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liness Recordkeeping Re-
quirements

§1904.30 Multiple business establish-
ments.

(a) Basic requirement. You must keep
a separate OSHA 300 Log for each es-
tablishment that is expected to be in
operation for one year or longer.

(b) Implementation. (1) Do | need to
keep OSHA injury and illness records for
short-term establishments (i.e., establish-
ments that will exist for less than a year)?
Yes, however, you do not have to keep
a separate OSHA 300 Log for each such
establishment. You may keep one
OSHA 300 Log that covers all of your
short-term establishments. You may
also include the short-term establish-
ments’ recordable injuries and illnesses
on an OSHA 300 Log that covers short-
term establishments for individual
company divisions or geographic re-
gions.

(2) May | keep the records for all of my
establishments at my headquarters loca-
tion or at some other central location?
Yes, you may keep the records for an
establishment at your headquarters or
other central location if you can:

(i) Transmit information about the
injuries and illnesses from the estab-
lishment to the central location within
seven (7) calendar days of receiving in-
formation that a recordable injury or
illness has occurred; and

(if) Produce and send the records
from the central location to the estab-
lishment within the time frames re-
quired by 8§1904.35 and §1904.40 when
you are required to provide records to
a government representative, employ-
ees, former employees or employee rep-
resentatives.

(3) Some of my employees work at sev-
eral different locations or do not work at
any of my establishments at all. How do |
record cases for these employees? You
must link each of your employees with
one of your establishments, for record-
keeping purposes. You must record the
injury and illness on the OSHA 300 Log
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of the injured or ill employee’s estab-
lishment, or on an OSHA 300 Log that
covers that employee’s short-term es-
tablishment.

(4) How do | record an injury or illness
when an employee of one of my establish-
ments is injured or becomes ill while vis-
iting or working at another of my estab-
lishments, or while working away from
any of my establishments? If the injury
or illness occurs at one of your estab-
lishments, you must record the injury
or illness on the OSHA 300 Log of the
establishment at which the injury or
illness occurred. If the employee is in-
jured or becomes ill and is not at one of
your establishments, you must record
the case on the OSHA 300 Log at the es-
tablishment at which the employee
normally works.

§1904.31 Covered employees.

(a) Basic requirement. You must
record on the OSHA 300 Log the record-
able injuries and illnesses of all em-
ployees on your payroll, whether they
are labor, executive, hourly, salary,
part-time, seasonal, or migrant work-
ers. You also must record the record-
able injuries and illnesses that occur to
employees who are not on your payroll
if you supervise these employees on a
day-to-day basis. If your business is or-
ganized as a sole proprietorship or
partnership, the owner or partners are
not considered employees for record-
keeping purposes.

(b) Implementation. (1) If a self-em-
ployed person is injured or becomes ill
while doing work at my business, do |
need to record the injury or illness? No,
self-employed individuals are not cov-
ered by the OSH Act or this regulation.

(2) If | obtain employees from a tem-
porary help service, employee leasing serv-
ice, or personnel supply service, do | have
to record an injury or illness occurring to
one of those employees? You must record
these injuries and illnesses if you su-
pervise these employees on a day-to-
day basis.

(3) If an employee in my establishment
is a contractor’s employee, must | record
an injury or illness occurring to that em-
ployee? If the contractor’s employee is
under the day-to-day supervision of the
contractor, the contractor is respon-
sible for recording the injury or illness.
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If you supervise the contractor employ-
ee’s work on a day-to-day basis, you
must record the injury or illness.

(4) Must the personnel supply service,
temporary help service, employee leasing
service, or contractor also record the inju-
ries or illnesses occurring to temporary,
leased or contract employees that | super-
vise on a day-to-day basis? No, you and
the temporary help service, employee
leasing service, personnel supply serv-
ice, or contractor should coordinate
your efforts to make sure that each in-
jury and illness is recorded only once:
either on your OSHA 300 Log (if you
provide day-to-day supervision) or on
the other employer’s OSHA 300 Log (if
that company provides day-to-day su-
pervision).

§1904.32 Annual summary.

(a) Basic requirement. At the end of
each calendar year, you must:

(1) Review the OSHA 300 Log to
verify that the entries are complete
and accurate, and correct any defi-
ciencies identified;

(2) Create an annual summary of in-
juries and illnesses recorded on the
OSHA 300 Log;

(3) Certify the summary; and

(4) Post the annual summary.

(b) Implementation. (1) How extensively
do | have to review the OSHA 300 Log en-
tries at the end of the year? You must re-
view the entries as extensively as nec-
essary to make sure that they are com-
plete and correct.

(2) How do I complete the annual sum-
mary? You must:

(i) Total the columns on the OSHA
300 Log (if you had no recordable cases,
enter zeros for each column total); and

(ii) Enter the calendar year covered,
the company’s name, establishment
name, establishment address, annual
average number of employees covered
by the OSHA 300 Log, and the total
hours worked by all employees covered
by the OSHA 300 Log.

(iii) If you are using an equivalent
form other than the OSHA 300-A sum-
mary form, as permitted under
§1904.6(b)(4), the summary you use
must also include the employee access
and employer penalty statements
found on the OSHA 300-A Summary
form.
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(3) How do I certify the annual sum-
mary? A company executive must cer-
tify that he or she has examined the
OSHA 300 Log and that he or she rea-
sonably believes, based on his or her
knowledge of the process by which the
information was recorded, that the an-
nual summary is correct and complete.

(4) Who is considered a company execu-
tive? The company executive who cer-
tifies the log must be one of the fol-
lowing persons:

(i) An owner of the company (only if
the company is a sole proprietorship or
partnership);

(ii) An officer of the corporation;

(iii) The highest ranking company of-
ficial working at the establishment; or

(iv) The immediate supervisor of the
highest ranking company official
working at the establishment.

(5) How do I post the annual summary?
You must post a copy of the annual
summary in each establishment in a
conspicuous place or places where no-
tices to employees are customarily
posted. You must ensure that the post-
ed annual summary is not altered, de-
faced or covered by other material.

(6) When do | have to post the annual
summary? You must post the summary
no later than February 1 of the year
following the year covered by the
records and keep the posting in place
until April 30.

§1904.33 Retention and updating.

(a) Basic requirement. 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.

(b) Implementation. (1) Do | have to up-
date the OSHA 300 Log during the five-
year storage period? Yes, during the
storage period, you must update your
stored OSHA 300 Logs to include newly
discovered recordable injuries or ill-
nesses and to show any changes that
have occurred in the classification of
previously recorded injuries and ill-
nesses. If the description or outcome of
a case changes, you must remove or
line out the original entry and enter
the new information.



