
Recordkeeping for Public 
Sector Employers in Oklahoma  



/ÂÊÅÃÔÉÖÅ ÏÆ 4ÏÄÁÙȭÓ 4ÒÁÉÎÉÎÇ 

ÅProvide a brief overview of basic 
recordkeeping requirements  

ÅReview reporting requirements for 
fatalities and catastrophes 

ÅDiscuss the Public Sector Survey 

ÅIdentify the benefits of keeping accurate 
records on injuries and illnesses 



Reporting a Fatality or Catastrophe 

ÅYou must report all work-related fatalities and 
catastrophes within 48 hours, in writing 

ÅCatastrophes are defined as hospitalization of 5 or more 
workers for medical treatment 

ÅForms are available on our website at www.labor.ok.gov  

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


Recordkeeping Basics 
ÅThe Oklahoma Occupational Health & Safety Act of 1970 

adopts the Federal OSHA Recordkeeping requirements, 
with a few minor variations: 

ÅMust use OK Forms 

ÅMust notify Oklahoma Department of Labor if 
there is a fatality of even one employee, or 
catastrophe (hospitalization of five or more 
workers for treatment) within 48 hours  

ÅFatality & catastrophe report must be in writing 
on forms prescribed by the Commissioner ɀ 
which are available on our website at: 

Åhttp://www.ok.gov/odol/documents/PEOSHF
atalityForm.pdf  

http://www.ok.gov/odol/documents/PEOSHFatalityForm.pdf
http://www.ok.gov/odol/documents/PEOSHFatalityForm.pdf
http://www.ok.gov/odol/documents/PEOSHFatalityForm.pdf


Recordkeeping Basics 

ÅThere are three recordkeeping forms that are 
required to be used: 

ÅOK Form 300 ɀ Log of Work-Related Injuries and 
Illnesses  

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

ÅOK Form 300A ɀ Annual Summary of Work-
Related Injuries and Illnesses 

 







OK 301 

You must fill out an 
OK301 form for each 
recordable injury or 
illness.  



OK 300A 

The OK300A must 
be posted from 
February 1st ɀ April 
30th the following 
year. 



Recording Criteria (1904.4) 

ÅEach public sector employer must keep records of fatalities, 
injuries, and illnesses and must record each fatality, injury and 
illness that: 

ÅIs work-related; and 

ÅIs a new case; and 

ÅMeets one or more of the general recording criteria: 

Ådeath,  

Ådays away from work,  

Årestricted work or transfer to another job,  

Åmedical treatment beyond first aid, or loss of consciousness  

Åa significant injury or illness diagnosed by a physician or other 
licensed health care professional, even if it does not result in 
death, days away from work, restricted work or job transfer, 
medical treatment beyond first aid, or loss of consciousness. 

 



Employees 

ÅEmployees include all employees on your payroll, 
whether they are hourly, salary, executive, part-time or 
seasonal. 

ÅAlso includes those who are not on your payroll if you 
supervise these employees on a day to day basis: 

ÅContract labor 

ÅTemporary labor 

 



Temp Employees 

ÅInjuries that occur to temporary workers that you supervise on 
a day to day basis are recorded on your OK300 log and you 
must complete and OK301 form for each case. 

ÅYou must also report any fatalities/catastrophes that may 
occur to these temp employees.  

ÅYou must also count their hours worked when figuring up hours 
for your annual summary.   

ÅUltimately, you are responsible for their safety and health 
while they are performing duties for you.   

 



Multiple Locations 

ÅYou must keep a separate OK 300 and 300A for each 
single fixed worksite that is expected to be in 
operation for one year or greater. 

ÅYou can keep the records at a central location, provided 
you can: 

ÅTransmit accident reports to the recordkeeper and get the 
injuries recorded within 7 days and; 

ÅYou are able to transmit the records back to the workplace or 
jobsite within 4 hours if requested by government officials, or 
by the next business day if requested by the employee or their 
authorized representative. 

 



Work-Relatedness 

ÅCases are considered to be work-related if an 
event or exposure in the work environment: 

ÅEither caused or contributed to the resulting condition 

ÅSignificantly aggravated a pre-existing injury or illness. 

 



The Work Environment 

ÅThe work environment is considered to include: 

ÅThe establishment or other locations where one or 
more employees are working or are present as a 
condition of their employment.  



Work-Related Exceptions 

ÅInjuries or illnesses that meet the following criteria 
would not  be considered recordable: 

ÅAt the time of the injury or illness, the employee was present 
as a member of the general public, rather than as an 
employee 

ÅThe injury or illness involves signs or symptoms that surface 
at work but resulted solely from a non-work-related event or 
exposure that occurred outside the work environment 

ÅThe 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, softball or 
basketball.  

 



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

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

ÅThe injury or illness is solely the result of an employee doing a 
personal task (unrelated to their employment) at the 
establishment outside of the employees assigned working 
hours. 

Work-Related Exceptions 
(Continued) 



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

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

ÅThe illness is the common cold or flu 

ÅNote: Contagious diseases such as TB, Hep A, Brucellosis, EBV or plague are 
considered work related if the employee is infected at work. 

Å(Χ.Χ ÉÓ ÎÏÔ ÃÏÎÓÉÄÅÒÅÄ ȰÃÏÍÍÏÎ ÆÌÕȱȢ  

ÅThe illness is a mental illness. (Mental illness is not considered work-related 
unless the employee voluntarily provides the employer with a statement from 
a qualified PLHCP stating the employee has a mental illness that is work-
related.) 

Work-Related Exceptions (Continued) 





Medical Treatment 

ÅMeans the management and care of a patient to 
combat disease or disorder 

ÅDoes not include: 

ÅVisits to the PLHCP solely for observation or 
counseling 

ÅDiagnostic procedures 

ÅFirst aid 



First Aid 

ÅUsing non-prescription medication at non-prescription 
strength. 

ÅTetanus immunizations. 

ÅCleaning, flushing, or soaking surface wounds on the skin. 

ÅWound coverings, butterfly bandages, steri-strips. 

ÅHot or cold therapy (regardless of the number of 
treatments.) 

ÅNon-rigid means of support. 

ÅTemporary immobilization devices used to transport an 
accident victim. 

 

 



First Aid (continued) 

ÅDrilling of a fingernail or toenail, draining fluid from a blister. 

ÅEye patches. 

ÅRemoving splinters or foreign material 

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

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

ÅFinger guards. 

ÅMassage. 

ÅDrinking fluids to relieve heat stress. 

 



Counting Days Away, Restricted or 
Transferred 

ÅYou must count all calendar days, including weekends 
and holidays, even if the employee is not scheduled to 
work.  

ÅYou may stop counting days when: 

Åthe employee has been released to full duty  

Åleaves due to reasons unrelated to the injury or 
illness (such as retirement, or taking another job)  

ÅReaches the cap of 180 days (in combination of days 
away, restricted or transferred)  

 



Recording A Case 

ÅYou must, within 7 days of the incident being reported: 

ÅDetermine if the case meets the recording criteria 
and 

ÅEnter it on the OK 300 log and 

ÅComplete an OK 301 form 

ÅYour entry must be complete and in detail and in 
accordance with the instructions provided in the 
packet and the standards.  

 

 



Keep in Mind: The Recordkeeping 
System & Workers Compensation 
Systems are completely separate 

systems. 

One has no bearing upon the other! 

You may have cases that are compensable, but not 
recordable.  

You may have cases that are recordable, but not 
compensable. 



Annual Public Sector Survey 

ÅParticipation in the Public Sector Survey is mandatory 
for all Public Sector Employers. 

ÅThe Survey is conducted by a branch of the Public 
%ÍÐÌÏÙÅÅȭÓ /ÃÃÕÐÁÔÉÏÎÁÌ 3ÁÆÅÔÙ Ǫ (ÅÁÌÔÈ $ÉÖÉÓÉÏÎȟ ÔÈÅ 
Statistical Research Unit. 

ÅFirst mailings go out typically the 1st week of January. Over 
5000 surveys are sent. 

ÅThe Public Employer is required to complete they survey 
electronically. 

ÅA second mailing goes out near the end of February/1st of 
March  

ÅThird mailing goes out the 2nd week of April 

ÅFinal notice goes out the first week of May 





Annual Public Sector Survey 

ÅNon-responders are contacted by phone from Mid-May 
through early June by the Statistical Unit. 

ÅThe non-responder list is turned over to PEOSH at the 
end of May for enforcement activity.  

ÅIf you need assistance with the survey, please call Shelly 
Hurst at 405-521-6858 

 



Changes to the Public Sector 
Survey 

ÅIf you have a new facility, or consolidate with another entity, 
you need to notify the Public Sector Survey prior to the start 
of the survey year so your Survey can be updated. 

ÅAlso notify the Public Sector Survey if your facilities are not 
properly broken down into individual facilities.   

ÅNote: Changes cannot be made while the survey is active.  

ÅShelly Hurst ɀ 405-521-6858 

ÅShelly.hurst@labor.ok.gov  

mailto:Shelly.hurst@labor.ok.gov


What do YOU do with the records? 

ÅTrend Analysis can help you identify strengths and 
weaknesses in your safety and health management 
system. 

ÅBy addressing these weaknesses, you reduce the risk of 
injuries and illnesses and save taxpayers dollars spent on 
×ÏÒËÅÒȭÓ ÃÏÍÐÅÎÓÁÔÉÏÎ ÃÏÓÔÓ ÁÎÄ ÏÔÈÅÒ ÕÎÆÕÎÄÅÄ 
expenses.  



Retention of Records 

ÅYou must maintain copies of the OK300 Log, OK 301 and OK 
300A, along with privacy case logs (where applicable) for five 
years following the end of the calendar year. 

ÅDuring this retention period, you must update your records when 
new information becomes available.  

ÅRecords must be available for review at the request of a PEOSH 
inspector within 4 business hours.  

 



What do WE do with the records? 

ÅEstablish state average injury and illness rates for public sector 

ÅShare statistical information with the Bureau of Labor 
Statistics 

ÅEstablish a Site Specific Target list based on facilities with 
higher than average incident rates. 

ÅConduct on-site inspections of these targeted facilities. 

ÅProvide statistical analysis reports at all on-site inspections.  

ÅAnalysis reports are available upon request.  




