to finalize the edits and change the status back to Verification
Completed so the facility has enough time to review the report one last time before finalization.
After 14 calendar days, if the facility has not accepted the verification or raised a dispute, the Accredited Host automatically changes
the status of the assessment to Verification Finalized.
This back and forth between the facility review in status Verification Completed and the Verifier changing the report in status
Verification being Edited can occur as often as necessary within the 14 calendar days. The Accredited Host has a “countdown clock”
feature, which will help the facility and Verifier keep track of time until the assessment is automatically finalized and the status is
changed to Verification Finalized. Emails will also be sent to the Verifier and facility to remind each party of the approaching deadline.
Return to the top.
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Disputing a verified assessment
Facilities can dispute the outcome of an SLCP verification if needed. The scope in which disputes can be made is as follows:
Facilities have 14 calendar days to dispute a verified assessment report. You do this on the Accredited Host platform.

Disputes cannot be raised at question level. Disputes can only be filed with respect to the quality and/or integrity of
Verifier conduct or if the verification did not follow the Verification Protocol
A dispute can be substantiated or not after review by the Verification Oversight Organization (VOO). After a dispute is
closed on a verified assessment, no new dispute can be filed.
Your assessment status changes from VRC (Verification Completed) to VRD (Verification Disputed) once you have clicked the “dispute”
button on the Accredited Host platform. The dispute will then be passed on to the Verification Oversight Organization (VOO) for review.
The VOO evaluates the validity of the dispute within 2 working days.
A dispute can be substantiated or not. Depending on the outcome, a Verifier may have to edit and finalize the report or the VOO will
invalidate the report.
If the Verifier has to edit the report, the VOO, facility and the Verifier/ Verifier Body jointly agree to all required report edits prior to the
VOO changing the status of the assessment to Verification being Edited. The Verifier then makes the agreed edits and changes the
status to Verification Completed for the facility to do a review of the edits. The Verifier and facility have a total of 5 calendar days to
make edits and review the final report.
Note: If you do not take action within 5 calendar days the assessment status automatically changes to VRF (Verification Finalized) on day
6.
If the VOO invalidates the report the assessment status will change from VRD (Verification Disputed) to VRI (Verification Invalidated).
The VOO gives 4 calendar days’ notice prior to changing the assessment status to VRI (Verification Invalidated)
An assessment that is in Verification Invalidated status cannot be shared with end users and the full report is not available on the
Accredited Host site or Gateway. It is not possible to share the report. The only information available is that the facility has an
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invalidated report and the reason the report was invalidated.
Summary of actions and timelines involved in disputing a verified assessment:
Facility
Dispute a verified assessment
report

Verifier

VOO

Evaluation of the validity of
dispute
Changing the assessment status
to VRI (Verification Invalidated)
If dispute substantiated and report requires edits: VOO, facility and the Verifier/ Verifier Body
jointly agree to all required report edits prior to the VOO changing the status of the assessment to
VRE (Verification being Edited)
Review final verification
Verifier makes agreed upon
report with edits made by
edits and changes status to
Verifier based on agreed
VRC (Verification Completed)
upon outcome of dispute and for facility to review
change to VRF (Verification
Finalized)

Timeline
Within 14 calendar days of
receipt of verified assessment
report
Within 2 working days of receipt
of dispute
VOO provides 4 calendar days’
notice to facility
Depends on responsiveness of
all parties involved
5 calendar days after report
status changed to VRE
(Verification being Edited) by
VOO
On day 6 if no action then
system automatically changes to
VRF

Dispute procedures are further explained in the Quality Assurance Manual – available on our Helpdesk.
Return to the top.
The Verification Oversight Organization
The Verification Oversight Organization (VOO) is the overarching body responsible for ensuring the quality of the SLCP verification
process. The role of the VOO is as follows:
• Manages the Verifier Body and Verifier selection process
• Conducts desktop and onsite Quality Assurance (QA) activities to check on verification quality
• Gives recommendations to improve the SLCP process and system
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The VOO can choose to conduct any type of quality assurance procedures for any verified assessment.
Reports for Desktop Review are selected within 10 working days of an assessment changing to Verification Finalized and the Desktop
Review is completed within another 10 working days. Facilities for Counter Verifications are usually selected within 1-2 weeks of the
verification finalized date and the process of scheduling, conducting the Counter Verification, and completing the QA report could take up
to 6-8 weeks from the date the verification is finalized.
As part of participating in SLCP, facilities are required support onsite QA activities, which involve:
• Counter Verification: 1–day visit to a facility that seeks to answer a sample set of verification questions
• Shadow Verification: presence of a VOO observer during the original verification
• Duplicate Verification: complete duplication of the original verification done with a different Verifier Body
These QA activities are done at no cost to facilities. The VOO will accommodate the facility’s schedule when planning onsite QA. QA
activities do not result in changes to the facility’s initial verified assessment report, unless the QA activity uncovers a serious issue that is
a cause for invalidation. Invalidation means that the report can no longer be shared with end users and the full report is no longer available
on the Accredited Host site or Gateway. The only information available is that the facility has an invalidated report and the reason the
report was invalidated. The causes for invaliding a report are listed in the SLCP Quality Assurance Manual.
The SLCP Quality Assurance Manual provides information about quality assurance processes and mechanisms as well as the Verifier and
Verifier Body selection process. These are in place to ensure a high level of quality and integrity of the SLCP verification.
Return to the top.
Striving for continuous improvement
SLCP wants to improve your SLCP experience. We analyze mistakes and use the learning to improve the process and system. To actively
contribute, please fill in the survey after verification. Help us help you! Feedback will be communicated back to the Verifier (Body)
anonymously.
Return to the top.
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6: Sharing your SLCP verified assessment
You decide with whom you want to share your SLCP verified assessment, i.e. with which Accredited Host(s) and which end-users. No
data is shared without your approval. You can:
• Share the final verified assessment report in PDF, HTML and Excel formats
• Share the report from the Accredited Host with Accredited Host (AH) users
• Share the report to another AH via the Gateway
• Share the report via email from the Gateway
• Share a downloaded copy (PDF, Excel) of the report from the Gateway
Sharing a verified assessment via the Gateway
1. Log into your Gateway account
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2. Click on the “Overview of my SLCP Assessments” (see above screenshot). A list of assessments appears. There are multiple
ways to share a verification report. The options are on the right-hand side. When you click on the “View Assessment” icon at the
top right, it will take you to the next screen. You may convert the assessment to PDF or Excel format, then save it.

Return to the top.
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Sharing a verified assessment via email
After choosing “Share via email” on the Gateway, fill out the form with the email address to which you would like to send the
report. The email recipient will receive an email with a link to access the report.

Return to the top.
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Sharing a verified assessment with another Accredited Host
Click “Share with another Accredited Host” link.
The links to the Accredited Host (AH) will appear on the screen after you have linked your Gateway and AH accounts. Select the AH you
would like to share the report with, and then hit "Share".

Return to the top.
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Sharing a verified assessment via the Accredited Host platform
On each Accredited Host (AH) platform, you can grant permission to an AH user (normally a brand) to view the final verified assessment
report. With permission, the brand can view where in the SLCP assessment process your facility is and have direct access to the final
verified assessment.
When the assessment is finalized (VRF status), brands (through their user interface on the Accredited Host platform) will see a token/link
to access the final verification report. The AH may offer additional services, e.g. calculate a facility score based on the raw data in the
verified assessment report.
Facilities decide with whom they want to share their SLCP verified assessments, i.e. with which Accredited Hosts and which end-users.
No data is shared without a facility’s approval.
The Gateway stores all data and is hosted by the International Trade Centre (ITC), a joint agency of the World Trade Organization and
the United Nations that has high standards of data security.
For a list of brands that accept SLCP verified data see: https://slcp.zendesk.com/hc/en-us/articles/360010438713-List-of-brands-thataccept-SLCP-verified-data
You have now successfully completed the SLCP assessment process. Congratulations!
Return to the top.
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Frequently Asked Questions
1. If the facility is a new operation, how many months’ operational records are required to complete the SLCP self/jointassessment?
For newly operational facilities: at a minimum, the facility must include three (3) months of operations in the self or jointassessment, because the Verifier needs to review three (3) sets of records during verification. However, before completing the
self/joint-assessment, SLCP recommends that the facility discuss the SLCP assessment process with their customers to see if
customers would prefer more months in operation prior to receiving a verified assessment report.
2. If the facility has been affected by COVID-19, does this impact the self/joint-assessment process?
The Verifier/ Verifier Body should contact you for updates on workforce and facility operations to ensure there are no substantial
changes to your self/joint-assessment that could affect the onsite verification process. SLCP has issued a COVID-19 – Enhancement
to Verified Assessment Report Information document, which contains information for facilities on how to complete the self/jointassessment. Please see Annex II of this document.
Return to the top.
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Glossary
“Accredited Host“ Third party/ external service provider approved by SLCP to store SLCP assessment data on their platform and provide
additional data analytics and sharing services to users such as brands, standard holders, and manufacturers.
“Passive Accredited Host” Third party/ external service provider approved by SLCP to 1) store SLCP assessment data on their platform
and 2) provide additional data analytics and sharing services to users such as brands, standard holders, and manufacturers. The SLCP
Gateway (central repository for all SLCP verified assessments) can submit data to a Passive Accredited Host if a facility initiates this
sharing process. Only assessments in Verification Finalized (VRF) status are received by the Passive Accredited Host. The Passive
Accredited Host is not involved in the active execution of the SLCP assessment process, i.e. self/joint assessment data gathering and
verification data gathering.
“Active Accredited Host" Third party/ external service provider approved by SLCP to 1) provide a technology platform to allow data
entry by facilities and Verifiers during the SLCP assessment and verification; 2) store SLCP assessment data on their platform and 3)
provide additional data analytics and sharing services to users such as brands, standard holders, and manufacturers. The SLCP process
must be completed on one of the Active Accredited Host platforms a facility can choose which one they want to use.
“Converged Assessment Framework” or “CAF” The Data Collection Tool and verification methodology, developed by SLCP and
downloadable from the Gateway. Consists of three elements: 1. Data Collection Tool; 2. Verification Protocol; and 3. Guidance (Facility
and Verifier).
“CAF Assessment Process” means a procedure, as developed in the context of SLCP, serving to implement the Converged Assessment
Framework, starting with self/joint-assessment for facilities that is augmented via verification by external parties and verification
oversight and a methodology for data sharing by the facility, Verifier and Accredited Host via the ITC Gateway.
“Data Collection Tool” or “Tool” Element 1 of the Converged Assessment Framework. ‘Questionnaire’ used to gather data on working
conditions in a facility and used by the Verifier to verify this data. Contains all the assessment questions that a facility must answer
through a self/joint-assessment. When completed, includes the answers by the facility and the Verifier. Can be filled in online on an
Accredited Host platform or offline through an excel file downloadable from an Accredited Host.
“Facility Guidance” Element 3 of the Converged Assessment Framework. The document that helps facilities understand the SLCP process
and complete the self/joint-assessment by giving guidance on how to enter facility responses into in the Data Collection Tool.
“ITC Gateway” or “Gateway” The central repository of SLCP verified assessments. All verified assessments are stored safely on an UN
server. Registered facilities have access to their verified assessments at all times and can download these. Apart from this the Gateway
serves 4 critical functions:
1. Central (and open) resource of Converged Assessment Framework, SLCP process and related information and support material
2. Account Management and unique IDs for facilities, Verifier Bodies and Verifiers
3. Management of statuses of the SLCP assessment cycle – by continuous updates with each of the Accredited Hosts. Facilities can see
the status of their SLCP assessment throughout and at all times.
4. Re(distribution) of verified assessments (VRF status) to Accredited Hosts and other ad-hoc users, with facility
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permission.
“Self-assessment” Facility alone fills in the Data Collection Tool (CAF Element 1).
“Joint-assessment” Facility contracts outside help to fill in the Data Collection Tool (CAF Element 1).
“SLCP” means the Social & Labor Convergence Program (SLCP), an independent multi-stakeholder program, which has developed the
Converged Assessment Framework (CAF) and a data hosting and sharing process.
“Verification Oversight Organization (VOO)” Entity responsible for the day-to-day management of SLCP verifications. It manages the
selection of Verifier Bodies and Verifiers (qualification criteria, application and approval process), maintains an updated overview of
SLCP approved Verifiers and associated VBs on the Gateway, sets Quality Assurance (QA) procedures in collaboration with SLCP,
executes QA activity, develops the scoring system for SLCP approved Verifiers and VBs, collects Verifiers’ performance data, provides
verification support desk for all SLCP system users, gathers feedback from SLCP system users, and handles dispute resolution between a
facility and a Verifier.
“Verification Protocol” Element 2 of the Converged Assessment Framework. The document that contains the procedures, rules and
process requirements for conducting an SLCP verification.
“Verified assessment” uses the CAF and follows the CAF Assessment Process and results in a report in PDF, Excel and HTML formats
made available to facilities and shareable by facilities on the ITC Gateway.
“Verifier” Person qualified to perform an SLCP verification to ensure the completeness and accuracy of the data collected through
self/joint-assessment of facilities, using the CAF.
“Verifier Body” The organization to which a Verifier belongs. Is responsible for assigning Verifiers when an SLCP verification is requested.
“Verifier Guidance” Part of element 3 of the Converged Assessment Framework. The document that helps Verifiers complete the
verified assessment report by giving guidance on how to verify a facility’s answers to questions in the Data Collection Tool.
Return to the top.
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Annex I: SLCP Code of Conduct
SLCP expects individuals vetted and approved through the Verification Oversight Organization (VOO) to follow the principles outlined in
the SLCP Code of Conduct.
Integrity
Conflicts of interest and impartiality: SLCP verifications must be impartial and avoid conflicts of interest that, in fact or in appearance,
may create an incentive to report anything other than the true and accurate facts gathered during the SLCP verification.
Corruption: Verifier Bodies shall manage risks and ensure compliance with all applicable laws related to corrupt practices.
Integrity: Members must promote a culture of integrity to address audit integrity and bribery risks that may exist before, during and
after each social compliance audit.
Confidentiality: Members must maintain confidentiality with respect to information gathered while executing a social compliance audit,
in order to minimize the possibility of inadvertent disclosure, and take reasonable steps to prevent unauthorized access to information
collected during or relating to an audit.
Competence
Personnel: Verifier Bodies shall only deploy social compliance audit personnel (whether direct employees or independent contractors)
who demonstrate, at a minimum, the relevant knowledge, skills and attributes outlined in the SLCP Competency Framework, and are
going to act in accordance with the Code.
Supervision: Verifier Bodies shall ensure all their personnel are adequately supervised to ensure all work is performed as directed and
supports the verified assessment data.
Verified Assessment Data and Records
Report Generation and Submission: Verifier Bodies shall ensure an accurate, concise, and clear verified assessment report, signed off by
an SLCP approved Verifier and Verifier Body, is provided to the facility.
Supporting Documents: Verifier Bodies shall ensure each verified assessment report is supported by evidence demonstrating the work
performed in sufficient detail to support the information deemed as accurate or inaccurate in the final dataset.
Handling of Sensitive Information: Sensitive issues, such as abuse or harassment, which may lead to retaliation against workers, or
attempts to bribe, threaten or coerce Verifiers, shall be handled with utmost care to protect workers and Verifiers.
Record Management: Verifier Bodies shall have systems in place to ensure all data is collected, stored and transferred in compliance
with applicable law is secure and only accessible by authorized persons.
Obligations to SLCP and VOO
Transparency with SLCP and the Verification Oversight Organization (VOO): Upon request by SLCP and/or the VOO,
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true and accurate information shall be made available by Verifier Bodies to verify conformance with SLCP expectations.
Accountability: Verifier Bodies shall develop and uphold principles that reflect integrity and professional ethical behavior as outlined in
this document. They will comply with all applicable laws and regulations, policies and procedures, follow professional business practices,
and have processes in place for handling complaints and appeals.
Verifiers: In SLCP’s Competency Framework, Verifiers are committed to act in accordance with items in this document. All Verifiers shall
comply with all relevant legislation, policies and procedures, and maintain the integrity of the Code. Verifiers are only able to carry out
verification as part of an approved Verifier Body.
Obligations of SLCP and VOO
Privacy and Data Protection: SLCP and VOO shall only collect information from Verifiers and Verifier Bodies that is necessary to
determine their eligibility to participate in SLCP. This information will only be accessed by SLCP and selected VOO employees as required
in the execution of their duties, unless the Verifier or Verifier Body gives express permission. SLCP complies with international data
collection, privacy and security standards requirements, and ensures all information is collected and maintained in a way, which protects
the privacy of the Verifiers and Verifier Bodies.
Openness: SLCP and VOO will provide public access to, or disclosure of, appropriate and timely information about the SLCP process, and
status (i.e. the granting, extending, maintaining, renewing, suspending, reducing the scope of, or withdrawing of permission to act) of
any Verifier, in order to gain confidence in the integrity and credibility of the process. Openness is a principle of access to, or disclosure
of, appropriate information.
Return to the top.
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Annex II: COVID-19 – Inclusion of COVID-19 Information in Verified Assessment Report
COVID-19 has disrupted supply chains and significantly impacted workplace conditions in facilities. As a result, “Verification Data” for a
number of SLCP questions will need to reflect these impacts in addition to other factors impacting facility operations.
The table below provides Verifiers with guidance on how to address the SLCP questions most relevant to impacts from COVID-19. The
table provides a likely scenario as a heading followed by the sections and data points that are most likely to include a response in
reference to COVID-19. The table then provides guidance for facilities and information for the Verifier to include in “Verification Data”.
There may be additional responses to other questions also affected by COVID-19 which are not included in the table, and these will need
to be identified by the Verifier and also explained in “Verification Data”.
Note: Inclusion of COVID-19 information in “Verification Data” is not a requirement. The information contained in this Annex is to help
Verifiers remember to also provide COVID-19 details as a contributing factor to changes in facility operations, where relevant. The below
table is included in the Verification Protocol.
If you have any further questions, please contact us via the SLCP Helpdesk.
COVID-19 impact: The facility experiences a change in normal hours of operation / reduction in workforce / terminations /
retrenchments / furloughs
Section/subsection of
Tool

Data Collection Tool
Questions

Facility Guidance

Verification Data

FP-BAS-16: Normal Hours of
Operation per day:

Facility enters information to reflect
normal hours of operation per day
during the 12-month self-assessment
period; if hours changed due to COVID19, then enter all hours that are
applicable for the 12-month selfassessment period, specifying the
months/ days and the normal hours

Include information about any changes to
normal hours of operation from closures,
reduced working hours or changes to normal
operations

Facility Profile \

FP-WOR-1

Worker demographics
\

[…]

Facility enters worker demographics to
reflect normal operations during the 12month self-assessment period; any
further facility comments/ notes about
changes/ fluctuations in demographics

Include if there are differences between selfassessment completion and verification are
due to COVID-19

Facility Profile \
Basic Information \
Hours of Operation

Workers
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shall be included at the end of the
Facility Profile section under FP-FAC-1
Worker Treatment \
Discrimination \
Conditions of Work

WT-DIS-9: Which of the
following is a factor in
decisions on conditions of
work? (SELECT all that apply
with a "X"):
WT-DIS-9-1: Race / Skin Color
WT-DIS-9-2: Sex / Gender
WT-DIS-9-3: Religion
[…]

Termination \
Discrimination \
Termination

TER-DIS-2: Which of the
following is a factor in
decisions on termination,
forced resignation,
retrenchment or retirement?
(SELECT all that apply with a
"X"):
TER-DIS-2-1: Race / Skin
Color
TER-DIS-2-2: Sex / Gender

"Conditions of work" include hours of
work, rest periods, annual holidays with
pay, occupational safety and
occupational health measures, as well as
social security measures and welfare
facilities and benefits provided in
connection with employment.
This question covers any decisions
regarding conditions of work, including
any decisions due to COVID-19, such as
shift selection, access to overtime, etc.

If conditions of work, such as, shift selection,
access to overtime, demotion, etc. are
impacted by COVID-19, explain if these
conditions were ever dependent on factors
of: race, skin color, sex (gender), religion,
political opinion, national extraction, social
origin, disability, HIV/AIDS status, sexual
orientation, pregnancy/maternity status,
marital status, age, nationality/foreign
migrant worker status or family
responsibilities.

Facility selects all factors involved in
determining which workers were
terminated, forced to resign, retrenched
or retired.

If workers were terminated due to COVID-19,
Describe the factors used to decide which
workers were terminated (e.g. race, skin
color, sex (gender), religion, political opinion,
national extraction, social origin, disability,
HIV/AIDS status, sexual orientation,
pregnancy/maternity status, marital status,
age or nationality/foreign migrant worker
status)

This question covers any reasons for
termination, forced resignation,
retrenchment or retirement including
COVID-19

TER-DIS-2-3: Religion
[…]
Termination \
Discrimination \
Absence due to Illness
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TER-DIS-3: Have decisions of
termination, forced
resignation, retrenchment or
retirement been dependent
upon a worker's absence due
to illness?

Yes/No
This question covers any illness including
COVID-19

Explain if COVID-19 was one illness that
played a factor in determining decisions of
worker termination, forced resignation,
retrenchment or retirement.
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Termination \
Employment Practices
\

TER-EMP-2-3: Workers were
terminated for invalid
reasons

Yes/No

TER-EMP-3: Does the facility
comply with legal
requirements before
suspending workers or
reducing the size of the
workforce due to economic,
technological, structural,
operational or other similar
changes?

This question considers any legal
requirements enacted to protect
workers suspended or laid off as a result
of a reduction in workforce due to
economic, technological, structural,
operational or other similar changes
This question covers any economic,
technological, structural, operational or
similar change including COVID-19

This question covers any invalid reason
including COVID-19

Explain if COVID-19 was a reason for
terminating workers

Invalid Reasons
Termination \
Employment Practices
\
Suspension /
Reduction Workforce

Describe what legal requirements were
addressed if the facility suspended workers
or reduced the size of the workforce due to
COVID-19.

COVID-19 impact: The facility experiences a change in payment of wages, termination benefits and/or paid leave for workers
affected by COVID-19
Section/subsection of
Tool

Data Collection Tool
Questions

Facility Guidance

Verification Data

Wages and Benefits \

WB-WAG-44: Are wage
payments made regularly
and on time and in line with
legal requirements?

This question addresses regular wage
payments, as well as any required
payments to workers due to COVID-19,
any required hazard pay / incentive pay,
etc.

Include information on changes to wage
payment requirements (including pay due
dates) as a result of COVID-19

Wages and Benefits \
Wage Payment

If the facility did not pay any wages or
other required payments on time,
answer NO
Termination \
Employment Practices
\
Unjust Termination
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TER-EMP-1: Does the facility
not follow legal
requirements when workers
resign or are terminated in
relation to:
[…]
• outstanding wages,

Facilities must consider any legal
requirements not enacted specifically to
protect workers financially who are
terminated.
This question covers all legally required
termination payments, including any
legally required payments to assist

Describe what termination benefits were not
paid in line with legal requirements for
termination as a result of COVID-19
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Termination \
Unjust Termination

Termination \
Outstanding Wages
Termination \
Severance Payment
Termination \
Timely Termination
Payment
Termination \
Unused Annual Leave

Wages and Benefits \
Wages and Benefits \
Leave

• termination payments,
• termination payments all
paid on time,
• compensation for unused
annual leave, and/or

workers terminated as a result of COVID19

TER-EMP-2: Please specify
which of the items below
apply (SELECT all that apply
with a "X"):
TER-EMP-2-4: Workers were
not paid correctly for
outstanding wages

These questions cover outstanding
wages, severance payments, timely
termination payments and unused
annual leave requirements not enacted
specifically to protect workers
terminated for any reason including
COVID-19

Describe if workers were not paid correctly
for outstanding wages, severance pay and/or
unused annual leave, or if termination
payments were not paid on time as a result
of COVID-19.

This question refers to any diagnoses /
types of leave including COVID-19

If “Other types of required leave” is selected
due to COVID-19 leave, describe the legally
required terms of payment.

TER-EMP-2-5: Workers were
not paid correct severance
payments
TER-EMP-2-6: Termination
payments were not paid on
time
TER-EMP-2-7: Workers were
not compensated correctly
for unused annual leave
WB-WAG-81: Is the facility
not paying workers correctly
for any of these types of
leave as legally required:
[…]
• Sick leave
[…]

If “sick leave” is selected, describe any legally
required special provisions for paid sick leave
due to COVID-19.

• Other types of required
leave?

COVID-19 impact: The facility experiences an increase in overtime and changes in how working hours are recorded

79

Converged Assessment.
Collaborative Action.
Improved Working Conditions.
Section/subsection of
Tool

Data Collection Tool
Questions

Working Hours \

WH-WOR-15: Did any
workers work more than 60
hours in total (regular +
overtime) within any given
week?

Working Hours \
Total Working Hours

Facility Guidance

Verification Data

These questions are in reference to
workers working extended hours for any
given reason including COVID-19.

If the answer to any of these questions is yes,
and if overtime was worked due to COVID-19
impacts, describe this under “Verification
Data”. Include details such as whether the
overtime was due to a reduced workforce or
closures that impacted production planning.

If the facility has changed their method
of timekeeping as a result of any reason
including COVID-19 (e.g., switching from
biometric to manual timekeeping), both
methods of timekeeping should be
selected.

If the facility has changed their methods of
timekeeping (e.g. from biometric to manual)
to prevent the spread of COVID-19, indicate
that more than one timekeeping system was
used due to COVID-19.

If workers are required to clock in/out
before/after the start of their shift and
this is not reflected in the payroll,
answer No.

If the facility has adjusted payroll to allow for
workers to clock in/out before/after the start
of their shift due to social distancing rules,

WH-WOR-16: Did any
workers work more than 72
hours in total (regular +
overtime) within any given
week?
WH-WOR-17: Did any
workers work more than 80
hours in total (regular +
overtime) within any given
week?
WH-WOR-1: How are hours
of work recorded for all
workers? (SELECT all that
apply with a "X"):
WH-WOR-1-1: Manually
(i.e. written record)
Working Hours \
Working Hours \
Records

WH-WOR-1-2: Mechanically
(i.e. punch card)
WH-WOR-1-3: Electronically
(i.e. swipe card)
WH-WOR-1-4: Biometrically
(i.e. fingerprint/face scan)
WH-WOR-4-4: Start and
finish times in the payroll
system match exact time
in/out in time records
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If the facility uses biometric timekeeping,
indicate how the biometric timekeeping
system is sanitized to prevent spread of
COVID-19.
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This question is in reference to workers
clocking in/out before/after the start of
their shift for any reason, including
social distancing due to COVID-19.

describe how much extra time is reflected in
workers’ pay.

COVID-19 impact: The facility tests and treats confirmed cases of COVID-19
Section/subsection of
Tool

Data Collection Tool
Questions
WT-DIS-20: Does the facility
require other infection or
illness tests (e.g. Hepatitis B)
at any time during
employment?
WT-DIS-21: If yes, are these
infection or illness tests
administered in line with
legal requirements?

Worker Treatment \
Discrimination \
Infection or Illness

WT-DIS-24: Has the facility
taken steps to enable
workers with infections or
illness (other than HIV/AIDS)
to retain their work if they
were medically able to?
WT-DIS-25: Are these steps
to help workers with
infections or illnesses (other
than HIV / AIDS) in line with
legal requirements?

Health and Safety \
Emergency
Preparedness \
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HS-EME-1: Does the facility
have a written Emergency
Response Plan?

Facility Guidance

Verification Data

If the facility requires COVID-19 testing
for workers, the answer to this question
should be YES

If the facility is requiring COVID-19 testing,
describe the details of the process (when,
how often, how, who, etc.).

Facilities must consider any legal
requirements for tests administered for
COVID-19
This question is in reference to testing
for all non-HIV/AIDS related infection or
illness, including COVID-19
If the facility treats workers for COVID19, the answer to this question should
be YES

If the facility is providing treatment for
COVID-19, describe the details of the process
(when, how often, how, who, etc.).

Facilities must consider any legal
requirements for individual response to
/ treatment of COVID-19
This question is in reference to
treatment of all non-HIV/AIDS related
infection or illness, including COVID-19

If the facility’s emergency response plan
includes dealing with the spread of
COVID-19 answer YES.

Indicate if the facility has implemented any
new procedures for dealing specifically with
COVID-19. For example:
• Measures taken to reduce large
gatherings of workers such as group

Converged Assessment.
Collaborative Action.
Improved Working Conditions.
Emergency Response
Plan

Note any local regulations to prevent the
spread of COVID-19 that apply to the
facility and how the facility is complying
with these regulations.
This question is in reference to a written
Emergency Response Plan for all
emergencies including COVID-19

Health and Safety \
Worker Protection \
Imminent Danger

HS-WOR-1: Are workers
subject to negative
consequences if they remove
themselves from work
situations that they believe
present an imminent and
serious danger to life or
health?

If there are confirmed cases of COVID-19
in the facility and the facility is not taking
proper precautions to contain the
spread (e.g. temperature checks, testing,
masks, social distancing, hygiene
measures), and workers are not
permitted to refuse work due to safety
concerns, the answer should be NO.

trainings and emergency evacuation
drills.
• Measures taken to prevent the spread of
COVID-19 as workers enter the facility,
such as temperature checks.
• Communications workers receive about
COVID-19 and how workers are trained
to prevent the spread of COVID-19.
If there are confirmed cases of COVID-19 at
the facility, indicate if the facility allows
workers to refuse to work (with or without
permission).
Workers who have refused to work due to
confirmed cases of COVID-19 must be
considered when answering this question.

This question refers to any situation a
worker deems to be an imminent and
serious danger to life or health,
including a lack of safety measures
preventing the spread of COVID-19
Health and Safety \
First Aid and Medical \
Medical Treatment

HS-FIR-5: Are on-site medical
facilities / clinic(s) and staff
in line with legal
requirements?

Yes/No
Facilities must consider any legal
requirements for on-site medical
facilities / clinic(s) and staff.

Note the number of workers with confirmed
cases of COVID-19.

This question refers to on-site medical
facilities / clinic(s) and staff for all
medical requirements including COVID19
Health and Safety \
First Aid and Medical \
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HS-FIR-10: Does the facility
record work-related
accidents and diseases and
report them to the

Yes/No
Facilities must consider any legal
requirements for recording and

Note the number of workers with confirmed
cases of COVID-19.

Converged Assessment.
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Work-related
Accidents
and Diseases

competent authority in line
with legal requirements?

reporting work-related accidents and
diseases.
This question refers to all work-related
diseases including COVID-19

COVID-19 impact: The facility takes additional preventative methods to prevent the spread of COVID-19
Section/subsection of
Tool

Data Collection Tool
Questions

Health and Safety \

HS-GEN-10: Are the facility's
sanitation practices in line
with legal requirements?

General Work
Environment \
Cleanliness, Sanitation
& Waste

Facility Guidance

Verification Data

If the facility undertakes regular
cleaning/sanitizing to prevent the spread
of infectious disease such as COVID-19,
the answer to this question should be
YES.

Provide details of how the facility’s sanitary
practices prevent the spread of COVID-19.
For example:

Facilities must consider any legal
requirements for sanitary practices
related to all infectious diseases.

• Re-arranging workstations to be 6 ft
apart
• Installing barriers between workstations,
etc.).

This question refers to all sanitary
practices including those specific to
COVID-19
Health and Safety \
General Work
Environment \
Toilet / Restroom

Health and Safety \
Worker Protection \
Personal Protective
Equipment (PPE)

83

HS-GEN-21: Does the facility
provide hand washing
facilities equipped with clean
water and soap, along with a
sanitary way for drying hands
after washing them?

This question refers to the provision of
hand washing and drying facilities for
regular sanitation as well as increased
measures for infectious diseases
including COVID-19.

Indicate If additional hand washing/sanitizing
stations have been installed to prevent the
spread of COVID-19

HS-WOR-3: Are workers
provided with Personal
Protective Equipment (PPE)
in line with legal
requirements?

Facilities must consider any legal
requirements for the provision of PPE in
accident prevention as well as in the
spread of infectious disease including
COVID-19.

Indicate if workers are provided PPE (masks,
respirators, face shields) specifically to
prevent the spread of COVID-19. If PPE is
provided specifically to prevent the spread of
COVID-19, indicate if workers are trained on
how to properly use PPE to prevent the
spread of COVID-19.

Converged Assessment.
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Health and Safety \
Dormitories

HS-DOR-2: Does the facility
have any of the following
measures in place regarding
housing/dormitories?
(SELECT all that apply with a
"X"):
HS-DOR-2-2:
Housing/dormitories are
clean
HS-DOR-3: Are housing /
dormitories in line with all
other health and safety legal
requirements?

Health and Safety \
Canteens

Health and Safety \
Health and Safety \
Other Legal
Requirements

Facilities must consider any health and
safety legal requirements for
housing/dormitories specifically for
COVID-19.
This question refers to all health and
safety legal requirements for
housing/dormitories including COVID19.

If the facility has dormitories, indicate any
measures the facility has implemented to
prevent the spread of COVID-19 in
dormitories. Note specifically if the facility
has implemented curfews in dormitories to
prevent the spread of COVID-19.

HS-CAN-2-3: Food
preparation, storage, and
eating areas are kept clean,
safe, and hygienic (including
temperature, ventilation,
light, noise etc.)

This question refers to all measures
taken for the clean, safe and hygienic
preparation of food, food storage and
eating areas, including measures taken
specifically to prevent the spread of
COVID-19.

If the facility has a canteen, indicate any
measures the facility has implemented to
prevent the spread of COVID-19 in the
canteen.

HS-HEAL-1: Are facility
practices out of compliance
with any legal requirements
not covered elsewhere
regarding Health & Safety?

Facilities must consider any other legal
health and safety requirements not
enacted by the facility to protect
workers

Indicate any additional legally required
health and safety measures not enacted by
the facility to prevent the spread of COVID19 in the workplace.

This question covers all legally required
health and safety practices including
those specific to COVID-19

COVID-19 impact: Changes in the verification process occurred
Section/subsection of
Tool

Data Collection Tool
Questions

Verification Details \

VD-VER-22: Any other
comment

Verification Details \
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Facility Guidance

Verification Data

N/A

Indicate if COVID-19 had any impact on the
verification process, e.g. if certain areas of
the facility were not operational.

Converged Assessment.
Collaborative Action.
Improved Working Conditions.
Verification
Observations

Return to the top.
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Annex III: SLCP process estimated timelines
SLCP assessment statuses
As you progress through the stages of the SLCP assessment process, the status of your assessment will change. These statuses are
represented by a three-letter abbreviation:
ASIAssessment Initiated
VRPVerification in Progress
VRDVerification Disputed
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ASCAssessment Completed
VRQVerification Quality Check
VRIVerification Invalidated

VREVerification being Edited

VRCVerification Completed

VRFVerification Finalized

Converged Assessment.
Collaborative Action.
Improved Working Conditions.
SLCP actors
The actors involved in the SLCP assessment process are also abbreviated:
F-Facility

VVerifier

VBVerifier Body

GWGateway

NO.

ACTION

1.
2.

Account creation on Gateway
Facility discusses verification cost/timeline
offline with Verifier Bodies; note verification can
be semi-announced with a 10-day window and
cost/timeline will likely be estimates as
self/joint-assessment information is needed to
determine exact person-day requirements for
verification
Facility creates account on Accredited Host
platform using Facility ID from Gateway
Facility accesses Data Collection Tool through AH
and initiates self/joint-assessment
Facility completes self/joint-assessment;
recommend online completion but download
into excel from AH is available with final step of
upload to AH required
Facility selects Verifier Body to conduct
verification on Accredited Host platform
Verifier Body assigns Verifier on Gateway
Verifier Body/ Verifier obtain access to noneditable/ locked self/joint-assessment data on
AH platform along with documents the facility
uploaded

3.
4.
5.

6.
7.
8.

1

AHAccredited Host
SLCP
STATUS

ASI

ACTORS
F V VB

VOOVerification Oversight Organization

GW

AH

VOO

ESTIMATED TIMELINE1

Week 0
All steps before Week 0 are prior to
the start of the verification process.
Note it takes facility on average 2
weeks to complete self/jointassessment as Tool is complex and
multiple individuals may be required
to provide input/ documentation

ASC
ASI or
ASC
VRP
VRP

Week 1

There are various factors that impact the actual assessment process timeline. This is the recommended timeframe. It is not a strict requirement unless explicitly noted in subsequent
sections of the Protocol (e.g. time allowed between completion of self/joint-assessment and the onsite verification).
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NO.

ACTION

9.

Verifier Body/ Verifier reviews self/jointassessment to determine correct person-day
requirements
Verifier reviews self/joint-assessment in detail to
prepare for onsite verification, which includes
facility background check
Verifier or Verifier Body provide pre-verification
communication to facility, including document
list and verification planning information
according to Verification Protocol requirements
(note any virtual verification activity also
requires a verification plan)
Verifier conducts virtual verification activities, if
applicable (activities such as offsite documents
review, virtual interviews, virtual walk-through)
Verifier downloads Data Collection Tool from AH
platform with non-editable/ locked self/jointassessment data to have back-up during onsite
verification in case AH platform connectivity
issues occur
Verifier conducts onsite verification following
Verification Protocol requirements, including
opening meeting, document review, interviews,
facility walk through, and closing meeting;
facility cooperates with Verifier to provide
access to site, documents, personnel
Verifier focuses on entering “Updated during
Verification”, “Inaccurate”, “Non-Compliance”
items to inform Verification Summary for closing
meeting; completion online or in downloaded
excel offline; Verifier addresses any facility
questions/ concerns during closing meeting
Verifier or Verifier Body resolves any further

10.

11.

12.

13.

14.

15.

16.
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SLCP
STATUS

ACTORS
F V VB

1

GW

AH

VOO

ESTIMATED TIMELINE

VRP

VRP

VRP

VRP

Typically, no earlier than week 3
Typically, no later than week 7
Note self/joint-assessment must be
delivered to Verifier at least 10
working days prior to scheduled
onsite visit. Some Verifier Bodies may
need up to 4 weeks advanced notice
to schedule verification, as Verifier
schedules are booked well in
advance.

VRP

VRP

Typically, no earlier than week 4
Typically, no later than week 8
Note Verifier availability may require
up to 4 weeks advanced notice and
verification can be semi-announced
with 10-day window

VRP

VRP

Typically, no earlier than week 6

Converged Assessment.
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NO.

17.

18.

19.

20.

ACTION
facility concerns/ questions about verification
latest 48 hours after onsite verification ends
then proceeds with filling in the Data Collection
Tool (recommend online)
Verifier uploads offline verification to online AH
platform and/or fills in verification online and
follows Accredited Host automated checks/flags
for proper completion
Verifier Body conducts quality check of Verifier's
work and either Verifier or Verifier Body changes
the assessment status to “Verification
Completed” on AH
Automated Data Quality checks are performed
on the verified assessment data submitted by
the Verifier
If VRQ fails, the Verifier reviews the failures on
AH platform and makes necessary edits and again- changes status to “Verification Completed
on AH

SLCP
STATUS

22.
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Facility reviews the verified assessment online or
offline in excel through download from AH. The
facility has 14 calendar days to review and
request edits by the Verifier before facility’s
manual finalization by changing status to VRF or
AH’s automated finalization on calendar day 15.
Facility reaches out to Verifier Body/ Verifier
directly (offline) with any concerns/ questions
about the verification data. Once edits agreed

1

GW

AH

VOO

ESTIMATED TIMELINE

Typically, no later than week 10

VRP

VRC

VRQ

VRE

21.

ACTORS
F V VB

VRC

VRC and
maybe
VRE

VRQ failures are almost immediately
submitted to Verifier after Verifier
completes verification (VRC); Verifier
can choose to immediately review
and make changes and submit again
to VRC or after 4 calendar days
status automatically changes from
VRE to VRC with or without edits by
Verifier

Converged Assessment.
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NO.

23.

24.

25.

26.

27.
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ACTION
between Verifier Body/ Verifier and facility,
facility changes VRC to VRE to allow Verifier
access to the assessment for edits.
Verifier reviews facility concerns and edits the
assessment as agreed. Verifier changes status to
VRC so the facility can review the edits and
request further changes as necessary. Status
change from VRC to VRE to VRC can occur as
often as necessary within the 14 calendar days.
On calendar day 15 the process ends and the
assessment changes to VRF, unless the facility
manually changes to VRF before 14 calendar
days are up.
Facility changes assessment status to
“Verification Finalized" by accepting the
verification or opens a “Dispute” if there are
complaints about Verifier following procedure or
Verifier conduct. If facility takes no action,
assessment status automatically changes to VRF
after 14 calendar day review and edit period
ends.
In VRF, facility can share the accepted verified
assessment via the Gateway and/or the
Accredited Host with other users and other AH
platforms
If Dispute opened, VOO evaluates the validity of
the Dispute and accesses the verified
assessment data via the Gateway; facility can
only open Dispute process once
If Dispute substantiated, depending on the
outcome,
o VOO invalidates verified assessment (VOO
notifies facility and 4 calendar days later
changes to VRI) OR

SLCP
STATUS

ACTORS
F V VB

1

GW

AH

VOO

ESTIMATED TIMELINE

Typically, no earlier than week 8
Typically, no later than week 12

VRE then
VRC

VRF or
VRD

VRF

VRD

VRI or
VRE and
VRC

Typically, no earlier than week 11
Typically, no later than week 15
Note VOO evaluates validity of Dispute
within 2 working days. If substantiated,
VOO attempts to resolve Dispute within
10 days and gives 4 calendar day notice
prior to change to VRI

Converged Assessment.
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NO.

28.

29.

ACTION
o VOO returns assessment to Verifier for edits
and final facility review (Verifier and facility
have 5 calendar days to make edits and
review)
If Dispute not substantiated, VOO finalizes
verified assessment and changes status to
“Verification Finalized" after 4 calendar day
notice to facility; see point 25 for next steps.
Note that in VRF, the VOO can choose to
conduct quality assurance procedures for any
verified assessment; outcome of this verification
oversight activity may result in invalidation of a
verified assessment

Return to the top.
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SLCP
STATUS

ACTORS
F V VB

1

GW

AH

VOO

ESTIMATED TIMELINE

VRF
Typically, no earlier than week 16
Typically, no later than week 22
VRI

Note duplicate verifications (most time
intensive QA procedure) can take 8-10
weeks after VRF to complete

Converged Assessment.
Collaborative Action.
Improved Working Conditions.
Annex IV: Cost of assessment
The principal cost for a facility is the cost of verification. The Verifier Body (VB) that employs the Verifier determines this cost. The cost
depends on the country/region as well as facility specifics (e.g. size). In general, an SLCP verification takes approximately 1.5 times the
duration of a traditional audit.
Note: In line with the principle of facility ownership, usually the facility pays for their verification. However, a facility may also have an
agreement with one of their business partners that they will pay for the verification. Payment for verification happens offline and is
made directly to the Verifier Body (VB).
There may be costs for the facility to use the Accredited Host (AH) platform. See an overview of the costs for facilities on the Helpdesk.
There are no costs for using the Gateway or other SLCP Tools and Resources, i.e. the e-learning or Helpdesk.
Return to the top.
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Annex V: Document list
List of Documents/Records to be made available to the Verifier(s)
Factory profile
Company profile
Business registration license
Tax registration
Organization chart
Land use/construction permit
List of machineries
Company vehicle list
Production process flow chart
List of subcontractors, if any
Dormitory details
List of Fire equipment
Any certificate by any other independent organization like SA8000, ICTI etc.
Building approval plan (architectural & structural) from concern Govt. authority; Approved building construction lay out from
engineering authority, if applicable
14. Building layout approval from fire service & Fire Occupancy Certificate
15. Worker name list
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.

1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
93

Recruitment / hiring & termination
Recruitment policies and procedures & age verification process
Child labor remediation procedure
Security service contract
Training records other than Health & Safety
Work permits (internal /external)
Employment contracts
Job announcement/description, job application form, if applicable
Labor broker contract & dispatching worker personal records/contract
Apprenticeship program (if applicable)
Immigrant workers (working permit /visa, passport, contract, personal records)
Adolescent workers (registration/approval letter from local labor bureau, health checking record)

Converged Assessment.
Collaborative Action.
Improved Working Conditions.
12. Termination policy and procedure, training records
13. Worker resignation records

1.
2.
3.
4.
5.
6.

Working hours
Time in/out records (Working hours & overtime hours records)
Production records (cutting, stitching, quality etc.)
Overtime waiver if any
Comprehensive working hours permit if applicable
Working hours policy including voluntary overtime policy
Overtime approval process/procedure and OT request records, if applicable

1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.

Wages & benefits
Minimum wage notification
Payroll (wage records)
Full & final settlement
Leave records
Bonus records
EOBI (employees old age benefit) records
Social security records & commercial insurance records
Receipts showing tax payments / social security remittances to appropriate public agencies
Evidence of granting maternity/paternity leave and subsequent return to work
Piece rate wages sheet, if applicable
Annual leave and any paid leave payment record
Bank transferring records (for wages if applicable)

1.
2.
3.
4.
5.
6.
7.

Worker treatment & involvement
Records from disciplinary procedures
Meeting notes from any type of worker/management committee
Trade union records
Grievance register / grievance mechanism (procedure, intake channel, investigation/ solution/ feedback records
Org chart of trade union, worker/management committee
Written policies regarding anti-harassment, physical/sexual/emotional abuse and non-discrimination, no forced labor
Freedom of association procedure
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Health & safety
Building plan approval / permit
Fire NOC
Genset installation approval
Building stability certificate
Appointment of labor welfare / safety officer
Drinking water potability test
Boiler license
Lift license / inspection certificate
Boiler operator and electrician certificate
Noise and illumination level test certificate
Sanitation certificate
Health certificate for workers
Doctor / nurse appointment letter
First aid training certificate
Firefighting training certificate
Fire mock drill training records
Industrial accident records
Pollution control board – consent order
Waste disposal records / procedures
Personal Protective Equipment (PPE) training records
Chemical safety training records
List of chemicals used (hazardous / non-hazardous)
Material safety data sheets (MSDS) records
Maintenance records of eye wash station
Machines maintenance/service records
Lock Out/Tag Out survey report, LOTO training records
Water extraction Permit, if applicable
Permit for onsite waste disposal
License issued by government authority to hazardous waste collector
Contract agreement with licensed contractor for hazardous waste collection
Hazardous waste transfer contract/ license of hazardous waste handler/license of hazardous waste transporter/hazardous waste
manifest, if applicable
32. Waste inventory and tracking records
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.
31.
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33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.
44.
45.
46.
47.
48.
49.
50.
51.
52.
53.
54.
55.
56.
57.
58.
59.
60.
61.
62.
63.
64.
65.
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Wastewater monitoring records
Flow chart (indicating all key processes)
Drainage layout
Waste treatment equipment’s maintenance records
Wastewater treatment plant operator certificate, if applicable
Approval of waste treatment system i.e. IEE (Initial Environmental Examination) / EIA (Environmental Impact Assessment)
Environmental impact assessment reports and approval / environmental protection acceptance report / pollutant discharge
permit if applicable
Air emissions control equipment’s maintenance records
Ozone Depleting Substances (ODS) inventory and maintenance records
Fuel consumption record for factory’s transportation
Green House Gases (GHG) emissions inventory
Emergency response plan including relevant training and drills records
Risk assessment (procedure & records)
Banned chemicals list, if any
Vehicle operator licenses for any/all types of motorized vehicles
Meeting notes from recent health and safety committee
Air receiver is fit to operate certificate
Steam receiver is fit to operate certificate
Food test reports
Accident records / accident analysis records
Electrical safety test report
Thermographic survey report
VOC test reports /air emission monitoring report if applicable
Cooling tower water reports / legionella reports
Inspection reports (fire hydrant system, sprinkler, detection system, extinguisher, firefighting equipment, emergency lamps)
PPE suitability assessment, PPE selection criteria, PPE list, PPE inspection records
Confined space list, confined space entry procedure
PCB survey, PCB training records PCB
Asbestos survey, training records
Food supplier’s medical reports
PHI report for the canteen
Canteen license
Hot work operation procedure

Converged Assessment.
Collaborative Action.
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66. Compressed gas cylinder operation procedure
67. Work permits for special & dangerous operations – forklift driver, lift operator, electrician and welder, boiler operator
Management systems
1. Social & labor policies and procedures (including goal/strategy/performance, responsible persons (roles & responsibility, CSR
team org chart)
2. Factory rules and regulations / employee handbook
3. EHS policy & procedure
4. Communication and training records for workers, suppliers, subcontractors
5. Internal audit records and improvement plan
Return to the top.
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Annex VI: Person-day requirements for onsite verification process
The number of calendar days for onsite verification must not exceed 4 consecutive working days unless the facility provides express
documented permission to exceed the 4 calendar day requirement. If the number of calendar days exceeds 4 consecutive working days,
the Verifier Body must send more than one Verifier.
A person-day: one Verifier present for one 8 hour working day onsite for verification. Trainees, assistants or other individuals who are
not SLCP approved Verifiers cannot count toward the person-day requirement.
A half person-day: one SLCP approved Verifier present for 4 hours during a calendar day onsite for verification
Step 2 and Step 3 person-day listings are suggested timeframes, because the scope of verification can drastically differ from one facility
to another in the sections of Management Systems and Above and Beyond. SLCP cannot require Verifiers to adhere to the suggested
person-day information listed in the below Table 1. Rather, the information is a suggested duration of verification and the Verifier can
determine the necessary additional person-day requirements depending on self/joint-assessment data.
It is recommended that Verifier Bodies add additional onsite time if any of the following conditionals apply: facilities have migrant
workers and/ or multiple languages spoken; facilities have specialized operations with additional health and safety hazards, such as
vehicle fleets, water reservoirs or large quantities of hazardous materials; facilities have large compounds or more than one location
associated with the business license.
Table below shows information about person-day, interview and documentation review requirements when verification is conducted
onsite without any virtual verification activity.
For more information about virtual + onsite verification activities, see the Helpdesk and SLCP’s Verification Protocol.

Table: Minimum verification person days without virtual verification activity
98

Converged Assessment.
Collaborative Action.
Improved Working Conditions.

Minimum
requirement

Any step in addition to step 1 requires a
minimum 0.5 person-day more time
than the “Minimum requirement”.
Below are suggested total person days.

Person-Days

Person-Days

Person-Days

(Step 1)

(Step 2)

(Step 3)

Number of
Workers

Individual
Worker
Interviews

Number of
Group Worker
Interviews

Personnel
Files

Wage & Hours Records

1 - 100

8

1

12-14^

10 x set of 3 = 30

1

1.5

2

101-200

12

2

20-24^

20 x set of 3 = 60

1.5

2

2.5

201 - 500

15

3

27-33^

27 x set of 3 = 81

2

2.5

3

501 - 1000

20

4

36-44^

40 x set of 3 = 120

3

3.5

4

1001+

28

6

52-64^

55 x set of 3 = 165

4

4.5**

5**

^ Range applicable, as group interviews are one group of 4-6 workers.
** VBs must send at least two Verifiers onsite to limit the calendar days onsite (unless facility provides express permission to exceed the 4 calendar
day requirement and the Verifier receives approval from the VOO via the Exception Request Form).
Note: Person days can be reduced in increments of 0.5 person-days if virtual activity is conducted, see Table 4
Report writing time and other activities around the actual verification event are not included in the person-days (e.g., self/joint-assessment review,
verification plan completion, background research, etc.).
Important: If going above Step 1, the minimum for Step 2 AND 3 is 0.5 day more. That means Step 2 suggested person-days are the minimum for both
Step 2 and 3.
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Annex VII: Engaging facility personnel in the SLCP assessment process
It is in the facility’s interest to involve workers and, if applicable, workers’ representatives in the self/joint-assessment process. The
women and men who work at your facility are not only important to the self-assessment process of gathering accurate facility data,
but they are also key contributors to the SLCP verification process as interviewees. SLCP highly recommends involving workers in the
self/joint-assessment process.
Completing the SLCP assessment involves accurately answering questions that focus on a number of different topics. This involves
multiple people from various departments within your facility. Workers’ views and experiences help understand your current facility
circumstances and how to improve working conditions over time. Annex VIII provides a list of questions that can be helpful in initiating
worker dialogue to gather better self/joint-assessment data and start the worker engagement process.
The SLCP assessment process promotes communication among facility personnel and departments, which helps to improve working
relationships. Strong working relationships are vital in achieving the common goal of improved working conditions; therefore, it is
important to establish or strengthen existing management systems that facilitate this type of communication.
One of the tool sections of the SLCP Data Collection Tool is “Management Systems” where you are asked about company policies,
procedures and strategies regarding key social and labor issues. To effectively implement these policies, procedures and strategies,
there first needs to be a team in place to establish and oversee responsible business conduct.
One example is formation of a worker management committee, which functions as a forum for communications, consultation and
deliberation between a facility and representatives of trade unions (if applicable) or workers. A worker management committee is
also responsible for identifying, reporting and verifying issues. The overall aim is to increase workers’ productivity and welfare, which
in turn will ensure the sustainability of the business. Below are some recommended steps for establishing a worker management
committee:
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Conduct an introductory meeting
It is important that relationships are built among all factory level stakeholders. This involves organizing and conducting meetings with
top-level management, trade union and/or worker representatives and workers. Topics for discussion should include:
• General objectives of social and labor working conditions and an explanation of SLCP’s service scope and processes.
• Emphasize the important fact that the SLCP process does not score or evaluate the facility and that the overall objective is to work
together to self-assess working conditions and identify potential improvement opportunities for the benefit of everyone
• The importance of communication and effective worker representation. Discuss concepts of bipartite committee composition.
• Bipartite committee must include equal representation of workers and management. In the absence of laws and regulations and
trade unions, then the recommended number of members should be 8-10. The enterprise’s senior manager, or a designated
management representative with decision-making power, must be an active member of the committee to ensure the committee
remains effective and responsive.
• Ideally the meeting should have a facilitator, who could encourage and create opportunities for all bipartite committee members
to participate in discussions and dialogue.
As a result of the introductory meeting, attendees should gain the understanding that worker-management committees are important
contributors in implementing social and labor improvement processes
2
If there are no trade union or worker representatives in the factory, establish plans with management and workers to elect workers for
the worker-management committee. In order to have a proper election, the factory needs to follow multiple steps:
• Election commission/ committee
• Nominations
–Representation (e.g. departments/ sex / etc.)
• Campaign period
• Prep for elections
–Voting mechanism e.g. ballot
–Ballot boxes, etc.
• Elections
• Counting
• Results
In unionized factories, it is important to discuss ongoing two-way communication between worker representatives on the committee and
the factory level trade union(s).
During the meeting compile a list of the names and positions of relevant department representatives as well as trade union(s) leader(s)
and committee members who will be involved in the SLCP assessment process. Clarify the importance of accurate information and make
clear the time required for their involvement in the process.
Encourage all stakeholders to be involved as much as possible in the assessment process .

1
•
•

•
•

•

2

Also referred to as “labor union” or “worker’s union”.
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2

Establishing a worker-management committee
• Review the tentative list of worker-management committee members. Assess if the personnel selected represent their
constituents in a credible way taking into consideration factors of gender, position, department, etc. Also consider these factors in
ensuring an equal balance of worker representation
• Consult applicable legal requirements for the selection of worker representatives for the bipartite committee:
If there is only one trade union at the facility the trade union official should appoint their own representation through the
executive committee
Workers should democratically elect their representatives for the committee if there is no trade union at the facility. In

order to have a proper election, the factory needs to follow multiple steps:
•

•
•

•
•
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Election commission/ committee
–Identify observers
• Nominations
–Representation (e.g. departments / sex / etc.
• Campaign period
• Prep for elections
–Voter registry
–Voting mechanism e.g. ballot
–Ballot boxes
–Clear space for voting, etc.
• Elections
• Counting
• Results
There should be equal representation on the committee of trade union representation, non-union workers, and all unions
at the facility
Consult applicable legal requirements for the structure and composition of the bipartite committee:
The membership of a bipartite institution should have equal representation of the facility and of its workers
The number of members of the bipartite committee should be determined based on the number of workers in the facility.
Review the process undertaken in electing the worker representatives for the committee to ensure it was fair and equitable and in
line with legal requirements
Make any recommendations needed to solidify the credibility and equality of the worker-management committee. Engage fully in
dialogue and consultation with all relevant stakeholders during this review process.
If mandated by law, register the newly established bipartite cooperation institution with the government agency responsible for
labor affairs in the district/city where it is established.
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Initial worker-management committee meeting
• In order for a committee meeting to be impactful, it is ideal to delegate responsibilities:
A facilitator encourages and creates opportunities for all bipartite committee members to participate in discussions and
dialogue
A participant gives opinions/ideas by complimenting and adding to the other ideas
A resource person provides relevant expertise and technical knowledge
A time keeper ensures that meeting discussions remain within the allocated time
A referee remains neutral, encouraging both sides to listen to each other, to communicate, and to practice dialogue in
reaching consensus
• Designate a chair-person for the committee meeting
• Designate a committee member to take notes for the meeting minutes
• Present the general SLCP objectives and approach
• Emphasize the importance of dialogue and engagement
• Explain the role the worker-management committee plays in social and labor management:
Platform for promoting good workplace cooperation and improving processes
Responsible for identifying and prioritizing issues for improvement
Continually engages in open dialogue with facility stakeholders to collect and disseminate information
Regularly keeps all other facility workers informed about activities and progress
• Discuss the responsibilities of the committee members in the SLCP process and beyond

Beyond the SLCP assessment to improved working conditions
The SLCP self/joint-assessment process enables a facility to self-assess working conditions and identify potential improvement
opportunities. Once the worker management committee is established, the facility is better placed to address identified areas for
improvement. Here are some recommendations for the worker management committee for moving beyond the SLCP assessment:
• The worker management committee, along with other key facility level stakeholders should collaborate in the development of a
management plan that analyzes root causes and solutions to areas in need of improvement. Goals and time bound targets enable
the facility to stay focused and on track to meet its objectives.
• The worker management committee should conduct regular scheduled meetings with workers and management to discuss
progress and lessons learned. The management plan should be reviewed and revised accordingly.
• Make use of interactive exercises so that workers, supervisors and senior level management can work together in developing
solutions (See Annex IX for suggested activities)
• Ensure that all participants have the opportunity to contribute and to present their ideas
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•
•

Perform ongoing internal reviews and assessments of the facility to identify any new issues that may arise post-assessment and to
observe remediation actions already under way. For example, walkthrough OSH assessments could be a daily activity, whereas
assessment of CL verification could be conducted either weekly or once a month
Regularly review the effectiveness of the worker management committee, identify root causes of any problems found and develop
an improvement / remediation plan.
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Annex VIII: Questions for initiating worker engagement
Below is a list of questions/issues that are of priority to workers, and provides a great starting point for discussions in workermanagement committees. Annex IX provides some suggestion for interactive activities to aid discussions.
Workplace wellbeing
1. Question around types of developmental programs offered by the facility.
2. Questions related to activities / programs promoting health.
Occupational Safety and Health
3. Question about access to water, toilets/restrooms and medical facilities.
4. Questions around emergency drills and other H&S training for worker safety; are the trainings done with all workers and do
workers understand what safety measures they have to follow.
5. Is the safety committee (if applicable) working according to procedure with regular meetings, documentation and follow-up?
6. Does the facility have areas where fall protection is needed? Workers may be able to identify this safety need better than
supervisors.
7. Are workers provided with Personal Protective Equipment (PPE)? Is this equipment provided the way it should be according to
facility procedures (free of charge, if applicable; in good condition; available to all workers as needed)?
Employment practices
8. Questions related to employment contracts and hiring processes to see if workers are onboarded according to facility
procedures (e.g. minimum age verification, H&S training), and if workers fully understand their employment contract.
9. Questions on written terms and conditions documents to explore how easy this information is to understand (e.g. terms,
acronyms, provisions, etc.).
10. Questions around wages and hours so the facility can determine if workers think they are being paid correctly and if they
understand their wages and benefits, including social insurance contributions, annual leave, sick leave, maternity leave, etc.
11. Confirm with workers that they understand the grievance process including resolution and disciplinary procedures.
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Annex IX: Recommendations for interactive activities for worker engagement
1. Using pictures to start conversations: The meeting participants are divided into even groups. Each group is assigned with
different labor issues (e.g. child labor, OSH, forced labor, etc.). Each working group member is given a picture and asked to
identify which pictures relate to their specific topic. After they have been able to match their pictures, they break into small
working groups to reflect over the pictures and agree on a common understanding of what their topic may mean or imply as
non-compliance. Then they discuss if these issues are present in their workplace and how they are being managed.
Impact: objectives are more easily met through engagement from all working group members while preventing discussions from
becoming emotional
2. World café: The meeting participants are divided into even groups. Each group represents a compliance issue that is agreed to
be in need of improvement. Each group has flip chart and markers, which they use to write about different actions they have
completed in response to any non-compliance over the past month. The groups then rotate on to the next flip chart and provide
additional information on actions taken, specific processes and participants involved. Once each group has contributed to each
flip chart, one group member presents the completed flip chart to the working group as a whole.
Impact: All working group members gain in-depth knowledge of every subject area discussed in the meeting. The workers
become actors rather than passive listeners in processes that happen around them.
3. Bank of games: When worker and management representatives come together to discuss important issues, it is not always easy
as workers may feel vulnerable and management may feel exposed. In order to break down these barriers, a friendly,
welcoming, and safe environment must be developed so that trust can be established and representatives can engage in
meaningful discussions eye to eye. This method involves a shared library of games, icebreakers, and activities that target
different challenges. When preparing a meeting, the worker committee chooses different options from the bank of games for
use to begin the meeting.
Impact: Working group members become more relaxed and conversations are more in-depth and productive. Group members
can therefore connect more with each other, which leads to increased dialogue and cooperation.
4. One message different interpretations: each working group member is given a piece of paper and they are asked to close their
eyes. They are then given instructions to fold their papers certain ways (left to right, right to left, etc.). They may not ask any
questions. Once they are asked to open their eyes, each member realizes that despite given the same instructions they have
arrived at different outcomes. The importance of two-way communication thus becomes evident.
Impact: management becomes keener to identify root causes of problems rather than simply blaming poor worker awareness
levels.
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This is just a small example of activities that have been effective in promoting increased dialogue in worker committee sessions across
different countries. The examples provided are intended to inspire you to try new approaches.
Return to the top.
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Annex X: Resources
Sustainability Map: https://www.sustainabilitymap.org/
SLCP owned websites / contents
Gateway: https://slcpgateway.sustainabilitymap.org/home
SLCP website: www.slconvergence.org, webinars/news sections are relevant to facilities.
Helpdesk: https://slcp.zendesk.com/hc/en-us
a) E-learning Platform
b) Gateway Profile Registration
c) Link to Accredited Hosts
d) Data Collection Tool
e) Complete an SLCP Assessment
f) Host a Verification
g) After the Verification
h) Share the Verified Assessment Report
i) Step-by-Step Guidance
Return to the top.
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