OSHA Recordkeeping Rule

Thefollowing information is for reference in working with the OSHA Recordkeeping rule and is effective
January 1, 2002. Further information is available on the OSHA websiteat:  www.osha.gov/

Effective Date

The new OSHA recordkeeping rule will become effective January 1, 2002.

Who must record work-related injuries and illnesses and who is exempt?

All employers covered by the Occupational Safety and Health Act (OSH Act) are covered by the 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. The following are

exempt:
1.

2.

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 illness records unless notified to do so in writing as mentioned above.
All employersthat are listed in the following list of Standard Industrial Classification (SIC) codesare
not required to keep OSHA injury and illness records unless asked in writing to do so as mentioned

above,

Industry Description

Hardware Stores

Meat and Fish Markets

Candy, Nut, and Confectionery Stores
Dairy Products Stores

Retail Bakeries

Miscellaneous Food Stores

New and Used Car Desalers

Used Car Dealers

Gasoline Service Stations

Motorcycle Deders

Apparel and Accessory Stores

Radio, Television, & Computer Stores
Eating and Drinking Places

Drug Stores and Proprietary Stores
Liquor Stores

Miscellaneous Shopping Goods Stores
Retail Stores, Not Elsewhere Classified
Depository Institutions (Banks & Savings Inst.)
Nondepository Institutions (Credit Institutions)
Security and Commodity Brokers
InsuranceCarriers

Insurance Agents, Brokers & Services
Real Estate Agents and Managers
Title Abstract Offices

Holding and Other Investment Offices
Photographic Studios, Portrait

Beauty Shops

Barber Shops

Shoe Repair and Shoeshine Parlors
Funeral Serviceand Crematories
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SIC
729
731
732
733
737
738
764
78
791
792
793
801
802
803
804
807
809

81
82

Industry Description
Miscellaneous Personal Services
Advertising Services

Credit Reporting and collection Services
Mailing, Reproduction & Stenographic Services
Computer and Data Processing Services
Miscellaneous Business Services
Reupholstery and Furniture Repair
Moation Picture

Dance Studios, Schoolsand Halls
Producers, Orchestras, Entertainers
Bowling Centers

Offices & Clinics of Medical Doctors
Offices and Clinics of Dentists

Offices of Osteopathic Physicians
Offices of Other Health Practitioners
Medical and Dental Laboratories

Health and Allied Services, Not Elswhere
Classified

Lega Services

Educational Services(schools, colleges,
universitiesandlibraries)

Individual and Family Services

Child Day Care Services

Social Services, Not ElsewhereClassified
Museums and Art Galleries

Membership Organizations

Engineering, Accounting, Research, Management, and
Related Services

Services, not elsewhereclassified
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Forms

The OSHA 200 log and summary and the OSHA 101 supplemental record have been replaced with the new
OSHA 300 Log of Work-Related Injuries and IlInesses, the new OSHA 300A Summary, and the new
OSHA 301 Injury and Illness Incident Report.

Note: New OSHA 300 forms are found in SafetyStrategy under the menu item "compliance” then documents.
OSHA 300

The Log of Work-Related Injuries and IlInesses is used to classify work-related injuries and illnesses
and to note the extent and severity of each case. When an incident occurs, use the Log to record specific
details about what happened and how it happened.

OSHA 300A

The SUmmary is a separate form and shows the totals for the year in each category. At the end of the
year, the Summary must be posted in avisible location so that your employees are aware of the injuries
and illnesses occurring in their workplace.

Employers must keep a Log (OSHA 300) for each establishment or site. If you have more than one establish-
ment, you must keep a separate Log (OSHA 300) and Summary (OSHA 300A) for each physical location
that is expected to be in operation for one year or longer.

Cases listed on the Log of Work-Related Injuries and IlInesses are not necessarily eigible for workers
compensation or other insurance benefits. Listing a case on the Log does not mean that the employer or
worker was at fault or that an OSHA standard was violated.

When is an injury or illness considered work-related?

Aninjury orilinessis considered work-related if an event or exposure in the work environment caused or
contributed to the condition or significantly aggravated a preexisting condition. Work-rel atednessis presumed
for injuries and illnesses resulting from events or exposures occurring in the workplace, unless an exception
specifically applies. The work environment includes the establishment and other locations where one or more
employees are working or are present as a condition of their employment.

Recordkeeping Forms and Recording Criteria

Each employer required to keep records of fatalities, injuries, and illnesses must record each fatality, injury and
illnessthat:

1. Iswork-related; and
2. Isanew case; and
3. Meetsone or more of the general recording criteria or the application to specific cases as listed below:
General Recording Criteria
Aninjury orillnessisrecordableif it resultsin:
a. death
b. daysaway from work

restricted work or transfer to another job

| oss of consciousness

c
d. medical treatment beyond first aid
e
f

if itinvolvesasignificant injury or iliness diagnosed by aphysician or other licensed health care
professional, even if it doesn't result in one of the itemslisted as (a) through (€) above.
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Specific Cases

1. Needlestick and sharpsinjury.Y oumustrecordall work-rel ated needl estick injuriesand
cutsfrom sharp objectsthat arecontaminated with another person'sblood or other potentially
infectiousmaterid.

M edical removal cases. If anemployeeismedically removed under themedical surveillance
requirementsof an OSHA standard, you must record thecaseonthe OSHA 3001og aseither a
caseinvolvingdaysaway fromwork or acaseinvolvingrestrictedwork activity. If themedical
removal istheresult of achemical exposure, youmust enter thecaseonthel og by checkingthe
"poisoning' column.,

Hearinglosscases. If anemployee'shearingtest (audiogram) reveal sthat aStandard
Threshold Shift (STS) hasoccurred, youmust record the caseonthe OSHA 30010g by
checkingthe"hearingloss' column.

NOTE: A Standard Threshold Shift (STS) is defined as a change in hearing threshold, relative to the most
recent audiogram for that empl oyee, of an average of 10 decibels(dB) or more at 2000, 3000, and 4000 hertzin
one or both ears.

Tuber culosiscases. If any of your empl oyeeshasbeen occupationally exposedtoanyone
withaknown caseof activetuberculosis(TB), andthat empl oyeesubsequently developsa
tubercul osisinfection, asevidenced by apositiveskintest or diagnosi sby aphysicianor other
licensed health careprofessional, you must recordthecaseonthe OSHA 30010g by checking
the"respiratory condition" column.

Musculoskeletal disor der cases. If any of your employeesexperiencesarecordablework-
related muscul oskel etal disorder (M SD), youmust recordit ontheOSHA 30010g by checking
the"muscul oskeletal disorder” column.

NOTE: Musculoskeletal disorders (MSDs) are disorders of the muscles, nerves, tendons, ligaments, joints,
cartilage and spinal discs. MSDs do not include disorders caused by dlips, trips, falls, motor vehicle
accidents, or other similar accidents. Examplesof MSDsinclude: Carpal tunnel syndrome, Rotator cuff
syndrome, De Quervain'sdisease, Trigger finger, Tarsal tunnel syndrome, Sciatica, Epicondylitis, Tendinitis,
Raynaud's phenomenon, Carpet layers knee, Herniated spinal disc, and Low back pain.

Decidingwhether aparticular injuryor illnessisrecor dable

NO

Did the employee experience an injury or illness?

YES

Is the injury or illness work-related?

YES

Is the injury or illness a new case? Update the previously recorded
injury or illness entry if necessary.

YES

Does the injury or illness meet the general recording
criteria or the application to specific cases?

Do not record the Record the
injury or iliness injury or iliness
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Work-relatedness is presumed for injuries and illnesses resulting from events or exposures occurring in an
establishment and other locations where one or more employees are working or are present as a condition of
their employment. Thework environment includes not only physical locations, but al so equipment or materials
used by the employee during the course of his or her work. However, there are exceptions where an injury or
illness would not be considered work-related, and therefore is not recordable.

You are not required to record injuries and illnesses, if:

Atthetimeof theinjury or ilIness, theemployeewaspresentinthework environment asa
member of thegenera publicrather thanasanemployee.

Theinjury orillnessinvolvessignsor symptomsthat surfaceat work but result solely froma
non-work-related event or exposurethat occursoutsi deof thework environment.

Theinjury orillnessresultssolely fromvoluntary participationinawelInessprogramorina
medical, fitness, or recreational activity suchasblood donation, physi cal examination, flu
shot, exerciseclass, racquetball, or baseball.

Theinjury orillnessissolely theresult of anempl oyeeeating, drinking, or preparingfood or
drink for persona consumption (whether bought ontheempl oyer'spremisesor broughtin).
For example, if theempl oyeeisinjured by chokingonasandwichwhileintheemployer's
establishment, thecasewould not beconsideredwork-related. NOTE: If theemployeeis
madeill by ingesting food contaminated by workpl acecontaminants(such aslead), or gets
food poisoning fromfood supplied by theempl oyer, thecasewoul d beconsidered work-
related.

Theinjury orillnessissolely theresult of anempl oyeedoing personal tasks(unrelatedto
their employment) at theestabli shment outsi deof theempl oyee'sassigned working hours.

Theinjury orillnessissolely theresult of persona grooming, self medicationfor anon-
work-related condition, orisintentionally self-inflicted.

Theinjury orillnessiscaused by amotor vehicleacci dent and occursonacompany parking
| ot or company accessroad whiletheempl oyeeiscommutingto or fromwork.

Theillnessisthecommoncoldor flu(NOTE: contagiousdiseasessuchastuberculos's,
brucellosis, hepatitisA, or plagueareconsideredwork-rel ated if theemployeeisinfected at
work).

Theillnessisamental illness. Mental illnesswill not becons deredwork-related unlessthe
employeevoluntarily providestheempl oyer withan opinionfromaphysicianor other
licensed health careprofessi ona withappropriatetraining and experience(psychiatrist,
psychologist, psychiatricnursepractitioner, etc.) statingthat theempl oyeehasamental
illnessthatiswork-related.
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Employeeson travel statusat thetimeof theinjury or illness.

Injuriesandillnessesthat occur whileanemployeeisontravel statusarework-relatedif, at thetimeof the
injury or illness, theempl oyeewasengagedinwork activities"intheinterest of theempl oyer." Exampl esof
suchactivitiesincludetravel toandfrom customer contacts, conductingjobtasks, and entertaining or being
entertainedtotransact, discuss, or promotebus ness(work-rel ated entertainment includesonly entertain-
ment activitiesbei ngengagedinat thedirectionof theempl oyer).

Injuriesor illnessesthat occur whentheemployeeisontravel statusdo not havetoberecordedif they meet
oneof theexceptionsbel ow:

Iftheemployeehas... Y ou may usethefollowingtodeter mineif aninjuryor ilinessiswork-related

Checked into ahotel or motel When atraveling employee checksinto a hotel, motel, or other temporary residence,

for one or more days. he or she establishes a"home away from home." Y ou must evaluate the employee's
activities after he or she checksinto the hotel, motel, or other temporary residence for
their work-relatedness in the same manner as you evaluate the activities of anon-
traveling employee. When the employee checksinto the temporary residence, he or
sheis considered to have left the work environment. When the empl oyee begins work
each day, he or she reenters the work environment. |f the employee has established a
"home away from home" and is reporting to afixed worksite each day, you also do
not consider injuries or illnesseswork-related if they occur whilethe employeeis
commuting between the temporary residence and the job location.

Taken adetour for personal Injuries or illnesses are not considered work-related if they occur while the employee

reasons. ison apersonal detour from areasonably direct route of travel (e.g., hastaken aside
trip for personal reasons).

Recordingawork-relatedinjury or ilinessthat resultsin daysaway fromwor k.

Whenaninjury orillnessinvol vesoneor moredaysaway fromwork, youmust recordtheinjury oriliness
onthe OSHA 3001ogwithacheck mark inthespacefor casesinvolving daysaway and anentry of the
number of calendar daysaway fromwork inthenumber of dayscolumn. If theemployeeisout for an
extended period of time, you must enter an estimateof thedaysthat theemployeewill beaway, and update
theday count whentheactual number of daysisknown.

Note: Donot count theday of theinjury. Y oubegin counting daysaway ontheday after theinjury
occurredor theillnessbegan. Counting cal endar dayswouldincludeweekends, holidaysor other daysthe
employeemay not haveordinarily worked but wasunabletowork asaresult of theinjury oriliness. The
maximumlimit of daysrecordedis180calendar days, regardlessof whether or not thelength of time
exceedsthat number.
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Definition of M edical Treatment.

"Medical treatment” meansthe management and careof apatient to combat diseaseor disorder. For the
purposesof the OSHA recording requirements, medi cal treatment doesnot include:

1. Visgtstoaphysicianor otherlicensed health careprofessional for observationor counseling;

2. Theconduct of diagnosticprocedures, suchasx-raysand bloodtests, including theadministration of
prescription medi cationsused sol ey for diagnostic purposes(e.g., eyedropstodil atepupils); or

3. "Firstaid" asdefinedinthiscode.

First Aid Defined.

1 Usinganonprescription medication at nonprescription strength (for medi cationsavailableinboth prescription
and nonprescription form, arecommendation by a physician or other licensed health care professional to use a
nonprescription medication at prescription strength is considered medical treatment for recordkeeping
purposes;

Administering tetanusimmunizations (other immunizations, such asHepatitis B vaccineor rabiesvaccine, are
considered medical treatment);

Cleaning, flushing or soakingwoundson thesurfaceof theskin;

Usingwound coveringssuch asbandages, Band-Aids, gauzepads, etc.; or usingbutter fly bandagesor steri-
Strips (other wound closing devices such as sutures, staples, etc. are considered medical treatment);

Usinghot or cold therapy;
Usingany nonrigid meansof support, such aselasticbandages, wr aps, nonrigid back belts, etc. (deviceswith
rigid stays or other systems designed to immobilize parts of the body are considered medical treatment for

recordkeeping purposes.

Usingtemporaryimmaobilization deviceswhiletransportingan accident victim (e.g., splints, slings, neck collars,
back boards, etc.);

Drillingof afingernail or toenail torelievepressure, or drainingfluid from ablister;
Usingeyepatches,
. Removingforeign bodiesfromtheeyeusingonlyirrigation or acotton swab;

. Removingsplintersor foreign material from ar easother thantheeyeby irrigation, tweezer s, cotton swabsor
other smplemeans,

. Usingfinger guards;

. Using massages (physical therapy or chiropractic treatment are considered medial treatment for recordkeeping
purposes); or

. Drinkingfluidsfor relief of heat stress.
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Other Important Notes

1. WhenmusttheOSHA 301 Incident Report becompleted?
TheOSHA 301 Incident Report Formor an equival ent formmust becompl eted for eachrecordable
injury or illnessentered onthe OSHA 300L og.

. Howquickly must eachinjury or illnessberecorded?
Y oumust enter eachrecordableinjury or illnessonthe OSHA 300 L ogand 301 I ncident Report within
seven (7) calendar daysof receivinginformationthat arecordableinjury orillnesshasoccurred.

. Whatisanequivalentform?
Anequivaentformisonethat hasthesameinformation, isasreadableand understandabl e, andis
compl eted usingthesameinstructionsasthe OSHA formit replaces. Many employersuseaninsurance
forminstead of the OSHA 301 I ncident Report, or supplement aninsuranceform by adding any
additional informationrequiredby OSHA.

. May | keep recordson acomputer?
Y es, if thecomputer can produceequival ent formswhenthey areneeded, asdescribedinthecode.

. Aretheresituationswherel donot put theemployee' snameon theformsfor privacy
reasons?
Y es,if youhavea'privacy concerncase,” youmay not enter theemployee'snameonthe OSHA 300
Log. Instead, enter " privacy case" inthespacenormally usedfor theempl oyee'sname. Thiswill protect
theprivacy of theinjuredor ill empl oyeewhen another empl oyee, aformer employee, or anauthorized

employeerepresentativeisprovided accesstothe OSHA 300Log. Y ou must keep aseparate,
confidential list of thecasenumbersand empl oyeenamesfor your privacy concern casessoyou can
updatethecasesand providetheinformationtothegovernment if askedto do so.

. Determiningif aninjury or illnessisaprivacy concer n case.

Thefollowinginjuriesorillnessesarecons dered privacy concer ncases.

a.  Aninjury orillnesstoanintimatebody part or thereproductivesystem;

b. Aninjuryorillnessresultingfromasexual assaullt;

c. Mentdillness,

d. HIVinfection, hepatitis, ortuberculosis

e. Needlestickinjuriesand cutsfrom sharp objectsthat arecontaminated with another person'sblood
or other potentially infectiousmaterid; and

f.  Otherillnesses, if theempl oyeeindependently and voluntarily requeststhat hisor her namenot be
entered onthelog. M uscul oskel etal disorders(M SDs) arenot cons dered privacy concern cases.

. Whoarecovered employeesfor OSHA 300 L og recor ding pur poses?
All employeesonyour payroll, whether they arelabor, executive, hourly, salary, part-time, seasonal, or
migrantworkers. Y oual somust recordtherecordableinjuriesandillnessesthat occur toemployees
whoarenot onyour payroll if you supervisetheseempl oyeesonaday-to-day basis. If your businessis
organized asasol eproprietorship or partnership, theowner or partnersarenot consi dered empl oyees
for recordkeepi ng purposes.
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. Annual Summary.
Attheend of eachyear youmust:
(1) ReviewtheOSHA 300Logtoverify that theentriesarecompleteand accurate, and correct any
deficienciesidentified;

(2) Createanannual summary of injuriesandillnessesrecorded onthe OSHA 300L og;
(3) Certifythesummary; and
(4) Posttheannual summary.

How tocompletetheannual summary.
(1) Total thecolumnsontheOSHA 300 L og(if youhad norecordablecases, enter zerosfor each
columntotal); and

(2) Enterthecalendar year covered, thecompany'sname, establishment name, establishment address,
annual averagenumber of employeescovered by theOSHA 300 L og, andthetotal hoursworked
by all employeescovered by theOSHA 300 L og.

Y oucertify theannual summary by havingacompany executivecertify that heor shehasexaminedthe
OSHA 300 Logandthat heor shereasonably believes, based on hisor her knowledge of the process
by whichtheinformationwasrecorded, that theannual summary iscorrect and complete. A company
executiveis: (a) anowner of thecompany (soleproprietorship or partnership); (b) anofficer of the
corporation; (c) thehighest ranking company officia workingat theestablishment; or (d) theimmediate
supervisor of thehighest ranking company officia workingat theestablishment.

Y oumust post acopy of theannual summary ineach establishment inaconspicuousplaceor places
wherenoticesto employeesarecustomarily posted.

Y oumust post thesummary nolater than February 1 of theyear followingtheyear covered by the
recordsandkeepthepostinginplaceuntil April 30.

. Record Retentionand Updating.
Y oumust savethe OSHA 300L og, theprivacy caselist (if oneexists), theannual summary, andthe
OSHA 301 Incident Report formsfor five(5) yearsfollowing theend of thecalendar year that these
recordscover.

Y oumust updateyour stored OSHA 300 L ogstoincludenewly discovered recordableinjuriesor
ilInessesandto show any changesthat haveoccurredintheclassification of previoudy recordedinjuries
andillnesses. If thedescription or outcomeof acasechanges, youmust removeor lineout theoriginal
entry and enter thenew information. Neither theannual summary nor theOSHA 301 reportshaveto
beupdated.

. Employeel nvolvement.
Y oumust informeach employeeof how heor sheistoreportaninjury or illnesstoyou andyou must
set upaway for employeestoreport work-relatedinjuriesandillnessespromptly. Y oumust al'so
providelimited accesstoyourinjury andillnessrecordsfor your employeesandtheir representatives.
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