OSHA Recordkeeping Requirements

lowa OSHA (I0OSH) rules require State of lowa agencies to record specific work related injuries
and illnesses that occur at their work locations. I0SH adopted the Federal OSHA Standard 29
CFR 1904 Recordkeeping and Reporting Occupational Injuries and llinesses. Additional
guidance and training on OSHA Recordkeeping is available at
https://www.osha.gov/recordkeeping/index.html.

This guide is provided as an introduction to OSHA recordkeeping forms and requirements. It is
designed to assist those assigned the responsibilities of keeping the OSHA 300 Log current and
preparing an OSHA 300A Summary.

OSHA recordkeeping rules are significantly different from Workers Compensation
requirements. Understanding the difference is critical to assure the information on the OSHA
300 Log is accurate. Human Resource Associates must know how to analyze each submitted
First Report of Injury (FROI) to determine if it meets the criteria to be entered on the OSHA 300
Log.

Work Comp Procedures are not the same as OSHA Recording Requirements

Work Comp: All FROI are automatically forwarded to Sedgwick

OSHA: All FROI are analyzed prior to decision to enter on OSHA 300 log


https://www.osha.gov/recordkeeping/index.html

Steps to Follow Entering Data on OSHA 300 Log - refer to Attachment (A.)

Step 1. Fillin the Year 20 _ _. Located on (A) upper right hand corner colored yellow.
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e The OSHA 300 Log is kept on a calendar year basis, January 1 — December 31.

e Incidents that span into another year do not get recorded twice.
You will have to update the information on the previous Log where the incident was
originally entered (example: additional days off, job transfer, etc.)



Step 2: Determine and fill in the establishment locations. Located on (A) upper right hand
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State agencies that had fewer than 10 employees at all times during the last calendar
year do not need to keep OSHA injury and illness records unless OSHA or the BLS
notifies you in writing that you must keep records. 1904.1(a)(1)

State agencies that had 10 or more employees at any time during the last calendar year
must keep OSHA injury and illness records unless classified as a partially exempt
industry. 1904.2 list of exempt industries

Number of employees is based on peak employment during the last year. 1904.1(b)(2)

A separate OSHA Form 300 Log is required for each physical establishment location that
is expected to be in operation for at least one year.

Employees who work from home: OSHA does not consider the worker's home to be an
establishment for record-keeping purposes. OSHA considers the worker's establishment
to be the office to which he or she reports, from which he or she receives direction or
supervision, collects pay, and otherwise stays in contact with the employer/ agency.

All employers, including those partially exempted by reason of company size or industry
classification, must report to OSHA any employee's fatality, in-patient hospitalization,
amputation, or loss of an eye. 1904.39.



Step 3: Analyze the FROI prior to entering information on OSHA 300 Log. Utilize the OSHA
Record-Keeping Decision Tree (ORDT).

OSHA Record-Keeping Decision Tree

Talsbe A - SIGFICANT INJURY/ILLISESS

> Determine Work-Relatedness. 1904.7

e When an accident/incident occurs, you must enter a recordable injury or illness on the
OSHA Form 300 log within seven days.

e Aninjury orillness that is considered work-related and must be recorded on the log
unless an exception applies. Some exceptions include:

1.

4.

At the time of the injury or illness, the employee was at work as a member of the
general public and not as an employee. For example, if an employee returns to
work after the end of his or her shift to pick up an item they forgot to take home
and is injured during this visit.

The injury or illness surfaces while at work, but results solely from a non- work
related event or exposure. For example, an employee suffers a heart attack
while at work and has a history of heart disease.

The injury or illness results solely from voluntary participation in a wellness
program. For example, an employee is injured while working out in the company

gym.

The injury or illness is the result of eating or drinking or preparing food or drink
for personal consumption. For example, an employee chokes while eating a
sandwich for lunch.


http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9636

5. The injury is the result of an employee doing personal tasks outside of work
hours. For example, the employee sustains an injury while visiting with co-
workers after his or her work shift.

» ldentify Required Recordings (tie in identified recordable cases to related color area on
OSHA 300 log.

Work-related injuries and illnesses that result in the following must be recorded:

e Death.

e Loss of consciousness.

e Days away from work.

e Restricted work activity or job transfer.
e Medical treatment beyond first aid.

e Any work-related case involving cancer, chronic irreversible disease, a fractured or
cracked bone, or a punctured eardrum.

In addition to the above cases, employers must record the following conditions when work-
related:

e Any needle-stick injury or cut from a sharp object that is contaminated with another
person's blood or other potentially infectious material.

e Any case requiring an employee to be medically removed under the requirements of an
OSHA health standard.

e Tuberculosis (TB) infection as evidenced by a positive skin test or diagnosis by a licensed
health care professional after exposure to a known case of active TB.

e An employee's hearing test result that the employee has experienced a standard
threshold shift in hearing in one or both ears.

The OSHA Regulation 29 CFR 1904.7 contains an in-depth overview of recordable injuries and
illnesses. Additional information on determining medical treatment and first aid can be
located at 29 CFR 1904.7(b)(5).


http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9638

Step 4: Complete the OSHA Form 300 Log, [e1[03 {7 W: e
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e Column A: Assign each event an employer-created case number on the OSHA
log. This can be as simple as number 1, 2, 3, 4 and so on. The only requirement is
that each case number for a given year is unique.

e Column B: Identify the employee, unless case is considered a privacy case.
Additional information on privacy cases identified in OSHA 1904.29 (b) (6) — (b)
(10).

e Column C: Enter the employee's job title.



Step 5: Complete the OSHA Form 300 Log, columns m
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e Column D: Enter the date of the injury or onset of the illness.
e Column E: Enter the exact location where the event occurred.
e Column F: Specifically describe the case, along with the parts of the body

affected and the object/substance that directly injured or made the employeeill,
using more than one line if necessary.



Step 6: Complete the OSHA Form 300 Log, m
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e Column G, H, |, or J: Classify the case by choosing only one of the categories/boxes
(G, H, 1 or J). The most serious outcome will need to be recorded. You will need to
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revise the log if the injury or iliness progresses or the outcome becomes more

serious than was originally recorded. The original entry must be crossed out, deleted

or concealed with correctional tape.

2:58 PM W



Step 7: Complete the OSHA Form 300 Log, m
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e Columns Kand L: Enter the number of days the employee was on restricted work or
job transfer, the number of days away from work, or both.



Step 8: Complete the OSHA Form 300 Log, Column M

new-osha300forml-1-04 b - Microsolt Ward =@ E

(W]
— Home | [nsert  Pagelayost  References  Mailings  Review  View  Aciobat @
N ari — ,% ina -
\ ¢ Times New Roenen « 85 - A" A wecoes | g Bl AaBB AaBbCel 4:E:C-TkE AaBbCeDd AsBBCeDIE

Lhe Raplace

“-‘_‘"' o Forviat Piies B [ U-# x x TBodyTent | THeaging] fHeading? THeadingd THeading4  THeadings  1Heading6 | _ s“:l
B A -
! This form Tating t
' sgpioyee health and must be wsad in a manner that (
QOSHA's Form 300 trev, oumon Mg con fidentiality of employeestotheextent Year20__ é))
7, 2 sibile g information is being used for
Log of Work-Related Injuries and llinesses ccupationlcalo Mgt poses. PR o oo i R
. - o o Fors e SR o T
e l-pl;’:‘;"» e e Dame sfisgary  Whare e evemt sccarred  Describe injury brllln;:.purnofbul- affremd, n
of M g [—pp— o
. o
w6 [ f n " 1} (O ]
s T s B L wm 4 00 D00OO00
Y ] ] L] L] = —%" 0 Qg o000
o . [ I B | B _& 4 popooon
= =L | B | | | L = ™ 0 0 0:0 00
=l [ ] [ ] a o . ol (2 (4Gl
- — R 8 8 B _w_w ppnnnon
. —rn g [ D T | L _ & —é® 00 opgooo0o0
= [ I | | | _4m_4m 0O ODDO0
e | I T | [ ] _@m_4m Qg QppOOD0 5
Page: 1ol 3 | Words 1080 | OB B a3 MW 100% (- ] {+

EK:?W-_-IJEJ [1i0ad 2:58PM -

e Column M: Indicate whether the case is an injury or select the appropriate illness.
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Step 9: Complete the OSHA Form 300 Log, Totaling Columns
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Total all columns at the end of the year, or if you have to use more than one page
during the year.
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Steps to Follow Entering Data on the OSHA 300 A (Annual) Summary

Step 1: Transfer the OSHA Form 300 Log data onto the OSHA 300 A Summary
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e The information from the OSHA Form 300 Log is transferred onto the OSHA 300 A
Summary by matching the corresponding lettered column on the log with the lettered
blank space on the summary.

e The lettered columns on the left hand side of this OSHA 300 A Summary are color coded
to match the color coding on the OSHA 300 Log guidelines.
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Step 2: Enter the establishment information and obtain designated signature
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The employer must complete the establishment information section and have the summary
signed by an authorized executive of the company.

Employers must complete the 300A summary form and post the summary in the workplace
from February 1 to April 30 of the year following the year covered by the form at each job site
in a conspicuous area where notices to employees are customarily placed. For example,
accidents occurring in 2015 will be summarized on the Form 300A and posted from February
through April 2016. Copies of the 300A summary should be provided to any employees who
may not see the posted summary because they do not regularly report to a fixed location.
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Submitting Electronic Reports to OSHA

e https://www.osha.gov/injuryreporting/ for additional information.

e https://www.osha.gov/injuryreporting/ita/
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» Employers with 250 or more employees that are subject to OSHA's recordkeeping
regulation must electronically submit to OSHA:

e OSHA Form 300A 2016 information by December 15, 2017.
e OSHA Form 300A 2017 information by July 1, 2018.

e Beginningin 2019 and every year thereafter, OSHA Form 300A information must
be submitted by March 2.

» Establishments with 20-249 employees in certain high-risk industries must begin
submitting information from Form 300A by December 15, 2017, and again by July 1,
2018. Beginning in 2019 and every year thereafter, the information must be submitted
by March 2.

Employers with fewer than 20 employees at all times during the year do not have to
submit information electronically to OSHA.

See Final Rule Issued to Improve Tracking of Workplace Injuries and Ilinesses, and OSHA
Extends Electronic Record-Keeping Submission Deadline by Two Weeks.
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Requirement for Retaining the OSHA 300 Log and OSHA 300A Summary

The OSHA Form 300 Log and the OSHA 300A Summary must be kept for five years following the
year that the log and summary pertain to. Update records as needed when changes occur.

PART 1904 - RECORDING AND REPORTING OCCUPATIONAL INJURIES AND ILLNESSES
Contents

Subpart A—Purpose
§ 1904.0 Purpose.

Subpart B—Scope

§ 1904.1 Partial exemption for employers with 10 or fewer employees.

§ 1904.2 Partial exemption for establishments in certain industries.

§ 1904.3 Keeping records for more than one agency.

Non-Mandatory Appendix A to Subpart B of Part 1904—Partially Exempt Industries

Subpart C—Recordkeeping Forms and Recording Criteria

§ 1904.4 Recording criteria.

§ 1904.5 Determination of work-relatedness.

§ 1904.6 Determination of new cases.

§ 1904.7 General recording criteria.

§ 1904.8 Recording criteria for needle stick and sharps injuries.

§ 1904.9 Recording criteria for cases involving medical removal under OSHA standards.
§ 1904.10 Recording criteria for cases involving occupational hearing loss.
§ 1904.11 Recording criteria for work-related tuberculosis cases.

§ § 1904.13-1904.28 [Reserved]

§ 1904.29 Formes.

Subpart D—Other OSHA Injury and lliness Recordkeeping Requirements
§ 1904.30 Multiple business establishments.

§ 1904.31 Covered employees.

§ 1904.32 Annual summary.

§ 1904.33 Retention and updating.

§ 1904.34 Change in business ownership.

§ 1904.35 Employee involvement.

§ 1904.36 Prohibition against discrimination.

§ 1904.37 State recordkeeping regulations.

§ 1904.38 Variances from the recordkeeping rule.

Subpart E—Reporting Fatality, Injury and lliness Information to the Government

§ 1904.39 Reporting fatalities, hospitalizations, amputations, and losses of an eye as a result of
work-related incidents to OSHA.

§ 1904.40 Providing records to government representatives.

15



§ 1904.41 Electronic submission of injury and illness records to OSHA.

§ 1904.42 Requests from the Bureau of Labor Statistics for data.

Appendix A to Subpart E of Part 1904—Designated Industries for § 1904.41(a)(2) Annual
Electronic Submission of OSHA Form 300A Summary of Work-Related Injuries and llinesses by
Establishments With 20 or More Employees but Fewer Than 250 Employees in Designated
Industries

Subpart F—Transition From the Former Rule

§ 1904.43 Summary and posting of the 2001 data.

§ 1904.44 Retention and updating of old forms.

§ 1904.45 OMB control numbers under the Paperwork Reduction Act

Subpart G—Definitions
§ 1904.46 Definitions.

Authority: 29 U.S.C. 657, 658, 660, 666, 669, 673, Secretary of Labor's Order No. 1-2012 (77 FR
3912, Jan. 25, 2012).

[59 FR 15600, April 1, 1994; 62 FR 6434, Feb. 11, 1997; 62 FR 44552, Aug. 22, 1997; 66 FR 6121,
Jan. 19, 2001; 66 FR 52034, Oct. 12, 2001; 68 FR 38607, June 30, 2003; 79 FR 56186, September
18, 2014; 80 FR 49904, August 18, 2015; 81 FR 29691 May 12, 2016; 81 FR 29692 May 12, 2016;
81 FR 91809 Dec 19, 2016; 82 FR 20548 May 3, 2017; 82 FR 55765 November 24, 2017]

Subpart A -- Purpose.

The purpose of this rule (part 1904) is to require employers to record and report work-related
fatalities, injuries, and illnesses. 1904.0

Note to § 1904.0: Recording or reporting a work-related injury, illness, or fatality does not
mean that the employer or employee was at fault, that an OSHA rule has been violated, or that
the employee is eligible for workers' compensation or other benefits.

Subpart B -- Scope.

Note to Subpart B: All employers covered by the Occupational Safety and Health Act (OSH Act)
are covered by these Part 1904 regulations. However, most employers do not have to keep
OSHA injury and illness records unless OSHA or the Bureau of Labor Statistics (BLS) informs
them in writing that they must keep records. For example, employers with 10 or fewer
employees and business establishments in certain industry classifications are partially exempt
from keeping OSHA injury and iliness records.

Basic requirement. 1904.1(a)

If your company had ten (10) or fewer employees at all times during the last calendar year, you
do not need to keep OSHA injury and iliness records unless OSHA or the BLS informs you in
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writing that you must keep records under § 1904.41 or § 1904.42. However, as required by §
1904.39, all employers covered by the OSH Act must report to OSHA any workplace incident
that results in a fatality or the hospitalization of three or more employees. 1904.1(a)(1)

If your company had more than ten (10) employees at any time during the last calendar year,
you must keep OSHA injury and illness records unless your establishment is classified as a
partially exempt industry under § 1904.2. 1904.1(a)(2)

Implementation. 1904.1(b)

Is the partial exemption for size based on the size of my entire company or on the size of an
individual business establishment? The partial exemption for size is based on the number of
employees in the entire company. 1904.1(b)(1)

How do I determine the size of my company to find out if | qualify for the partial exemption
for size? To determine if you are exempt because of size, you need to determine your
company's peak employment during the last calendar year. If you had no more than 10
employees at any time in the last calendar year, your company qualifies for the partial
exemption for size. 1904.1(b)(2)
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