SCOTTS VALLEY FIRE

PROTECTION DISTRICT REDieT |
STANDARD ARTICLE: II SOP: 2121
OPERATING SECTION: Safety: 2100
PROCEDURES SUBJECT: OSHA Reporting and Form 300

DATE APPROVED: | )77/ 7004

APPROVED: ol vl L7 Aty

=

Purpose

To assure compliance with Cal OSHA requirements for properly recording and reporting
work place injuries. ‘

Scope

These procedures will be adhered to by supervisors who are responsible for reporting and
recording employee injuries based on the procedures herein.

Definitions

Iliness In the context of work related injuries, generally over a period of time and
as a result of exposure to contagious disease or propagated by exposure to
a toxin.

Injury Results from an instantaneous event and/or accident in the work place.
OSHA qualifies work related injuries based on specific circumstances as
reportable or recordable.

Log See definition for OSHA 300

OSHA Occupational Safety and Health Administration. (Federal)

Cal OSHA California Occupational Safety and Health Administration, which

regulations are generally more restrictive than the federal regulations.

OSHA 300 Refers to the OSHA 300 form used to record workplace injuries and
illnesses for the current calendar year. The term is also used to refer to the
federal OSHA 1904.0 — 1904.46 standard requiring recording and
reporting of occupational injuries and illnesses.

OSHA 300A Refers to the OSHA Form 300A Summary of Work-Related Injuries and
Illnesses. Also referred to as the summary or annual summary.
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OSHA 301 Refers to the OSHA Form 301 Injury and Illness Incident Report, which
must be filled out within seven (7) calendar days after receiving
information that a work-related injury or illness has occurred. An
equivalent form may be substituted such as the state workers’
compensation first report of injury form, as long as it contains all the
information included on the OSHA 301.

Work Related | Injuries or illnesses are work related if an event or exposure in the work

Injuries or environment either caused or contributed to the resulting condition or
IInesses significantly aggravated a pre-existing injury or illness. It must also be
(OSHA something that the worker is not equally exposed to outside the work
Definitions) environment; such as a common cold.

Serious Injury | Any injury or illness occurring in a place of employment or in connection
with any employment which requires inpatient hospitalization for a period
in excess of 24 hours for other than medical observation or in which an
employee suffers a loss of any member of the body or suffers any serious
degree of permanent disfigurement. This does not include any injury or
illness or death caused by the commission of a Penal Code violation,
except the violation of section 385 of the Penal Code, or an accident on a
public street or highway.

Procedure

An OSHA 300 log will be kept at the headquarters station for both locations operated by the
District. It will be produced immediately by FAX or copy, if necessary, for the Glenwood
Station. An OSHA 300 log will be completed for each calendar year (January 1 through
December 31). The completed log from each calendar year will be retained for a minimum
of five (5) years in the administrative office.

For each work related injury that is reportable or recordable, the supervisor will complete
the workers compensation forms pursuant to the SOP on work related injuries, including an
OSHA form 301 for each injury. Upon receipt of that paperwork, the administrative staff
will make an entry on the OSHA Form 300 log. Such entry will be made within seven (7)
days of the injury.

Recording an incident does not imply compensability, admission of wrongdoing, or that an
OSHA standard has been violated.
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Requirements for OSHA Form 300

OSHA Form 300, titled the "Log of Work-Related Injuries and Illnesses," is a log of
injuries that have occurred. Data is taken from the OSHA Form 301. Form 300 must
be completed within seven working days of an incident.

Work-related injuries/illnesses that must be recorded include, skin diseases and/or
disorders caused by exposure to workplace chemicals or other substances, respiratory
conditions associated with exposure to hazardous biological agents such as vapors,
fumes, chemicals, gases or dust, poisoning caused by excessive exposure to toxic
substances absorbed from workplace toxins, injuries that result in loss of consciousness,
death, medical conditions requiring treatment beyond simple first aid, hearing loss
induced by workplace noise and any work-related injury diagnosed by a health care
professional.

Other occupational incidents that must be recorded include heat exhaustion, frostbite,
effects of ionizing radiation and the contraction of blood-borne pathogenic diseases
including HIV, AIDS and hepatitis B or C.

Recordable Injuries/Ilinesses on the OSHA 300 Log

A recordable incident is any work-related injury or illness that results in:
© Death (see next section specific to work-related deaths)
Loss of consciousness
Days away from work
Restricted work or transfer to another job
Medical treatment beyond first aid
Diagnosis by a physician or other licensed health care professional
Work-related case involving cancer
Work related chronic irreversible disease
Punctured eardrum or a fracture or cracked bone

Needle stick or cut from a sharp object contaminated with another person’s
blood or other potentially infectious material (OPIM)

Tuberculosis infection
© Hearing loss with significant threshold shift (STS)
® Any case requiring medical removal of an employee

o e 9 9 @ © © o0 o
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Instructions for OSHA Form 301

OSHA Form 301, the "Injury and Illness Incident Report," requires comprehensive data
regarding incidents logged onto Form 300. Information must include how and where the
injury or illness occurred, the employer's name and location, and the employee's name,
home address, sex, date of birth and workplace position. Form 301 must also give a
comprehensive description of the injury or illness resulting from the incident, the name
of the attending physician and the date of the incident. The position of the individual
preparing Form 301 must also be included. Form 301 must be kept on file for five years.
Failure to do so can result in fines and/or penalties.

Requirements for OSHA Form 3004

The OSHA 300A is a summary report of injuries and is required to be posted from
February 1 through April 30 following the calendar year covered on the OSHA 300 log.
It will be posted at each fire station and the administrative office consistent with the
location of other required employee notices and postings. It will be maintained for the
required period and removed on May 1.

This form summarizes information from Form 300 so that workers may be made aware
of the number of workplace injuries that occurred the previous year, If there are no
injuries for the previous year, the 300A will be posted stating “none”. Zeros will be
entered on the total line.

First Aid Only
Injuries resulting in “First aid only” are not recordable.

First aid is defined as:
® using non-prescription medications at non-prescription strength
© administering tetanus immunizations
® cleaning, flushing, or soaking wounds on the skin surface

@ using wound coverings such as bandages, adhesive strips, gauze pads,
butterfly bandages, etc.

® applying hot or cold therapy
® using non-rigid means of support, such as elastic bandages, wraps, non-rigid
back belts, etc.

@ using temporary immobilization devices while transporting an accident
victim (splints, slings, neck collars, or back boards)
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@ drilling a fingernail or toenail to relieve pressure or draining fluids from
blisters

@ using eye patches

® using simple irrigation or a cotton swab to remove foreign bodies not
embedded in or adhered to the eve

® using irrigation, tweezers, cotton swabs, or other simple means to remove
splinters or foreign material from areas other than the eye

e using finger guards
® using massages
e drinking fluids to relieve heat stress.

OSHA considers this to be the complete list of non-recordable first aid treatments, thus anv
other injurv should be recorded.

Updating or Change a Previous Year’s OSHA 300

If new information is discovered regarding an injury or illness posted on a Form 300, the
original copy should be updated to reflect the accurate information.
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