
OCCUPATIONAL INJURY AND ILLNESS RECORDKEEPING

A.
Purpose:  To assist our company recognise trends in industrial injuries and illnesses at (Add Company Name) Therefore, we will ensure the appropriate records are kept as follows:

1.
Maintain a Log and Summary of Occupational Injuries and illness.  Recordable cases include:



a.
Every occupational death;



b.
Every occupational illness;



c.
Every occupational injury that involves:




(1)
Unconsciousness




(2)
Inability to perform all phases of the regular job




(3)
Inability to work full-time on a regular job




(4)
Temporary assignment(s) to another job




(5)
Medical treatment OTHER than first aid


2.
Keep copies of all reports generated when an employee is injured on the job.


3.
Maintain records for five years following the year to which they relate.

4.
Enter each recordable injury and illness on the job as early as practical, but no later than six working days after receiving the information that a recordable case has occurred.

B.
Responsibility:

The individual or function responsible for maintaining records and ensuring proper 
posting is (Add name or title of responsible person).

(Customise this page by adding any additional responsibilities and deleting responsibilities as necessary.) 
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