
Disclaimer

This information has been developed by the Fort Lauderdale Area Office 
and is intended to assist employers, workers, and others as they strive to 
improve workplace health and safety.  While we attempt to thoroughly 
address specific topics, it is not possible to include discussion of 
everything necessary to ensure a healthy and safe working environment in 
a presentation of this nature. Thus, this information must be understood as 
a tool for addressing workplace hazards, rather than an exhaustive 
statement of an employer’s legal obligations, which are defined by statute, 
regulations, and standards.
Likewise, to the extent that this information references practices or 
procedures that may enhance health or safety, but which are not required 
by a statute, regulation, or standard, it cannot, and does not, create 
additional legal obligations. 
Finally, over time, OSHA may modify rules and interpretations in light of 
new technology, information, or circumstances; to keep apprised of such 
developments, or to review information on a wide range of occupational 
safety and health topics, you can visit OSHA’s website at www.osha.gov.
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Completing OSHA Recordkeeping 
Forms / ITA Rule

 Requirements to complete the forms and exceptions
 Recordability criteria for injuries and illnesses
 The forms in OSHA’s recordkeeping package
 New changes in ITA
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A review of the recordkeeping requirements 
and forms: 
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OSHA Definitions of Recordable Injury 
and Illness

 Any work-related fatality.
 Any work-related injury or illness that results in loss of 

consciousness, days away from work, restricted work, or 
transfer to another job.

 Any work-related injury or illness requiring medical 
treatment beyond first aid.

 Any work-related diagnosed case of cancer, chronic 
irreversible diseases, fractured or cracked bones or teeth, 
and punctured eardrums.

https://www.osha.gov/laws-
regs/regulations/standardnumber/1904/1904.7 

There are also special recording criteria for work-related 
cases involving: needlesticks and sharps; injuries; medical 
removal; hearing loss; and tuberculosis.

https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904.7
https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904.7
https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904.8
https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904.9
https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904.9
https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904.10
https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904.11
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OSHA Definition of First Aid

 Using a non-prescription medication
 Administering tetanus immunizations 
 Using wound coverings such as bandages, Band-Aids™, gauze 

pads, or Steri-Strips™
 Using any non-rigid support means, such as elastic bandages, 

wraps, non-rigid back belts, or temporary immobilization 
devices while transporting an accident victim (e.g., splints, 
slings, neck collars, back boards, etc.). Drilling of a fingernail 
or toenail to relieve pressure, or draining fluid from a blister;

 Removing foreign bodies from the eye or other areas using 
only irrigation or a cotton swab; or removing splinters or 
foreign material from areas other than the eye by irrigation, 
tweezers, cotton swabs, or other simple means;

 Using hot or cold therapy.

https://www.osha.gov/laws-
regs/regulations/standardnumber/1904/1904.7



Who has to complete the OSHA 
injury and illness 
recordkeeping forms?

Employers with 11 or more employees. 
Exceptions are based on:
• Employers with < 10 or fewer employees at all times 

during the year of the entire company.
• Certain Low-hazard industry 1904 Subpart B App A -

Partially Exempt Industries | Occupational Safety and 
Health Administration (osha.gov)
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Fatality and other serious event reporting as well as 
injury and illness surveys involve other 
considerations.

https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904SubpartBAppA
https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904SubpartBAppA
https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904SubpartBAppA


Non-
Mandatory 
Appendix A 
to Subpart B 
- Partially 
Exempt 
Industries
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https://www.
osha.gov/rec
ordkeeping/p
resentations/
exempttable 

https://www.osha.gov/recordkeeping/presentations/exempttable
https://www.osha.gov/recordkeeping/presentations/exempttable
https://www.osha.gov/recordkeeping/presentations/exempttable
https://www.osha.gov/recordkeeping/presentations/exempttable
https://www.osha.gov/recordkeeping/presentations/exempttable


Recording Criteria

 Covered employers must record each 
fatality, injury, or illness that:
– Work-related
– New case
– Meets one or more of the criteria in sections 

1904.7 through 1904.11.
1904 - Table of Contents | Occupational Safety and 
Health Administration (osha.gov)

https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904TableofContents
https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904TableofContents


Other Recording Criteria

 Significant diagnosed injury or illness - Work-related cases
 Needlestick and sharps injuries –1904.8 - Recording criteria for 

needlestick and sharps injuries. | Occupational Safety and Health 
Administration (osha.gov)

 Medical removal –1904.9 - Recording criteria for cases involving 
medical removal under OSHA standards. | Occupational Safety and 
Health Administration 

 Hearing loss – 1904.10 - Recording criteria for cases involving 
occupational hearing loss. | Occupational Safety and Health 
Administration (osha.gov)

 Tuberculosis – 1904.11 - Recording criteria for work-related 
tuberculosis cases. | Occupational Safety and Health Administration 
(osha.gov)

https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904.8
https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904.8
https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904.8
https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904.9
https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904.9
https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904.9
https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904.10
https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904.10
https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904.10
https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904.11
https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904.11
https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904.11


Recordability and LOI (Letters of Interpretation) 
Example involving a motor vehicle accident: 
https://www.osha.gov/laws-regs/standardinterpretations/2022-01-04  

Scenario: As part of their normal workday, an employee commutes in his personally-owned vehicle from home to the workplace. At the end 
of his 8-hour work-shift, the employee commutes from the workplace to his home. Later that same day, there is an emergency at the 
workplace, and the employee’s supervisor calls him to return to work to assist with resolving the emergency. The employee starts driving 
back to the workplace, but is involved in a motor vehicle accident with another car. The accident results in the employee sustaining an 
injury and hospitalization. Question: Is the employee’s injury resulting from the accident during the second trip back to the workplace a 
recordable injury?
Response: Section 1904.5(b)(1) defines the work environment as the establishment and other locations where one or more employees are 
working or are present as a condition of their employment. Work-relatedness is presumed under Part 1904 for injuries and illnesses resulting 
from events or exposures occurring in the work environment, unless an exception in Section 1904.5(b)(2) specifically applies.
For purposes of Part 1904, OSHA’s longstanding position is that injuries and illnesses that occur during an employee's normal commute 
from home to work, and from work to home, are not work-related and therefore not recordable. See, the preamble to OSHA’s January 
19, 2001, final rule revising the recordkeeping regulation (66 Federal Register 5916 at 5960). When an employee is traveling during their 
normal commute between home and work, that employee is not in the work environment, nor is that employee performing a work activity 
in the interest of the employer. Instead, the employee’s normal commute to and from work represents a non-work-related activity that 
is within the personal control of the employee. The employee’s normal commute from home to work ends once the employee arrives at 
the work environment or starts traveling “in the interest of the employer.” See, OSHA’s March 17, 2021, letter of interpretation to Elizabeth 
Treanor.
Additionally, section 1904.5(b)(6) provides that injuries and illnesses that occur when an employee is on travel status are work-related if, at 
the time of the injury or illness, the employee was engaged in work activities “in the interest of the employer.” For example, travel to and 
from customer contacts, conducting job tasks, and entertaining or being entertained to transact, discuss, or promote business.
In the scenario described in your letter, the employee had completed his normal commute to and from work for the day, and was directed 
back to the workplace by the employer to assist with a work-related emergency., Since the employee was required to return to the 
workplace outside of his normal commute, the employee was engaged in a work activity “in the interest of the employer” and was traveling 
as a “condition of employment.” Accordingly, the resulting injury and hospitalization is work-related and must be recorded on the 
OSHA 300 log.
We hope you find this information helpful. OSHA requirements are set by statute, standards, and regulations. Our interpretation letters 
explain these requirements and how they apply to particular circumstances, but they cannot create additional employer obligations. This 
letter constitutes OSHA’s interpretation of the requirements discussed. Note that our enforcement guidance may be affected by changes to 
OSHA rules. Also, from time to time we update our guidance in responses to new information. To keep appraised of such developments, you 
can consult OSHA’s website at http://www.osha.gov.

https://www.osha.gov/laws-regs/standardinterpretations/2022-01-04
https://www.osha.gov/


Recordability and LOI (Letters of 
Interpretation) Example

Q: Upon reporting to work, an employee slips on an icy 
patch of the parking lot, falls and injures a knee. The injury 
resulted in 23 days of restricted duty. Since the incident 
occurred in the employee parking lot, would this be a 
recordable injury?
A: The case is work-related and recordable. An injury or illness is 
work-related if an event or exposure in the work environment either 
caused or contributed to the resulting condition or significantly 
aggravated a pre-existing injury or illness. The company parking lot is 
part of the work environment.
FAQ ID: 132
Source: OSHA e-correspondence

https://www.osha.gov/recordkeeping/faq-
search?combine=&page=51#:~:text=The%20case%20is%20work%20related%20and%20rec
ordable.,part%20of%20the%20work%2Denvironment.



Cases Not work-related - Examples
https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904.5 
: 
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You are not required to record injuries and illnesses if . . .
(i) At the time of the injury or illness, the employee was present in the work environment as a 

member of the general public. 
(ii) The injury or illness involves signs or symptoms that surface at work but result solely from 

a non-work-related event or exposure that occurs outside the work environment.
(iii) The injury or illness results solely from voluntary participation in a wellness program or in a 

medical, fitness, or recreational activity such as blood donation, physical examination, flu 
shot, exercise class, racquetball, or baseball.

(iv) The injury or illness is solely the result of an employee eating, drinking, or preparing food 
or drink for personal consumption (bought on the employer's premises or brought in). For 
example, if the employee is injured by choking on a sandwich while in the company, the 
case would not be considered work-related.

(v) The injury or illness is solely the result of an employee doing personal tasks (unrelated to 
their employment) at the establishment outside of the employee's assigned working hours.

(vi) The injury or illness is solely the result of personal grooming, self medication for a non-
work-related condition, or is intentionally self-inflicted.

(ix) The illness is a mental illness

https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904.5


Severity Criteria for recording a 
work-related injury or illness

 Death
 Loss of consciousness 

(https://webapps.dol.gov/elaws/osha/recordkeeping/glossary.aspx)

 Days away from work
 Restricted work activity or job transfer
 Medical treatment beyond first aid

7 8

Note: Each recordable injury or illness case must 
be recorded on the OSHA 300 Log and the Form 
301 Incident Report within 7 calendar days 
after the employer receives notice that the injury 
or illness occurred

https://webapps.dol.gov/elaws/osha/recordkeeping/glossary.aspx


Maintaining and Posting 
Records

 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

The records must be maintained at the worksite for at least 
5 years. Each February through April, employers must post 
a summary of the injuries and illnesses recorded the 
previous year. 

•Get recordkeeping forms 300, 300A, 301, and additional instructions
•Read the full OSHA Recordkeeping regulation (29 CFR 1904)  

https://www.osha.gov/recordkeeping/forms
https://www.osha.gov/laws-regs/regulations/standardnumber/1904


OSHA 300 Form:  

OSHA Forms for Recording Work-Related Injuries and Illnesses

OSHA Forms for Recording Work-
Related Injuries and Illnesses

https://www.osha.gov/sites/default/files/OSHA-RK-Forms-Package.pdf
https://www.osha.gov/sites/default/files/OSHA-RK-Forms-Package.pdf
https://www.osha.gov/sites/default/files/OSHA-RK-Forms-Package.pdf


OSHA 300 Form, Example: 
Recording a Fatality

OSHA Forms for Recording Work-Related Injuries and Illnesses

https://www.osha.gov/sites/default/files/OSHA-RK-Forms-Package.pdf


OSHA 300 Form, Example : 
Recording a Case with Days Away From Work

OSHA Forms for Recording Work-Related Injuries and Illnesses

https://www.osha.gov/sites/default/files/OSHA-RK-Forms-Package.pdf


OSHA 300 Form, Example: 
Recording a Case with Restricted Work 
Activity or Job Transfer

OSHA Forms for Recording Work-Related Injuries and Illnesses

https://www.osha.gov/sites/default/files/OSHA-RK-Forms-Package.pdf


OSHA 300 Form, Example: 
Recording a Case with Medical Treatment 
beyond First Aid

OSHA Forms for Recording Work-Related Injuries and Illnesses

https://www.osha.gov/sites/default/files/OSHA-RK-Forms-Package.pdf


OSHA 300A Form: 
Summary of Work-Related Injuries and Illnesses
OSHA Forms for Recording Work-Related Injuries and Illnesses

https://www.osha.gov/sites/default/files/OSHA-RK-Forms-Package.pdf


OSHA Form 301: Injury and Illness Incident Report
OSHA Forms for Recording Work-Related Injuries and Illnesses

https://www.osha.gov/sites/default/files/OSHA-RK-Forms-Package.pdf


Additional Information

 Zero Injuries: Logs must still be maintained and submitted
 Covered employees, 1904.31(a) Basic requirement:

- You must record on the OSHA 300 Log the recordable injuries 
and illnesses of all employees on your payroll, whether they are 
labor, executive, hourly, salary, part-time, seasonal, or 
migrant workers. 

- You also must record the recordable 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 organized as a sole proprietorship or partnership, 
the owner or partners are not considered employees for 
recordkeeping purposes.

 Retention of logs - 5 years
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1904.29 – Privacy Protection

 Do not enter the name of an employee on 
the OSHA Form 300 for “privacy concern 
cases”

 Enter “Privacy Case” in the name column
 Keep a separate confidential list of the case 

numbers and employee names
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1904.29 – Privacy Protection

 Privacy concern cases are:
– An injury or illness to an intimate body part or 

reproductive system, or illness resulting from sexual 
assault.

– Mental illness
– HIV infection, hepatitis, tuberculosis
– Needlestick and sharps injuries that are 

contaminated with another person’s blood or other 
potentially infectious material

– Employee voluntarily requests to keep name off for 
other illness cases



Keep the Forms on File

• File and update for 5 years of the year covered
• Do not send copies to OSHA unless asked to 

do so
• Allow access to the records

For details on access provisions by employees, 
see Recordkeeping - Detailed Guidance for 
OSHA's Injury and Illness Recordkeeping Rule | 
Occupational Safety and Health Administration 
Sections 1904.35 (Employee Involvement) and 
and 1904.40 (Providing records to government 
representatives).

https://www.osha.gov/recordkeeping/entry-faq
https://www.osha.gov/recordkeeping/entry-faq
https://www.osha.gov/recordkeeping/entry-faq


Reportable vs. Recordable
 Specific injuries are required to be reported

– Fatality (8 hours)
– Amputation or Loss of an eye (24 hours)
–  In-patient hospitalization (24 Hours)

 The clock starts once a team leader, supervisor, or manager has 
knowledge that the injury is reportable

 If the injury is serious enough to qualify as reportable, there will 
be a high likelihood that it will be recordable

 An injury is not reportable if it meets the qualifications after 24 hours 
of the actual injury/incident
– 1904.39(b)(6) “For an in-patient hospitalization, amputation, or loss 

of an eye, you must only report the event to OSHA if it occurs 
within twenty-four (24) hours of the work-related incident.”

– Does not apply to fatality. All fatalities must be reported regardless 
of the timeframe
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1904.35 – Employee Involvement

 You must inform each employee of how to 
report an injury or illness
– Must set up a way for employees to report 

work-related injuries and illnesses promptly; 
and

– Must tell each employee how to report work-
related injuries and illnesses to you

– Must provide limited access to I&I records to 
ees, former employees.
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1904.40 – Providing Records to 
Government Representatives

 Must provide copies of the records within 
4 business hours
 Use the business hours of the 

establishment where the records are 
located



Final Rule to Amend 
Recordkeeping Requirements (ITA)

 On July 21, 2023, OSHA published a final rule to amend 
federal occupational injury and illness recordkeeping 
regulation 29 CFR 1904.41 effective date is January 1, 
2024. 

 The final rule supports the agency's mission to assure 
safe and healthful working conditions for working people.

www.osha.gov/injuryreporting/final-rule 

http://www.osha.gov/injuryreporting/final-rule


Final Rule Requirements

 Establishments with 100 or more employees in the highest-
hazard industries must electronically submit information from 
their Forms 300 Log and 301 Incident Report. The criteria for 
the designated industries are listed in Appendix B to Subpart E of 29 
C.F.R. Part 1904.

 Establishments with 20 to 249 employees in certain industries 
will continue to be required to electronically submit information 
from their OSHA Form 300A annual summary to OSHA once a 
year.

 Establishments with 250 or more employees in industries that 
are routinely required to keep injury and illness records, must 
continue to electronically submit information from their Form 
300A Annual Summary. Listed in appendix A to subpart E. 

https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904SubpartEAppB
https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904SubpartEAppB


Final Rule to Improve 
Tracking 

 1904 Subpart E App A - Appendix A to Subpart E of Part 
1904-Designated Industries for §1904.41(a)(2) Annual 
Electronic Submission of OSHA Form 300A Summary of 
Work-Related Injuries and Illnesses by Establishments 
With 20 or More Employees but Fewer Than 250 
Employees in D | Occupational Safety and Health 
Administration

 There are Federal Register documents that will modify 
this content. Review the Improve Tracking of Workplace 
Injuries and Illnesses Final Rule

https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904.41AppA
https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904.41AppA
https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904.41AppA
https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904.41AppA
https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904.41AppA
https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904.41AppA
https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904.41AppA


Check if Your Business is Required to Report

https://www.osha.gov/itareportapp 

https://www.osha.gov/itareportapp


Check if Your Business is 
Required to Report – Examples:

https://www.osha.gov/itareportapp 

https://www.osha.gov/itareportapp


How to Submit Data 

 The data must be electronically submitted through 
OSHA's Injury Tracking Application (ITA). There are 3 ways 
to submit the data: (1) Webform on the ITA, (2) submission of a 
CSV file to the ITA Injury Tracking Application CSV 
Documentation (osha.gov), or (3) use of an application 
programming interface (API) feed Injury Tracking Application 
API Documentation (osha.gov)

 The ITA will begin accepting 2023 injury and illness data on 
January 2, 2024. The due date to complete this submission is 
March 2, 2024. The submission requirement is annual, and the 
deadline for timely submission of the previous year's injury and 
illness data will be on March 2 of each year.

https://www.osha.gov/injuryreporting/ita/
https://www.osha.gov/sites/default/files/osha_ita-estab-and-summary-csv-documentation_revised.pdf
https://www.osha.gov/sites/default/files/osha_ita-estab-and-summary-csv-documentation_revised.pdf
https://www.osha.gov/sites/default/files/osha_ita_api_documentation_revised.pdf
https://www.osha.gov/sites/default/files/osha_ita_api_documentation_revised.pdf


Protection of Worker Privacy

• OSHA will remind employers not to submit information that 
could directly identify workers, such as names, addresses, 
telephone numbers, etc.;

• OSHA will withhold from publication the information on age, 
gender, date hired, and whether the worker was treated in an 
emergency room and/or hospitalized overnight as an in-patient;

• OSHA will use automated information technology to detect and 
remove any remaining information that could directly identify 
workers.



Some Benefits of the Final Rule

• Improve OSHA’s ability to use its enforcement and compliance 
assistance resources by enabling OSHA to identify the workplaces 
where workers are at high risk. 

• Increase OSHA’s effectiveness and efficiency by providing 
establishment-specific, case-specific injury and illness data for 
analyses that are not currently possible.

• Increase OSHA’s ability to identify and respond to emerging 
hazards. 

• Improve the ability of employers, employees, employee 
representatives, and researchers to identify and mitigate workplace 
hazards and thereby prevent worker injuries and illnesses. 
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•  Recordkeeping web page https://www.osha.gov/recordkeeping) and 
check:1904.7: https://www.osha.gov/laws-
regs/regulations/standardnumber/1904/1904.7#:~:text=You%20must%20consider
%20an%20injury,aid%2C%20or%20loss%20of%20consciousness 

• 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)

• OSHA Forms for Recording Work-Related Injuries and 
Illnesses 

To Learn More:

https://www.osha.gov/recordkeeping
https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904.7#:%7E:text=You%20must%20consider%20an%20injury,aid%2C%20or%20loss%20of%20consciousness
https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904.7#:%7E:text=You%20must%20consider%20an%20injury,aid%2C%20or%20loss%20of%20consciousness
https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904.7#:%7E:text=You%20must%20consider%20an%20injury,aid%2C%20or%20loss%20of%20consciousness
https://www.osha.gov/recordkeeping/faq_search/index.html
https://www.osha.gov/html/RAmap.html
https://www.osha.gov/html/Feed_Back.html
https://www.osha.gov/sites/default/files/OSHA-RK-Forms-Package.pdf
https://www.osha.gov/sites/default/files/OSHA-RK-Forms-Package.pdf


Resources:

 Improve Tracking of Workplace Injuries and Illnesses 
(osha.gov) –fact sheet

 Help for Employers | Occupational Safety and Health 
Administration (osha.gov)

 Federal Register: Improve Tracking of Workplace 
Injuries and Illnesses

https://www.osha.gov/sites/default/files/publications/OSHA_FS-4272_ITA_07-2023.pdf
https://www.osha.gov/sites/default/files/publications/OSHA_FS-4272_ITA_07-2023.pdf
https://www.osha.gov/employers/
https://www.osha.gov/employers/
https://www.federalregister.gov/documents/2023/07/21/2023-15091/improve-tracking-of-workplace-injuries-and-illnesses
https://www.federalregister.gov/documents/2023/07/21/2023-15091/improve-tracking-of-workplace-injuries-and-illnesses


Frequently Asked Questions

How do I create an ITA account?
The steps to create an ITA account and connect it to a 
Login.gov account are explained in the Create an ITA 
Account and Create a Login.gov Account job aids. You can 
also watch our How To Video, which covers the account 
creation process.

I missed the March 2nd deadline for submitting my Form 
300A data. Can I still submit the data?

Yes, the ITA will accept your Form 300A data through the 
end of the calendar year (December 31). You must 
electronically submit the data if you are required to do so.

https://www.osha.gov/injuryreporting/faqs#collapse11
https://www.osha.gov/sites/default/files/01-create-ita-account.pdf
https://www.osha.gov/sites/default/files/01-create-ita-account.pdf
https://www.osha.gov/sites/default/files/02-create-login.gov-account.pdf
https://www.youtube.com/watch?v=-e6i7xHuv7Y
https://www.osha.gov/injuryreporting/faqs#collapse55
https://www.osha.gov/injuryreporting/faqs#collapse55


 I submitted my Form 300A data before the due date but I 
have subsequently learned of a new recordable case 
that occurred last year. Do I need to edit and resubmit 
my information?
You are not required to submit updated information after your 
original submission, but you may do so if you wish. (Note that 
you are required to update your OSHA Form 300 to reflect the 
new information). To edit the data follow these steps:
1.Login to the ITA and choose View Establishment List
2.Click on the establishment name link of the facility you want to edit
3.Click on Edit 300A Summary
4.Make your changes and save them
5.Re-submit the data.

…Frequently Asked Questions

https://www.osha.gov/injuryreporting/faqs#collapse40
https://www.osha.gov/injuryreporting/faqs#collapse40
https://www.osha.gov/injuryreporting/faqs#collapse40
https://www.osha.gov/injuryreporting/faqs#collapse40


 Does OSHA notify employers that they need to report 
their Form 300A data? And if not, where do I get my 
Username and Password to login and provide my data?
OSHA does not send out notifications to report the Form 300A data. 
If your establishment meets the industry and size reporting criteria, 
you must create an account in the Injury Tracking Application (ITA) 
and connect the ITA account to a Login.gov account with the same 
email address. Once you create your account, you can login and 
report your Form 300A data on an annual basis. Each year the data 
are due by March 2nd. To create an ITA account, go to the Injury 
Tracking Application Login page and select the Create an ITA 
Account link that is right below the Injury Tracking Application 
banner. Follow the instructions from there.

…Frequently Asked Questions

https://www.osha.gov/injuryreporting/faqs#collapse5
https://www.osha.gov/injuryreporting/faqs#collapse5
https://www.osha.gov/injuryreporting/faqs#collapse5


 Are the electronic reporting requirements based on the 
size of the establishment or the size of the firm?
The electronic reporting requirements are based on the size of the 
establishment, not the firm. The OSHA injury and illness records are 
maintained at the establishment level. An establishment is defined as 
a single physical location where business is conducted or where 
services or industrial operations are performed. A firm may be 
comprised of one or more establishments. To determine if you need 
to provide OSHA with the required data for an establishment, you 
need to determine the establishment's peak employment during the 
last calendar year. Each individual employed in the establishment at 
any time during the calendar year counts as one employee, including 
full-time, part-time, seasonal, and temporary workers.

…Frequently Asked Questions
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 My firm has multiple establishments that do different 
things. Which determines whether I have to submit data 
for those establishments: the industry classification of 
the firm or the industry classification of the 
establishment?
The electronic reporting requirements are based on the industry 
classification of the establishment, not the industry classification of 
the firm. An establishment is defined as a single physical location 
where business is conducted or where services or industrial 
operations are performed. A firm may be comprised of one or more 
establishments.

…Frequently Asked Questions
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 My company operates multiple facilities on a campus setting. Each facility 
has less than 250 employees, but the campus has more than 250 
employees. How should I count my employees to determine if I have to 
electronically provide OSHA with my injury and illness records?

- The recording and reporting requirements of Part 1904 are establishment-based. Under most 
circumstances, a campus is a single physical location and is considered a single establishment. Under 
limited conditions, you may consider two or more separate facilities that share a single location to be 
separate establishments. You may divide one location into two or more establishments only when: 1) 
each facility represents a distinctly separate business; 2) each facility is engaged in a different 
economic activity; 3) no one industry description applies to the joint activities of the establishments; 
and 4) separate reports are routinely prepared for each establishment concerning each 
establishment's number of employees, employee wage and salary rates, sales or receipts, and other 
business information.

…Frequently Asked Questions

https://www.osha.gov/injuryreporting/faqs#collapse29
https://www.osha.gov/injuryreporting/faqs#collapse29
https://www.osha.gov/injuryreporting/faqs#collapse29
https://www.osha.gov/injuryreporting/faqs#collapse29


 I am submitting the required data for multiple establishments. All of 
my establishments have the same name, but the system will not 
allow me to use a name more than once. What can I do?

-Each establishment name must be unique. You can make each unique 
by adding a number or a city/town name to the end of the 
establishment name. For example, if your establishment name is XYZ, 
you can make each location unique in the following manners: XYZ – 1, 
XYZ – 2, XYZ – 3; or XYZ Atlanta, XYZ Smyrna, XYZ Savannah.

…Frequently Asked Questions
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 May a firm with multiple establishments make a single submission of the 
data from the multiple establishments?

- A firm with more than one establishment must submit establishment-specific 
300A data for each establishment that meets the size and industry reporting 
criteria. These data may be submitted using one ITA account. It is important to 
note that the electronic reporting requirements are for data at the establishment 
level, not the firm level. An establishment is defined as a single physical 
location where business is conducted or where services or industrial operations 
are performed. A firm may be comprised of one or more establishments. The 
submitted data must be specific for each individual establishment.

…Frequently Asked Questions
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 May a third party submit data for an 
establishment or firm?

-Yes, just as a third party is allowed to maintain 
the injury and illness records for an employer, a 
third party is allowed to submit the data for 
that employer. However, as with 
recordkeeping, responsibility for the 
completeness and accuracy of the data lies 
with the employer, not the third party.

…Frequently Asked Questions
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 I want multiple staff members to access the information in my 
account. How do I give them access?

- To provide an ITA account holder access to your establishment data, follow these steps:
[Note: Before these steps are taken, ensure that the staff member has already created an ITA 
account.]
1.Login to the ITA and choose "View Establishment List"
2.Select on the establishment name link
3.Then select "Assign User"
4.Enter the e-mail address of the other ITA account holder
5.Select "User Role"
6.Then, select Save

…Frequently Asked Questions
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 A company is located with multiple buildings within one complex. 
Can I produce one log for the complex or do I need to have one log 
for each building?

-You may complete one log for the complex. Generally, there should be 
one log per "establishment". An establishment is defined as a single 
physical location and can include campus and complex type locations.

…Frequently Asked Questions



 A supervisor was shouting at an employee. The employee felt stressed and 
his general doctor told him to take some time off from work. Is this an OSHA 
300 recordable case?

- Mental illnesses, such as depression or anxiety disorder, that have work-
related stress as a contributing factor, are recordable if the employee 
voluntarily provides the employer with an opinion from a physician or other 
licensed health care professional with appropriate training and experience 
(psychiatrist, psychologist, psychiatric nurse practitioner, etc.) stating that the 
employee has a mental illness that is work-related, and the case meets one or 
more of the general recording criteria.

…Frequently Asked Questions



Questions?

Fort Lauderdale Area Office
1000 S Pine Island Rd. Ste 100. 33324.
Duty Officer - 954-424-0242
Email: FT-Lauderdale.OSHA@Dol.Gov
Toll Free Hotline: 1-800-321-OSHA (6742)
Email questions via OSHA’s website at www.OSHA.Gov 
Compliance Assistance Questions: 
Leny Chango, Compliance Assistance Specialist
Email: Chango.Leny@Dol.Gov
Direct - 954-423-0382 Thank You !

mailto:FT-Lauderdale.OSHA@Dol.Gov
http://www.osha.gov/
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