
OSHA 300 
Recordkeeping & Electronic 

Reporting

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



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?

Employers who had 10 or fewer employees or 
are a specific low hazard industry are not 
required to keep injury/illness records.

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

All Employers Must:

• Participate in Bureau of Labor & Statistics 
annual surveys if asked



Who Must Be Counted?

Count
• All employees on payroll
• All employees you supervise on a day-to-day basis 

(including temporary workers).

Do Not Count
• Sole proprietor 
• Partner
• Employees of subcontractors you do not 

supervise.



How Do I Know When To Record?

• Is it work related?
• Does it meet recording criteria?

– General
– Specific

– To be recordable, the incident must be 
work-related, the employee must be 
engaged in a task that benefits the 
employer.



How Do I Know When To Record?

•  If your answer is YES to any of the following  
questions, then the injury is recordable:

– Did the employee go to the doctor and receive medical 
treatment beyond “first aid”?

– Did the employee miss work as a result of the injury or 
illness?

– Did the employee return to work in a restricted or light duty 
position? 



Recordkeeping 
Decision Tree



How Do I Know When To Record?

• Is it work related?
• Does it meet recording 

criteria?
• General
• Specific



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 When To Record?

• Is it work related?
• Does it meet recording 

criteria?
• General
• Specific



“Specific” 
Recording Criteria

• Needlestick and sharps 
injuries

• Medical removal under a 
WISHA standard (i.e. 
chemical exposure)

• Occupational hearing loss
• Tuberculosis



Medical Treatment or First Aid Treatment ?

Handout



OSHA 301 Incident Report





Annual summary OSHA 300A



Calendar Days

Do not count date of injury.

Injury occurs 12/15/2024 
• Employee missed work 12/16/2024 -12/26/2024 
• Record 11 days AWAY in Column K 

• Employee on restricted duty 12/27/2024 to 
02/14/2025, returning to full duty on 02/15/2025

• Record 50 days RESTRICTED DUTY in Column L

All 61 days are recorded on your 2024 log.  



Ex. #1 Recording Number of Days



Case Rates

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

• DART is Days Away Restricted or Transferred
• Days Away-(unable to work)
• Restricted-(light duty)
• Transferred (job change) 

• The electronic reporting form  ITA (“Injury Tracking 
Application”) automatically will calculate these rates



Injury & Illness Incidence Rates Worksheet

Total # of  injuries & 
illnesses

Columns  H+I+J

Number of hours 
worked by all 

employees

TRC 
Recordable 
Case Rate

x 200,000 / =

Total of entries in  
Columns H + I

Number of hours 
worked by all 

employees

DART 
Incidence 

Rate

x 200,000 / =

9

4

13.3135,600

135,600 5.9



Electronic Reporting

Current Federal Rules
January 1, 2024





Electronic Reporting 

If your establishment employed 250 or more different 
employees during the previous calendar year 

If your company employed 20 to 249 different 
employees and are in an industry listed in Appendix 
A.
https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904.41AppA

OR

(i.e. Agriculture, Construction, Transportation, Manufacturing)

https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904.41AppA


Electronic Reporting 

If your establishment employed 100 or more different 
employees in designated high hazard industries

• Appendix B 
https://www.osha.gov/lawsregs/regulations/standardnumber/1904/1904SubpartEAppB

You must electronically submit to OSHA additional 
information about each recordable injury and illness 
entered from 

OSHA 301 and OSHA 300

https://www.osha.gov/lawsregs/regulations/standardnumber/1904/1904SubpartEAppB


Protecting Personally Identifiable 
Information

PII

Do not include:
• Names
• Social Security numbers
• Telephone numbers
• Home addresses
• Email addresses 
• Healthcare provider information
• Family member information



Mandatory Information

• Must submit injured/ill employees

• DOB 
• Job title
• Date hired
• Gender



When Must It Be Done?
Electronic Reporting

Must submit the data from 
OSHA Forms 301, 300 and 300A electronically via 

the 
Injury Tracking Application (ITA)

Due by March 2, 2025

And do this annually going forward.



Electronic Reporting

Each establishment must include:

• Legal Company Name 

• The Employer Identification Number

• Apply Online
https://www.irs.gov/businesses/small-businesses-self-
employed/get-an-employer-identification-number

Call IRS Business & Specialty Tax Line at 800-829-4933

 

https://www.irs.gov/businesses/small-businesses-self-employed/get-an-employer-identification-number
https://www.irs.gov/businesses/small-businesses-self-employed/get-an-employer-identification-number


Electronic Reporting

You can access the website at:

https://www.osha.gov/injuryreporting/ita

OR

          Injury Tracking Application 

https://www.osha.gov/injuryreporting/ita


Electronic Reporting

If required to electronically report your records to OSHA via the 
ITA-Injury Tracking Application

    AND

You receive a letter from the Bureau  of Labor and Statistics

   YOU MUST DO BOTH 



OSHA Recordkeeping Requirements

Once you learn a recordable case has occurred, you have 7 calendar days to enter the case on the 
OSHA Forms.

 If a medical opinion is obtained, the employer must follow the medical opinion of the LHCP for 
recordkeeping purposes.

The OSHA Form 300A must be completed and posted at the worksite from February 1st through April 
30th.

Retain forms for the previous 5 years, updating the OSHA Form 300 as needed. You do not need to 
update the OSHA Form 301 or 300A.

Multiple establishments may maintain their records at one location but must be able to separate the 
information for each specific site. Only multiple establishments within close proximity of one another 
may keep one inclusive set of records.

When a company changes ownership, the previous owner must  transfer records to the new owner. The 
new owner must keep the old records for five years, but does not need to update them.



Questions

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

Julio Salas, Safety Director
(206) 801-3084 or 
julio.salas@approachms.com

mailto:amy.davidson@approachms.com
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