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CHECKLIST FOR LABOUR LAWS
	Particulars 
	YES/NO
	Remarks

	I. THE CONTRACR LABOUR (REGULATION AND ABOLITION) ACT, 1970
Applicability: Every establishment in which 20 or more workers are employed ( 10 in case of Gujarat and West Bengal)or were employed on any day preceding 12 months as a contract labor.

	1. Whether company has employed Contract Labor without registration?
	
	

	2. Whether Contract Labor Law applicable to the company?
	
	

	3. Whether company has employed Contract  Labor job related to main activity of the company or on perennial/regular nature?
	
	

	4. Whether a Labor Contractor has been engaged for deploying contract labor and does not have License as may be prescribed?
	
	

	5. Whether more contract labor has been employed than specified in the CLRAA, 1970?
	
	

	6. Whether employed regular worker on jobs which are same or similar to those as may be performed by the contract labor?
	
	

	7. Whether any bonus or gratuity has been paid to the Contract Labor?
	
	

	8. Whether contractor engaged for supply of contract labor allowed to split the salary paid to contract labor to reduce PF etc. contribution?
	
	

	9. Whether any inter-state migrant worker has been employed by the contractor without Migrant Worker consent for the work of the company?
	
	

	10. Whether contractor deployed contract labor has appropriate insurance of workers as may be specified or not ?
	
	

	11. Whether payment to contractor is held 
	
	

	12. Before settlement of dues of workers by the contractor ?
	
	

	13. Whether any children or woman has been employed during night shifts?
	
	

	14. Whether Certificate to contractor has been issued by the company for completion of work?
	
	

	15. Whether company is maintaining Books and Records on behalf of contractor?
	
	

	16. Whether authorized representative of company present at the time of distribution of wages /salaries to the contract labor with the contractor?
	
	

	17. Whether company is checking that prescribed amount has been deducted and deposited by the Contractor from the wages of contract labor and deposited in their respective PF account? 
	
	

	18. Whether a notice showing ;
i) Rates of wages
ii) Hours of works
iii) Work period
iv) Date for payment of wages 
v) Name and address of Labor Inspector 
vi) Date of payment of unpaid wages.
Has been pasted at the workplace of the contract labor. 
	
	

	19. Whether company has registered itself in case of employment of 5 or more migrant workers with the appropriate authority? 
	
	

	20. Whether a register of contractors is maintained and Annual Return of the company filed before due date?
	
	

	21. Whether same facilities are provided to contract labors as may be provided to the employees directly appointed by the company related to working hours, holidays, canteen etc.?
	
	

	22. Notice of Completion of Work-The employer to inform the Inspector of the date of commencement and date of completion of work, in FORM VIB-Section 29 & 35(2)(o), Rule 81].
	
	

	23. Half Yearly Return to be filed by the Labor Contractor in duplicate so as to reach before 30th October and 30th April of each year in FORM XXIV -Section 29 & 35(2)(n) read with Rule 82]
	
	

	24. Please share a copy of latest Annual Return filed with the appropriate authority.[ Annual Return to be filed by the Company , in duplicate in FORM XXV on or before 15th February each year- Section 29 & 35(2)(n)].
	
	






	Particulars 
	YES/NO
	Remarks

	II. EMMPLOYEE’S PROVIDENT FUNDS & MISC. PROVISIONS ACT, 1952.
Applicability: 
i) Every establishment which is a factory engaged in any industry specified in schedule I and in which 20 or more workers are employed;
ii) Any other establishment employing 20 or more persons which Central Government may by notification specify in this behalf;
iii) Any establishment employing even less than 20 persons can be covered voluntary u/s. 1(4) of the Act.


	1. Whether Wages includes;
i) DA( Including food allowance if any)
ii) Retaining Allowance.
	
	

	2. Whether contribution is deducted on the basis of below mentioned rates;
i) Employees’ Contribution @12%
ii) Employer’s Contribution are as follows;
a) EPF-3.67%
b) EPS( Employee Pension Scheme)-8.33%
c) EDLIS-0.50%
d) EPF Administration Charges -1.16%
e) EDLIS Administration Charges -0.01%
 
	
	

	3. Whether Employer and Employees PF dues is deposited with the EPFO on or before 15th of next month; 
	
	

	4. Whether Payment to pension fund is on 15th of the next month;
	
	

	5. Whether payment to insurance fund is on or before 15th of the next month ;
	
	

	6. Whether details of employees enrolled is intimated as member of PF ,with the authority within 1 month from the date of enrollment? 
	
	

	7. Whether nomination form is obtained from the employee immediately on enrollment of employee?
	
	

	8. Whether details of additional members or addition of members is reported to the authority on or before 15th of next month?
	
	

	9. Whether details of members left is reported to the Authority before 21st of the next month?
	
	

	10. Whether details of contribution of employees and the employer to be intimated with employees wise with the Authority on or before 25th of the next month?
	
	

	11. Whether details of wages for each member is submitted by 30th April each year?
	
	

	12. Whether yearly consolidation statement in FORM 3A filed with the Authority?
	
	

	13. Whether return of ownership of the premises will be filed within a period of 15 days of coverage of premises under the act or where there is change in ownership ?
	
	

	14. Whether while joining establishment member or employees are furnishing details of previous employment?
	
	

	15. Whether in case of existing PF account employees are giving request to transfer of fund from old account to new account?
	
	

	16. Whether employees are executing Form 2 at the time of commencement of their services with the Company?
	
	

	17. Whether enrollment of employees has been done immediately on joining the company with EPF?
	
	

	18. Whether provident fund is deducted at statutory from total wages ( Basic + DA+ Retaining Allowance if any)?
	
	

	19. Whether in case of payment of higher contribution voluntarily by the company or on request of employees permission of EPFO has been taken ?
	
	

	20. Whether consent of employees has been taken in case of request for deduction of increased rate of contribution by the employee?
	
	

	21. Whether Contribution of part time employee has been deducted same as for full time employees?
	
	

	22. Whether below mentioned provisions has been followed;
i) After revision of wage ceiling from Rs. 6500 to Rs. 15000 per month the government will continue to contribute 1.16% up to the actual wage of maximum Rs. 15000 p.m. towards Employee Pension Scheme;
ii) Under EDLIS the contribution @0.50% is required to be paid up to a maximum of Rs. 15000. The employer will pay additional charge of @0.01% on a maximum limit of Rs. 15000.
iii) The employer will also pay administrative charges @0.01% on maximum limit of Rs. 15000 whereas an exempted establishment will pay inspection charges @0.005% on the total wages paid.
	
	

	23. Please share latest copy of below mentioned filed returns;
i) Form 2(IF)- The return of employees entitled for membership or insurance fund;
ii) Form 3(IF)- Return of Insurance Fund leaving services monthly ( to be submitted within 15 days of next month);
iii) Form 4(IF)- Statement of contribution monthly ( to be submitted within 25th of next month).
 
	
	

	25. Whether any international worker has been appointed by the company?
	
	

	26. Whether company has sent to the commissioner within 15 days of the commencement of this scheme a consolidated return in such form as the commissioner may specify , of the International Worker ( indicating distinctly name and address of International Worker) required or become entitled to be member of EPF showing Basic Wage, Retaining Allowance DA etc.
	
	

	27. Whether NIL return is submitted in case there is no International Worker is employed by the company?
	
	

	28. Whether these returns are filed with the commissioner within a period of 15 days from the end of month ;
i) Form 5- International Workers qualified to become member first time during preceding month;
ii) Form 2- declaration of personal details , nomination etc. of the worker;
iii) In case not International Worker qualifies to become member then NIL return is required to be filed.
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	III. THE PAYMENT OF BONUS ACT, 1965
Applicability:  Every factor where 10 or more persons are employed with the aid of power or an establishment in which 20 or more persons are employed without aid of power on any day during preceding accounting year.

	1. Whether for calculation of Bonus ,(Basic Salary + DA +Retaining Allowance+ City Compensatory Allowance + Lay Off Compensation ) has been taken as salary/wage;
	
	

	2. Whether  Available Surplus has been calculated according to provisions of Section 5 of the Act, 1965
	
	

	3. Whether eligibility of employee is considered after 30days from the date of employment?
	
	

	4. Whether minimum bonus norm 8.33% of on completion of 5 years followed by company?
	
	

	5. Whether in case of profit Maximum Bonus of 20% of the salary is paid ?
	
	

	6. Whether bonus is paid within a period of 8 months from the closing of financial year?
	
	

	7. Whether Gross Profit is calculated according to the provisions of Section 4 of the Act, 1965?
	
	

	8. Whether Allocable Surplus has been calculated according to the provisions of Section 2(4)(a) of the Act and it should not increase 67% of the Available Surplus calculated according to the provisions of Section 5 of the Act, 1961?
	
	

	9. Whether set off has been taken according to the provisions of Schedule IV of the Act, 1965?
	
	

	10. Whether below mentioned returns & registers have been made by the company;
i) A Register showing the computation of Allocable Surplus in FORM A;
ii) Register Showing the Setoff of the Allocable Surplus under Section 15 in FORMB;
iii) A Register Showing the details of the amount of bonus due to each of the employees, the deduction under Section 17 and 18 and the amount actually disbursed, in FORM C. 
	
	

	11. Whether Return in FORM D2 to the inspector has been filed on or before the expiry of time limit for payment of bonus in Section 19 of the act prescribed, i.e., by 30th December?
	
	

	12. Whether Bonus of an employee has hold due to 
i) If he is dismissed from services for fraud;
ii) If dismissed for riotous  or violent behavior  in the premise of the establishment;
iii) If dismissed for theft, misappropriation or sabotage of any property of the company.
	
	

	13. Whether the bonus unpaid/unclaimed has been transferred to the Labour Welfare Fund after a maximum period of 2 years.
	
	

	Particulars 
	YES/NO
	Remarks

	IV. THE PAYMENT OF GRATUITY ACT, 1972
Applicability : Every Factory, oil field, Mine, Plantation, Port, Railway. Company, Shop Establishment or Education Institutions employing 10 or more employees on any day preceding 12 months. 

	1. Whether notice in FORM A has been given for opening of establishment to the authority for first time?
	
	

	2. Whether notice of specifying the name and designation of the officer authorized by the employer to receive on his behalf notices should displayed.
	
	

	3. Whether abstract of the Bonus Act displayed at auspicious space at the premise?
	
	

	4. Whether nomination has been obtained from new employees in FORM F ( and in FORM G for families acquired later) and any change in nomination should be submitted in FORM H.
	
	

	5. Whether Gratuity has been calculated on the basis of 15 days last drawn wages of employee for each complete year of service?
	
	

	6. Whether the establishment is registered under the provisions of the Act with the concerned Asst. Commissioner of Labour
	
	

	7. Whether the notice of opening, closing, change as the case may be, has been given by the employer to the controlling authority.
	
	

	8. Whether Gratuity is paid in case of employee not completed five years of service ?
	
	

	9. Whether the copy of the notice regarding admissibility or non-admissibility of the claim of gratuity is sent the Controlling Authority.
	
	

	10. Whether any accident or death has taken place in the previous year.
	
	

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

	
	

	12. Whether below mentioned forms have been filed with the Authority under Gratuity Act, 1972.

i) FORM ‘A’ - Notice of Opening : Within thirty days of the rules becoming applicable to an establishment, a notice in Form ‘A’ shall be submitted by the employer to the controlling authority of the area.

ii) FORM ‘B’ - Notice of Change :  A notice in Form ‘B’ shall be submitted by the employer to the controlling authority of the area within thirty days of any change in the name, address, employer or nature of business.

iii) FORM ‘C - Notice of Closure : Where an employer intends to close down the business he shall submit a notice in Form ‘C’ to the controlling authority of the area at least sixty days before the intended closure. 

iv) FORM ‘D’ - Notice for excluding husband from family : As per sub-rule (1) of rule 5, Female employees can submit a desire to exclude her husband from her family for the purposes of the Payment of Gratuity Act, 1972. 

v) FORM ‘E’ - Notice of withdrawal of notice for excluding husband from family : As per sub-rule (2) of rule 5, Female employees can submit withdraw her earlier submission for desire to exclude her husband from her family for the purposes of the Payment of Gratuity Act, 1972. 

vi) FORM ‘U’ - Abstract of the Act and Rules : As per section 16 the employer shall display conspicuously a notice at or near the main entrance of the establishment in bold letters in English and in the language understood by the majority of the employees specifying the name of the Officer with designation authorised by the employer to receive on his behalf notices under the Payment of Gratuity Act or the rules made thereunder [Rule(4)].
vii) The employer shall display an abstract of the Payment of Gratuity Act and the rules made thereunder in English and in the language understood by the majority of the employees at a conspicuous place at or near the main entrance of the establishment (Rules 20). 
	
	

	13. Whether Gratuity be paid within a period of 30 days from the date application received  from the employees.
	
	

	14. Whether Gratuity paid to legal heirs, or nominee of the employee was tax free ?
	
	

	15. Whether tax has been deducted on any gratuity paid in excess of Rs, 20.00 Lakhs to an employee?
	
	

	16. Whether any Gratuity of any employees on the basis of misconduct, misappropriation or fraud etc. hold by the company?
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	VI. THE MATERNITY BENEFIT ACT, 1961
Applicability : 
i) to every establishment being factory, mine or plantation including any such establishment belonging to Government and to every establishment wherein persons are employed for the exhibition of equestrian, acrobatic and other performance;

ii) to every shop and establishment with the meaning of any law for the time being in force in relation to shops or establishments in s state in which ten or more persons are employed or were employed , on any day of preceding 12 months.


	1. Whether wages for the act is calculated as follows;

Wages means all remuneration paid or payable in cash to a woman, if the term of the contract of employment , express or implied were fulfilled and includes ;
i) Such Cash Allowance( including DA and HRA) as a woman is for the time being entitled to;
ii) Incentive bonus; and 
iii) The money value of concessional supply of food grains  and other articles;
But does not include;
iv) Any bonus other than incentive bonus;
v) Over Time Earning and any deduction or payment made on account of fine;
vi) Any contribution paid or payable by the employer to any pension fund or PF or for the benefit of the woman under any law for the time being in force;
vii) Any gratuity payable on termination of service.
	
	

	2. Whether any woman has been employed during the six weeks immediately following the day of her delivery;
	
	

	3. Whether every woman has given right to claiming of maternity benefit at the rate of average daily wage for the period of her actual absence. 
	
	

	4. Whether it is considered that no woman shall be entitled to maternity benefits unless she has actually worked in an establishment of the employer from whom she claimed Maternity Benefit for a period of not less than 80 days in 12 months.
	
	

	5. Whether any woman is working in company during six weeks immediately following the day of her delivery;
	
	

	6. Whether any woman has been appointed to do during the period of six weeks immediately the following the day of her delivery on any work which is of arduous nature or which involves long hours of standing  or which likely to interfere with her pregnancy; 
	
	

	7. Whether a woman has allowed to work from home then in this case ,employer may allow her to do so after availing of the maternity benefit for such period for such period and on such conditions as the employer and the woman may mutually agree.
	
	

	8. Whether Maternity Benefits provides as follows;
i) Maximum period for which any woman shall be entitled to maternity benefit shall be 26 weeks for which for which not more than 8 weeks shall precede for the date of her expected delivery.

ii) However, the maximum period entitled to Maternity Benefit by a woman having two or more than two surviving children shall be 12 weeks of which not more than 6 weeks precede the date of expected delivery.

iii) An additional leave with pay up to 1 month if the woman shows proof of her illness due to pregnancy, miscarriage, delivery or premature birth;

	
	

	9. In case of adoption of a child – whether in case of a woman adopting child or a commissioning mother shall be entitled of Maternity Benefits with wages for a period of 12 moths. Provided that the age of child must be below three months rules followed.
	
	

	10. Whether in case of no cash benefit/ privilege below mentioned conditions followed;
i) Light work for ten weeks before date of expected delivery;
ii) Two nursing breaks in the course of her daily work until child is of 15 months age.
	
	

	11. Whether below mentioned conditions have been followed in case of Maternity Benefit;
i) 10 weeks before the date of her expected delivery, she may ask the employer to give her light work for a month. At the time she should produce a certificate that she is pregnant.
ii) She should give written notice to the employer about 7 weeks before the date of delivery that she will be absent for 6 weeks before and after her delivery. She should also name the person whom payment will be made in case she cannot take herself.
iii) She should take the payment for the first 6 weeks before she goes no leave;
iv) She will be entitled to two nursing breaks of the 15 minutes each in course of daily work till her child is of 15 months.
	
	

	12. Whether entitlement of Maternity Benefits is restricted to two deliveries for a woman employee.
	
	

	13. Whether company has followed below mentioned compliances;
i) No dismissal  or discharge of a woman employee during her absence;
ii) No change to her disadvantage , in any of the conditions of her employment while on maternity leave;
iii) Pregnant woman discharged or dismissed may still claim maternity benefit from employer.
iv) Leave with average pay for six weeks before and after date of delivery.
v) In case of miscarriage , six weeks leave with average pay from the date of miscarriage;
vi) A woman is entitled of leave for a period of one month with wage in case of illness due to complications of delivery;
vii) Every establishment having 50 or more employees shall have the facility of creche within such distance as may be prescribed  either separately or along with the common facilities. 
viii) The employer shall allow four visits a day to creche a day by the woman, which shall also include interval provided in normal course of work.

	
	

	14. Whether company intimating in writing and electronically to every woman at the time of her initial appointment regarding every benefit available under the ESI Act.
	
	

	
	
	


DISCLAIMER:  the checklist presented here is not an exhaustive list for checking compliances of various provisions of labour laws. It is an attempt to share information with the readers. In case of necessity do consult with professionals.
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