Incident Reporting & Investigation Plan
For: [Your Name]
OSHA 29 CFR 1904.39


1. Purpose
To ensure that all work-related injuries, illnesses, and incidents (including near misses) are reported promptly, properly documented, and investigated to prevent recurrence—while meeting OSHA’s reporting requirements.

2. Scope
This plan applies to all employees, customers, contractors, and visitors at [Your Name].

3. What Must Be Reported to OSHA (1904.39)
Report to OSHA within 8 hours if:
· A work-related fatality occurs.
Report to OSHA within 24 hours if:
· In-patient hospitalization of one or more employees.
· An amputation.
· Loss of an eye.
Reporting Methods:
· Call OSHA at 1-800-321-6742
· Online: https://www.osha.gov/pls/ser/serform.html

4. Internal Incident Reporting Procedure
Who Must Report:
· Any employee who is injured or witnesses an incident must notify the manager immediately.
Step-by-Step Process:
1. Employee reports the incident (verbal and/or written).
2. Manager ensures medical attention is provided if needed.
3. Manager completes the Incident Report Form (within 24 hours).
4. Manager investigates the cause and documents findings.
5. Corrective actions are taken and documented.

5. Incident Investigation Procedure
Purpose:
To identify the root cause(s) and prevent future incidents.
Steps:
· Secure the area if necessary.
· Interview injured person(s) and witnesses.
· Inspect the scene and relevant equipment.
· Identify contributing factors (unsafe acts, equipment failure, etc.).
· Complete the Incident Investigation Report.
· Assign and implement corrective actions.
· Review the findings with staff.

6. Recordkeeping Requirements (1904.4 – 1904.29)
	Record Type
	Requirement
	Retention

	OSHA Form 301 (Injury/Illness Report)
	For each recordable injury
	5 years

	OSHA Form 300 Log
	If 11 or more employees
	5 years

	OSHA Form 300A Summary
	Posted Feb 1 – Apr 30 annually
	5 years

	Incident Investigation Reports
	All incidents (even non-recordable)
	5 years recommended


Note: Most small sites with fewer than 11 employees are exempt from maintaining the OSHA 300 log unless requested by OSHA or under state plan requirements.

7. Definitions
· Recordable Incident: A work-related injury or illness requiring medical treatment beyond first aid, resulting in days away from work, restricted duties, or job transfer.
· Near Miss: An unplanned event that did not result in injury but had the potential to do so.
· First Aid Only: Minor injuries not requiring medical treatment beyond simple first aid.

8. Training
· All employees will be trained at hire and as needed on:
· How to report an injury or illness
· How to respond to workplace incidents
· Their rights to report incidents without fear of retaliation

9. Anti-Retaliation Policy
In accordance with OSHA’s Whistleblower Protection, employees have the right to report injuries, unsafe conditions, or concerns without fear of retaliation, discipline, or dismissal.

10. Acknowledgment
I have read and understand the Incident Reporting & Investigation Plan for [Your Name].
Employee Name: _________________________
Signature: ______________________________
Date: _________________________________

