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Presenter
Presentation Notes
Hello My name is Adam Hartnett and I am an Industrial Health and Safety Inspector for the Massachusetts Department of Labor Standards. Welcome to the Public Sector Employer Guide for OSHA 300 Log Record Keeping.  During the presentation, please use the Q+A feature to ask any questions. We will answer the questions posted after the presentation portion of the webinar. 



Presenters

• Adam Hartnett
– Massachusetts Department of Labor Standards
– Industrial Health and Safety Inspector II
– adam.n.hartnett@mass.gov

• Imani Bishop
– Massachusetts Department of Labor Standards
– Program Coordinator II 
– imani.bishop@mass.gov
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Presenter
Presentation Notes
Our presenters today are myself, Adam Hartnett  Industrial Safety and Health Inspector for the Workplace Safety and Health Program for Public Sector Employees. With me is my colleague Imani Bishop who is the Program Coordinator for the Bureau of Labor Statistics Survey of Injuries and Illnesses.  Both of our programs are part of the Department of Labor Standards of the Executive Office of Labor and Workforce Development.  

mailto:adam.n.hartnett@mass.gov
mailto:imani.bishop@mass.gov


Webinar Objectives

Review Department of Labor Standards 
requirements for public sector employers:

• Incident Reporting/Notification (DLS)

• Annual Survey of Occupational Injuries and 
Illnesses (BLS)

• Recordkeeping Injury and Illness  (DLS)
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Presenter
Presentation Notes
During this webinar, the following requirements for public sector employers will be reviewed.  These include incident and reporting notifications made to the Department of Labor Standards, the Annual Survey of Occupational Injuries and Illness administered by DLS for the Bureau of Labor Statistics, and Recordkeeping requirements for Injuries and Illnesses. Many of you may have heard of the OSHA 300 log and the 300A Annual Summary. We discuss who has to do this. We will not spend as much time on the “how to do this” with one exception and that will be for COVID-19 cases. 



DLS Regulations

454 CMR 25.06(1) Employers required to maintain a recordkeeping system 
for work-related injury and illness equivalent to the 
OSHA 300 Log.  (Recordkeeping)

454 CMR 25.06(3) Employers required to respond to Bureau of Labor Statistics 
(BLS) Survey if selected.  (Reporting)

454 CMR 25.06(4) Requires Employers to notify DLS of amputation, inpatient 
hospitalization, loss of eye, or fatality.  
(Reporting/Notification)

454 CMR 25.03(2) Allows DLS to review Employer’s injury records during an 
inspection. (Recordkeeping)
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Presenter
Presentation Notes
DLS has a regulation 454 CMR 25 titled Occupational Safety and Health for Public Sector workers. This slide highlights the parts of the regulation pertinent to this webinar. There is a section of the regulation for the recordkeeping requirement for work-related injuries and illnesses, a section requiring employers to respond to a request from DLS to complete the BLS survey of Injuries and Illnesses, a section requiring notification for specific types of injuries or outcomes of injuries, and a section giving DLS staff the right to review an Employer’s injury records during a workplace inspection. 



INCIDENT 
REPORTING/NOTIFICATION
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Presenter
Presentation Notes
We will now discuss Incident Reporting and Notification Requirements. 



Injury Reporting Agencies
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MA Department 
of Industrial 
Accidents

U.S. Bureau of 
Labor Statistics

MA Department of 
Labor Standards

First Report of Injury
M.G.L. c. 152 §6
M.G.L. c.111F Fire/Police 
NO CHANGE

Annual survey
NO CHANGE

OSHA 300 Log; and
Reporting certain injuries
Now Required

Presenter
Presentation Notes
There are three entities a public sector employer must report injuries too. The first is the Massachusetts Department of Industrial Accidents (DIA) which requires a first report of injury be made for workman’s compensation purposes. There are no changes to any requirements for DIA. The second is the Bureau of Labor Statistics annual survey request administered by DLS. There are no changes to any requirements for answering this survey when requested. The third entity is the Department of Labor Standards – Workplace Safety and Health Program. There are two separate requirements by DLS. The first involves timely reporting of certain types of injuries and the second involves the recordkeeping of injuries and illnesses in the OSHA 300 log and associated forms. 



Incident Notification - Who 
WHO

• Applies to ALL public sector, 
even if you are not required 
to keep an OSHA 300 Log.

• Public employee injured:  
call DLS.

• Private sector employee 
injured on town property:  
call OSHA.
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Presenter
Presentation Notes
Who must notify the proper government contacts in case of a significant injury at a public workplace? The answer is simple: All public sector employers must notify DLS in the event of a serious incident regardless of their specific requirements to keep an OSHA 300 Log.  Who to contact is determined by the specific employee who is injured. If it is a public employee contact DLS. If a private sector employee is injured on municipal property contact your OSHA regional office.



Incident Notification - What

WHAT INCIDENTS

• Fatality   (8 hours)

• Amputation  (24 hours)

• Loss of Eye (24 hours)

• Inpatient 
Hospitalization (24 hours) 
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Poster available: 
https://www.mass.gov/doc/fata
lity-catastrophe-
poster/download

Presenter
Presentation Notes
What types of injuries must be reported? Fatalities must be reported within 8 hours. Amputations, Loss of Eye, and Inpatient Hospitalizations must be reported within 24 hours.  In-Patient hospitalization is defined as a formal admission to the in-patient service of a hospital or clinic for care or treatment. 

https://www.mass.gov/doc/fatality-catastrophe-poster/download


Incident Notification - How

HOW

Contact DLS at 
508-616-0461 x1

or 
safepublicworkplacemailbox@mass.gov
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Poster: 
https://www.mass.gov/doc/fata
lity-catastrophe-
poster/download

Presenter
Presentation Notes
How must DLS be contacted – Either by phone: Dial 508-616-0461 and select Option 1 when prompted or email  Safepublicworkplacemailbox@mass.gov

mailto:safepublicworkplacemailbox@mass.gov
https://www.mass.gov/doc/fatality-catastrophe-poster/download


Incident Notification – Next Step
WHAT HAPPENS NEXT

• DLS may conduct a safety inspection. 

• Inspection may be same-day if scene 
or equipment may have contributed 
to the injury.

• DLS will coordinate with local police 
and/or the Employer’s 
Director/Superintendent.

• For some incidents DLS does not 
conduct an inspection. DLS will 
confirm with the employer that no 
further action is needed. 
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Presenter
Presentation Notes
What happens after an employer reports one of these injuries to DLS.  The Workplace Safety and Health Program may conduct a safety inspection – it could be the same day especially if the scene or equipment may have contributed to the injuries. An example of this would be a trench collapse. The DLS Inspector would want to see the present conditions that may have contributed to a trench collapsing.  DLS will coordinate with the local public safety agencies and leadership of the employer.  Sometimes, inspections are not conducted and DLS will confirm with the employer that no further action is needed upon an initial inquiry or investigation.  



BLS ANNUAL SURVEY
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Presenter
Presentation Notes
We will now switch topics and discuss BLS Annual Survey Requirements. I will be handing over the presentation to Imani Bishop who coordinates the BLS Annual Survey for both private and public sector establishments in the State of Massachusetts.



BLS Annual Survey
• Each year, approximately 

300 public-sector 
employers in 
Massachusetts are selected 
for the annual BLS survey 
called the Survey of 
Occupational Injuries and 
Illnesses (SOII)

• These employers are 
selected by the BLS in 
Washington D.C.
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Presenter
Presentation Notes
The Survey of Occupational Injuries and Illnesses, or SOII as we will refer to it, is a federal/state cooperative initiative that collects pertinent information to publish estimates on occupational injuries and illnesses. Each year, more than 200,000 employers across the country receive a survey which requests information from the employer’s OSHA 300 Log, Form 300A, and Form 301. In Massachusetts, the SOII is administered by the Department of Labor Standards, more specifically, the occupational safety and health statistics program which is different from the program that conduct workplace safety and health inspections. Data that is submitted to the BLS survey is kept confidential and not shared with DLS inspection staff or any other state agency. Public sector employers are required to respond to the BLS data request from DLS and provide OSHA 300 Log information if they get such a notification from BLS.If selected, a pre-notification letter will be sent in December of the year prior to the collection year. (i.e. The BLS will send a letter in December 2021 notifying the employer that their calendar 2022 information will be requested in January 2023.)A town can get more than one request letter due to having multiple establishments e.g. library, fire department, or water department. The BLS Survey may require OSHA 300 Log information regarding a school district, even though schools are usually exempt from maintaining an OSHA 300 Log in a typical year. (See Appendix A of this guide for exempt categories.) The advance letter provides notice that for next calendar year, the OSHA 300 Log will be mandatory. The school district may revert to not maintaining an OSHA 300 Log in years when that employer is not selected by the BLS Survey. The employer must track work-related incident data throughout the calendar year. A survey instruction form will be sent with log-in information in January after the collection year.In addition to 300A and 300 Log data, 301 case detail form, or similar, will need to be completed for cases that are recordable per 1904.7.Employers can compare their performance to national data at https://www.bls.gov/iif/data.htm.� 



Mandatory Response to BLS

ALL public sector employers are required to 
respond to the BLS SOII. 

• Effective calendar year 2019.
• Required even if that department is not typically required to 

keep an OSHA 300 Log (i.e. school).  The school can revert to 
not keeping an OSHA 300 Log the next year if they are not 
selected for the BLS survey. 
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Survey Selection Process
• The selection process is random, however based on the 

characteristics below, some establishments are more 
likely to be selected

• The main criteria for selection are: industry 
classification, location, and size of establishment. 

• Multiple departments can be selected, for example a 
town’s DPW and Police Department can be selected in 
any given survey year.

• If you are unsure of whether you have been selected or 
which department/location was selected please contact 
us as soon as possible.
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Presenter
Presentation Notes
The following slide talks about the cycle of the SOII and when you can expect to receive notification of selection and other important time frames.



BLS SOII Process

October 2021 - U.S. BLS random selection

December 2021 – The BLS Program at DLS issues letters to Employers 
who have been selected  for the 2022 survey. Emails will be sent for 
establishments that have chosen to communicate via this option. 

January 2022-December 2022:  Employers selected for BLS survey are 
required to maintain an OSHA 300 Log  (even if typically exempt).

January 2023 – The BLS Program at DLS begins collection of the 2022 
data.  Employers who are selected are required to respond.

December 2022- DLS compiles report.  BLS compiles national data.
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Presenter
Presentation Notes
Once BLS has determined the survey universe for a given year we do our best to refine that universe so that when the survey is mailed out it reaches the right person at the right location.



Confidentiality

SOII Data is confidential.  

The BLS Program at DLS 
does not share data with 
DLS inspectors:

• Injury information
• Names of departments 

selected for survey
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Presenter
Presentation Notes
All microdata is kept confidential we will never release company name, company-specific incident data, or injury and illness case details. Even with other programs at DLS.Once your organization’s data is collected, it is pooled with other organizations with the same industry code and estimates are produced collectively.



Visuals of SOII material

• Prenotification form
• BLS SOII Instruction form
• Important form fields: Report For, Address, 

Establishment ID/User ID/Temp PW, NAICS 
Code

• Internet Data Collection Facility (IDCF).



Pre-notification Letter

Presenter
Presentation Notes
Pre-notification letters are mailed in December and will be accompanied by the OSHA 300 Forms.2.  The form will identify the establishment(s) that is selected. This is very important, if unclear contact us as soon as possible.



SOII Instructions Letter

Presenter
Presentation Notes
In January, the SOII Instructions letter is mailed to employers.  The instruction form will include three important pieces of information: 1) the web address for the Internet Data Collection Facility (IDCF), the site you will use to report the data you have been compiling all year; 2) the login credentials for the specific establishment; and 3) the establishment ID number for the specific establishment.



SOII address label fields
• “Your Company Name” 

typically is listed as for 
example “Town of Ayer ” 
or “City of Salem” 

• The specific department 
such as Highway 
Department will be listed 
on the secondary 
company name.

• The default addressee is 
“HR” or “OSHA 
Recordkeeper.” 

– Contact DLS to have this 
changed if necessary. 

Presenter
Presentation Notes
Report For can be a department name, address, or “address below”For more clarification on which establishment was selected, you can refer to the NAICS code or contact us at the number listed.When we do not have a pre-designated contact person, we will typically send the forms to the attention of “human resources”.



Internet Data Collection Facility (IDCF)
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Presenter
Presentation Notes
As mentioned before, the internet Data Collection Facility is the web-based site that survey respondents use to enter their survey data. The IDCF mimics the fields of the 300A and 301 forms to make it easy to transfer the data you’ve been collecting.  If you have received multiple survey requests, you can use any of the credentials from any of the forms to login and create account.  Once you have created an account, you will use these same credentials each time you login, however you will need to add each establishment to this account. The system will prompt you to do this once the account is created.



BLS SOII Results

Injury reports contain aggregate data. There is 
no identifying employer information.
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BLS reports:  www.bls.gov/iif/ MA reports: mass.gov/service-
details/occupational-safety-
and-health-program-
information

Presenter
Presentation Notes
After the SOII collection period is over, our program transitions to data quality review.  During this period you may receive follow-up questions about your survey data from our office. Once this review is complete, BLS tabulates statistics and tables which we use to produce our annual reports.  These tables can also be found on the BLS website.



Multiple Requests

A municipality may receive 
more than one BLS survey 
since they have distinct 
NAICS classifications:

– School
– Fire
– Water
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Want more 
information?

• WWW.BLS.GOV/RESPONDENTS/IIF
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OSHA 300 SUMMARY
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Presenter
Presentation Notes
Next we are going to talk about OSHA 300 logs. Our written guide accompanying the invite to this webinar contains links to these forms and links to instructions on how to use them. 



OSHA 300 Required

• More than 10 employees AND not in an 
exempt NAICS code based on the primary 
industry the department is in.

• In an exempt NAICS code and/or having 10 or 
less employees BUT selected to participate in 
the BLS SOII survey, the establishment must 
do recordkeeping for that calendar year.  
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Presenter
Presentation Notes
Recordkeeping of injuries and illnesses is required for public sector establishments when they have more than 10 employees and they are not in an exempt NAICS code based on the primary industry the establishment is in. If an establishment, that is exempt per employee headcount and/or being in an exempt NAICS code, is selected for the BLS SOII survey, then recordkeeping must be done using the OSHA 300 log form for that calendar year.    As a convenience, upcoming slides in this presentation and our guide, “OSHA 300 Employer Guide for Public Employers,” give lists of typical municipal departments that are not exempt and exempt. �



Mandatory NAICS categories
o Airport, scheduled air transportation [4811]
o Ambulance services [621910]
o Drinking water supply [221310]
o Electric power distribution [221122]
o Fire Department (including volunteer, per diem, on-call, and full time. Include EMS and ambulance 

services when managed by the Fire Department) [922160]
o Highway, Street, Bridge maintenance and construction [2373]
o Housing Authority, services to buildings and dwellings [5617]
o Medical and Surgical Hospitals [6221]
o Museums, historical site, and other institutions [7121]
o Police Department [9221]
o Public Transportation [Bus systems: 4851123; mixed mode rail, bus, subway: 485111]
o Public Works [2373]
o School transportation [4854]
o Sheriff department [922120]
o Solid waste landfill [562212]
o Solid waste transfer station [562111]
o Sewage Treatment [221320]
o Waste collection and sanitation [5621]
o Zoo [712130]
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Presenter
Presentation Notes
Here are some types of industries that are required to do an OSHA 300 log.  Police Departments, Fire Departments, Public Works, Water Treatment, Wastewater Treatment, and Highway Maintenance are the most common industries within a municipality. 



Exemptions for OSHA 300 
Recordkeeping

• Employers with 10 or less employees.
• Employers with any amount of employees, in the 

following Industries based on NAICS code
• Accounting, payroll services [5412]
• Airport providing non-scheduled air transportation [4812]
• Business, professional, labor, political, and similar organizations [8139]
• Child daycare services [6244]
• Colleges, universities, and professional schools [6113]
• Community colleges [6112]
• Data processing, hosting, and related services [5182]
• Education support services [6117]
• Elementary and Secondary Schools, including vocational technical school [6111]
• Engineering, accounting, research, management, and related services [5413]
• Information services [5191]
• Insurance and employee benefit funds [5251]
• Internet service provider [5181]
• Library and archives [519120]
• Office administrative services, town/city hall offices [5611]
• Radio, television broadcasting [5151]
• Telecommunications and telecommunication carriers or resellers [5172]
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Presenter
Presentation Notes
When is an establishment exempt from recordkeeping? First - employers with 10 or less employees throughout an entire calendar year are exempt. Part-time and Full time status does not factor in. Thus, an employer could have 11 part-time employees and be required to complete injury and illness recordkeeping.  Second – there are many industries based on the NAICS codes that are exempt. Common NAICS Codes that could be an industry of a public sector employer include: Accounting/Payroll Services, Child Daycare Services, Elementary and Secondary Schools (including vocational/technical schools),  Libraries, and Office administrative services (includes town/city hall offices).   This slide has highlighted common municipal departments. For full list of exempt departments, refer to the DLS OSHA 300 Employer Guide for Public Employers.



Combined Departments  

Example  1: 
• School departments might employ their own bus 

transportation or contract with a private vendor.  
• The municipality is required to keep an OSHA 300 

Log for the municipal bus transportation 
employees. 

• The other school employees (teachers, support, 
administration, custodial, dietary) are exempt 
due to their NAICS code. 

• Vendors are responsible for their own logs.
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Presenter
Presentation Notes
Often there are combined departments who have different recordkeeping requirements. One example involves schools and school bus transportation.  If a school has their own bus transportation hired by the municipality, an OSHA 300 log must be kept for the municipal bus transportation employees since there is a NAICS code for School Transportation [NAICS 4854]. The other school employees are exempt due to their NAICS code. 3rd Party vendors that are contracted by the municipality are responsible for their own logs. 



Combined Departments  

• Example 2:
Municipality is not required to keep the OSHA 
300 Log for cemetery workers when those 
employees are dedicated solely to the cemetery.

Cemetery workers are exempt due to NAICS 
Code for Death Care Services. 

30

Presenter
Presentation Notes
Another example of combined departments would be municipally run cemeteries. The municipality is not required to keep OSHA 300 log for Cemetery workers when those workers are dedicated solely to the cemetery due to the industry having an exempt NAICS code. If the Highway Department or Parks and Recreation employees work in the cemetery along with additional locations, a log for those employees would be needed. 



OSHA 300 
Log of Work-Related Injuries and Illnesses

• OSHA 300 Log is used 
for the following
– Classify work-related injuries and 

illnesses

– Note the extent and severity of 
each case. 

– When an incident occurs, use the 
Log to record specific details about 
what happened and how it 
happened. 

– The OSHA 300 Log is a tool for 
employers to identify injury 
patterns.

– Do not submit the OSHA 300 Log to 
DLS unless requested to do so.
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Presenter
Presentation Notes
Now we will discuss the specific forms involved in recordkeeping. The OSHA Form 300 is the form used throughout a calendar year to record injuries and illnesses. The log is used to classify work-related injuries and illnesses and note the extent and severity of each case.  The log is used to record details about what happened and how it happened.  Employers can use this log as a tool to identify injury patterns. For example – an employer looks at a list of injuries and discovers half of them were lower back injuries from lifting manholes.  Handling heavy manholes would be an area for the employer to investigate and make safety improvements. Please note there are no annual reporting requirements to DLS for this form. 
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Presenter
Presentation Notes
Here is a close up view of the OSHA 300 log – (Quickly summarize columns) 



OSHA 300 
Can Electronic or alternative Forms be used?

• YES – as log as the information required in the 
logs is present and can be printed on demand. 

• Examples of alternative forms: 
– Executive Branch agencies use the HRD e-services  
– Software used by Workers’ Compensation 

agencies serving the public sector. 
– Third-party software from companies specializing 

in Environmental Health and Safety issues such as 
OSHA Recordkeeping. 
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Presenter
Presentation Notes
A common question that is often asked is “Can an employer create their own spreadsheet for use as an OSHA 300 log?” The answer is YES. Employers are allowed to use an excel spreadsheet or other alternative form if similar information is present and it can be printed on demand.  The Executive Branch in the state has a database managed by HRD, many Workers' Compensation agencies have software, and finally there are third-party software platforms that can also be used. 



OSHA 301 
Injury and Illness Incident Report

• The OSHA 301 Injury and Illness Incident 
Report is the first form you must fill out 
for each recordable work-related injury 
or illness that has occurred.  

• Must be filled out within 7 calendar days 
of receiving information on the injury

• Shows the extent and severity of work-
related incidents. 

• Note:  The OSHA 301 form looks similar 
to, but is different from, the DIA Form 
101 – Employer’s First Report of 
Injury/Fatality. Employers are required 
to submit Form 101 electronically to DIA. 
Do not submit Form 101 or OSHA 301 to 
DLS.
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Presentation Notes
The next form we will discuss is the OSHA 301 Injury and Illness Report. When a recordable work-related injury or illness has occurred the OSHA 301 Injury and Illness Report is the first form you must fill out. It must be done within seven calendar days of receiving information on the injury.  It shows the extent and severity of the work-related incident. This form shares similarities with the DIA Form 101 for First Report of Injury/Fatality. Though Form 101 must be submitted by employers to DIA, the OSHA 301 report does not have to be submitted to DLS.  Employers then extract information from the individual OSHA 301 forms and enter it in the OSHA 300 log. 
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Presenter
Presentation Notes
Here is a close up of the OSHA Form 301. 



OSHA 300A  
Summary of Work-Related Injuries and Illnesses

• The OSHA 300A Summary of Work-
Related Injuries and Illnesses form is 
used to display basic metrics related 
to injuries and illnesses of an 
establishment within a calendar 
year.

• The OSHA 300A is a tool for 
employers to notify employees 
about the prevalence of injuries at 
their workplace. 

• Employers should be prepared to 
provide the average number of 
employees and annual total hours 
worked by each establishment 
requested for BLS Survey.

• Do not submit the OSHA 300A to 
DLS unless requested to do so. 
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Presentation Notes
The final form is the OSHA 300A – Summary of Work-Related Injuries and Illnesses. This form is the summary of Work-Related Injuries and Illnesses for a workplace for a given calendar year. It displays basic metrics related to these injuries and illnesses.  It is used to notify employees about the prevalence of injuries in the workplace due to its posting requirement. Two parts of this form are important for an employer if chosen for the BLS SOII: Average Number of Employees and Annual Total Hours worked.  This form also does not have to be submitted unless asked for by DLS. We will discuss annual posting requirement of the form in a later slide. 
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Presenter
Presentation Notes
Here is a close up of the OSHA 300A posting. 



Number of OSHA 300 Logs required for 
Municipalities/State Agencies 

• Multiple OSHA 300 Logs may be needed for a 
particular agency or city that has several departments

– Example 1:Department of Conservation and Recreation 
has Flood Control Program and Bureau of Ranger Services

– Example 2: The City of Boston has several large 
departments such as Boston Police, Boston Fire,  Boston 
Water and Sewer Commission and the Boston 
Transportation Division. 

• Online Database for all can be used if the data can be 
sorted by department
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Presenter
Presentation Notes
We just quickly reviewed the three types of forms involved in recordkeeping. Now we will discuss the number of logs required for an individual municipality or state agency.  Multiple logs may be needed for a particular agency or a city with several departments. One example would be a large state agency such as Department of Conservation and Recreation. They may need to have individual logs for their departments such as the Bureau of Ranger Services and the Flood Control Program. A second example would be for a large city such as Boston. They have several large departments such as Boston Police Department, Boston Fire Department, Boston Water and Sewer Commission and Boston Transportation Division that would require individual logs.  As mentioned earlier, a centralized electronic database can be used if the data can be sorted by department. 



Number of OSHA 300 Logs required for 
Multiple Locations

• Cites and Towns with multiple buildings or locations, these locations can 
be combined on one form:

• Locations operated as a single business under common management. 
• The locations are all located in close proximity to each other.
• One set of business records are kept for the locations

– Records on employee headcount
– Records on wages and salaries, 
– Records on sales or receipts
– Other kinds of business information. 

Examples:
• A public works department can combine OSHA 300 Log information on the 

same form when water, sewer and highway activities are operated as a 
single business operation

• A fire department with multiple station houses can combine into a single 
OSHA 300 log.  
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Presentation Notes
Besides having multiple departments, a municipality may have multiple locations for one of its departments.  A department with multiple locations can be combined on one form if they meet the following: -All the locations are operated as a single business under common management, the locations are all located in close proximity to each other, and one set of business records are kept for the locations such as employee headcount, wages, salaries, business proceeds (sales, receipts) and other kinds of business information.  Here are two examples: First, a public works department can combine OSHA 300 log information on one form when water, sewer, highway and even parks are operated as a single business operation.  Second, a fire department with multiple station houses can combine their data into one OSHA 300 log.  



Annual Posting of OSHA 300 Log Data 
• Public sector workplaces are required to post 

their OSHA 300A form in a conspicuous 
location from February 1st through April 30th. 
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Presentation Notes
There is an annual posting requirement of OSHA 300 Log data. The completed OSHA 300A form must be posted in a conspicuous location from February 1st through April 30th each year for the previous calendar year.  A great example of a location to post would be a bulletin board in an employee break room. 



Online Submissions to State and 
Federal Agencies

• Public sector employers do not submit their OSHA 300 
Log to the OSHA online tracking application. 
www.osha.gov/injuryreporting

• This does not remove the Form 101 submission 
requirement with DIA. 
– https://www.mass.gov/how-to/file-an-employers-first-

report-of-injury-illness-or-death-form-101-online

• Employers selected for the BLS survey will be sent log-
in information in January after the collection year
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Presentation Notes
There is a requirement for private sector employees to submit OSHA 300 log data to Federal OSHA. Public Sector employers do not have to submit their OSHA 300 Log information to the OSHA online tracking web portal.  That is for private sector only in Massachusetts.  However, DLS wants to stress that the Form 101 Submission is still required by DIA.  As discussed in previous slides by Imani Bishop, those selected for the BLS Survey will be sent in log-in information in the  January after the collection year. 

http://www.osha.gov/injuryreporting
https://www.mass.gov/how-to/file-an-employers-first-report-of-injury-illness-or-death-form-101-online


Retention of Recordkeeping Forms
• Public sector employers must save the following for 5 years 

following the end of the calendar year these records cover. 

– OSHA 300 Log
– The privacy case list (if one exists), 
– The OSHA 300A Annual Summary
– All OSHA 301 Incident Reports
– Records may be kept electronically.

• During the 5-year storage period update the following: 

– Newly discovered recordable injuries or illnesses
– Changes that have occurred in the classification of previously recorded 

injuries and illnesses. These changes must be removed or “lined out” 
– Annual Summary 300A and the individual OSHA 301 Incident Report 

forms do not have to be updated. 
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Presenter
Presentation Notes
The OSHA 300 Log, Privacy Case List if needed, OSHA 300A Annual Summary, and each OSHA 301 report must be kept for 5 years. Electronic records are acceptable. During the 5 year period you may have to update the 300 log for the following: newly discovered recordable injuries and illnesses and/or changes in classification of previous entries. The 300A Annual Summary and individual 301 reports do not have to be updated. 



Guidance for Recordkeeping for 
COVID-19 cases

• DLS sent a memo to state agencies on 03/23/2021 for COVID 
reporting regarding OSHA Recordkeeping Enforcement 
memorandum for COVID dated 05/19/2020.
– https://www.osha.gov/memos/2020-05-19/revised-enforcement-

guidance-recording-cases-coronavirus-disease-2019-covid-19

• Employers are responsible for recording cases of COVID-19 if 
all of the following requirements are met:
– The case is a confirmed case of COVID-19, as defined by the CDC;
– The case is work-related, as defined by 29 CFR § 1904.5; and
– The case involves one or more of the recording criteria set forth in 29 

CFR § 1904.7 (e.g., medical treatment, days away from work).
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Presentation Notes
Since we are still handling the COVID-19 pandemic, we do want to discuss how to handle recordkeeping of illnesses that would be considered work-related.  In March of 2021, DLS sent a memo to state agencies on OSHA Recordkeeeping Enforcement Memorandum and the link is the slide and guide.   COVID-19 cases must be recorded in the OSHA 300 Log and an individual 301 form must be filled out if the following requirements are met: an employee has a confirmed case of COVID-19 as defined by CDC, it is work-related and involves one or more of the recording criteria such as medical treatment, days away from work, etc.  How to determine work-related will be discussed on the next slide. 

https://www.osha.gov/memos/2020-05-19/revised-enforcement-guidance-recording-cases-coronavirus-disease-2019-covid-19


COVID Cases Likely Work-Related

• Workers who work closely together

• Lengthy, close exposure to a particular customer or 
coworker 

• Frequent, close exposure to the general public
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Presentation Notes
OSHA lists three scenarios where a COVID-19 case is likely work related.  Cases developed amongst those who work closely together Cases developed shortly after close contact with customer/co-worker who has a confirmed case of COVID-19 Cases with an employee who has frequent and close exposure to general public in an area with ongoing community transmission. All three of these scenarios require that there is no alternative explanation (i.e. got it from my spouse, child, at a concert)



Likely Not Work Related

• Single worker  has COVID-19 and their job 
duties do not include having frequent contact 
with the general public

• An employee, outside the workplace, closely 
and frequently associates with someone has 
COVID-19
– is not a coworker 
– and exposes the employee during the period in 

which the individual is likely infectious.
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Presentation Notes
Cases that are likely not work-related are the following: a single employee is the only worker who got COVID-19 in a group or vicinity, and they do not have frequent contact with general public.  An employee outside the workplace associates and becomes a close contact with someone who has COVID-19, is not a co-worker, and exposes the employee during the period in which the individual is likely infectious. 



SCENARIOS FOR PUBLIC SECTOR 
ESTABLISHMENTS
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Presentation Notes
Before we go on to Questions and Answers lets go over some examples for public sector establishments. 



Scenario:  K-12 School
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DIA First Report of Injury Continue your current process for worker’s 
compensation reporting

OSHA 300 in typical year NOT REQUIRED for NAICS 6111, 6117 
Elementary and Secondary Schools, including 
vocational technical; and education support services

OSHA 300A posted 
Feb-April

NOT REQUIRED
- Not required to post 300A, even if selected for BLS survey. 

Selected for BLS survey RESPONSE REQUIRED. 
OSHA 300 Log, OSHA 301, 300A are required for that specific 
survey year.  School may revert to not keeping an OSHA 300 
in years they are not selected for BLS survey.
Survey may ask for the entire school district or a particular 
school.

Notice to DLS of amputation, 
loss of eye, inpatient 
hospitalization or fatality

REQUIRED 

Presenter
Presentation Notes
Our first scenario is a K-12 school. 



Scenario:  Fire Department
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M.G.L. c.111F Continue your current process for worker’s 
compensation reporting. 

OSHA 300 REQUIRED.
- May combine multiple stations on the same log. 

Include career, per-diem, on-call, volunteer staff.
- May combine Fire and Ambulance Services when operated as a single 

business operation under common management and employer keeps 
one set of records for these employees. 

- Do not include Ambulance Services if this is conducted by a private 3rd

party contractor.
NOT REQUIRED if there are 10 or less employees for the whole year.

OSHA 300A posted 
Feb-April

REQUIRED if there are greater than 10 employees
NOT REQUIRED if there are 10 or less employees 
for the entire year.  

Selected for BLS survey RESPONSE REQUIRED, regardless of number of employees 

Notice to DLS of amputation, 
loss of eye, inpatient 
hospitalization or fatality

REQUIRED

Presenter
Presentation Notes
Our second scenario will be a Fire Department



Scenario:  Airport
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DIA First Report of Injury Continue your current process for worker’s 
compensation reporting

OSHA 300 in typical year REQUIRED for NAICS 4811 – Scheduled air 
transportation, unless there are 10 or less employees 
for the whole year. 
NOT REQUIRED for NAICS 4812 – Non-
scheduled air transportation, even when the 
airport has more than 10 employees.

OSHA 300A posted 
Feb-April

REQUIRED for Scheduled Air Transportation.
NOT REQUIRED for nonscheduled airports, or if the 
airport providing Scheduled Air Flights has 10 or less 
employees, even if selected for annual BLS survey. 

Selected for BLS survey RESPONSE REQUIRED for any type of airport when 
selected, regardless of number of employees. OSHA 300 
Log, OSHA 301, and 300A are required for that specific 
survey year for airports normally exempt. 

Notice to DLS of amputation, 
loss of eye, inpatient 
hospitalization or fatality

REQUIRED for all public sector airports.

Presenter
Presentation Notes
Our third scenario is for an Airport.



Scenario:  Public Works
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DIA First Report of 
Injury

Continue your current process for worker’s compensation 
reporting.

OSHA 300 Log REQUIRED 
- Not required if there are 10 or less employees for the 

whole year.
- May combine highway, water, sewer on the same form 

when they are operated as a single business operation 
under common management and employer keeps one 
set of records for these employees. 

- Keep a separate OSHA 300 Log when budgets and 
personnel are separate.

OSHA 300A posted 
Feb-April

REQUIRED, unless there are 10 or less employees for whole year

Selected for BLS survey RESPONSE REQUIRED, regardless of number of employees

Notice of amputation, 
loss of eye, fatality or  
inpatient hospitalization

REQUIRED, regardless of number of employees
- Injured person is municipal employee – contact DLS
- Injured person is a private contractor  (HVAC, electrician, 

contractor, etc.) – contact OSHA

Presenter
Presentation Notes
The fourth scenario is for a town hall.



Scenario:  Town Hall 
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DIA First Report of Injury Continue your current process for worker’s 
compensation reporting.

OSHA 300 in typical year NOT REQUIRED 
- NAICS code is exempt

OSHA 300A posted 
Feb-April

NOT REQUIRED
- Not required to post 300A, even if selected for BLS survey. 

Selected for BLS survey RESPONSE REQUIRED. 
OSHA 300 Log, OSHA 301, 300A are required for that specific 
survey year.  The municipal offices may revert to not keeping 
an OSHA 300 in years they are not selected for BLS survey.

Notice of amputation, loss of 
eye, inpatient hospitalization 
or fatality

REQUIRED 
- Injured person is municipal employee – contact DLS
- Injured person is a private contractor  (HVAC, electrician, 

contractor, etc.) – contact OSHA

Presenter
Presentation Notes
The fifth and last scenario is for a town hall. 



DLS Posters and OSHA Forms

52

Workplace Safety 
Rights Poster for 
Public Sector

https://www.mass.gov/doc/w
orkplace-safety-and-health-
protection-for-public-
employees-poster/download

Notification of 
amputation, 
loss of eye, 
inpatient 
hospitalization, 
fatality

https://www.mass.gov/d
oc/fatality-catastrophe-
poster/download

OSHA 300A
Feb 1-Apr 30 only

For employers 
required to keep an 
OSHA 300 Log.
https://www.osha.gov/sites/d
efault/files/OSHA-RK-Forms-
Package.pdf

Presenter
Presentation Notes
Here are the links to the DLS posters required and a link to the packet containing the OSHA forms (300, 301, 300A)



Contact DLS
Questions about: Contact:

BLS data survey
Imani Bishop
MA Department of Labor Standards
Imani.bishop@mass.gov
617-626-6948

OSHA 300 Log requirements Workplace Safety and Health Program
MA Department of Labor Standards
508-616-0461 x1
safepublicworkplacemailbox@mass.gov

Notice of amputation, loss of 
eye, inpatient hospitalization, 
fatality

Workplace Safety and Health Program
MA Department of Labor Standards
508-616-0461 x1
safepublicworkplacemailbox@mass.gov
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Presentation Notes
Before we go to Q+A – here are contacts for any future questions you may have. Anything relating to the BLS Data Survey please contact Imani Bishop. For OSHA 300 Log questions please contact DLS Workplace Safety and Health Program by phone or email. For notice of amputation, loss of eye, inpatient hospitalization and fatality please contact DLS Workplace Safety and Health Program by phone or email.

mailto:Imani.bishop@mass.gov


QUESTIONS AND ANSWERS
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Presentation Notes
ASK THE AUDIENCE IF THERE ARE ANY QUESTIONS AND GO THROUGH THE Q+A CHATBOX
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