
Recordkeeping 101
For Public Sector



Workplace Safety in the 
Public Sector

PEOSH has jurisdiction over all public sector employees in Oklahoma, 
including city, county, state, schools and municipal trusts. 

Public sector employers are not within the jurisdiction of Federal 
OSHA. (Temp employees, however, may fall under OSHA’s jurisdiction 
depending upon the contractual relationship between the host and the 
temp service.)

• PEOSH is responsible for: 

• Inspection, 

• Compliance, 

• Rule making, 

• Consultation & training



Objectives

• Discuss basic requirements of recordkeeping

• Discuss forms that must be used

• Discuss reporting requirements to OK Dept. of Labor

• Discuss Public Sector Survey

• Discuss recent regulatory changes 



Workplace Safety in the Public Sector 

The Oklahoma Occupational Health & Safety Standards Act and 
Administrative Rules: 40 O.S. §401, et seq. and OAC 380:40

• The Act also adopts:
• Federal OSHA regulations, (with a few minor exceptions). 

• CFR 1904  

• CFR 1910

• CFR 1926

• National Consensus Standards (ANSI, ASME, NEC, NFPA, etc.)



Recordkeeping vs. 
Workers’ Compensation

• PEOSH Recordkeeping and 
WORKER’S COMP are two different 
and independent systems and one 
has no bearing upon the other

• Cases may be recordable but 
not compensable, 

• Cases may be compensable, but 
not recordable.



What Make a Case Reportable

• Any on-the-job fatality

• Hospitalization of 5 or more workers for medical treatment

• Must be reported to Oklahoma Department of Labor within 48 hours  



How To Report

• Public Sector Employers must report, in writing, to Oklahoma 
Department of Labor within 48 hours on forms prescribed by the 
Labor Commissioner

• Forms available at: www.labor.ok.gov

http://www.labor.ok.gov/


Recordkeeping Basics

• There are three recordkeeping forms required 
by PEOSH to be used:

• OK Form 300 – Log of Work-Related Injuries 
and Illnesses 

• OK Form 301 – First Notice of Injury and 
Incident Report (may use alternative form if 
it meets the requirements)

• OK Form 300A – Annual Summary of Work-
Related Injuries and Illnesses



Multiple Locations

• You must maintain an OK 300/OK 300A for each physical location 
expected to be in operation for one year or greater.
• Allows a single log to cover facilities that are under one single footprint and 

are under the direct supervision of a common individual. 



Multiple Locations (Continued)

• You may keep the records for an establishment at your headquarters 
or other central location if you can:
• Transmit information about the injuries and illnesses from the establishment 

to the central location within seven (7) calendar days of receiving information 
that a recordable injury or illness has occurred; and

• Produce and send the records from the central location to the establishment 
within the time frames required by the standards…
• Note: You have four business hours to provide records to PEOSH, if requested by an 

inspector.

• Additionally:



Multiple Locations (Continued)

•What about employees in the field or other locations?
• You must link each of your employees with one of your 

establishments, for recordkeeping purposes. 
• You must record the injury and illness on the OK300 Log of 

the injured or ill employee's establishment, or on the 
OK300 Log that covers that employee's short-term 
establishment.



What is an “employee”?

• You must record on the OK300 Log the recordable 
injuries and illnesses of: 

• Employees on your payroll, whether they are 
labor, executive, hourly, salary, part-time, 
seasonal, or migrant workers. 

• Those who are not on your payroll if you 
supervise these employees on a day-to-day basis. 

• Contract employees

• Temporary labor

• If your business is organized as a sole proprietorship or 
partnership, the owner or partners are not considered 
employees for recordkeeping purposes.



Day-To-Day Supervision

• Day-to-day supervision generally exists 
when the employer: 

• "supervises not only the output, 
product, or result to be accomplished by 
the person's work, but also the details, 
means, methods, and processes by 
which the work objective is 
accomplished." 



What Makes A Case Recordable

• The injury or illness must be work-related

• The injury or illness must meet the general recording criteria
• Suffer an injury or illness that results in:

• death, 

• days away from work, days restricted or transferred

• medical treatment beyond first aid, 

• loss of consciousness 

• diagnosis of significant injury or illness, regardless of the treatment 
provided



Did an injury or illness 
occur?

Is the injury or illness 
work-related?

Is the injury or illness a 
new case?

Update the previously 
recorded injury or 

illness.

Record The CaseDo not record the case.

Yes

Yes

Yes

Yes

No

No

No

No

29 CFR 1904.4

Does the injury or illness 
meet the general 

recording criteria?

Is the injury or illness a 
new case?



• You must consider an injury or illness to be a "new case" 
if: 
• The employee has not previously experienced a recorded 

injury or illness of the same type that affects the same part 
of the body, or

• The employee previously experienced a recorded injury or 
illness of the same type that affected the same part of the 
body but had recovered completely (all signs and symptoms 
had disappeared) from the previous injury or illness and an 
event or exposure in the work environment caused the signs 
or symptoms to reappear 

What 
constitutes a 
“new case”?
(1904.6)



•Cases are work-related if an event or exposure in the 
work environment:

• Either caused or contributed to the resulting condition

• Significantly aggravated a pre-existing injury or illness

Work Relatedness
(1904.5)



Work-Related Exceptions
{1904.5(b)(2)}

• Injuries or illnesses that 
meet the following work-
related exceptions would not 
be considered recordable:



Work-Related 
Exceptions 
(Continued
{1904.5(b)(2)}

At the time of the injury or illness, the employee was present in 
the work environment as a member of the general public 
rather than as an employee. 

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.

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.



Work-
Related 
Exceptions  
(continued)

The injury or illness is solely the result of an 
employee eating, drinking, or preparing food or 
drink for personal consumption (whether bought 
on the employer's premises or brought in).

• Note: If the employee is made ill by ingesting food 
contaminated by workplace contaminants (such as lead), or gets 
food poisoning from food supplied by the employer, the case 
would be considered work-related.

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.



Work-Related 
Exceptions 
(continued)

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

The injury or illness is caused by a motor vehicle 
accident and occurs on a company parking lot or 
company access road while the employee is 
commuting to or from work. 

The illness is 
the common 
cold or flu 

Note: contagious diseases such as 
tuberculosis, brucellosis, hepatitis A, Ebola 
or plague are considered work-related if the 
employee is infected at work.  

NOTE: H1N1 is not considered common flu.



Work-Related Exceptions (Continued)

• The illness is a mental illness. 
• Note: Mental illness will not be considered work-related unless 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.



•Medical treatment means the 
management and care of a patient to 
combat disease or disorder.

•Medical treatment does not include:

• Visits to a PLHCP solely for observation or counseling

• Diagnostic Procedures

• First Aid (See the following list)

Medical 
Treatment
{1904.7(b)(5)(i)}



First Aid
(1904.7)

Using non-prescription medication at 
non-prescription strength 

Cleaning, flushing, or soaking surface 
wounds on the skin

Wound coverings, butterfly bandages, 
steri-strips

Hot or cold therapy (regardless of the 
number of treatments)

Non- rigid means of support



FIRST AID 
(Continued)

Temporary immobilization devices 
used to transport an accident victim

Drilling of a fingernail or toenail, 
draining fluid from a blister

Eye patches

Tetanus immunizations



FIRST AID 
(continued)

Removing 
splinters or 
foreign 
material

From areas other 
than the eye by 
irrigation, 
tweezers, cotton 
swabs or other 
simple means

Removing foreign material from 
the eye by simple irrigation is 
considered first aid.



First Aid 
(Continued)

Finger guards

Massage

Drinking fluids to relieve heat 
stress



Diagnosis of 
A  
“Significant” 
Injury or 
Illness
{1904.7(b)(7)}

Cancer

Chronic 
irreversible 

disease 
(asbestosis, 

silicosis, hearing 
loss, etc.)

Fractured or 
cracked bone

Punctured ear 
drum



•An injury or illness to an intimate body part 
or the reproductive system 

•An injury or illness resulting from a sexual 
assault 

•Mental illnesses 

•HIV infection, hepatitis, or tuberculosis 

•Needlestick injuries and cuts from sharp 
objects that are contaminated with another 
person's blood or other potentially infectious 
material 

•Other illnesses, if the employee voluntarily 
requests that his or her name not be entered 
on the log 

What 
Constitutes A 
Privacy

Case?
{1904.29(b)(6)-(10)}  



Posting Requirements
{1904.32(b)(3)}

YOU MUST POST A COPY OF THE ANNUAL 
SUMMARY IN EACH ESTABLISHMENT IN A 
CONSPICUOUS PLACE OR PLACES WHERE 

NOTICES TO EMPLOYEES ARE 
CUSTOMARILY POSTED. YOU MUST 

ENSURE THAT THE POSTED ANNUAL 
SUMMARY IS NOT ALTERED, DEFACED OR 

COVERED BY OTHER MATERIAL.

YOU MUST POST THE SUMMARY NO 
LATER THAN FEBRUARY 1 OF THE YEAR 

FOLLOWING THE YEAR COVERED BY THE 
RECORDS AND KEEP THE POSTING IN 

PLACE UNTIL APRIL 30.



Mandatory Annual Public Sector Survey

• Must submit records to the Mandatory Public Sector Survey
• Initial survey sent out in January of each year.

• Second notice sent out in March

• Third notice sent out in April

• Final notice goes out in May. 

• Failure to respond will result in an on-site inspection.



PEOSH’s Use of Public Sector Records

• Identifies the “State Average” incidence rate

• Utilizes data to identify public sector locations with higher than 
average incidence rates 

• Conducts site-specific inspections of high-incidence rate facilities

• Inspects all “non-responders”

• Can provide statistical analysis of user’s data, trends by various 
sectors, etc. 
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YEAR 2017 2016 2015 2014 2013 2012 2011 2010 2009 2008 2007 2006 2005

TOTAL Incidence Rate 3.7 3.8 3.8 4.0 4.3 4.5 4.7 5.0 5.3 5.1 5.4 5.1 5.6

STATE 2.5 2.6 2.8 2.9 3.1 3.1 3.4 3.4 3.8 3.7 3.9 3.4 4.1

LOCAL 4.6 4.6 4.5 4.7 5.1 5.5 5.6 6.0 6.2 6.1 6.3 6.3 6.6

CITY 8.2 8.7 8.4 8.5 9.2 10.2 10.8 12.1 11.4 11.3 12.5 12.4 12.1

COUNTY 4.7 4.0 3.6 4.4 4.3 4.4 4.7 5.2 5.6 5.9 5.8 5.7 6.4

SCHOOLS 2.9 2.8 2.8 2.9 3.2 3.2 3.4 3.5 3.7 3.5 3.7 3.5 3.8

Oklahoma Public Sector Incidence Rates

Source:  Oklahoma Department of Labor, Statistical Research Division, Public Sector Survey



PEOSH Inspection Priorities

• Imminent Danger Situations

• Fatalities & catastrophes

• Formal Employee Complaints

• Referrals

• Scheduled Inspections: Site-Specific Target List

• Non-responders

• High Incident Rates



Recent Changes from PEOSH

• Employers shall notify the Department of Labor Statistical Research 
Unit within ninety (90) days of the closing, merging, or opening of a 
new facility.

• For purposes of injury and illness recordkeeping and the Public Sector 
Survey, injuries occurring to those employees who are classified as 
volunteers are not recordable and are not included in the survey.

• Additional rules related to fines and penalties are also included in 
proposed legislation, including $500 fine for regulatory violations (i.e., 
recordkeeping & required postings)



New Rules
• 380:40-1-16. Citations

• (e) Violations of the Act shall be classified as follows:
• (1) Serious: a condition creating substantial probability that 

death or serious physical harm could result. The condition is 
the result of one or more practices, means, methods, 
operations, or processes that have been adopted or are in 
use, unless the employer did not, and could not with the 
exercise of reasonable diligence, know of the condition that 
is the basis of the violation.

• (2) Other than serious: the most serious injury or illness 
that would be the likely result of the violation cannot 
reasonably be predicted to cause death or serious physical 
harm to exposed employees but does have a direct and 
immediate relationship to the employees' safety and health.



New Rules (Continued)
• (3) Willful: a violation in which the employer either 

knowingly failed to comply with a legal requirement 
(purposeful disregard) or acted with plain 
indifference to employee safety.

• (4) Repeated: the employer has been cited 
previously for the same or a substantially similar 
condition within the past five years.

• (5) Regulatory: the violation involves posting 
requirements or injury and illness recordkeeping 
requirements.



New Rules

380:40-1-24. Fines (NEW)
(a) the Commissioner of Labor, or his or her designee, may issue an administrative fine for any and all 

violations of the Oklahoma Occupational Health and Safety Standards Act. All monies collected for 
violations of the Oklahoma Occupational Health and Safety Standards Act shall be deposited to 
the Department of Labor Administrative Penalty Revolving Fund for transfer to the General 
Revenue Fund. The following schedule of fines shall apply on a per-violation, per-day basis:

(1) Serious: $1,000.00

(2) Other than serious: $500.00

(3) Willful: $5,000.00

(4) Repeated: $5,000.00

(5) Regulatory: $500.00



PEOSH Consultation

•380:40-1-24. Fines (NEW)
• (c) Employers who voluntarily request an onsite 

inspection shall not be subject to monetary penalties for 
hazards identified during the course of the voluntary 
inspection, provided that such hazards are corrected 
within the timeframes established during the 
consultation visit.



Recordkeeping Resources

•Recordkeeping web page 
(https://www.osha.gov/recordkeeping)

•Q&A Search web page
(https://www.osha.gov/recordkeeping/faq_search/index.html)

•OSHA Fatality/Significant Injury Reporting
(https://www.osha.gov/report.html)

https://www.osha.gov/recordkeeping
https://www.osha.gov/recordkeeping/faq_search/index.html
https://www.osha.gov/report.html


Recordkeeping Resources – Public Sector

• www.labor.ok.gov

• https://www.youtube.com/watch?v=lhJdLRUXz8s

• Desarea Duncan– Statistical Research Director
• 405-521-6858

• Desarea.Duncan@labor.ok.gov

http://www.labor.ok.gov/
https://www.youtube.com/watch?v=lhJdLRUXz8s
mailto:Desarea.Duncan@labor.ok.gov


Questions?



Betsey Kulakowski, CSHO, COSS
Executive Director
Oklahoma Safety Council
405-848-8626
betseyk@oksafety.org

mailto:betseyk@oksafety.org

