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OSHA Recordkeeping
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\'._—‘.'I Microsoft Excel non-commercial use - OSHA Form 300 Example [Compatibility Mode] — X
A B C D E F G H | [ J K L M ([N o|lP|a]|R l%'
Your Company's 2016 Updated as of 6-18-2016 relain 1o erptopee e and mum o e ((? ]
OSHA's Form 300 (Rev. 01/2004) it Year 2016
- = information iz being used for accupational
Log of Work-Related Injuries and llinesses ey ardbedhpurposes e
“rou must record information about every work-related injury or illness that invalves loss of consciousness, restricted work activity or job transfer, Form approved OkBE no. 1218-0176
day= away from work, or medical treatment beyond first aid. You must also record significant work-related injuries and illnesses that are diagnosed
by a phusician or licensed health care professional. You must also record work-related injuries and illnesses that meet any of the specific recording
criteria listed in 29 CFR 1904.8 through 190412, Feel free to use two lines for a single casze if vou need to, You must complete an injury and illness IESt3'3‘|5”“"f1'9"|t name I Your Comlﬂar‘ly -
I.m_?u‘d?ntr\Tml’LEET{EDIﬂiDl?i equivalent Form for each injury or illness recorded on this Form. IF vou're not sure whether a case is recordable, City Utica State NY
Identify the person Describe the case Classify the case 5 . ]
CHECK ONLY OME box for each case Erter the nurnber of
(A) (B (=] =] o [E] (F1 . ! . based on the most serious outcomne For that | daws the injured or ill | Check the "injury” columin or choose ane
Case Ermployes's Name Job Title [e.g..|Date of injury | where the event occurred | Describe injury or illness, parts of body case: worker was; tupe of illhess:
Mo. welder] or onzet of [e.q. Loading dock north affected, and objectzubstance that directly &
illness end) injured or made person il (e.g. Second Erios L} . Y ﬁ
[rmadday) :silj:::(;ihn]r’v right forearmm from Death [f)raoiﬁ :’;I‘_ﬁf Fernained at wark ?:;‘:: trar:sfetr ar E %‘ c @ E %
Job fransfer | Other record-|  ork relsd;‘;;]m %* D; %% E g =
or restriction| able cases [days) £ ZIE5| & & =
(GL| (H) 1] ] 1] w fofofalwle e
Trippedyevera laose sectign of the rugys
1 Assembler [Jan Sth Locker room jamming her right hamd/armishoulder X 0 0 X
Her left hand/wrist/fingersiup to her
2 Assembler |Jan 13th__ |Connecting in 057 shoulder started going numb X 166 14 X
While sitting on a Jet-Ski another
person on a Jet-ski ran into her,
Sales fracturing her leg in three places and
9 Manager July 23rd __ |Lake Pleasant, CA damaging her knee X 19 33 X
Distribution He slipped on ice in the parking lot &
12 Clerk Dec 22nd _|Fell in the side parking lot|fell on his right side coming to work X 0 0 X
Page totals 0 2 0 2 185 47 3 (00|00 1
Be sure to transfer these totals to the Summary page (Form 300A) before you post it. E -if Eé E E ﬁ
Fublic reparting burden for this collection of information is estimated to average 4 minutes per = _3 -E-E é Jn\ E
response, including tirme to review the instruction, search and gather the data needed, and ‘2 & 3 E % nCJ
complete and review the callection of information. Persons are not required to respond to the z L n = |7
4 » M| OSHA Form 300 .~ OSHA Form 300A OSHA Form 301 %3 Ml L | » I
HAT ARE THE RULES: any bone), the loss of an eye (It comes 3) Not counting accurately. 5 LWD, then 15
out of the socket), or the hospitalization of RWD, then 10 LWD, and lastly 5 RWD =
f you e 10 or more employees you 215 18 S0k i 15LWD & 20 RWD on the OSHA 300
must keep injury & fliness records. . 4) Not filling in zeros when there is noth.ing
OSHA's 300 Lag has to be updated within o OTHI-ER IMPORTANT TI-”NG: to record—with zeros it is clear you put it
7 days—for you the information is handy. Electronically submitting 2018’s "
‘First aid treatment” is a specific list—If OSHA 300A Informatlon by 3-1: S
Ll ' SP o Your 2018 OSHA 300A (Has to be printed, ~ ) Not keeping the past years' OSHA
not on this list it was medical treatment. , Recordkeeping forms up to date—OSHA
Lost Work D LWD h signed and posted by Feb 1) must be .
0s | Or t iys ( tof ) alief w ?jn an electronically sent to OSHA—go to their will look at the last 5 years. _
employee IS taken out of work fora day “ITA Launch Page” to find out more. 6) Not corréplehr]lg thethOStHA 3(t)ObA. Itis :hg
Restricted Work Days (RWD). is whgn an o Note—OSHA is in the process of possibly year-ending form that must be poste
employee cannot do one required thing. . : - February 1 and taken down May 1.
o - rescinding this requirement. On July 30, 7) The 300A is a dated form that vou never
Other Injuries are when an injury occurs 2018, a “Notice of Proposed Rulemaking” ) The S a dated torm that you neve

but there are no LWDs or RWDs.
Annually you must fill out an OSHA 300A
and post it from Feb. 1 until May 1.

In keeping track of each injury’sfillness’
daily counts you stop counting after 180
calendar days (Every day counts).
OSHA has an Excel spreadsheet to
download that automatically updates the
OSHA 300A—Download it every year
because it can/has been changed!

You must report ANY death at work within
8 hours. Report within 24 hours an
amputation (a significant chunk of skin or

(NPRM) was issued to accomplish this.

COMMON RECORDING MISTAKES:

1) Misclassifying a cause of injury:

a. “Injury” means “l did this and
therefore | hurt”

b. “All Other Injuries” means “I'm not
sure when/what happened”

2) Not paying strict attention to the doctor’s
notes—a restriction is a restriction
unless the employee NEVER had to do it
in the first place. (No lifting over 20 Ibs.
The employee would only lift a maximum
of 10 Ibs. Not someone else does it).

change once it's been signed. (You do
continue updating the OSHA 300 until
there is nothing more to update.)

LEARN MORE BY CHECKING OUT:
https://www.osha.gov/recordkeeping/index.html

See the “OSHA 300 Sample Form” on

mbaa.com—Pay attention to the Yellow
highlights and the Red Corner comments.



https://www.osha.gov/recordkeeping/index.html
https://www.mbaa.com/brewresources/brewsafety/Pages/otherresources.aspx
http://www.mbaa.com/brewresources/brewsafety
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	What are the rules:

	 If you have 10 or more employees you must keep injury & illness records.
	 OSHA’s 300 Log has to be updated within 7 days—for you the information is handy.
	 “First aid treatment” is a specific list—If not on this list it was medical treatment.
	 Lost Work Days (LWD) are when an employee is taken out of work for a day
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	 In keeping track of each injury’s/illness’ daily counts you stop counting after 180 calendar days (Every day counts).
	 OSHA has an Excel spreadsheet to download that automatically updates the OSHA 300A—Download it every year because it can/has been changed!
	 You must report ANY death at work within 8 hours. Report within 24 hours an amputation (a significant chunk of skin or any bone), the loss of an eye (It comes out of the socket), or the hospitalization of a worker.
	One other IMPORTANT thing:
	common recording mistakes:

	1) Misclassifying a cause of injury:
	a. “Injury” means “I did this and therefore I hurt”
	b. “All Other Injuries” means “I’m  not sure when/what happened”
	2) Not paying strict attention to the doctor’s notes—a restriction is a restriction unless the employee NEVER had to do it in the first place. (No lifting over 20 lbs. The employee would only lift a maximum of 10 lbs. Not someone else does it).
	3) Not counting accurately. 5 LWD, then 15 RWD, then 10 LWD, and lastly 5 RWD = 15 LWD & 20 RWD on the OSHA 300.
	4) Not filling in zeros when there is nothing to record—with zeros it is clear you put it there.
	5) Not keeping the past years’ OSHA Recordkeeping forms up to date—OSHA will look at the last 5 years.
	6) Not completing the OSHA 300A. It is the year-ending form that must be posted February 1 and taken down May 1.
	7) The 300A is a dated form that you never change once it’s been signed. (You do continue updating the OSHA 300 until there is nothing more to update.)
	LEARN MORE BY CHECKING OUT:


