
MASTER
THE BASICS
OSHA Recordkeeping and Reporting 
Requirements

GET STARTED



• The focus of this webinar is on 
Federal OSHA recordkeeping and 
reporting requirements.  Refer to 
your state’s OSHA website for state 
specific forms and requirements.  

• Attendees must be prepared to 
review Human Resource and 
Employment Practices Liability 
questions with their independent 
insurance agent and/or company’s 
legal counsel.

• All questions can be sent through 
the Q&A.  

• Our panelists will respond to 
questions when possible, during 
the webinar.  

• Additional resources, included 
slide deck will be provided during 
and at the end of the session.

• Several questions submitted 
during the registration process are 
being addressed as time permits.

N OT E S Q U E S T I O N S

Webinar Focus & Questions



LEARNING 
OBJECTIVES

Timely Reporting 
Requirements

Compensability 
VS. Recordkeeping

Illustrate 300A 
Summary Completion

Recordkeeping Challenging 
Scenarios

Identify the requirements for 
timely reporting of injuries 
and illness to OSHA

Explain the differences between 
compensating an employee for 
a work-related injury and OSHA 
Recordkeeping Requirements

Illustrate the steps required 
to complete the OSHA 300A 
Annual summary

Summarize some of the more 
challenging scenarios of  OSHA 
Recordkeeping
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INTRODUCING



Reporting vs. Recording
What is the Difference?

R E P O RT I N G
Reporting refers to the process of contacting OSHA when 
required by law. This is typically done by contacting the  
nearest OSHA office or by calling 1-800-321-OSHA (6742).

R ECO R D I N G  
Recording is the act of documenting injuries and illnesses 
on various forms as required by law. OSHA 300 Log, OSHA 
300A Summary and OSHA 301 Illness and Injury Incident 
Report.



Employer Reporting Requirements
All employers are required to notify OSHA in the event of:

Fatality (within 8 hours)*

In-Patient Hospitalization (within 24 hours)*

Amputation (within 24 hours)*

* 

Loss of an Eye (within 24 hours)*

From the time the employer is made aware of occurrence.



Frequently Asked Questions
O S H A  R e p o r t i n g

Question:  
Do I have to report a work-related fatality or in-patient                       

hospitalization caused by a heart attack?

Answer:  
Yes, your local OSHA Area Office director will decide 

whether to investigate the event, depending on the 

circumstances of the heart attack.



Employer Recordkeeping 
Requirements

+10 Employees

If your entire company had more than 10 employees at 
any time during the calendar year, you need to keep 
OSHA injury and illness records unless your 
establishment is classified as a partially exempt 
industry.* (Subpart B Appendix A)



Partially Exempt Industries
1904 Subpart B Appendix A



Employer Recordkeeping 
Requirements

Important to Note

*OSHA or the Bureau of Labor Statistics may inform a 
partially exempt business in writing that they must keep 
records. They must still report to OSHA any employee's 
fatality, in-patient hospitalization, amputation, or loss of 
an eye.



Frequently Asked Questions
O S H A  R e p o r t i n g

Question:  
Does our organization, which consists of individual operating 
companies with fewer than 10 employees each but a 
combined network total of 130 employees, need to maintain 
OSHA records?

Answer:  
Yes, recordkeeping requirements apply to the entirety of the 
organization.  



Business “Establishments” 

EXAMPLE 1

If an employee telecommutes from home, is his or her 
home considered a separate establishment? No

EXAMPLE 2

Can one business location include two or more 
“establishments”? Yes

An establishment is a single physical location where business is conducted 
or where services or industrial operations as defined by the NAICS code 
are performed (29 CFR 1904.46).



Question:
My construction company has six different locations in 
operation.  How many OSHA logs must I maintain?  

Answer:
You must maintain a separate OSHA 300 Log for each 
establishment that is expected to operate for one year or 
longer.

Short-term establishments may be recorded on a single 
OSHA 300 Log.

Recordable injuries and illnesses from short-term 
establishments may also be included on an OSHA 300 Log 
organized by individual company divisions or geographic 
regions.

Frequently Asked Questions
O S H A  R e p o r t i n g



When Do I Have to Record an 
Injury or Illness?
Each employer required by this part to keep records of 
fatalities, injuries, and illnesses and must record each 
fatality, injury and illness that

Is work-related; and

Is a new case; and

Meets one or more of the general recording                                                                 
criteria or the application to specific cases

1904.4(a) through 1904.4(a)(3)



Work-Relatedness

You must consider an injury or illness to be work-related if:

I. An event or exposure in the work environment either 
caused or contributed to the resulting condition or 

II. Significantly aggravated a pre-existing injury or illness.

Work-relatedness is presumed for injuries and illnesses 
resulting from events or exposures occurring in the work 
environment, unless an exception specifically applies.

1904.5(a)



General Recordkeeping Criteria
A “work-related” injury or illness must be recorded if it results in one or 
more of the following:

• Death
• Days away from work
• Restricted work or transfer to another job
• Loss of consciousness
• A significant injury or illness diagnosed by a physician or other licensed 

health care professional
• Medical treatment beyond first aid

1904.7(b)(1)(i) through 1904.7(b)(1)(vi), 1904.7(b)(7)



Non-Work-Related Situations

1904.5(b)(2) 



OSHA Recordkeeping/Reporting 
VS. Compensability

• The “compensability” of an injury by Workers Compensation Insurance 
is a different set a criteria than OSHA’s Reporting and Recordkeeping 
requirements.

A few EXAMPLES follow to demonstrate the differences.



OSHA Recordkeeping/Reporting 
VS. Compensability

EXAMPLE 1

If an employee is injured in a traffic accident while driving the 
company truck after work hours, the employer does not have 
to report the incident to OSHA (unless it occurs within a 
construction zone) however, the injured employee may still be 
compensated by the employer’s workers compensation 
insurance.



OSHA Recordkeeping/Reporting 
VS. Compensability

EXAMPLE 2

An employee sticks themselves with a needle that is not 
contaminated with potentially infectious material. The 
incident is not required to be recorded on the OSHA 300 Log, 
however, may be compensable if medical treatment is sought 
to prevent infection.



OSHA Recordkeeping/Reporting 
VS. Compensability

EXAMPLE 3

Several employees witness a catastrophic injury to a fellow 
employee. There is no requirement to report their status to 
OSHA however, psychological referrals may be offered by the 
employer’s workers compensation insurance carrier.



Frequently Asked Questions
O S H A  R e p o r t i n g

Question:  
An employee in the work environment stepped on a rusty 
nail and the only treatment was a tetanus immunization, is 
this injury recordable?

Answer:  
No, this injury is not recordable.  Tetanus Immunizations are 
considered First Aid and therefore no medical treatment 
beyond first aid was provided.



First Aid Examples

Non-prescription 
medication at Non-

prescription strength

Administering Tetanus 
Immunization

Cleaning, flushing or 
soaking wounds on the 

surface of the skin

Using wound coverings 
(bandages / gauze 

pads)

Hot/Cold Therapy

Non-rigid means of 
support (elastic 

bandages or wraps) or 
temporary 

immobilization

Drilling of a fingernail 
or toenail to relieve 
pressure, or draining 
fluid from a blister

Using eye patches

Removing foreign body to the 
eye (irrigation or a cotton 

swab) or removing splinters or 
foreign material from areas 

other than the eye

Finger guards

Massage Drinking Fluids for 
relief of heat stress

https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904.7
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Frequently Asked Questions
O S H A  R e p o r t i n g

Question:  
Where do I retrieve the OSHA Recordkeeping forms?

Answer:  
The OSHA website is a resource to find the sample 
forms.

OSHA Website Demonstration • Recordkeeping Forms 
WWW.OSHA.GOV





Frequently Asked Questions
O S H A  R e p o r t i n g

Question:  
An OSHA recordable injury occurred on March 11, 2025.  Is it 
acceptable to add the injury to the OSHA 300 log at the end 
of the year when preparing the summary for posting? 

Answer:  
No, OSHA recordable injuries must be placed on the OSHA 
log within seven (7) calendar days of receiving information 
that a recordable injury or illness has occurred.



29

An employee was injured and was out of work for 6 days, 
employee returned and worked restricted duty for 5 days and 
was out of work for 6 additional days. Do both day counts need 
to be captured on the OSHA 300 log (12 days out and 5 
restricted)?

The Slido app must be installed on every computer you’re presenting from

https://www.slido.com/powerpoint-polling?utm_source=powerpoint&utm_medium=placeholder-slide
https://www.slido.com/support/ppi/how-to-change-the-design


Day Count: 
Logging Days Away and Restricted Duty Days

SCENARIO 1

• Employee Name:  Julie Slick
• Job Title:  Machine Operator 
• Date of Injury: April 4, 2025
• Injury Description:  Slipped and fell on oil
• Injury Sustained:  Broken left leg
• Treatment:  

• Placed out of work on April 4, 2025, post incident (13 days)
• Returned to work on April 18, 2025, on restricted duty
• Remains on restricted duty until next appointment April 29, 2025 

(12 days)

1904.7(b)(3), 1904.7(b)(3)(i), 1904.7(b)(4) 





OSHA Form 300

Step 2-F



OSHA Form 300

Step 3, 4, & 5



Day Count: 
Restricted/Transfer Days

SCENARIO 2

Jude Law was injured on May 10, 2025, and 
was placed on work restrictions on the same 
day due to the work injury.  The doctor 
noted restricted duty to continue until May 
13, 2025. On May 13th, after working a 
partial shift on restrictions, he was released 
to full duty.  

How many restricted / transfer days should 
be entered onto the OSHA 300 log? 

1904.7(b)(4)(v)



Day Count: 
Restricted/Transfer Days (Cont.)

SCENARIO 2 - Answer

3 Days

• Count calendar days, including the partial 
day on May 13.

• Do not count May 10, 2025, the day the 
injury or illness began for restricted or job 
transfer cases.

1904.7(b)(4)(v)





OSHA Form 300

Step 2-F



OSHA Form 300

Steps 3, 4, & 5



Day Count: 
Employee Leaves Company

SCENARIO 3

Frank Carpenter was injured on November 
6, 2025, and was placed out of work due to 
the work injury.  He retired from the 
company on November 9, 2025.  The doctor 
note kept him out of work until November 
30, 2025.

How many lost time days should be 
entered on the OSHA 300 log?  

1904.7(b)(3)(i), 1904.7(b)(3)(viii) 



Day Count: 
Employee Leaves the Company (Cont.)

SCENARIO 3 - Answer

3 Days

• Count calendar days, excluding the day the 
injury or illness began.

• Stop counting if the employee retires, takes 
another job, or leaves the company for 
reasons unrelated to the work injury.

1904.7(b)(3)(viii)





OSHA Form 300

Step 2-F



OSHA Form 300

Steps 3, 4, & 5



Restricted Duty: 
Routine Functions

Q U EST I O N
Do I have to record on an OSHA 300 log, a job restriction 
if the employee is still capable of performing all their 
job functions?



Restricted Duty: 
Routine Functions

Q U EST I O N
Do I have to record on an OSHA 300 log, a job restriction 
if the employee is still capable of performing all their 
job functions?

A N SW E R
No. If the employee can perform all of his or her routine 
job functions (activities the employee regularly performs 
at least once per week), the case does not involve 
restricted work. Loss of productivity is not considered 
restricted work.

1904.7(b)(4)(i), 1904.7(b)(4)(i)(A), 1904.7(b)(4)(i)(B), 1904.7(b)(4)(ii)



Temporary Employees

Q U EST I O N
Do I have to record a temporary employee on my 
establishment OSHA log as the host employer?  



Temporary Employees

Q U EST I O N
Do I have to record a temporary employee on my 
establishment OSHA log as the host employer?  

A N SW E R
The host employer must record the recordable injuries 
and illnesses of employees not on its payroll if it 
supervises them on a day-to-day basis. Day-to-day 
supervision occurs when "in addition to specifying the 
output, product or result to be accomplished by the 
person's work, the employer supervises the details, 
means, methods and processes by which the work is to 
be accomplished."
1904.7(b)(4)(i), 1904.7(b)(4)(i)(A), 1904.7(b)(4)(i)(B), 1904.7(b)(4)(ii)



Day Count: 
180 Day Cap

Q U EST I O N
Bob Ross was placed out of work due to a work injury 
on February 10, 2025, and has not returned as of 
August 10, 2025.  Out of work counts have been 
estimated since February 10, 2025.  

Do I have to continue counting days away from work 
indefinitely on the OSHA 300 log?  



Day Count: 
180 Day Cap

Q U EST I O N
Bob Ross was placed out of work due to a work injury on 
February 10, 2025, and has not returned as of August 10, 
2025.  Out of work counts have been estimated since 
February 10, 2025.  

Do I have to continue counting days away from work 
indefinitely on the OSHA 300 log?  

You may “cap” the total days away at 180 calendar days. 

In such a case, entering 180 in the total days away column 
will be considered adequate. 

A N SW E R

1904.7(b)(3)(vii)





If a case occurs in one year but results in days away during the 
next calendar year, do I record the case in both years? 

The Slido app must be installed on every computer you’re presenting from

https://www.slido.com/powerpoint-polling?utm_source=powerpoint&utm_medium=placeholder-slide
https://www.slido.com/support/ppi/how-to-change-the-design


Frequently Asked Questions
O S H A  R e p o r t i n g

Question:  
If a case occurs in one year but results in days away 
during the next calendar year, do I record the case in 
both years? 

Answer:  
No, you only record the injury and illness once.  You 
must enter the number of calendar days away for the 
injury or illness on the OSHA 300 log for the year in 
which the injury or illness occurred.  

1904.7(b)(3)(ix)



Example Completed OSHA 300 Log
A.B.C. Manufacturing Company, Inc.



Example Completed OSHA 300A Summary
A.B.C. Manufacturing Company, Inc.



Ensure the OSHA 
300A is completed 

& accurate

1
Certify the 

summary with an 
executive signature

2
Post the OSHA 

300A Summary in a 
conspicuous 

location
February 1st – April 30th

3
Submit the 
OSHA 300A

Injury Tracking 
Application

January 2nd – March 2nd 

4

OSHA Form 300A Submission



Injury Tracking Application (ITA) 
This page provides requirements and guidance about electronically submitting your establishments’ injury 

and illness data from the OSHA Form 300A: Summary of Work-Related Injuries and Illnesses, OSHA Form 300: 
Log of Work-Related Injuries and Illnesses, and OSHA Form 301: Injury and Illness Incident Report.



Industries with 250 or More Employees 
Required to Submit Records

(29 CFR 1904 Subpart E)

WHO:
Employers with 250 or more employees 
and are not  partially exempted in 
Subpart B Appendix A.

WHAT:
OSHA 300A Summary Form

WHERE:
OSHA – Injury Tracking Application (ITA)

Appendix A Partially Exempt Industries
*This is not a complete list

NAICS Industry*
4481  Clothing Stores
5411  Legal Services
6111  Elementary & Secondary Schools
6112  Junior Colleges
6211  Offices of Physicians
6244  Child Day Care Services
7221  Full-Service Restaurants



Industries with 20 or More Employees 
Required to Submit Records

(29 CFR 1904 Subpart E App. A)

WHO:
Employers with more than 20 employees 
in certain designated industries (higher 
hazard) in Subpart E Appendix A

WHAT:
OSHA 300A Summary Form

WHERE:
OSHA Injury Tracking Application (ITA)

NAICS Industry*
22  Utilities
23  Construction
31-33 Manufacturing
42  Wholesale Trade
4451  Grocery Stores
4441  Building Material & Supplies
4931  Warehousing
*This is not a complete list.



Industries with 100 or More Employees 
Required to Submit Records

(29 CFR 1904 Subpart E App. B)

WHO:
Employers with more than 100 employees in 
certain designated industries (higher hazard) 
in Subpart E Appendix A

WHAT:
OSHA 300 Log and the OSHA Form 301

WHERE:
OSHA Injury Tracking Application (ITA)

NAICS        Industry* 
1133  Logging
2213  Water, Sewage, Other Systems
3118  Bakeries & Tortilla Mfg. 
3162  Footwear Manufacturing
3211  Sawmills & Wood Preservation
 *This is not a complete list.



Questions?
OSHA recordkeeping can be complex.  Review each 
scenario and determine what applies.  Utilize the 
resources and tools on the OSHA website and provided 
through this webinar.

Reach out to a MEMIC Safety Expert for assistance.

Summary

1. Use the Chat box to type your questions or 
share your thoughts.

2. Feel free to ask about specific scenarios or 
challenges that you face. 

3. Let us know if you’d like further clarification 
on any topic discussed. 

Q & A

https://www.memic.com/workplace-safety/safety-consultants/ask-a-safety-expert


THANK YOU FOR
YOUR PARTICIPATION

www.memic.com/webinars-downloads
TO DOWNLOAD THIS AND OTHER WEBINARS:

Check your email next week for:
• Resources associated with this webinar.
• A link to this recording.
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