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Learning Objectives

MEMIC Safety Academy

* Examine the content and details of the OSHA 300 log.

* Determine what information is required to be entered into each
column of the OSHA 300 log using real life examples.

* |dentify common errors employers make when completing their OSHA
300 log.
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OSHA Recordkeeping Tools

MEMIC Safety Academy

Instructional Booklet & Forms
OSHA Recordkeeping

Standard Part 1904 OSHA 300 Log
Regulatory Text OSHA 301 Incident Report

OSHA 300A Summary

Detailed Guidance for Recordkeeping Flow Chart
Recordkeeping Rule Q & A Search Feature Decision Tree

OSHA Website Demonstration
WWW.0SHA.GOV

MEMIC Safety Academy

Q.

Where do | retrieve the OSHA 300 log to
begin to create the Injury Record?

A.

The OSHA website is a resource to find
a template for maintaining the OSHA
300 log electronically or in paper
format.
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Obtain OSHA 300 Log Form Template

MEMIC Safety Academy

WWW.OSHA.GOV

A-Z Index
R for Recordkeeping

Recordkeeping
Forms

OSHA Website Demonstration

WWW.OSHA.GOV
MEMIC Safety Academy

UNITED STATI
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o Safety and Health
]
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Injury & lliness Forms -

300, 300A, 301

TS “RIGHT CLICK" om e ek

ntly Asked Questions

MEMIC Safety Academy

Q.

Do | have to utilize the OSHA 300 log provided by
OSHA or can a comparable format be utilized?

A.

You can use equivalent forms. An equivalent
form is one that has the same information, is
as readable and understandable, and is
completed using the same instructions as the
OSHA form it replaces.
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Food Manufacturer Injury Scenario

MEMIC Safety Academy

Was Medical Treatment
Beyond First Aid Provided?

icensed Medical rofessional
ed

Injury Details Work Related?
What Happened?
Chocolate Baker,a baking eP Case Determined Work Related
employee working in the Employee felt pain in his ns
mixing department, Groin/Testcles whie carrying a Task part of Manufacturing e e
e o process and regular duty Doty onthe same day

injury on 12/14/2021 requirements

10

First Aid Examples

MEMIC Safety Academy

Drilling of a fingernail
or toenail to relieve

Immunization pressure, or dra
fluid from a

Non-prescription
medication at Non-
prescription strength

Using eye patches

Cleaning, flushing or [l Using wound coverings ot X
soaking wounds on the (bandages / gauze swab) or removing splinters or Finger guards

surface of the skin pads) foreign material from areas
other than the eye

Removing foreign body to the
e irrigati

Non-rigid means of
support (elastic

Hot/Cold Therapy bandages or wraps) or Massage Drinking Fluids for

relief of heat stress

RECORDKEEPING DECISION TREE

Flow Chart

[E
N
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Food Manufacturer Injury Scenario

Injury Details
Chocolate Baker, a baking
employee working in the

mixing department,
experienced a work-related
injury on 12/14/2021

How do we Log this Injury
on the OSHA 300 Log?

What Happened?
Employee felt pain in his
Testicles while carrying a
K of flour to the mixer.

Is there a Follow-up
Medical Appointment?
Yes, scheduled for
January 4, 2022

Work Related?

Case Determined Work Related
Task part of Manufacturing
process and regular duty.
requirements

Employee Work Schedule

Employee was not s

work on 12/15/21 or 12/16/21.
He returmed to work on

restricted duty in his regular job

OSHA 300 Log Demonstration

MEMIC Safety Academy

Was Medical Treatment
Beyond First Aid Provided?

icensed Medical rofessional
ed

Restrictions Provided
Physician's Note states that the

employee can only lft 10 pounds.
at the most
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Frequently Asked Questions

MEMIC Safety Academy

Q. licimpeentuiri gy

Are there situations where | do not put the Idantify the person
g ; & i .
employee’s name on the forms for privacy m ® o
reasons? wate | Empeyers Nane On ot [wmare
‘ npry or [ieg L
wnsetof
A. e
(ma ey

Yes, if you have a “privacy concern case,” you may
not enter the employee’s name on the OSHA 300
log. Instead, enter “privacy case” in the space
normally used for the employee’s name. You
must keep a separate, confidential list of the case
numbers and employee names for your privacy
concern cases so you can update the cases.

i e b conccn o mrancn 4 Pt T pvege 14 e
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Page 3 of 12 — Privacy Case Detail

Under what circumstances should

you NOT enter the employee’s name on

the OSHA Form 3007

You must consider the following types of injurics

or illnesses to be privacy concern cases:

¥ aninjury or illness to an intimate body part or to
the reproductive system,

¥ aninjury orillness resulting from a sexual
assault,

¥ a mental illness,

¥ a casc of HIV infection, hepatitis, or
tuberculosis,

¥ aneedlestick injury or cut from a sharp object
that is contaminated with blood or other
potentially infectious material (see 29 CFR Part
1904.8 for definition), and

¥ other linesses, if the employee independently
and voluntarily requests that his or her name not
e entered on the log

MEMIC Safety Academy

You must not enter the employee’s name on the
‘OSHA 300 Log for these cases. Instead, enter
“privacy case” in the space normally used for the
employee’s name. You must keep a separate,
confidential list of the case numbers and employee
names for the establishment’s privacy concern
cases so that you can update the cases and provide
information to the government if asked to do so.

If you have a reasonable basis to believe that
information describing the privacy concern casc
may be personally identifiable even though the
employee’s name has been omitted, you may use
discretion in describing the injury or illness on
‘both the OSHA 300 and 301 forms. You must
enter enough information to identify the cause of
the incident and the general severity of the

e —
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Privacy Log
Example
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Log of Work-Related Injuries and Ilir

2021 Privacy Log

MEMIC Safety Academy

Case Employee Injury Injury
Number Name Date Description
2021-1001 | Chocolate 12/14/21 | Left side groin
Baker pull / testicle

pain from
carrying sack
of flour

OSHA 300 Log Demonstration

OSHA's Form 300 rev. 01:2004)
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Frequently Asked Questions

MEMIC Safety Academy

Q.

How do | count weekends, holidays, or other days the employee would not have worked
anyway?

A.

You must count the number of calendar days the employee was unable to work as a
result of the injury or illness, regardless of whether or not the employee was scheduled
to work on those day (s). Weekend days, holidays, vacation days, or other days off are
included in the total number of days recorded if the employee would not have been
able to work on those days because of a work-related injury or illness.
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OSHA 300 Log Demonstration
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Frequently Asked Questions

MEMIC Safety Academy
Q.
What if | do not know the number of days the
employee will remain out and the annual
summary must be posted?**
A.

If the employee is still away from work
because of the injury of illness when you
prepare the annual summary, estimate
the total # of calendar days you expect the
employee to be away from work. You may
“cap” the total days away at 180 calendar
days.

** Updates MUST be made within 7 calendar days of receiving information about a case

e —
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OSHA 300 Log Demonstration
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OSHA 300 Log Demonstration
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Food Manufacturer Injury Scenario Update

MEMIC Safety Academy

Medical Treatment Update

On January 4, 2022, Licensed
Healthcare Professional states
that the employee cannot return
to work until after the next
follow-up on January 10, 2022

How do we Log this
development on t!
OSHA 300 Log?

Frequently Asked Questions
MEMIC Safety Academy
Q

If a case occurs in one year but results in
days away during the next calendar year, do |

. VVuUVUuVuUVuUVUuLVD WY

record the case in both years? DECEMBER 2021 :A;UKR;‘ b4 ”26‘2;
A. SMTWTEF s SMTWTEF S
No, you only record the injury and illness e 2345678
once. You must enter the number of :; ;3 ‘1: ‘1; ‘zg ; ;2 t6 1718 18 b 1 B
calendar days away for the injury or BR2052 2 B0R8Y, ) RaEETE®

illness on the OSHA 300 log for the year
in which the injury or illness occurred.

30
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OSHA 300 Log Demonstration
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Frequently Asked Questions

MEMIC Safety Academy

Q.

How long must | maintain my OSHA log,
privacy case list, annual summary and OSHA
301 Incident Report forms?

A.

You must save the OSHA 300 Log, the
privacy case list (if one exists), the annual
summary, and the OSHA 301 Incident
Report forms for five (5) years following
the end of the calendar year that these
records cover.

© MEMIC
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Frequently Asked Questions

MEMIC Safety Academy

Q.

Do | have to update the OSHA 300 log during
the five-year storage period?

A.

Yes, during the storage period, you must
update your stored OSHA 300 Logs to
include newly discovered recordable
injuries or illness and to show any
changes that have occurred in the
classification of previously recorded
injuries and illnesses.

e —
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MEMIC Safety Academy

Reporting and
Recording llinesses

Stephen Badger, CSP, OHST, WCP
Safety Management
Consultant, MEMIC

36
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Frequently Asked Questions

COVID-19 — OSHA Reporting

MEMIC Safety Academy
Q.
When do | have to report a COVID-19 Case to OSHA? To Make a Report
A. 1. Call the nearest OSHA office

A COVID-19 case must be reported to OSHA if:
1. An employee has a confirmed positive COVID-19
test "and"
2. It has been determined to be a work-related case
that results in the hospitalization or death of an
employee.

N —
37

~

. Call the OSHA 24-hour hotline
at 1-800-321-6742 (OSHA)

w

. Report online

Frequently Asked Questions

COVID-19 — OSHA Recording

MEMIC Safety Academy
Q.
When must | have to record a COVID-19 Case on my OSHA
300 Log?
o ot Work-Nelated Iyuies and Vinesses e
A.

COVID-19 cases must be recorded on your OSHA 300 Log if:

1. The employee has received a positive COVID-19 test B e Tl
2. The case is determined to be work related T
3. Theillness results in death, hospitalization,

treatment beyond first aid, days away from work,

job restrictions, or a transfer to another job

38

COVID-19 Scenario

MEMIC Safety Academy

John Smith is a baker with ABC Baking Company

On December 14, 2021, Mr. Smith notifies his employer that he has contracted COVID-19
which was confirmed by his physician.

The illness resulted in Mr. Smith losing 21 days of work.

ABC Baking Company determined that the illness was work related since several his co-
workers were diagnosed with COVID-19 a few days before Mr. Smith. This is their 13th
recordable case of the year.

Mr. Smith returned to work on January 5%, 2022.

I —
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OSHA 300 Log — Establishment Identification

MEMIC Safety Academy

Aty the pan
40
/- N
Form approved OMB no. 1218-0176
name ABC Baking Company
City Flour City State Maine

OSHA 300 Log - - -
Establishment
Identification

41

Frequently Asked Questions

Work Relatedness of a COVID-19 Case

MEMIC Safety Academy

Q.

How do | determine if a COVID-19 case is work-related?

A.

Once an employer becomes aware that an employee has contracted COVID-19, the
employer must conduct a "thorough" documented investigation to determine if the illness
resulted from exposure to COVID-19 in the workplace.

The employer must "assume" work-relatedness unless documented proof is obtained that
proves otherwise.

42
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OSHA 300 Log — Columns A to C

MEMIC Safety Academy

SN

3

OSHA 300 Log — Columns A to C

44

OSHA 300 Log — Columns D to F

identity the person
TS ® ©
c Employee's Hame Tow (o
Viester
N\
A"
R Y
Tohn Smith Bak

MEMIC Safety Academy

MEMIC Safety Academy

T [Norh End WA
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OSHA 300 Log — Columns D to F

MEMIC Safety Academy

T34 Thiorth End B0 R Cake LinelContracied COVID 19 Tn workbiace
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OSHA 300 Log — Columns G to L

MEMIC Safety Academy
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OSHA 300 Log — Columns G to L

MEMIC Safety Academy
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OSHA 300 Log — Columns M1 to M6

MEMIC Safety Academy
g = B W st s ABE Baking Company
g e .
e et e .ty Gtk oy Fowci sue Maine
erity e porson I sy o case
E—
0 5 o o 5 R
coe|  emseotore | e, | cuect e sty e s
[ el s
onsetof & .
ness. lutrs on it forearm rom acetyiene orch) [oays away| way | 000 1 l
s S T e R I R NS
o st 8 5380 0
ol ol o | o lwlololelofuls
et
I
T Johw S| Bakr | 127 o End o0 Cole il Conraced COVID S T wriplace X 7 X
ogo fotas H g ;

e —
49

OSHA 300 Log — Columns M1 to M6

MEMIC Safety Academy
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OSHA 300 Log — Completed Log
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Thank you for
attending!

MEMIC Safety Academy

To download this and other webinars:
https:/www.memic.com/webinar-downloads

You'll receive a follow-up email which will
include:

? Responses to all unanswered questions

(9 A link to this recording
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