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OSHA RECORDIKEEPING

Recordkeeping Checklist

This series of seven articles
(pages 92-102) is based on a
white paper written by Eric
Conn, head of the OSHA Prac-
tice Group at the Washington,
DC law firm Epstein Becker &
Green (202-861-5335).

The Occupational Safety and
Health Administration (OSHA)
regulations at 29CFR 1904 and 1952
set forth a maze of injury and illness re-
cordkeeping and reporting requirements
applicable to approximately 1.5 million
U.S. workplaces.

OSHA places significant emphasis
on injury and illness recordkeeping, be-
cause the date culled from employers’

injury and illness logs is used by OSHA

@ Forged fork link chains.
@ Welded steel chains.

@ Polymeric chain.

" RIRO<mME200
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John King USA Inc.

Conveyor Chain Manufacturers ® 309-698-9250

@ Engineeringclass, American and European standards.

@ Cast link and combination chains.

No. 921 ¢ www.johnking-chains.co.uk * See ad on p. 54

to identify workplace safety
and health problems and to
track progress in solving those
problems.

OSHA also uses record-
keeping data to improve
standards, tailor enforce-
ment programs, and focus
individual inspections.

This checklist is intended
to help employers decode OSHA’s
complex recordkeeping regulations
and simplify the process.

It highlights key issues for employers,
such as exemptions from recordkeeping,
required OSHA forms for recording cer-
tain work-related injuries and illnesses,
recordkeeping  protocals, updating/
verifying records, and creation of record-

keeping policies and practices.

The checklist reflects the collec-
tive experience of the OSHA Practice
Group at Epstein Bekcer & Green,
PC., which manages and counsels em-
ployers through hundreds of OSHA in-

spections of all types across the nation.

B Scope of Recording Rule — p. 93
B OSHA Recordkeeping Forms — p. 94
M Recording Injuries and llinesses — p. 96
B Recording Workplace Injuries/
llinesses — p. 98
B Miscellaneous Recording Procedures
—p. 100
B Updating and Verifying Records —
p. 101
B Recordingkeeping Action Plan —
p. 102

Lundell Plastics
UHMW Wear Shoes for Augers

/12-668-2400

@ Bolt-on UHMW

worn steel

poly for new or

auger flighting.

@ Available in different

diameters, pitches,

and thickness to fit

most common augers.

@ Pre-drilled and pre-
formed for special
counter-sunk poly-
cap bolts.

No. 922

www.lundellplastics.com




OSHA RECORDIKEEPING

Scope of Recordkeeping Rule

Determine Whether a Partial
Exemption Applies

Employers are required to record
certain work-related injuries and ill-
nesses unless the employer:

* Has 10 or fewer employees (com-
panywide) at all times during the pre-
vious calendar year.

* Operates in one of the specific
low-hazard industries identified by
OSHA (e.g., retail, service, finance,
insurance, or real estate).

Grain elevators and feed mills are
not considered low-hazard. They are
considered “partial” exemptions be-
cause:

* Regardless of size or industry, all
employers must report any workplace

Riley Equipment

Drag Conveyors ® 812-886-5500

@ Pillow block bearings.

@ Colored flights to aid in finding the connection.

@ 1/2 in. UHMW flights.

@ Return rails are capped with 1/4 in. thick 400 Brinell

steel to ensure a longer lifespan.

@ Full conveyor length flights to ensure better cleanout.
@ Grade 8, countersunk bolts on all liners.

@ Flange connections are solid welded, not stitch

welded like some competitors.

@ Chain flighting welded on at a 10 degree angle
instead of straight up and down.

No. 931 ¢ www. rileyequipment.com e See ads on p. 51/69

incident that results in a fatality or the
hospitalization of three or more em-
ployees.

* An otherwise exempted employer
nevertheless may be required to keep
injury and illness records upon written
notice from OSHA or the Bureau of
Labor Statistics.

Determine Whether Injured
Employees are Covered

Recordkeeping requirements apply
to an injury or illness for:

e All employees on the payroll
(whether labor, executive, hourly, sal-
ary, part-time, seasonal, or migrant).

* Employees not on the payroll but
who are supervised on a day-to-day ba-

@ Honeycomb BeltVeyors efficiently move.
@ Up tp 6,000 bph capacity at 40 degree angle.

20-70 feet.

@ Honeycomb cups molded from the top layer of the

belt; not
vulcanized like
cleated belts.

No. 932
www.crustbuster.com
See adonp. 18

RILEY]

EOQumPmEeENnT

Crustbhuster/
Speed King, Inc

Honeycomb Belt Design BeltVeyors

620-22/-7106
@ High capacity at steep angles.

@ 10 inch tube available in sizes ranging from

@ In-plantand TR

modelsavailable. § *._‘ 7

sis (e.g., temporary employees, subcon-
tractors, borrowed employees, etc.).

e All contractor employees who
work in process areas covered by OS-
HA’s Process Safety Management stan-
dard, even if the employer does not
supervise the contract employees on a
day-to-day basis.

The OSH Act does not treat any of
the following as employees for record-
keeping purposes:

* Contractors not supervised by the
employer.

* Unpaid volunteers.

* Sole proprietors.

* Family members working on fam-
ily farms.

* Domestic workers in residences. ll

" RIRO<<MES200
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OSHA RECORDIKEEPING

OSHA Recordkeeping Forms

OSHA 300-Log of Work-related Injuries and Illnesses
* An annual, cumulative chart of work-related injuries and illnesses.
* Used to document and classify injuries and illnesses and
note the severity of each case.
* Within seven calendar days of receiving notice that a
covered employee has sustained a recordable injury or ill-

OSHA 301 - Injury and Illness Incident Report
e For each injury or illness recorded on the OSHA 300
Log, the employer must complete an incident report within
seven calendar days of receipt of information that a record-
able injury or illness has occurred.

* The 3201 Report supplements the 300 Log by provid-

ness, record the injury or illness on the
300 Log.

* Employees must record all of the
required information on the 300 Log
for each recordable case, including:

— Case number.

— Employee’s name (unless it is a pri-
vacy case).

At the end of each calendar year,
employers must create an annual

summary of injuries and illnesses

recorded on the OSHA 300 Log.

ing more detailed information about a
particular case.

* The 301 Report must include infor-
mation about the:

— Employee’s identity.

— Nature and cause of the injury (e.g.,
what the employee was doing at the time of

the accident and what happened).

— Date of the injury or illness.

— Where in the workplace the injury occurred (e.g., warehouse).

— Brief description of the injury or illness.

— Classification of the injury or illness (e.g., death, days away
from work, etc).

— Number of calendar days away from work or on re-
stricted duty (including weekends and holidays).

— Identity of the treating medical pro-

fessional.

— Treatment provided to the employee.

OSHA 300-A — Annual Summary of
Work-Related Injuries and Illnesses

* At the end of each calendar year, employers must create

PEACE OF MIND ON THE ROAD TO HAZMON SAFETY

r

Industry Leading
Hazard Monitoring Systems
. g = Shaft Speed
» Bearing Temperature
= Belt Misalignment
» Grain Temperature

Improved Plant Safety
Reduced Downtime

= Direct Machinery Control
. \\—_*—Q‘ 3
\‘\. = Field Proven Solution

Help with meeting OSHA standards for HazMon

Free installer & user training B a
Simple installation with HazMon in a Box CMC Industrial Electroni
Safer, more productive operations (B8R) 421'4425
sales@cmciel.com

CMC...The Industry Leader in Hazard Monitoring Technology " "

CONTACT US TODAY AND GET ON THE ROAD TO HAZMON SAFETY

Response No. 941
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an annual summary of injuries and ill-
nesses recorded on the OSHA 300 Log.

* The 300-A Summary Form must
be completed even if there are no re-
cordable injuries during the calendar
year.

* The 300-A Summary Form must
summarize the following data from
the 300 Log:

—Total number of workplace fatalities.

—Total number of cases with days away
from work (and the number of days).

— Total number of cases with job
transfer or restriction (and the num-

ber of days).

Privacy Concern List

* Enter “Privacy Case” on the 300
Log in lieu of the injured employee’s
name, if the injury relates to:

— Intimate body part or reproduc-
tive system.

— Sexual assault.

— Mental illness.

— HIV, hepatitis, or tuberculosis in-

For each injury or illness re-
corded on the OSHA 300 Log,
the employer must complete an
incident report within seven
calendar days of receipt of infor-
mation that a recordable injury

or illness has occurred.

fection.

— Needlestick or cut by a sharp ob-
ject contaminated with another person’s
blood or potentially infectious material.

— Another illness (not injury) for
which the employee independently
and voluntarily requests that he not be
named on the 300 Log.

* Maintain a separate confidential
list of the case numbers and employee
names of the privacy concern cases.

e If the employee’s job title or de-
scription of the nature of the injury or
illness may enable others to identify
the employee, employers should leave
the job title blank or limit the descrip-
tion on the log.

Within seven calendar days of
receiving notice that a covered
employee has sustained a record-
able injury or illness, record the

injury or illness on the 300 Log.

Alternate Forms May Be Permissible

* Employers may use alternate
forms or electronic records for record-
ing injuries and illnesses, incident re-

ports, and annual summaries, so long
as the forms:

— Are “equivalent” (i.e., include the
same information as the OSHA form
they substitute).

Are readable and understandable.

Can be updated with new record-
able data within seven days of an oc-
currence.

— Can be accessed and produced
within required time periods.

— Are completed using the same
instructions as the OSHA form they
substitute. W

Protecting it is OUR business.

Treating an insect infestation requires the best tools,
knowledge and safe practices.Food Protection Services
has built their reputation on all of these values.

Call us with questions or to place an order regarding
grain protectants, grain protectant application

systems, and many
other Integrated Pest
Management tools.

Food
Protection
services

) ). FOOD
( PROTECTION
(TALLTANC

Contact Us Today! 855.FPS.3444

Or email: Contact@foodprotectionservices.net
www.foodprotectionservices.net
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OSHA RECORDIKEEPING

Recording Injuries and Illnesses

Five Basic Steps for Recording
Injuries and Illnesses

* Obtain a report of every work-
place injury.

* Record injuries and illnesses (300 Log).

* Complete the First Report of In-
jury (Form 301).

* Prepare and certify the Annual
Summary (Form 300A).

* Retain and maintain records for
five years.

Basic Recordkeeping Requirements

* Within seven calendar days, em-
ployers must record every injury, ill-
ness, or fatality that:

— Is work-related.

— Is a new case.

— Meets one or more of the general

recording criteria in 29 CFR 1904.

— Meets one or more of the special
recording criteria in 29 CFR 1904.8-
1904.12.

What is an Injury or Illness?

* An abnormal condition or disorder.

* Injuries include cases such as “a
cut, fracture, sprain, or amputation.”

e [llnesses “include both acute and
chronic illnesses, such as but not limit-
ed to a skin disease, respiratory disease,
or poisoning.”

* Exposure is not an injury or ill-
ness, unless the exposure results in
signs or symptoms.

What is Work-Related?
* An injury or illness is work-relat-

Shuttle Il
Grain Probe

* Designed for remote probe
applications.

P
R
0
B
E
S

* Bearings at all wear points.

* Low-pressure hydraulics.

*0-1/2 ft. to 14-1/2 ft.

extendible boom.
* Hand-held controls.
* Pneumatic sampling;

* 220 VAC single or
3-phase power.

* Free-turning design.

e Installation available.

CR Manufacturing

888-461-7040
Grand Island, NE

www.crmfginc.com
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Truck Probes

HEAVIEST design in the industry
Compartmentalized or Core tip
Free-Standing and Hydraulically operated
Truck or Rail designs (4 models in all)
Extendable boom to 16 ft.

intersystems

Omaha, NE - www.intersystems.net

3800-228-1483
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ed if the injury or illness is:

— Caused by events or exposures in
the work environment.

— Contributed to by events or expo-
sures in the work environment.

— Significantly aggravated by events or

Injuries and illnesses are presumed
to be work-related, if they result
from an event occurring where
employees 1) work or 2) are pres-

ent as a condition of employment.

exposures in the work environment.

* There is no eggshell or reasonable
employee exception to work-relat-
edness (i.e., an injury is recordable
if it meets the criteria for the specific
injured employee, even if the occur-
rence would not have impacted other
employees at all or as severely.).

* An injury or illness is 7ot work-
related if the injury or illness occurs:

— Solely as a result of a personal
task.

— Outside assigned work hours
(i.e., time employee is expected to
work plus overtime).

Geographic Presumption

* Injuries and illnesses are pre-
sumed to be work-related, if they re-
sult from an event occurring, where
employees:

— Work.

— Are present as a condition of
employment.

* Exceptions to the geographic
presumption (employers are not re-
quired to record illnesses or injuries
resulting from):

— An auto accident in the com-
pany parking lot or access road dur-
ing a commute.

— Symptoms that surface at work
but result solely from a non-work
event.



— Voluntary participation in a wellness program or in a
medical, fitness, or recreational activity (e.g., blood dona-
tion, physical exams, flu shots, or exercise classes).

—Eating or preparing food for personal consumption (un-
less the employee contracted food poisoning from employer-
provided food, or the food was tainted by workplace contami-
nants such as lead).

enough that it yields greater consequences than would have
occurred but for the aggravating event.

— A workplace event or exposure results in death, loss of
consciousness, one or more days away from work, restricted
work, job transfer, or medical treatment.

* In summary, if on-the job aggravation independently

meets recordability cri-

— Personal grooming, self-
medication for non-work-
related conditions, or inten-
tionally self-inflicted harm.

—The common cold or flu.

— The employee’s presence
at the workplace as a mem-
ber of the public rather than
as an employee.

— Mental illness (unless
the employee voluntarily

Five Basic Steps for Recording Injuries and Illnesses:
 Obtain a report of every workplace injury.

* Record injuries and illnesses (300 Log).

e Complete the First Report of Injury (Form 301).

* Prepare and certify the Annual Summary (Form 300A).

* Retain and maintain records for five years.

teria, it is a work-related
recordable injury/illness
(e.g., an employee is
able to work on Mon-
day after injuring his
back playing football at
home on the weekend,
but at work on Mon-
day, wrenches his back
lifting a box, which

causes him to miss three

provides an opinion from a
medical professional that the
mental illness is work-related).

— Personal tasks unrelated to employment at the work-
place outside assigned working hours.

Work Relatedness: “Significant Aggravation”
* “Significant aggravation” of a pre-existing condition
makes the injury or illness work-related, if:
— A workplace event aggravates the pre-existing injury

BIG YIELD?

BIG

SOLUTIONS

Apollo &
JaHam Probes

B Sizes and
designs for all
applications.

_ W\
- W T )
B Quality and \

performance #
at a great price. !

B Long-range ticket return
systems. :

.
W Intercoms, cameras, [
and traffic lights.

B Engineering, design,
and installation available..l'

B Large inventory of
parts and priority delivery.

Gamet Mfg., Inc.

St, Paul, MN e Fax: 651-647-5412

888-647-5475

www.gametmfg.com

Truck Probes

e Breakaway stinger

included
e Dual joysticks

800.333.5148

unioniron.com
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UNIONIRON

The Most Complete
Heavy-Duty Equipment Line

e Commercial, industrial and railcar models

e Fuse protection, motor starters, and disconnect

e Adjustable flow control and pressure settings
e Remote sampling option (to 350 ft.)

sales@unioniron.com
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days of work) 29 CFR
1904.5(b)(4).

What is a New Case?
* A workplace injury or illness is a new case, when an employee:
— Has never before reported similar symptoms.
— Has completely recovered (i.e., all signs and symptoms
disappeared) from a previous injury or illness of the same
type that affected the same part of the body, and a workplace

event or exposure causes the signs or symptoms to reappear. M

Probe-A-Load, Inc.

« All-electric
probe — 120v.

- Hand-held
control 24v.

- Extendable
arm 7'6"to 13'6"

(adjustable).

« Built-in traffic lig
flood lights, and
signal horn.

and installation
available.
« Optional:
Camera system,
grain return system.
« Long range sampling
option available.

800-627-7623

-~
AG GROWTH INTERNATIONAL

www.probeaload.com
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OSHA RECORDIKEEPING

Recording Workplace Injuries/Illnesses

Categories of General Recording
Criteria — 29 CFR 1904.7

* An injury or illness in the follow-
ing categories must be recorded on the
300 Log:

— Death.

— Days away from work.

— Restricted work or transfer to an-
other job.

— Loss of consciousness.

— Significant injury or illness diag-
nosed by a physician or other licensed
medical professional.

— Medical treatment beyond first
aid.

Death
* Report all work-related fatalities
to OSHA within eight hours.

— Note: All employers must report
work-related fatalities, even if excluded
from the duty to record injuries.

— Report fatalities by telephone to
OSHA’s Emergency Notice Line: 800-
321-6742.

— Do not send an e-mail.

* Record work-related injuries and
illnesses resulting in death by entering
a check mark in the 300 Log’s column
for death cases.

* Employers are required to record
the following work-related fatalities
but are not required to report them:

— Non-construction-related auto-
mobile fatalities.

— Work-related incidents resulting
in an employee’s death 31 or more
days after the incident.

T \\/
Con

TEC
ConstructionSolutions
CIECAG
York, NE
800-345-2832

Z20==330=~0mZX

CIECAG

ruction Solutions

Engineering Services

MOELLER

Des Moines, |A
515963-8332

www.CTECAG.com
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ENGINEERING

—

With You for the Long Term!

Four Generations of Threets: Chuck, Bing, Joshua, Dominic
Serving the Grain Industry for Over 40 Years!

Elevator Repairs
& Maintenance

FREE Estimates/Budget Planning
Anywhere in the Midwest

Structural Restoration
Farmington, MN

888-825-1969

www.structuralrestoration.com
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Days Away From Work Injuries
Record injuries or illnesses result-

ing in days away from work (DAFW)
by:

Report all work-related fatalities
to OSHA within eight hours.

NOTE: All employers must report
work-related fatalities, even if
excluded from the duty to record

injuries.

— Entering a check mark in the 300
Log’s column for “days away from
work” cases.

— Entering total calendar days of
missed work (including weekends,
holidays, and other days the em-
ployee is not otherwise expected to
work) in the 300 Log’s column for
number of days.

— For lengthy absences, enter-
ing estimated DAFW within seven
calendar days of an injury and then
updating, if the estimate is not ac-
curate.

— Not counting the day on which
the injury occurred.

e If a medical professional rec-
ommends days away, entering the
number of days recommended,
even if the actual DAFW turns out
to be fewer.

— Capping DAFW at 180 days,
even if the actual DAFW turns out
to be greater.

Restricted Work/Job Transfer

* An injury or illness is a restrict-
ed work or job transfer case if:

— The employee is limited in
performing one or more routine
functions (i.e., a work activity “the
employee regularly performs at
least once per week”).



— The employee is restricted from
working one or more full days (not
counting the day of their injury).

— A medical professional recom-
mends restricting one or more routine
functions for one or more full days of
work (even if the employee does not
follow the recommendation).

* Exception: Employers are not re-
quired to record “minor musculoskel-
etal discomfort” as restricted work, if
a medical professional determines that
the employee is able to perform all
routine functions but recommends a
work restriction just to prevent a more
serious condition.

* Record injuries or illnesses result-
ing in restricted work or job transfer
by:

—Entering a check box in the 300
Log’s column for job transfer or re-
striction.

— Entering total calendar days of
work missed (including weekends,
holidays, and other days the employee
is not otherwise expected to work) in
the 300 Log’s column on job transfer

or restriction days.

For lengthy restrictions/transfers,
entering estimated time in the 300
Log’s column on job transfer or re-
striction days within seven calendar

“Employers are required to re-
cord the following work-related
fatalities, but are not required
to report them: 1. Non-con-
struction-related automobile
fatalities. 2. Work-related inci-
dents resulting in an employee’s
death 31 or more days after the

incident.

days of the injury, and then update if
the estimate is not accurate.
— Not counting the day on which

the injury occurred.

— Recording partial days (except the
day of the injury) as a full day.

— If a medical professional recom-
mends restriction or transfer, entering
the recommended number of days
(even if actual time turns out to be
less).

— Clarifying vague medical recom-
mendations (e.g., light duty).

— Choosing the most authoritative
of competing medical opinions.

— Capping restricted/transferred
days at 180 days (even if actual time
is greater).

Loss of Consciousness

* Record every work-related injury
or illness resulting in unconscious-
ness:

— It does not matter for how long
the worker was unconscious.

— Feeling “woozy” is not recordable
as loss of consciousness.

— By entering a check box in the
300 Log’s column for loss of con-
sciousness.

o Structural Repair

« Gunite Liners

» Hoppers Repair and Install
o Kanal Systems Installation
 Sand Blasting and Painting

o Crack Repair

« TOPPS SEAL™ 100% Liquid
Applied Rubber Flat Roofing

Waco, NE - 402-362-1863
www.drakeinc.net
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Sandblasting/Painting
Roofing

for your grain elevators

Serving the industry for over 50 years.

ERVICE

A partial list of our services include:

- Waterproofing

» Sandblasting - 10 Year Roofing

« Waterblasting System

- Concrete Repair ° Bin Bottom Repair
- Sign Repair - Lead Testing

« Painting

Midwest Paint Service
P.O. Box 582 ¢ Black Hawk, SD 57718
Fax: (605) 787-7449

Phone: (605) 787-4764 + 1-800-843-1995
Website: www.agpainting.com

E-mail: info@agpainting.com
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OSHA RECORDIKEEPING

Miscellaneous Recording Procedures

Recording Procedures

* Record each work-related injury
or illness in only one outcome column
of the 300 Log.

* Select the outcome column re-
flecting the most serious outcome (col-
umns on the 300 Log descend in order
of seriousness from left to right).

* Corrections to errors or updates
due to an outcome increasing in sever-
ity must be made by lining out (not
erasing) the previous entry.

Multiple Establishments
* Maintain a separate 300 Log for
each separate establishment expected
to operate for one year or longer.
* Establishments include:
— Single physical locations where
business is conducted.

— For industries with employees
working at multiple locations (e.g.,
construction, utility, transportation,
etc.), the main/branch office and the
terminal or station from where activi-
ties are supervised or based.

* Maintain a separate 300 Log for
individual divisions or geographical
regions.

* If an employee is injured at an es-
tablishment of the employer where he
or she does not normally work, record
the case on the 300 Log for the estab-
lishment where the injury occurred,
not where the employee normally
works.

* For employees injured at a location
other than one of the employer’s estab-
lishments, record the case on the 300 Log
where the employee normally works.

e Link employees who telecom-
mute to one of the employer’s estab-
lishments.

Competing Medical Opinions

* When contemporaneous and
conflicting recommendations by two
or more health care professionals are
obtained (by the employee, the em-
ployer, or both) the employer:

— May determine which recom-
mendation is the most authoritative.

— Record (or not record) based on
the best documented, best reasoned,
and most persuasive recommendation.

* Once medical treatment beyond
first aid is provided for an injury or
illnesses (even if a subsequent medical
professional concludes it was unneces-
sary), the case is recordable. H

GRAIN PROCESSOR'S

CHOICE
FOR REMOVING
FINES AND OVERS

3,000 BPH
2 DRUM -+ 4 SCREEN UNIT

% NON-VIBRATING GRAIN CLEANER

* WIDE RANGE OF CAPACITIES

% HIGH SCREENING EFFICIENCY

% GENTLE PRODUCT HANDLING

% LOW MAINTENANCE COSTS, EASY INSTALLATION

dD

MANUFACTURING, INC.

(877) 370-4948
FAX #: (402) 371-9117
www.gentleroll.com
www.ebmmanufacturing.com
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(4 Efficient and cost effective operation
with minimal maintenance costs.

(4 Portable or stationary.

4 Three cleaners in one: scalper,
screener and aspirator.

(4 Reduces screen blinding by brush-
ing screens from underside.

(4 Screens quickly and easily change
for different grains and conditions.

Mid-Continent Industries
Newton, KS

800-279-6812

www.midcontinentindustries.com

Response No. 1002

Newton Grain Cleaner

CRIPPEN NORTHLAND | |5
SUPERIOR SUPPLY CO.

NS -33x 120
Rotary Screen Cleaner

« Ability to remove both small and large
foreign material from a vast variety of grains,
oilseeds and pulse crops.

- Superior rotation speeds allow for a
maximum presentation of screen surface to
grain and thus, much higher capacities.

- Parallel Flow
and Counter
Flow models
in a wide
variety of
sizes.
Capacities up
to 12,000 BPH.

Crippen Northland Superior Supply Co.
8- 851 Lagimodiere Blvd.
Winnipeg, MB
Ph: 204-925-6141

www.northlandsuperior.com
Response No. 1003
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OSHA RECORDIKEEPING

Updating and Veritying Records

Verify, Summarize, Certify, Post,
and Maintain

* By Feb. 1 of each calendar year,
employers must:

— Review the 300 Log from the pre-
vious calendar year for accuracy (and
update or correct, if necessary).

— Summarize the date from the 300
Log on the 300-A Summary Form.

— Certify the 300-A Summary
Form.

— Have the certification done only
by a company executive who can be
any of the following: owner of a sole
proprietorship, partner of a partner-
ship, officer of a corporation, highest-
ranking official at a jobsite, or supervi-
sor of the highest-ranking official.

— Post the 300-A Summary Form for
three months (from Feb. 1 to April 30).

Updating and Maintaining
OSHA Forms

* Keep all injury and illness re-
cordkeeping forms for five years.

* Employers are permitted to
maintain past years records at a cen-
tral location, rather than at each es-
tablishment provided that:

— Information regarding a record-
able injury can be transmitted from
the establishment to the central loca-
tion within seven calendar days: and

— Records can be produced to
government representatives, employ-
ees, former employees, and employ-
ee representatives within required
timeframes (see below).

* Employers must continue to up-
date 300 Logs for five years, if new
information becomes available (e.g.,
outcomes change, or new facts are
learned that lead to different record-
ing conclusions.).

* Employers need not update
300-A Forms or 301 Reports.

* Do nor submit recordkeeping
forms to OSHA for the Bureau of
Labor Statistics unless specifically
requested.

* Upon request by OSHA during
a workplace inspection, recordkeeping
forms must be produced within four
business hours of receipt of the request.

Employee Participation and
Access to Records

* Establish a procedure for employ-
ees to report injuries.

* Inform employees how and to
whom to report injuries.

* Provide access to 300 Logs and
301 Reports:

— To employees, former employees,
and employee representatives (e.g.,
union representatives).

— By the end of the next business day.

— At no charge for first-time copies.

Penalties

e OSHA citations can be classi-
fied in one of five ways:

— Other-than-serious.

— Serious.

— Repeat.

— Willful.

— Failure to abate.

* In general, recordkeeping vio-
lations are not classified as serious
citations, because they do not create
a substantial probability of death or
serious physical harm.

* They are, however, often classi-
fied as repeat or willful, which car-
ry maximum penalties of $70,000
per violation.

« Optional 60 in.
wide screens
provide
additional
capacity at
minimal cost.

- High tolerance,
quality screens and ball tray systems.

« All eccentric components are CNC
machined to a tight tolerance
resulting in a straight and true
shake.

989-775-2424

WWW.(-sage.com
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Gravity Cleaner

* Capacities ranging from 1,500 to 40,000 bph.
* 60,000 bph internal by-pass on 40,000 bph model.

* Patented internal proportional by-pass
allows fine touch FM control of cleaning process.

* Safety-edged screens can be completely
changed with bare hands—no tools required.

* Energy saving - No HP required.
* Spreads grain evenly for maximum efficiency.
* Screens sized for each application.

infersystems

Omaha, NE - www.intersystems.net

800-228-1483
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OSHA RECORDIKEEPING

Recordkeeping Action Plan

Implement Comprehensive Recordkeeping Plan

* Ensure recordkeeping policies are current, accurate,
compliant, and implemented.

* Train recordkeeping staff on OSHA requirements and
internal policies.

* Develop a policy requiring employees to report to man-
agement all workplace injuries and illnesses, and train all
employees about the policy.

* Avoid policies that discourage reporting/recording of
injuries (e.g., tying bonus payments to recordable rates).

* Train your recordkeeping staff on all relevant OSHA
requirements and internal recordkeeping procedures. They
should be familiar with the following:

— Recordkeeping regulations: wwuw.osha.gov/pls/oshaweb/
owastand.display_standard_group?p_toc_level=1p_part
number=1904.

— Handbook on recordkeeping: wwuw.osha.gov/record-

— Recordkeeping forms: wwuw.osha.gov/recordkeeping/
RKforms. html.

— Interpretation letters:
RKinterpretations. html.

www.osha.gov/recordkeeping/

Conduct Periodic Recordkeeping Audits

* Conduct periodic internal or third-party record-
keeping audits that include cross-checking medical
records (e.g., first-aid logs, worker’s compensation re-
ports, sick leave requests, accident reports, medical
records, etc.) against OSHA injury and illness record-
keeping forms.

* When possible, audits should be conducted at the di-
rection of in-house or outside legal counsel to protect find-
ings under the attorney-client privilege.

* Review prior safety and health audits and recommen-
dations, and ensure that all recommendations regarding re-
cordkeeping are addressed. Il

keepinglhandbook/index. html.
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4 Popular Models
Outstanding Accuracy of Separation
Ease of Operation
Modern Design & Construction
Most Energy Efficient

£ 1AmowCorp

204.632.1000

www.arrowcorp-grain-cleaning.com

doubled
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"I 24 CBUHLER

-
4
‘} 5.\_\ SICE 1800
"'". : « Utilizes standard Clipper screens,
v arsnwcanr ° ' with over 150 different sizes
— e @ N available.
3. _ i e Counter balancing shoes.
1 . = « Integral centrifugal blower.
:-.'l' e Variabl d electronic vibrat
— &0l . . i ariable speed electronic vibratory
{1 feeder.
] * American made.
LACA Cleaning/ « Durable heavy-duty construction.
Screening Machine
¢ \Wheat cleaning rates up to
PEGASUS GRAVITY TABLES 8,200 Bu/hr

¢ Pre-cleaning capacities can be

e Screen area of up to 258ft?

e Access from the front to change
screens which saves space and
allows for easy cleaning

Minneapolis, MN
763-847-9900
www.buhlergroup.com
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Manufacturers of Clipper Grain &
Seed Conditioning Equipment
1440 S. Adams St. e Bluffton, IN USA
Ph: 260-824-3400 e Fax: 260-824-5463

info@clipperseparation.com  www.clippersepartion.com
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