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BRIEF TUTORIAL ON COMPLETING THE 

OSHA RECORDKEEPING FORMS

 Requirement to complete the forms and 

evaluate specific exceptions

 The forms in OSHA’s recordkeeping package

 Recordability criteria for injuries and illnesses

 Recording injuries/illnesses on the forms
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A review of the recordkeeping requirements and 
forms at a high level: 



WHO HAS TO COMPLETE THE OSHA INJURY AND ILLNESS 

RECORDKEEPING FORMS?

Many but not all employers. Exceptions are based on:

• Small employer exemption – 10 or fewer employees at all times during 

the year

• Low-hazard industry exemption 

• Fatality and other serious event reporting as well as injury and illness 

surveys involve other considerations.
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WHAT FORMS MUST BE COMPLETED?

 OSHA Form 300 – Log of Work-Related Injuries and 

Illnesses

 OSHA Form 301 – Injury and Illness Incident Report

 OSHA Form 300A – Summary of Work-Related 

Injuries and Illnesses
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WHAT CASES NEED TO BE RECORDED ON THE FORMS?

 Injuries and illnesses

Work related

Meet certain severity criteria
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WHAT IS CONSIDERED AN INJURY OR ILLNESS?

An abnormal condition or disorder

Not an exposure, unless it results in 

signs or symptoms
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WHAT CASES ARE WORK RELATED  ?
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 Cases caused by events or exposures in the work 
environment

 Cases contributed to by events or exposures in the 
work environment

 Cases significantly aggravated by events or 
exposures in the work environment

(For a l ist of activities that are not work related, see section 
1904.5(b)(2) [PDF].)

https://www.osha.gov/recordkeeping/tutorial/activites-not-work-related.pdf


WHAT ARE THE SEVERITY CRITERIA FOR RECORDING A WORK-

RELATED INJURY OR ILLNESS?

Death

Loss of consciousness

Days away from work

Restricted work activity or job 
transfer

Medical treatment beyond first 
aid
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OSHA FORM 300: RECORDING A FATALITY
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OSHA FORM 300: RECORDING A CASE WITH DAYS AWAY 

FROM WORK
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OSHA FORM 300: RECORDING A CASE WITH RESTRICTED 

WORK ACTIVITY OR JOB TRANSFER
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OSHA FORM 300: RECORDING A CASE WITH MEDICAL 

TREATMENT BEYOND FIRST AID
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OSHA FORM 300: RECORDING A CASE WITH DAYS AWAY 

FROM WORK
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OSHA FORM 300: RECORDING A CASE WITH RESTRICTED 

WORK ACTIVITY OR JOB TRANSFER
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OSHA FORM 300: RECORDING A CASE WITH MEDICAL 

TREATMENT BEYOND FIRST AID

11 12



OTHER RECORDING CRITERIA
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Significant diagnosed injury or illness

Needlestick and sharps injuries –

section 1904.8 (PDF)

Medical removal – section 1904.9

(PDF)

Hearing loss – section 1904.10 (PDF)

Tuberculosis – section 1904.11 (PDF)

https://www.osha.gov/recordkeeping/tutorial/needles-sharps.pdf
https://www.osha.gov/recordkeeping/tutorial/medical-removal.pdf
https://www.osha.gov/recordkeeping/tutorial/hearing-loss.pdf
https://www.osha.gov/recordkeeping/tutorial/tuberculosis.pdf


OSHA FORM 301: INJURY AND ILLNESS INCIDENT REPORT

13 14



OSHA FORM 300A: SUMMARY OF WORK-RELATED 

INJURIES AND ILLNESSES
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OSHA FORM 300A: SUMMARY OF WORK-RELATED INJURIES AND 

ILLNESSES (CONTINUED)
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KEEP THE FORMS ON FILE
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File and update for 5 years

Do not send copies to OSHA unless 

asked to do so

Allow access to the records

(For details on access provisions, see section 

1904.35 [PDF] and 1904.40 [PDF].)

https://www.osha.gov/recordkeeping/tutorial/involvement-of-employee.pdf
https://www.osha.gov/recordkeeping/tutorial/govt-rep-access.pdf


17 18

• Recordkeeping web page 
(https://www.osha.gov/recordkeeping)

• Q&A Search web page
(https://www.osha.gov/recordkeeping/faq_search/index.html)

• Local OSHA Offices 
https://www.osha.gov/html/RAmap.html)

• E-correspondence/Contact us 
(https://www.osha.gov/html/Feed_Back.html)

Resources

https://www.osha.gov/recordkeeping
https://www.osha.gov/recordkeeping/faq_search/index.html
https://www.osha.gov/html/RAmap.html
https://www.osha.gov/html/Feed_Back.html


CONTACT INFORMATION

Safety – Janelta Pickett

501-682-4516

Industrial Hygiene – Tonia Cooper

501-682-4527

Arkansas Department of Labor and Licensing
900 West Capitol Avenue, Suite 400
Little Rock, AR  72201


