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Who Must Keep OSHA Records (exemptions)

* Most employers with 10 or fewer employees are exempt from keeping OSHA injury and iliness records:
- 10 or fewer employees at all times during the previous calendar year

« Employers in Partially Exempt Industries

- Examples of low hazard industries exempt from keeping OSHA injury and illness records include retail, finance,
iInsurance, schools, restaurants, physician offices, etc.

- https://www.osha.gov/recordkeeping/presentations/exempttable

- All employers, including those partially exempted by reason of company size or industry classification, must report to
OSHA any workplace incident that results in a fatality, in-patient hospitalization, amputation, or loss of an eye.

 State and federal government-regulated industries, such as mining and nuclear power, are also exempt

Note: The Bureau of Labor Statistics may select exempted employers to participate in an annual statistical survey
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https://www.osha.gov/recordkeeping/presentations/exempttable

OSHA Recordkeeping Flowchart & Criteria

The employer that supervises the day-to-day
details, methods, and processes of the work is
responsible for recording the injury or illness.

Ex. If a subcontractor’s employee is under the

day-to-day supervision of the GC, the GC must
record the injury or iliness on their log.

Y MeGriff

Use this decision tree to determine whether to record a work-related injury

OSHA 29 CFR Part 1904 Recordability Decision Tree

or illness on your establishment’s recordkeeping forms

Did the employee experience an injury or illness?

No Yes

Do not

record

l

Is the injury or illness work-related?
See 1904.5 - Determination of work-relatedness

No l Yes

¥

Is the injury or illness new?
See 1904.6 - Determination of new cases

recorded entry, if necessary

Update the previously ]‘ No Yes
¥

Does the injury or illness meet the general recording criteria* or the

application to specific cases?
See 1904.7 - General Recording Criteria and 1904.8 through 1904.11

No l Yes

Record the injury or illness on

your recordkeeping forms

https://www.osha.gov/recordkeeping 6



https://www.osha.gov/recordkeeping

General Recording Criteria

What is a recordable injury or illness?

If a work-related injury or illness results in medical treatment beyond first aid, you must record it on the OSHA Form 300 Log of
Work-Related Injuries and Ilinesses.

» Under section 1904.7, General Recording Criteria, a work-related injury or illness must be recorded if it results in:
- Death
- Days away from work
- Restricted work, or transfer to another job
- Loss of consciousness
- A significant injury or iliness diagnosed by a physician or other licensed health care professional - 1904.7(b)(7)

» There are also special recording criteria for work-related cases involving:
- Section 1904.8 - Needlesticks and sharps
- Section 1904.9 - Medical removal
- Section 1904.10 - Hearing loss: Hearing Loss Chart
- Section 1904.11 - Tuberculosis
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https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904.7
https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904.7
https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904.8
https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904.9
https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904.10
https://www.osha.gov/sites/default/files/hearinglossflowchart.pdf
https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904.11

General Recording Criteria

What does OSHA consider first aid? (note — visits to a physician for observation / diagnostics is not “first aid”)

- Using a non-prescription medication at non-prescription strength

- Administering tetanus immunizations

- Cleaning, flushing or soaking wounds on the surface of the skin

- Using wound coverings such as bandages, adhesive bandages, gauze pads, etc.; or using butterfly bandages

- Using hot or cold therapy

- Using any non-rigid means of support, such as elastic bandages, wraps, non-rigid back belts, etc.

- Using temporary immobilization devices while transporting an accident victim (such as splints, slings, neck collars, back boards, etc.)
- Drilling of a fingernail or toenail to relieve pressure, or draining fluid from a blister

- Using eye patches

- Removing foreign bodies from the eye using only irrigation or a cotton swab

- Removing splinters or foreign material from areas other than the eye by irrigation, tweezers, cotton swabs or other simple means
- Using finger guards

- Using massages (physical therapy or chiropractic treatment are considered medical treatment for recordkeeping purposes)

- Drinking fluids for relief of heat stress
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OSHA’s Form 301 gev. osr2004)

- Note: You can type input into this form and save it. .| |Attention: This form contains information relating to
’n] ury and ”In ess Because the forms in this recof.dkeepmg package are “fillable/writable emplovee health and must be used in a manner that NV,
PDF documents, you can type into the input form fieldsand protects the confidentiality of employees to the extent =
l - R then save your inputs using the free Adobe PDF Reader. In addition, possible while the information is being used for U.S. Department of Labor
n c ’ e n t e p o r t the forms are programmed to auto-calculate as appropriate. occupational safety and health purposes. Occupational Safety snd Heslth Administration
Info i Dott the p[ p i o Form approved OMB no. 12180176
o . . Information abou emplo Information about the case
This Injury and Illiness Incident Report is one of the i
ﬁrst fo!ms you must ﬁ]l out “vhcn a mcordab]c 1) Full name 10) Case ber from the Log, (Transfer the case number from the Log afier you record the case.)
work-related injury or illness has occurred. Together 11) Date of injury or illmess
with the Log of Work-Related Injuries and Illinesses 2) Street ) e e B
A L xy car
and the accompanying Summary, these forms help 12) Time cmployes began work (51300 OAM O™
the employer and OSHA develop a picture of the City State zp ) ’
extent and severity of work-related incidents. 13) Time of event (HHMM) _ OAM OPM O Checkif time cannot be determined

J) Date of birth

Within 7 calendar days after you receive * Re fields 14 to 17: Please do not include any personally identifiable information (Pll) pertaining to

information that a recordable work-related injury or Month  Day Year worker(s) involved in the incident (e.g., no names, phone numbers, or Social Security numbers).
illness has occurred, you must fill out this form or an 4 Date hired 14)* What was the employee doing just before the incident occurred? Describe the activity, as well as the
equivale So ctate kers® Pt N P tools, equipment, or matcnal the employee was using. Be specific. Examples: “climbing a ladder while
equivalent. Some state workers’ compensation, Month  Day  Year eyl baafieg bR ‘e bl o ik e Wity msmghi Ayt
insurance, or other reports may be acceptable 5) QMale QFemale

substitutes. To be considered an equivalent form, any

substitute must contain all the information asked for R O e e

professional
on this form. 15)* What H ed? Tell us h he inj red. £ i 'When ladder sl d fl orker fell
: i 6 N e . 3)* t Happen cll us how the injury occurred. Examples: “When la: shipped on wet floor, worker fc
Accordmg to Public Law 91-596 and 29 CFR ) Name of plysician or other health care profesional 20 feet™; "Worker was spm.)..'od with chlorine when gasket broke during replacement™; “Worker developed
1904, OSHA s recordkeeping rule, you must keep SODERENS N0 WES Srer e

this form on file for 5 years following the year to
which it pertains.

If you need additional copies of this form, you
may photocopy the printout or insert additional form Eacility

: 16)* What was the injury or iliness? Tcll us the pan of the body that was affected and how it was affected.
pages in the PDF, and then use as many as you need. Exanplar: “sisained back™: "dhansical buns, han™ "carsal himel syardome.”

T) If treatment was given away from the worksite, where was it given?

Street

City State e

17)* What object or substance directly harmed the employee? Examples: “concrete floor™; “chlorine™;
8) Was employee treated in an emergency room? “radial arm saw.” If this question does not apply to the incident, leave it blank.

O Yes

C)No

Completed by

Title

9) Was employee hospitalized overnight as an in-patient? 18) If the employee died, when did death occur?  Date of death
Phone Date O VYes Month  Day Year

O No
Add a Form Page Reset

Publx reporting burden for this colloction of information is estimated to average 22 minutes per response, including time for reviewing instructions, scarching cxisting data sources, gathering and mamntaming the data needed. and completing and revicwing the collection of information. Persons are not required to respand to the collection of information unless it displays a
current valid OMB control number. If you have any comments about this estimate or any other aspects of this data collection, including suggestions for reducing this burden, coatact: US Department of Labor, OSHA Office of Statistical Amalysis, Room N-3644, 200 Coastitution Avenue, NW, Washington, DC 20210. Do not send the completed forms to this office.

W MGriff
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Employee Privacy Cases & Retention Periods

Section 1904.29(b)(6) and (b)(7) requires employers to protect the privacy of injured or ill employees in certain
types of cases.

A privacy case exists under these circumstances:
- An injury or illness to an intimate body part or the reproductive system
- An injury or ilness resulting from a sexual assault
- A mental illness
- HIV infection, Hepatitis, or Tuberculosis

- Needlestick and sharps injuries that are contaminated with another person's blood or other potentially infectious
material

- Other illnesses, if the employee independently and voluntarily requests that their name not be entered on the OSHA 300
Log

« Under the circumstances, these are called “privacy cases”
- On the OSHA 300 log, the injured or ill employee's name is titled “privacy case.”
- Maintain a separate & confidential list containing the identifying information for those individuals.

» Retention Period for OSHA 300, 301, and 300A documents is 5 years from the end of the calendar year it covers

W MeGriff :
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Upcoming Deadlines for Annual OSHA Reporting

12



Upcoming Deadlines for Annual OSHA Reporting

A 8

Reporting deadlines vary by Key Posting: OSHA 300A Electronic submission Importance of timely
employer size and industry Summary requirements compliance
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Reporting Deadlines vary by:
Category, Employer/Establishment Size, and Industry

Reporting Deadlines

10 or fewer employees
over the entire company’s
peak employment in prior

year

Category

Routine Recordkeeping

OSHA Forms 300, 301, 300A
Record Retention Period

OSHA Form 300A Posting Dates

Electronic Submission

Electronic Submission Deadline

Exempt, unless notified in
writing by OSHA or BLS

NA

NA

NA

NA

11 - 19 employees at the
establishment level

Must keep records if not in a
partially exempt industry listed
in Appendix A to Subpart B,
unless notified in writing by
OSHA or BLS

5 years, after the end of the
calendar year they cover

February 1 - April 30

NA

NA

20 - 249 employees at the
establishment level

Must keep records if not in a
partially exempt industry listed
in Appendix A to Subpart B,
unless notified in writing by
OSHA or BLS

5 years after the end of the
calendar year they cover

February 1 - April 30

Required, if industry is listed in
Appendix A to Subpart E (higher
hazard)

March 2 via ITA

250+ employees at the
establishment level

Must keep records if not in a
partially exempt industry listed
in Appendix A to Subpart B,
unless notified in writing by
OSHA or BLS

5 years, after the end of the
year they cover

February 1 - April 30

Required, if not in a partially
exempt industry listed in
Appendix A to Subpart B

March 2 via ITA

https://www.osha.gov/sites/default/files/enforcement/directives/CPL-02-00-172.pdf

***|f your organization is subject to a state plan, ensure you follow the state plan requirements***

W MeGriff
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https://www.osha.gov/sites/default/files/enforcement/directives/CPL-02-00-172.pdf

Key Posting — OSHA 300A Summary

e The OSHA 300A summary report is an annual count of all work-related injuries and illnesses:
- Totals for number of OSHA recordable cases
- Totals for days away and days of job restriction
- Injury and illness types

- Establishment information (will need annual average # of employees and total hours worked). A separate OSHA 300A is
required for each establishment.

» Post from February 1 through April 30 for preceding year (even if zero cases)
- Conspicuous, common place where employees will see it (such as a breakroom)
- Only the 300A report should be posted, do NOT post the full OSHA 300 log (confidential information)
- Ensure it is not altered, defaced, or covered
- Signed by a company executive (owner, officer of corporation, or highest-ranking company official at the establishment)
- For remote employees, provide electronic access
- Retain all forms for 5 years following the end of the calendar year covered

W MeGriff s



Key Posting — OSHA 300A Summary

’ » 2 ) 2
OSHA'’s Form 300A e ouzone Note: Vou can type nput o s for a7 save . Year 20
Because the forms in this recordkeeping package are fillable/writable™
PDF documents, you can type into the input form fields and

Summary of Work-Related Injuries and llinesses then save your inputs using the free Adobe PDF Reader.

U.S. Department of Labor
O i I Safety and Health Administration

Form spproved OMB =o. 12180176

W MeGriff

All establishments covered by Part 1904 must complete this Summary page, even if no work-related injuries or ilinesses occurred during the year.
Remember to review the Log to verify that the entries are complete and accurate before completing this summary.

Using the Log, count the individual entries you made for each category. Then write the totals below, making sure you've added the entries from
every page of the Log. If you had no cases, write “0.”

Employees, former employees, and their representatives have the right to review the OSHA Form 300 in its entirety. They also have limited access
to the OSHA Form 301 or its equivalent. See 29 CFR Part 1904.35, in OSHA's recordkeeping rule, for further details on the access provisions for
these forms

Number of Cases

Total number of Total number of Total number of cases Total number of
dcaths cases with days with job transfer or other recordable
away from work restniction cascs
(G) H) U] (J)
Number of Days
Total number of days Total number of days of
away from work job transfer or restriction
(K) (L)

Injury and lliness Types

Total number of . . .

(M)
(1) Injunics 0 (4) ]'mmnmg,\ 0
(2) Skin disorders 0 (5) Hcaring loss 0
(3) Respinatory conditions 0 (6) All other illnesses 0

Post this Summary page from February 1 to April 30 of the year following the year covered by the form.

Public reporting busden for thes collection of isformation s estumatod o average S8 nusutes per resposse, including time 0 review B instrections, search and gather the data sooded, and
complese and review the collection of mformation. Persons ase sot required 1o respond w S collectuon of information unless 2 dsplays a curreatly vahid OMB comrol ssmber. [f you bave sy
conuncats about these estumates o any other aspects of thas data callection, coatct: US Department of Labor, OSHA Office of Statsstical Asalysis, Room N-3644, 200 Constitstion Avenue, NW

Establish t infor P

Your s tab lsivment name

Street

City State Zip

Industry description (e.g.. Manufacture of motor truck trailers)

North American Industrial Classification (NAICS), if known (e.g., 336212)

[TTTIT]

Employment information (if you don't have these figures, see the
Worksheet on the next page o estimate.)

Annual average number of employees

Total hours worked by all employees last year
Sign here
Knowingly falsifying this document may result in a fine.

I certify that | have examined this document and that to the best of
my knowledge the entrics are true, accurate, and complete.

Company executive Tutle

Phone, Date,

16



Electronic Submission Requirements

The electronic submission process does not add to or change an employer’s obligation to complete, retain, and
certify injury and illness records. It only requires certain employers to electronically submit some of the
iInformation from these records to OSHA.

» The ITA Coverage Application helps determine if your establishment is required to electronically submit OSHA 300A and
300/301 data through the ITA (Injury Tracking Application). https.//www.osha.gov/itareportapp

» Most state plans have identical requirements as Federal OSHA regarding electronic submission via the ITA

* Minnesota requires additional establishment submission data (check with state plan)

You MUST submit OSHA 300A data if your establishment meets one of the following criteria:

1. 250 or more employees and is not in an industry listed in the Partially Exempt Industries list in Appendix A to Subpart B of
OSHA's Recordkeeping Requlation of 29 CFR Part 1904

2. 20-249 employees and is in an industry listed in Appendix A to Subpart E of 29 CFR Part 1904

You MUST also submit 300/301 data if your establishment(s) has 100 or more employees and is:
1. In an industry listed in Appendix B to Subpart E of 29 CFR 1904

Y MeGrift


https://www.osha.gov/itareportapp
https://www.osha.gov/recordkeeping/presentations/exempttable
https://www.osha.gov/recordkeeping/naics-codes-electronic-submission
https://www.osha.gov/sites/default/files/appendix_b_to_subpart_e_of_part_1904.pdf

Injury Tracking Application (ITA) Submission Flowchart

Injury Tracking Application (ITA) Submission Flowchart
Use the flowchart below to help determine if your establishment is required to electronically submit OSHA Form 3004, 300, or 301
data to OSHA's ITA.

Most State Plans have identical requirements, however Minnesota currently requires additional private sector establishments to
submit data, and State and Local government employers in State Plans may also have additional requirements. Contact your Slate
Plan for further guidance
NOTE: This flowchart ONLY addresses establishments’ requirement to submit data to OSHA electronically through the ITA. It does not
address other OSHA recordkeeping requirements. See OSHA’s recordkeeping website at www.osha gov/recordkeeping for information
about other recordieeping requirements at 29 CFR Part 1904

Does your establishment have 250 or more
employees?

Yot

Does your establishment
have 20-249 employees?

Does your establishment Is your industry listed in Appendix A to
have <20 employees? Subpart E of 29 CFR Part 19047
Appendx A to Subpart £

Submit 300A

Not required

to submit
300A or
300/301

Submit 300A Continue

Not required

atinue
to submit —

300A or
300/301

Does your establishment have

100 or more employees?

Yeu

required to
submit Submit 300/301

300/301

\'/ MCanf Source: https://www.osha.gov/injuryreporting 18
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https://www.osha.gov/injuryreporting

OSHA’s Injury Tracking Application (ITA)

Y MeGrift

@SHA® Log In to OSHA's Injury Tracking Application (ITA)

Sign in with @ LOGIN.GOV

or

New User? Create an ITA Account

Get help submitting your injury and illness data

First time using the ITA, or looking for help? Start at OSHA's Injury Reporting page

Have a question about the requirements or using the ITA? Review the [TA Frequently Asked Questions

Questions about recordkeeping? Visit OSHA's Recordkeeping page
Need assistance? Submit a Help Desk ticket

Looking for OSHA’s publicly available ITA data? Visit OSHA's ITA Data page

You are about to access a U.S. Government computer/information system. Access to this system is restricted to authorized users only. Unauthorized access, use, or modification of this computer system or of the data
contained herein, or in transit to/from this system, may constitute a violation of Title 18, United States Code, Section 1030 and other federal or state criminal andcivil laws. These systems and equipment are subject

to monitoring to ensure proper performance of applicable security features or procedures. Such monitoring may result in the acquisition, recording and analysis of all data being communicated, transmitted, processed or
stored in this system by a user.

If monitoring reveals possible misuse or criminal activity, notice of such may be provided to supervisory personnel and law enforcement officials as evidence.

Anyone who accesses a Federal computer system without authorization or exceeds their access authority, and by any means of such conduct obtains, alters, damages, destroys, or discloses information, or prevents
authorized use of information on the computer, may be subject to fine or imprisonment, or both.

Your use of this system indicates understanding that you are personally responsible for your use and any misuse of your access incuding your system account and password. Use further indicates understanding that by
accessing a U.S. Government information system that you must comply with the prescribed policies and procedures. Lastly, your use shall serve as acknowledgement of receipt of, your understanding of your
responsibilities, and your willingness to comply with the rules of behavior for this system.

Source: https://www.osha.gov/injuryreporting
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OSHA’s Injury Tracking Application (ITA) Login

UNITED STATES fYOANS - |
Ll I—;
PEPARTMENT OF LASOR UNITED STATES 4 -EY= [ rratmosa " a]

. . , DEPARTMENT OF LABOR A TO L IMDEX
Occupational Safety and Health Administration p—

Occupational Safety and Health Administration

ABOUTOSHA - WORKERS = EMPLOYERS - REGULATIONS - ENFORCEMENT - TOPICS - MEWS & PUBLICATIONS - DATA -

ABOUT OSHA = WORKERS - EMPLOYERS - REGULATIONS - ENFORCEMENT - TOPICS - MEWS A PUBLICATIONS = DATA = TRAINING -

P
A L

Injury racking Applkcation
Usar: Archiww | LEgss

Injury Tracking Application Home

1 79 darys laft in the 2017 filing period

Injury Tracking Application Login

Log in o creste an sccount

Usermame or Email Address

Get Started Here

Password

Overview of Data Submission Process

Adid o e eutabiabiment o
BT Stepl ' Step2 | Step3 '\ Stepd

y Crogte = Add 300 Subama Diefa Review
View the autaldivhimenls oo
| Vo Estibiiahmnk | v b il B Vi Borrned Epalubesere Gy o OSELA Coedrmitcn
Disla Emsl

For Manual Data Entryo

For Batch Data Transmission®
2016 Data Submission Status

Uhpdinaill & TSV lile (oodasing yons
Uik & Buatrh P avablshrerd e 300 & Ly AN sy Slalise TNl ablbobimamnd v
aad

AdtEss your suthentication
Views Your APT Tokan Tohowsmt i s 1 cben o sy
= - — TIITEnG SR v AF]

\v/ MCGrlff Source: https://www.osha.qgov/injuryreporting 20



https://www.osha.gov/injuryreporting

Importance of Timely and Accurate Compliance

1. Regulatory Compliance:

Timely reporting ensures
compliance with legal
requirements, helping
employers avoid penalties,
fines, or legal action.

4. Data Accuracy:

Reporting within deadlines helps
ensure that the data collected is
accurate and reflects the current
state of workplace safety.

W MeGriff

2. Workplace Safety
Improvement:

Prompt reporting allows OSHA
and employers to identify
patterns or trends in workplace
Injuries and illnesses quickly.

5. Resource Allocation:
OSHA uses reported data to

allocate resources, conduct
Inspections, and prioritize
enforcement efforts.

3. Transparency and
Accountability:

Timely recordkeeping promotes
transparency about workplace
safety conditions.

6. Workers Compensation:

Carriers review DART rates as a
means of determining
premiums.

21
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Reporting Severe Injuries
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When and How to Report Severe Injuries

e Call the nearest OSHA office

Report a Fatality or Severe Injury _
 Call the OSHA 24-hour hotline at
 All employers are required to notify OSHA when an employee is killed on the job or suffers a 1-800-321-6742 (OSHA)

work-related hospitalization, amputation, or loss of an eye.
* Report online
Required: Business name; names
» An in-patient hospitalization, amputation, or eye loss must be reported within 24 hours. of employees affected; location
and time of the incident, brief
description of the incident; contact

[Reference: 29 CFR 1904.39 - Reporting fatalities, hospitalizations, amputations, and losses of an eye as a result of work-related incidents to OSHA.] person and phone num ber‘

* A fatality must be reported within 8 hours.



https://www.osha.gov/contactus/bystate
tel:1-800-321-6742
https://www.osha.gov/form/ser
https://www.osha.gov/report/

When and How to Report Severe Injuries

* Who is required to report?
All employers under OSHA jurisdiction, even employers exempt from routine recordkeeping

* How does OSHA define "in-patient hospitalization"?
A formal admission to the in-patient service of a hospital or clinic for care or treatment.

e How does OSHA define "amputation™?

Traumatic loss of all or part of a limb or other external body part. Amputations include a part, such as a
limb or appendage, that has been severed, cut off, amputated (either completely or partially); fingertip
amputations with or without bone loss; medical amputations resulting from irreparable damage;
amputations of body parts that have since been reattached. Amputations do not include avulsions,
enucleations, deglovings, scalpings, severed ears, or broken or chipped teeth.

* Who should report a fatality or in-patient hospitalization of a temporary worker?
The employer that provides the day-to-day supervision of the worker
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When and How to Report Severe Injuries

 What if the fatality, in-patient hospitalization, amputation, or loss of an eye does not occur during or
right after the work-related incident?

If a fatality occurs within 30 days of the work-related incident, or if an in-patient hospitalization,

amputation, or loss of an eye occurs within 24 hours of the work-related incident, then you must report
the event to OSHA.

e Under what circumstances am | not required to report an incident?

Employers do not have to report an event if it: Resulted from a motor vehicle accident on a public street
or highway (except in a construction work zone); Occurred on a commercial or public transportation
system, such as airplane or bus; Involved hospitalization for diagnostic testing or observation only.

 What if | am in a state not covered by federal OSHA?

Many states operate their own occupational safety and health programs for private sector and/or state
and local government workers. Reporting requirements may vary by state, although all states must have
or be in the process of developing requirements that are at least as effective as OSHA's. Refer to

the status of reporting requirements in these states. For more information, visit the Office of State
Programs' webpage.
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https://www.osha.gov/recordkeeping/2014/state-adoption-table
https://www.osha.gov/stateplans
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Best Practices for Recordkeeping & Reporting

 Establish Clear Procedures
- Develop and document standardized procedures for OSHA recordkeeping to ensure consistency and compliance.
- Clearly define roles, responsibilities, and timelines for reporting and maintaining records.
- Ensure procedures align with OSHA regulations and are easily accessible to all relevant personnel.

 Train Responsible Personnel
- Provide comprehensive training to employees responsible for OSHA recordkeeping.
- Cover regulatory requirements, proper documentation methods, and use of any recordkeeping systems.
- Conduct refresher training regularly to keep staff updated on changes in regulations or internal processes.

* Regular Audits and Reviews
- Schedule periodic audits to verify accuracy and completeness of OSHA records.
- Review records for compliance with OSHA standards and identify any discrepancies or gaps.
- Use audit findings to improve procedures and address any compliance issues proactively.
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Best Practices for Recordkeeping & Reporting

» Use Technology for Tracking and Reporting
- Implement digital tools or software to streamline data collection, tracking, and reporting.
- Automate alerts and reminders for deadlines to reduce human error and ensure timely submissions.
- Utilize reporting features to generate OSHA-required reports efficiently and accurately.

e Maintain Confidentiality
- Protect sensitive employee information contained in OSHA records by limiting access to authorized personnel only.
- Use secure storage methods and encryption for electronic records.
- Train staff on confidentiality policies and legal obligations regarding employee privacy.

» Manage Electronic and Physical Copies
- Maintain both electronic and physical copies of OSHA records as required by regulations.
- Ensure physical records are stored in a secure, organized, and accessible manner.
- Regularly back up electronic records and verify data integrity to prevent loss.

Y MeGrift
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Accessing McGriff Resources

 Ask your service team or Risk Control
Consultant for access to McGriff Resource Net,
an online portal that houses guides and tools
to assist with OSHA Recordkeeping and
Reporting.

» McGriff’s OSHA Recordkeeping Guide is an
excellent resource.

» Plan to attend our annual McGriff’'s OSHA
Update webinar on June 18" at 2pm ET.

W MeGriff

e More from McGriff Property & Casualty 0SHA Toolbox

You are here: Home

Trending Topics

Welcome to your McGriff Resource Net!

This comprehensive online resource portal was designed with your business in mind. Discover a host of tools, services and resources that help you to collaborate, minimize risks,

promote safety and wellness, prevent losses and stay in ©

ompliance. It's just one of the many innovative ways we support your business.

General Industry Resource Library




Helpful Links

OSHA Recordkeeping - https://www.osha.gov/recordkeeping

Exempt Industries - https://www.osha.gov/recordkeeping/presentations/exempttable

OSHA Reporting - https://www.osha.gov/report/

OSHA ITA Determination - https://www.osha.gov/itareportapp

OSHA ITA Reporting - https://www.osha.gov/injuryreporting/ita

State Plan States - https://www.osha.qgov/stateplans

OSHA Recordkeeping FAQ - https://www.osha.gov/recordkeeping/resources
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Questions?

George Harris, MBA

Assistant Vice President
Risk Control Consultant
McGriff Risk Control
George.Harris@MarshMMA.com
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