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OSHA 300 Logs
It is time to prepare your OSHA’s “Summary of work-related injuries 
and illnesses.” This is the first thing OSHA looks at if you have an  
inspection. Use the OSHA Tutorial on Completing Recordkeeping Forms 
for help: https://www.osha.gov/recordkeeping/tutorial.html 
If you have more than 10 employees, you are required to post the 
OSHA 300 log for 2021 begining February 1 to April 30, 2022. Please 
note that seasonal employees count in your total number of   
employees.  For example, if your company normally has 8 full-time  
employees and you hire 4 seasonal employees for harvest – in OSHA’s 
eyes you have 12 employees.  
There are three forms included with the OSHA 300 recordkeeping 
rules: the 300, 300A, and the 301 (workers compensation first report 
of injury form can be used in place of the 301 form). Only form 300A is 
posted. In order to protect the privacy of any injured workers, the form 
does not contain their names. 
A common mistake made is leaving the log blank when there have 
been no injuries or illnesses for the year. In this situation, you still must 
post the log with zeros written in the blank lines. All three forms are in-
cluded with this Update. Lastly, don’t forget to sign and date the OSHA 
300 log.

Things to Remember

• The 300A form should only 
be posted from February 1 
to April 30

• Each facility in the   
company must have a  
separate OSHA 300 log (i.e. 
If you have five facilities you 
must keep five separate logs 
with hours worked and  
average number of  
employees)

• Fill in the average number 
of employee’s section on 
the 300A

• Calculate the total hours 
worked by all employees

• Sign and date when the 
300A form was tallied

• Place “zeros” on all blank 
lines - even if there were 
no injuries for the year

• Workers Compensation 
form “first report of  
injury” can be used in pla-
ceof the 301 form

• The SIC code for elevators 
is 5153; the code for feed 
mills is 2048

• The NAICS code for  
elevators 424510; the code 
for feed mills is 311119
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What is electronic recordkeeping reporting?  If you have 20 to 250 employees in one location you are required to 
submit injury and illness records to OSHA once a year by March 2, 2022. https://www.osha.gov/injuryreporting

OSHA classifies these NAICS industries as “high- risk
OSHA 1904.41(a)(2) covered industries:

• Agriculture, forestry and fishing (NAICS 11)
• Utilities (NAICS 22)
• Construction (NAICS 23)
• Manufacturing (NAICS 31-33) FEED MILLS
• Wholesale Trade (NAICS 42) GRAIN ELEVATORS
• Industry groups (4-digit NAICS) with a three-year average DART rate of 2.0 or greater in the Retail, 

Transportation, Information, Finance, Real Estate and Service sectors.
Grain elevators NAICS is 424510 and feed mill NAICS is 311119 and both fit into OSHAs “high-risk” industry

According to OSHA, the “employer,” is an individual establishment (i.e. single physical location) where business 
is conducted or where services or industrial operations are performed. So how do I calculate my number of 
employees?

• The electronic reporting requirements are based on the size of the establishment, not the firm. 
• A firm may be comprised of one or more establishments. 
• 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.

You must have 20 employees in one location to be required to do the electronic recordkeeping. Remember 
seasonal workers count. So, at any single facility if you have 21 employees counting seasonal, you would be 
required to submit electronic records to OSHA.  

All companies are still required to complete the OSHA 300, 300A and the 301 forms. The records must be 
maintained at the worksite for at least five years. Each February through April, employers must post a summary 
of the injuries and illnesses recorded the previous year. Also, if requested, copies of the records must be provided 
to current and former employees, or their representatives.

If your company qualifies, visit this web page to set up an account:  https://www.osha.gov/injuryreporting

OSHA Electorinic Recordkeeping Reporting

How To Calculate Number of Employees


