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OSHA 300 Recordkeeping 

& Reporting

Occupational Injury and Illness
Forms: OSHA 301,300 & 300A

OSHA ELECTRONIC LOG

Not Required in Washington State
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Why keep injury-illness records?

• Captures data on how people get hurt.
• Helps identify problem areas.
• Helps prevent future injury or illness.
• More effective safety program.
• Increases employee safety awareness.

What do I have to do?

All Employers Must:

• Participate in OSHA-BLS annual surveys if asked
• Not discriminate for reporting incidents
• Report fatalities and catastrophes to L&I

Employers who had 10 or fewer employers or are a specific 
low hazard industry need not keep injury/illness records.

Employers who had more than 10 employees last year must
keep injury/illness records.
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Employees

Covered
• All employees on payroll
• All employees you supervise on a day-to-day basis. (Temp. Workers)

Not Covered
• Sole proprietor 
• Partner
• Sub-contractor employees supervised by subcontractor.

OSHA 301 Injury and Illness Incident Report
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• Filled out within 7 days of incident
• Details about an incident
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OSHA 300 Log
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NOT an Admission of Fault

Restricted Work or Job Transfer

Restricted Work
• From one or more routine job functions
• Not work the full work day
• Decision by the employer or licensed health care professional 

recommendation

Job Transfer
• Temporary or permanent change of job
• At least part of the day
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How do I know what to record?

• Is it work related?
• Is it a new case?
• Does it meet recording criteria?

– General
– Specific

Is it work related?

YES

“…if an event or exposure in the work environment either caused or 
contributed to the resulting condition or significantly aggravated a pre-
existing injury or illness.”
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Is it work-related?

2.    NO 

• Employee present as part of the 
general public

• Symptoms from non‐work‐related 
event

• Voluntary participation in:

• Wellness program

• Medical, fitness or recreational 
activity

Is it work-related?

3.  No

• Eating, drinking, preparing food for 
personal consumption, unless…

• Personal tasks at the establishment 
outside of work hours

• Personal

• Grooming

• Self‐medication (non‐work related)

• Intentional self‐inflicted injury
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Is it work-related?
4. No

• Motor vehicle accident on company lot 
during commute

• Common, cold or flu

• Mental illness

How do I know what to record?

• Is it work related?
• Is it a new case?
• Does it meet recording criteria?

• General
• Specific
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Is it a new case?

Yes
• No previous recorded injury/illness of this type to the body 

part 
OR

• New event or exposure causes same type of injury/illness
Employee completely recovered from previous condition

No
• Signs and symptoms re-appear or continue in the 

absence of a workplace exposure.
• You may relay on advice of licensed health care 

professional.

How do I know what to record?

• Is it work related?
• Is it a new case?
• Does it meet recording criteria?

• General
• Specific
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General Recording Criteria

Record a work‐related injury or illness if it 
results in:

• Death
• Days away from work

• Restricted work or job transfer
• Medical treatment beyond first aid

• Loss of consciousness
• Significant injury or illness diagnosed by a 
licensed healthcare professional

How do I know what to record?

• Is it work related?
• Is it a new case?
• Does it meet recording criteria?

• General
• Specific
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Specific Recording Criteria

• Needlestick and sharps injuries
• Medical removal under a WISHA standard
• Occupational hearing loss
• Tuberculosis

Medical Treatment or First 

Aid Treatment ?
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Work-Related Musculoskeletal Disorder

• Recordable cause as “injury” or “all other illnesses”

• Follow same criteria as for other disorders

• Work related
• New case
• General recording criteria
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Do not count date of injury.

Injury occurs 12/15/2018. 
• Employee on KOS 12/16/2018 ‐12/26/2018. 
• Employee put on restricted duty as of 12/27/2018.
• Employee put back to full duty 2/15/2019. 

All 51 days are recorded on your 2018 log.
• This would be 10 days KOS in Column K.
• This would be 51 days RESTRICTED DUTY in Column L. 

5 days in Dec + 31 days in Jan + 15 days in Feb = 51 days 

This injury does NOT go on your 2019 log. 

Calendar Days

Separate Log and Summary 

for Each Establishment

• Expected to be in operation at least one year

• One log for all short term establishments

• Link each employee to an establishment
• First where the injury occurred 

OR
• Where the employee normally works
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OSHA 301 Injury and Illness Incident Report

• Filled out within 7 days of incident
• Details about an incident
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4     Rita Smith        Production  8  15      Stairs              Sprained Left Knee

OSHA 300 Log

X X
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Average Number of Employees

Pay Period #of employees

1 10

2 0

3 15

4 30

5 40

 
24 20

25 15

26 +10

830

• Number of employees paid = 830

• Number of pay periods = 26

• 830 / 26 = 31.92

• 31.92 rounds to = 32

• Annual average number of 
employees = 32
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Total Hours Worked

8   Number of full time employees
X  2,080 Number of hours per full time employee

16,640  Number of full time hours
+  2,200 Overtime, part time, temporary and

seasonal hours

18,840  Total hours (rounded)

Case Rates

• TRC is non-fatal Total Recordable Case Rate 
(also referred to as Incident Rate or IR)

• DART is Days Away Restricted (Light Duty) 
and Transferred (job change) Rate

• Link to National Incidence Rates:
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Injury & Illness Incidence Rates Worksheet

9
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13.3135,600

135,600
5.9

Electronic Log

You can access this at:
https://www.osha.gov/recordkeeping/RKforms.html

“SIC” code or “NAICS”
http://dor.wa.gov/Content/AboutUs/StatisticsAndReports/line_code_det
ail/default.aspx
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Report Fatalities & Hospitalizations to L&I

Must report within 8 Hours of incident:
Call DOSH at 1.800.423.7233 
• Death
• Probable death
• Hospitalization: an incident where 1 or more employees is 

admitted to a hospital.  Not the emergency room!

Must report within 24 hours:
Call OSHA at 1.800.423.7233 
• Amputation/Loss of Eye

Questions

Holly Markee , Safety Manager
(253) 208-1671 or Holly.markee@approachms.com

Amy Davidson, Safety Manager
(206) 812-3826 or Amy.davidson@approachms.com

Thank you!
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