Lubricar Inc. Protocol


	Title
	57. OSHA 300 form process.

	Objective
	To maintain compliance with OSHA standards (300 form) and employees right to know.

	Responsibility
	Manager in charge, Either the SM or the ASM who is currently responsible for the operations of the shop

	Steps
	1. Locate the OSHA 300 form in your computer files.  If you cannot find the file do a file search, or call your DM or the JLI DM.  The file may be named OSHA 300 2005, that’s okay the year can be changed electronically or left blank and written in.

2. The form will have 3 tabs or sheets at the bottom.

A. 300.  This is the main form for tracking all incidents through the year, and totaled at the end of the year.

B. 300A. This is the summary page.  The summary page is to be filled out at the end of the year.  It will have all totals of incidents reported.  This summary page must be completed, signed, and dated at the end of the year.  The summary page must be posted in a conspicuous place (employee information area or communications board) from February 1st through April 30th of the following year for which the summary was completed.

C. 301.  Incident report.  You will fill out an incident report for each incident as they happen in the store.  The information on the incident report will fill in one line on the main form.  An incident is an issue that needs more than first aid and a Dr. assessment as an incident.  If you have questions call the HR department.  The incident report should not be confused with a first report of accident report, which may also be required for the office and your insurance company. 

3. As stated above, the summary page must be posted in a conspicuous place (employee information area or communications board) from February 1st through April 30th of the following year for which the summary was completed.  DO NOT post the 300 or 300A forms, they may contain personal and private medical information and cannot be posted!

4. Keep 5 years of completed past OSHA forms on file in your store.  At the end of each year when you total and complete your forms make copies and send copies to the office Attn. HR.  Start a new OSHA 300 Jan. 1st each year to be compliant for the next year.  DO NOT wait for the first incident to start the current year’s form.  
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