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Accidents occur on a regular basis at the workplace.  If you’re involved in an accident, do you know who you need to report information about what happened to?  Why is it so important to make such a report?  Our company is required by OSHA to keep track of and record certain workplace injuries.  We also maintain records about accidents and near-misses to help track safety issues before an injury or fatality occurs.  This information allows corrections to be made to hazardous aspect of the workplace.  But what is the difference between an accident and a near-miss?  According to OSHA, the following definitions apply:

· Accident is an undesired event that causes personal injury or property damage.

· Near-miss is an incident where there’s no property damage and no personal injury but given a light change in time or position, damage and/or injury could have easily happened.

The majority of the information contained in these reports comes from you folks, our employees.  Your supervisor is usually in charge of collecting information about any and all accidents you’ve been involved in.  Although the supervisor collects the information, it’s your responsibility to make sure that it is reported to the supervisor.

It’s important to report accidents promptly.  By doing this, you help to protect your rights if a Workers’ Compensation claim is made.  You also help to prevent future, similar accidents from occurring because it gives us the opportunity to address the safety problem that caused the accident.  By reviewing these reports, hazardous trends, work practices and locations can be identified and dealt with swiftly.  By not reporting an accident or near-miss, you put yourself and everyone at your workplace at risk for an injury or fatality.

Many industries, including ours, are required by OSHA to keep track of work-related injuries and illnesses.  The information is recoded for each calendar year (January through December) on the OSHA Injury and Illness Log or OSHA 300 Form.  The Injury and Illness Summary or OSHA 300A for the previous year must be posted at each workplace from 1 February through 30 April to allow all employees the opportunity to see this report.  After this time these records are kept on file and are available to you upon request.

There are exceptions for which companies must keep these records.  Certain industries with low hazard records like retail trade and real estate and companies with less than 10 employees are not required to keep injury and illness records. 

By swiftly reporting any accident or near-miss incident to your supervisor, you will help to make your workplace an even safer place to work.




DISCUSSION QUESTIONS

Why is it important to always promptly report any accident?

What is the purpose of the OSHA 300A Form?
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COMPANY:   _______________________________________			_____ 	SAFETY MEETING
JOB/DEPT:  ________________________________________			_____	SAFETY TRAINING 
DATE: 	   ____/____/_______		TIME:  _________					  	

TOPICS ADDRESSED:  ______________________________________________________________________________________

EMPLOYEE'S SIGNATURES:

______________________________       ______________________________       ______________________________

______________________________       ______________________________       ______________________________

______________________________       ______________________________       ______________________________

______________________________       ______________________________       ______________________________

______________________________       ______________________________       ______________________________

______________________________       ______________________________       ______________________________

______________________________       ______________________________       ______________________________

EMPLOYEE SUGGESTIONS AND RECOMMENDATIONS:  ______________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
ACTION TAKEN:     __________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________

_______________________________________________					    _____/_____/_____
Supervisor's Signature  			   						Date
[bookmark: _GoBack]_______________________________________________        				     _____/_____/_____
Safety Coordinator's Signature			   					Date
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