
Thank you for your interest in OSHA Recordkeeping information – we hope the following 
slides assist you when maintaining your OSHA records.  
 
If you have any questions, please do not hesitate to reach out to your Injury Prevention and 
Worksite Wellness Consultant.  
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There are three forms you--the employer--must complete.  OSHA forms 300 (OSHA 300 
Log) and 301 are maintained on an ongoing basis.  Recordable injuries and illnesses must 
be entered on these forms as they occur throughout the year.   

The OSHA Form 300A/Annual Summary is completed after the end of the calendar year, 
and summarizes the number of recordable cases that occurred.    

Employers may use equivalent forms as long as the equivalent forms contain all of the 
same data elements.  

9 



You must fill out an Injury and Illness Incident Report for every recordable work-related 
injury or illness. You may use your own form as long as the information presented in the 
form includes all information on the OSHA Form 301.  Together with the Log of Work-
Related Injuries and Illnesses  (aka OSHA 300 Log) and the accompanying  Annual Summary 
(Form 300A) , you and OSHA will be able to develop a picture of the extent and severity of 
work-related incidents.   

Within 7 calendar days after you receive information that a recordable work-related injury 
or illness has occurred, you must fill out this form or an equivalent. To be considered an 
equivalent form, any substitute must contain all the information asked for on this form.  
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NOTE: OSHA eliminated a separate category for musculoskeletal disorders (MSDs) from the 
300 Log. MSDs include back injuries, tendinitis, carpal tunnel syndrome and other problems 
due to repetitive strain.  

MSDs are the most common type of serious injuries in the workplace and should now be 
classified on your Form 300/OSHA 300 Log under “All Other Illnesses.  
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All establishments required to complete OSHA records must complete the Summary of 
Work-Related Injuries and Illnesses, even if no injuries or illnesses occurred during the year. 

Remember to review your OSHA 300 Log/Form 300  to verify that the entries are complete 
and accurate before completing this summary.  Using the OSHA 300 Log, count the 
individual entries you made for each category.  Then, write the totals on the left side of the 
Annual Summary/Form 300A, making sure you've added the entries from every page of the 
Log.  If you had no cases, write in a zero. 

On the right side of the Annual Summary/Form 300A, fill in your establishment 
information. 
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Also on the right side of the form, a company official must certify that the entries on the 
summary are true, accurate, and complete.  The certifying official must be the owner of the 
company, an officer of the corporation, the highest ranking company official at your 
establishment, or that person’s supervisor.  

You must post a copy of your Annual Summary/Form300A in a conspicuous place or places 
where notices to employees are customarily posted. You must post it no later than 
February 1 of the year following the year covered by the records and keep the posting in 
place for three months until April 30 (i.e. post  your calendar year 2017 Annual 
Summary/OSHA Form 300A from February 1, 2018 through April 30, 2018. 
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It may be difficult to determine whether a case is work-related or not in situations where 
an employee reports that prior symptoms or a pre-existing condition have been aggravated 
by their work environment. Please contact your claims representative to discuss the case if 
you have any questions regarding whether a case is work-related.   
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For example, if an employee is exposed to chlorine and does not exhibit any signs or 
symptoms due to the exposure, the case would not be recorded on the OSHA 300 
Log/Form 300, even if it involved prophylactic (i.e. preventative) medical treatment.  
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Work-related cases of cancer, chronic irreversible disease, fractured or cracked bones or 
teeth, or a punctured ear drum must be entered on the OSHA forms.  These are considered 
significant injuries and illnesses. 

The recordkeeping rule also contains special criteria for recording occupational hearing 
loss, tuberculosis, injuries from needlesticks and sharps potentially contaminated with 
bloodborne pathogens, and cases involving medical removal required by other OSHA 
standards.  

The reason OSHA created “Special Recording Criteria” is because there are some significant 
injuries, such as a punctured eardrum or a fractured toe or rib, for which neither medical 
treatment nor work restrictions may be recommended. As a result, for situations like those 
just described, had OSHA not created “Special Recording Criteria”, the cases would not 
have met the general recording criteria and would have been omitted from OSHA records. 
Important data would have been lost.  

In addition, there are some significant progressive diseases, such as byssinosis, silicosis, 
and some types of cancer, for which medical treatment or work restrictions may not be 
recommended at the time of diagnosis but are likely to be recommended as the disease 
progresses. OSHA believes that cancer, chronic irreversible diseases, fractured or cracked 
bones, and punctured eardrums are generally considered significant injuries and illnesses, 
and must be recorded at the initial diagnosis even if medical treatment or work restrictions 
are not recommended, or are postponed, in a particular case.  
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You do not need to record all cuts and lacerations if they do not meet the general recording 
criteria BUT you do need to record cuts, lacerations, punctures, and scratches if they are 
work-related and involve contamination with another person's blood or other potentially 
infectious material. If the cut, laceration, or scratch involves a clean object, or a 
contaminant other than blood or other potentially infectious material, you need to record 
the case only if it meets one or more of the recording criteria such as medical treatment 
beyond first aid.  

If you were not aware that contamination occurred at the time the case was reported, and 
learn later that transmission of an infection did occur, you must update your records.  
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For cases that involve medical treatment beyond first aid where the employee remained at 
work, you must place a checkmark on the OSHA Form 300 in column J, which is for “other 
recordable cases.”  Then note in column M whether the case involves an injury or an illness. 

31 



An employee is considered restricted if he or she is unable to work a full shift or is unable 
to perform all of the work activities he or she would be expected to do at least once during 
a week.   

For cases that involve restricted work activity or job transfer, you must place a checkmark 
in column I on the OSHA Form 300 and enter the number of calendar days the employee 
was restricted in column L.  You count the days in the same manner as counting days away 
from work.  Then note in column M whether the case involves an injury or an illness. 

If a case involves both days away from work AND days of restricted work activity, place a 
checkmark in column H, leave column I blank, and enter the correct day counts in both 
columns K and L. (For example, if an employee had 3 days away from work and 2 of 
restricted work activity, place a checkmark in column H and enter a 3 in column K and a 2 in 
column L.)  Again, note in column M whether the case involves an injury or an illness. 
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Thank you again for taking the time to review OSHA Recordkeeping information – please do 
not hesitate to contact your Injury Prevention and Worksite Wellness consultant with any 
questions you may have! 
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These links provide additional information that you may find useful when reporting and/or 
recording OSHA cases. 

35 


