
 

Do Your Bulletin Boards Have the Required Postings?
 
Are all of the required notices within your office posted and 
visibly noticeable? Are the notices posted in both the hiring 
areas and work location(s)?  Failure to post required notices 
might result in fines and further investigations.  Failure to 
post may also result in an employee being granted an 
extended period of time to file a charge against an 
employer because of the lack of notice. 
 
Although not required, displaying the required notices in a 
glass case avoids the risk of removal or defacement.  
Additionally, employers must post unaltered notices; printed 
words cannot be updated by hand.  Also, make sure postings 
are in an area that employees pass by or to which they have 
daily access.  Penalties can also be assessed if postings can 
not be viewed easily. 
 

               Checklist for compliant employee postings: 
 

______ Federal Minimum Wage Poster 
______ Employee Polygraph Protection Act 
______ Equal Employment Opportunity Law 

(EEO) 
______ Family and Medical Leave Act 
______ Drug Free Workplace Notice 
______ Job Safety and Health Protection (OSHA) 
______ Workers’ Compensation Coverage 
______ Unemployment Compensation 
______ State Minimum Wages 
______ State Fair Employment Practices 
______ State Safety and Health Protection 
______ State Minor Labor Laws 

 

Postings are required in the work location where employees 
can easily observe them.  Postings are also required in the 
hiring location, where applicants are received.  If the work area 
is divided into separate units or buildings, postings are required 
in each area. 
 

Are you in compliance?  Check NOW! 
 
For more information call Human Resources at 330-668-1845.  
Don’t become one of the many companies that have been 
penalized and/or fined for non-compliance with postings. 
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Records of sales, costs, profits and losses are essential to all 
successful businesses. They enable the owner or manager to 
learn from past experience and to make corrections for future 
operations. Records of accidents, related injuries, illnesses and 
property losses can serve the same purpose, if they are used 
the same way. The sole purpose of OSHA record keeping is to 
store factual information about certain accidents that have 
happened.  When the facts have been determined, causes can 
often be identified, and control procedures can be instituted to 
prevent a similar occurrence from happening. 
 
Employers now have a new procedure for tracking workplace 
injuries and illnesses. This became affective on 01-01-02 and 
must be posted by February of next year. OSHA's new record 
keeping log is easier to understand and to use. Written in plain 
language using a question and answer format, the revised 
record keeping rule answers questions about recording 
occupational injuries and illnesses and explains how to classify 
particular cases. Flowcharts and checklists make it easier to 
follow the record keeping requirements. 
 
Á OSHA Form 300: Log of Work-Related Injuries 

and Illnesses  
Á OSHA Form 301: Injury and Illness Incident 

Report  
Á OSHA Form 300A:  Summary of Work-Related 

Injuries and Illnesses       
 
Record keeping is a critical part of an employer's safety and 
health efforts and is one of the critical areas a compliance 
officer will ask to review. Don’t be fooled by what OSHA 
wants and what the Bureau of Workers’ Compensation 
wants on their forms. The two are not affiliated. Each 
recordable occupational injury and illness must be logged 
on the form within six working days from the time the 
employer learns of it. If the form is prepared at a central 
location, then a current form must be presented within 45 
calendar days.          
 
If you would like more information, OSHA’s new forms, 
or assistance in filling-in these forms, please call 
Gregory Newsome at (330) 688-1845 Ext. 24.  
 
We are able to provide you with these forms in an Excel 
spreadsheet if desired.  

                                               

 
By 
Gregory Newsome 
Risk & Safety 
Manager 

AArree  yyoouu  PPrreeppaarreedd  ffoorr  tthhee  
NNeeww  OOSSHHAA  LLooggss  aanndd  
PPrroocceedduurreess?? 

 

 
 
 

RREEQQUUIIRREEDD  BBUUSSIINNEESSSS  PPOOSSTTIINNGGSS  
  
  

AARREE  YYOOUU  TTRRUULLYY  SSAAFFEE  FFRROOMM  
AASSSSOOCCIIAATTEEDD  FFIINNEESS??  

 

By Human Resources 

 


