
OSHA 7- Step Injury and Illness Recordkeeping Decision Process 
NOTE: YES response, continue to next step. Any NO response STOPS the process at that point. 
NOTE: A “yes” response to step 4 stops the process. 

 

YES 

No 

Step 1  
Basic Requirements [1904.31] 
Record injuries and illnesses of all employees on your payroll, whether they are labor, 
executive, hourly, salary, part-time, seasonal, or migrant workers. Also includes those 
not on your payroll if you supervise them on a day-to-day basis. 

 
Was an 

employee 
involved? 

Step 2  
Definition [1904.46] 
An injury or illness is an abnormal condition or disorder.  Injuries include cases such 
as, but not limited to, a cut, fracture, sprain, or amputation.  Illnesses include both acute 
and chronic illnesses, such as, but not limited to, a skin disease, respiratory disorder, or 
poisoning. 

Did the 
employee 

experience 
an injury or 

illness? 

Step 3 
Determination of Work-Relatedness [1904.5] Work-relatedness is presumed for 
injuries and illnesses resulting from events or exposures occurring in the work 
environment unless an exception specifically applies. 
 
A case is presumed work-related if, and only if, an event or exposure in the work 
environment is a discernable cause of the injury or illness or of a significant aggravation 
to a pre-existing condition. 

Is the injury 
or illness 

work-
related? 

Step 4 

Exceptions to Work Relatedness [1904.5(b)(2)]
1. Present as member of general public 
2. Symptoms surface at work, but solely non-work-related 
3. Voluntary participation in medical, fitness event 
4. Personal consumption 
5. Personal tasks outside of working hours 
6. Personal grooming or intentionally self-inflicted 
7. Motor vehicle during commute 
8. Common cold or flu

Did injury 
or illness 
meet any 
of the 9 

exceptions 

Step 5 
Determination of a new case
Consider an injury or illness a “new case” if the employee has not previously 
experienced a recorded injury or illness of the same type that affects the same part of 
the body, OR 
the employee previously experienced a recorded injury or illness of the same type that 
affected the same part of body but had recovered completely (all signs and symptoms 
had disappeared) from the previous injury or illness and an event or exposure in the 
work environment caused the signs or symptoms to reappear. 

Is the injury 
or illness a 
new case? 
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YES 

YES 

YES Stop! Not 
Recordable



 

Step 6 

YES 

General Recording Criteria 1904.7
An injury or illness is recordable if it results 
in one or more of the following: 
• Death 
• Days away from work 
• Restricted work activity 
• Transfer to another job 
• Medical treatment beyond first aid 
• Loss of consciousness 
• Significant injury or illness diagnosed 

by a PLHCP 

Application to Specific Cases 
1904.8 – 1904.11 
An injury or illness is recordable if it 
meets the recording criteria for one 
of the following: 
• Needlestick & Sharps 
• Medical removal 
• Hearing loss 
• Tuberculosis 

Does the injury 
or illness meet 

the general 
criteria or the 
application to 

specific cases? 

Step 7 1904.29 – Forms: 
 OSHA Form 300, Log of Work-Related Injuries and Illnesses 
 OSHA Form 300A, Summary of Work-Related Injuries and Illnesses 
 OSHA Form 301, Injury and Illness Incident Report 
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