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Beginning February 1, you may be required to post the Occupational Safety and Health
Administration (OSHA) Form 300A, a Summary of Work-Related Injuries and llinesses. If you have eleven
or more employees and are not exempted, you are required to post this form from February 1 through
April 30. Form 300A reports the total number of workplace deaths, missed workdays, job transfers or
restrictions, and injuries and illnesses as recorded on Form 300, the Log of Work-Related Injuries and
Ilinesses, which must be maintained throughout the year. Forms 300A and 300 are two of three OSHA
forms required as part of the agency’s recordkeeping rule. Below, we explain what OSHA requires and
how you can comply.

Regulations implementing the Occupational Safety and Health Act, require employers with 11 or
more employees (except employers in certain “low-hazard industries”) to maintain a log and summary
of all recordable work-related injuries and illnesses. Examples of the kinds of operations that are exempt
include hardware stores, real estate agents, engineering and accounting offices, legal services,
physicians’ offices, schools and colleges, and computer and data processing services.

If you are required to maintain OSHA Forms 300, 300A, and 301, you also must:

e Maintain, retain, and provide access to inspectors, employees, former employees, personal
representatives and authorized collective bargaining representatives to the log and summary of
work-related illnesses and injuries (Forms 300 and 300A);

e Maintain, retain, and provide access to inspectors to Form 301 Incident Reports;

e Make available to each employee, former employee, or personal representative the Form 301
Incident Report relating to that employee only;

e Make available to authorized collective bargaining representatives copies of Form 301 Incident
Reports with all information removed except the section entitled “Tell us about the case;” and

e Have the annual summary of work-related injuries and illnesses (Form 300A) certified by a
company executive and posted for each establishment between February 1 and April 30.

When posting the Form 300A, you should post it in each work establishment in a conspicuous place or
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places where notices to employees are customarily posted, such as in employee break areas or lock
rooms. You also must ensure that the posted annual summary is not altered, defaced, or covered by
other material. And finally, an executive must certify that the OSHA 300 Log has been examined and that
the annual summary is believed to be correct and complete. The certifying executive can be either the
owner or an officer of the organization, the highest ranking executive at the establishment, or the
supervisor of that highest ranking executive.

WorkLife HR® maintains your OSHA 300 Log, and it is provided to you annually. If you question
whether the log should be posted at your worksite(s), contact our Workers’ Compensation Team at
(813) 347-5445 for assistance.

IMPORTANT: This document is designed to provide a general overview of the subject. It does NOT attempt to cover all of the law’s provisions
and should NOT be used as legal advice for implementation activities. We encourage you to seek professional advice, including legal counsel,
regarding how the new requirements will affect your specific circumstances.

We take great care in the preparation of our articles and announcements. It may be very important to consult with us or other professional
advisors before implementing ideas contained in articles and announcements.

Many ideas have complexities and nuances that cannot be adequately detailed in the articles or announcements. We are not responsible for
errors, misinterpretations, or omissions, related to these articles or announcements.

This article may provide an analysis or discussion of tax matters or tax planning opportunities. Where tax matters or planning is discussed it is
intended only as an introduction to a topic or to provide a general analysis of a topic and is not intended to be applied to a particular
circumstance without further analysis. If a reader would like to determine if a tax planning opportunity set out in an article may apply to his or
her circumstances then the services of a competent tax professional should be sought. Further, in accordance with IRS Circular 230, Regulations
Governing the Practice of Attorneys, Certified Public Accountants, Enrolled Agents, Enrolled Actuaries, and Appraisers before the Internal
Revenue Service, the information in this article is not intended or written to be used as, and cannot be used as or considered to be a "covered
opinion" or other written tax advice, and should not be relied upon for the purposes of (1) avoiding tax-related penalties under the Internal
Revenue Code or (2) promoting, marketing or recommending to another party any transaction or tax-related matter(s) addressed herein, for
IRS audit, tax dispute or other purposes.
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