How to complete

OSHA 300 & 300A




Use OSHA's Form 300 to create the 300A
Sections are self explanatory — check only those

that apply.
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Important information

OSHA's Form 300A tex o200 OSHA 300 fOrmS mUSt

Summary of Work-Related Injuries and llinesses be PO sted from
February 1 to April 30,
for preceding year'’s
incidents.

Company must keep
forms for a minimum
of 5 years.

Only post a copy of
this form to prevent
disposal




What do you record?

Injuries and illnesses that result in:
Death
Days away from work
Restricted work or transfer to another job
Medical treatment beyond first aid
Loss of consciousness
Significant injury or illness diagnosed by a
physician or other licensed healthcare
professional. [§1904.7]




What don’t you record?

Injuries or illnesses treated through first aid. (Such as taking
aspirin, getting a tetanus shot, applying a butterfly bandage,
draining a blister, wearing a finger guard, etc.)

For recordkeeping purposes, first aid cases are not
recordable. The rule provides an absolute list of what is first
aid. If a treatment is NOT on the list, it MUST be considered

medical treatment. [§1904.7(b)(5)(ii)]




More exclusions

We've also got a new list of exceptions — problems
not considered work-related. The rule makes it clear
that employers don't have to record cases involving:

Eating and drinking food and beverages
Common colds and flu

Blood donations

Exercise programs

In addition, mental iliness will not be recorded unless the employee
voluntarily provides the employer with an opinion from an
appropriate licensed healthcare professional stating that the
employee's mental iliness is work-related. But some injuries to
employees doing work at home or while traveling on business are
counted. [§1904.5]




Regional Office

61 Forsyth Street, SW, Room 6T50
Atlanta, Georgia 30303

(678) 237-0400

(678) 237-0447 FAX

For cases involving a fatality, enter a checkmark in column G on the
OSHA Form 300. Note in column M whether the case involved an
Injury or an illness.

Also remember that you must call your local OSHA office and
verbally report the fatality within 8 hours of learning of its
occurrence. (For a listing of OSHA offices, see the map linked from
the About OSHA page on osha.gov.)

Addresses for this are on the following pages




Medical Forum Building

950 22nd Street North, Room 1050
Birmingham, AL 35203

(205) 731-1534

(205) 731-0504 FAX

1141 Montlimar Drive, Suite 1006
Mobile Alabama 36609

(251) 441-6131

(251) 441-6396 FAX




LaVista Perimeter Office Park
2183 N. Lake Parkway, Building 7
Suite 110

Tucker, Georgia 30084-4154
(770) 493-6644

(770) 493-7725 FAX

2400 Herodian Way, Suite 250
Smyrna, Georgia 30080-2968
(678) 903-7301

(770) 984-8855 FAX

450 Mall Boulevard, Suite J
Savannah, Georgia 31406
§912 652-4393

912) 652-4329 FAX




To obtain the OSHA 300 & 300A forms, cut and paste
the link below into your internet browser. Then print
the pages to be completed.

http://osha.gov/recordkeeping/new-osha300form1-1-04.pdf






