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OSHA 300 Series

preparation for the 300A posting (and electronic submission for most GAWDA members).

The OSHA 300A Summary must be completed even if there were NO work-related injuries or 
illnesses during the calendar year.

Overview for Recording Work-Related Injuries and Illnesses
Workplace Injuries and Illnesses must be recorded and the process includes THREE forms:

OSHA Form 300 Log of Work-Related Injuries and Illnesses
any medical treatment beyond First Aid must be recorded on an OSHA 300 Log of 
Work-Related Injuries and Illnesses.

What must be recorded?
Any medical treatment beyond First Aid must be recorded.  
Death
Loss of consciousness
Days away from work
Restricted work activity or job transfer

ROUTE TO:

General Manager

Safety Coordinator

Supervisor Dept. ______

Other ________________

Date of Meeting _______

Safety Meetings are important!
They:   get your employees actively involved

   encourage safety awareness
   help identify problems before they become accidents 
   motivate employees to follow proper safety procedures

We are happy to provide you with a monthly topic for your agenda.
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When?
Within 7 days after being informed of injury or illness
EXCEPTION:  

Death - within 8 hours
Hospitalization, amputation, loss of eye - within 24 hours

OSHA Form 301 Injury and Illness Incident Report (or equivalent form) that records 

Compensation Report of Injury would be equivalent to the OSHA 301 because the 
ion Report of Injury contains the same information as the 

OSHA 301 form.

OSHA Form 300A Summary of Work-Related Injuries and Illnesses
By the end of January, of each year, a summary of Injury and Illnesses (OSHA 300a) 
must be completed, reviewed, certified and posted (Electronically and Physically) 

Physical posting due Feb. 1, 2021
Electronic Submission due March 2, 2020. 
https://www.osha.gov/injuryreporting/

Process:

1. Complete OSHA 300A using data from OSHA 300 log

2. End of the year review:
Review the OSHA 300 log for accuracy
Correct any mistakes
Create the Annual Summary (Form 300A)
Certify the summary

3. Certify the summary
An owner of the company (only if the company is a sole proprietorship or 
partnership);
An officer of the corporation;

The highest-ranking company official working at the establishment; or

The immediate supervisor of the highest-ranking company official working at the 

establishment
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4. Post OSHA 300A:
Physical posting:

      OSHA 300A should be where notices to employees are usually posted.

Electronic reporting:
Any employer with establishments with 250 or more employees must report 
electronically. Employers that have 20 or more employees and are deemed to be
HIGH RISK by OSHA must also report electronically.

HIGH RISK industries include those companies that fill cylinders, requalify 
cylinders, sell compressed gases or welding supplies.

NAICS codes of HIGH RISK industries include: 
325120- industrial gas manufacturing 
423840- industrial supplies Merchant; Welding Supply wholesalers 
424690- welding gases, other chemical and Allied products Merchant Wholesalers
454390- other direct selling establishments. 

          Complete OSHA  list of NAICS codes that must file electronically (20-250 employees)

INSPECTIONS:
OSHA 300A records are generally reviewed by an OSHA inspector and there are five 
common mistakes:

1. Combining locations onto one OSHA 300A.  Each physical location must have an 
OSHA 300A completed and posted.

2. If a location is opened anytime during the year, a 300A must be completed and posted; 
even if it is opened on the last day of the year.

3. If a location is closed anytime during the year then a 300A is NOT required to be 
completed.

4. A company executive has not signed the form. 
         A company executive may be:

An owner of the company (only if the company is a sole proprietorship or 
partnership)
An officer of the corporation;
The highest-ranking company official working at the establishment; or
The immediate supervisor of the highest-ranking company official working 
at the establishment.

5. The 300A form must be posted from Feb 1 to Apr 30 each year, even if filed 
electronically.

6. The 300A form must be posted in an area where employees are likely to view it; e.g. 
next to the OSHA safety posters or time clock.
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Facility Securement

In day-to-day business operations we often forget the importance of facility securement even 

Securement  suggested safety practice.  This template can be adapted for your company and used as 
a monthly or quarterly  security audit.  The complete document is available on the GAWDA 
website/ Members Only Document page/ Facility Securement.
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If you have any questions about either of these topics, how to subscribe to the CGA program or 

Any other OSHA, EPA or DHS questions please contact me.

Marilyn Dempsey

GAWDA DHS,EPA,OSHA Consultant

Safety Dragons Workplace Consultants, LLC

marilyn@safetydragons.com

940-999-8466


