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	SOP 2.02 OSHA Recordkeeping 
General Guidance for HHW Programs


Note: This guidance document is for informational purposes only and outlines basic employer requirements. The MPCA makes no guarantee that this document satisfies compliance of its users. It is the sole responsibility of your specific Household Hazardous Waste (HHW) Program employer to ensure compliance with applicable OSHA, DOT and RCRA requirements.  
1.	Introduction
The HHW Facility shall provide a safe work environment and clear procedures for reporting injuries and illnesses. Required OSHA posters must be displayed in a highly visible location. The [Program Manager] is responsible for implementing OSHA posting requirements and maintaining records of work-related injuries and illnesses for HHW Facility staff.
2.	OSHA Poster Requirements
[bookmark: 1960.12(a)]2.1 	Post all mandatory federal and state posters that inform Facility staff of their rights, responsibilities, and available resources.
2.2 Display an up-to-date Minnesota OSHA poster and any other required postings.
2.3 Place posters where Facility staff report daily.
2.4 Posters must not be altered, defaced, or covered by other materials.
3. 	OSHA Recordkeeping Requirements
3.1	General 
	A current injury and illness log (within 45 days) shall be maintained at the Facility and/or made available for inspection within 4 hours of request. Programs with 10 or more staff must record all work-related fatalities, injuries, and illnesses that result in any of the following:
· Death
· Calendar days away from work
· Restricted work or job transfer
· Medical treatment beyond first aid
· Loss of consciousness
· Diagnosis of a significant injury or illness by a licensed healthcare professional
· Needlestick or sharps injury involving contamination by another person’s blood or bodily fluids
· Work-related hearing loss meeting OSHA threshold shift criteria (≥10 dB at 2,000, 3,000, or 4,000 Hz)


3.2 	Required Forms
Pre-existing conditions are recordable only if a significant aggravation occurs; see Attachment A for recording criteria. Each Facility location shall maintain the following forms:
· OSHA Form 300: Log of Work-Related Injuries and Illnesses; summary for the previous calendar year must be posted from February 1 through April 30, even if no recordable incidents occurred.
· OSHA Form 300A: Summary of Work-Related Injuries and Illnesses
· OSHA Form 301: Injury and Illness Incident Report (or equivalent supplemental form)
3.3	Reporting Procedure
Staff must report any work-related injury or illness within seven (7) days to the designated OSHA Recordkeeping staff person. The designated person shall notify OSHA within 8 hours of any work-related fatality or inpatient hospitalization of three or more employees resulting from a single incident. The employer retains discretion to determine whether a workplace event or exposure caused or contributed to a musculoskeletal disorder, injury, or illness.
3.4	Record Retention and Access
All records must be retained for five (5) years following the end of the calendar year they cover.
Employees shall be granted limited access to their injury and illness records in accordance with OSHA regulations.
3.5	Workplace Recordkeeping State Agency 
Minnesota state five mandatory workplace posters are available free of charge and may be obtained by email request: DLI.Post@state.mn.us or 651-284-5042 or 800-342-5354
1. Safety and Health Protection on the Job
Provides information on safety and health regulations and employee protections.
2.	Minnesota Workers’ Compensation — Employee’s Rights and Responsibilities
Explains procedures employees must follow if injured on the job.
3.	Minnesota Facility Staff: You Are Entitled To …
Details state and federal wage, hour, and overtime laws and Labor Standards. 651-284-5005
4.	Know Your Rights Under Minnesota and Federal Laws Prohibiting Age Discrimination
Explains employee rights related to age discrimination and retirement. Only needed if you have more than twenty employees. 651-284-5005
5.	Unemployed?
Provides information on how and where employees may apply for unemployment insurance benefits. Contact: Minnesota Department of Employment and Economic Development (DEED) – Unemployment Insurance Division. 651-296-3644
3.6 Obtaining U.S. Government Agency Posters
Federal workplace posters are available at no cost from the agencies listed below:
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U.S. Equal Employment Opportunity Commission (EEOC)
Communications and Legislative Affairs
1801 L Street NW, Room 9405
Washington, DC  20507 800-669-3362

Family and Medical Leave Act (FMLA)
U.S. Department of Labor – Wage and Hour Division
220 S. Second Street, Room 106
Minneapolis, MN  55401 866-487-9243

Attachment A: 
Recording Criteria Decision Tree
Yes
Yes
Yes
Yes
No
No
No
No
Did the employee experience an
injury or illness?
Is the injury or illness
work-related?
Is the injury or illness
a new case?
Does the injury or illness meet the general recording criteria or the application to specific cases?
Do not record the
injury or illness.
Record the injury 
or illness.
Update the previously recorded injury or illness entry if necessary.
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STANDARD OPERATING PROCEDURE
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