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for safety and health programs

Summary

As most employers are aware, OSHA inspections typically involve a request for the employer to produce
certain documents. In many cases, employers are unsure of what documents the compliance officer is
entitled to see and copy. Employers can also be unsure of how long to retain certain documents required
under OSHA. Some OSHA regulations require a specific retention period for documents. Other OSHA
regulations, however, do not (although it is often advisable to retain certain documents even if retention is
not technically required). This document is intended to give general guidance in these areas.

General

OSHA 300 log of work-related fatalities, injuries, and iliness

The OSHA 300 log, the annual summary, and the OSHA incident report forms must be retained by
employers for five years following the end of the calendar year that these records cover.

Training records

In Oregon, private businesses typically follow OSHA and state guidelines for retaining safety training
records. While there is no single law specifying a universal retention period, employers generally keep
these records for at least three to five years, depending on the type of training and regulatory
requirements. Here are some common guidelines:

= OSHA training records: Typically, three to five years, depending on the specific training.

= Hazardous waste training (EPA/RCRA) 49 CFR 172.704(d): At least three years from the
date of training completion.

= Forklift operator training: Three years, with refresher training required under certain
conditions.

= Bloodborne pathogens training: Three years, according to OSHA regulations.

= Respiratory protection training: At least one year, with annual fit testing and training
updates.

= Confined space entry training: At least one year, with periodic refresher training.

*» Fire extinguisher training: One year, with annual hands-on training recommended.

Safety

Control of hazardous energy - Lockout/Tagout (LOTO)
29 CFR 1910.147(c)(6) (1)

The LOTO standard requires employers to certify that periodic inspections have been performed at
least annually. Accordingly, employers should retain certifications for one year, or until a new
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certification is created. It is also advisable that employers retain employee LOTO training records
for the duration of employment, although retention of these training records is not specified in 29
CFR 1910.147.

Occupational noise exposure
29 CFR 1910.95(m)(3)(i) and 29 CFR 1910.95(m)(3)(ii

Employers must retain noise exposure measurement records for two years. Employers must also
retain audiometric test records for the duration of the affected employee’s employment. Ideally,
maintain 30 years or duration of employment plus five years, whichever is longer.

Personal protective equipment (PPE)
29 CFR 1910.132

Retention guidelines are not specified for employee training and inspections under this rule,
EXCEPT for PPE relating to fit test of respiratory protection. Under 29 CFR 1910.134(m)(2)(ii), fit
tests must be maintained until the next fit test is administered.

It is advisable that employers should retain the written certifications of a hazard assessment and
employee training for the duration of employment for all employees exposed to identified hazards.
It is also advisable for employers to retain employee PPE training records for the duration of
employment.

Hazard communication (Employee Right to Know)
29 CFR 1910.1200

Employers must retain safety data sheets (SDS) for the duration of employment plus 30 years for
all employees exposed to the chemical in question, unless there is some other record of the
identity of the substance or chemical, where it was used, and when it was used.

The employer must also be sure it has a copy of all SDSs for all chemicals that are currently in use.
Retention requirement is not specified for employee training, but it is also advisable for employers
to retain employee hazard communication training records for the duration of employment.

Process safety management
29 CFR 1910.119

Employers must retain process hazard analyses (PHASs) for the life of the covered process. In
addition, the employer must prepare a written record that each employee involved in the operation
of the process was trained and understood the training. Retaining employee training records is not
specified within the rule, but it is advisable these verification records should be retained for the
length of the employee’s employment.

We recommend that employers also retain all process safety information (PSI) used for developing,
maintaining, auditing, and otherwise managing all processes for the life of the processes.

Any incident investigations conducted under the PSM standard must be retained for five years.
Additionally, employers must retain the two most recent compliance audit reports conducted under
the PSM standard.

Emergency action plans (EAP)
29 CFR 1910.38

There are no specific document retention requirements under 29 CFR 1910.38, aside from the
requirement that employers develop and maintain a written EAP. If the employer has 10 or fewer
employees, the plan does not have to be in writing. Retention requirements are also not specified
for employee training; however, it is advisable to maintain training records for the duration of
employment.
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Fire protection and fire extinguishers
29 CFR 1910.157

Retention guidelines are not specified for employee training; however, if the employer permits
employees to use fire extinguishers, it is advisable that the educational program and training
should be in writing and maintained for the length of employment.

Fire protection portable fire extinguisher equipment annual maintenance tests should be
maintained for a year after the last entry, or the life of the shell, whichever is less. Additional
inspection records should be maintained for the life of the building then reviewed for
historical/administrative value.

Permit-required confined spaces
29 CFR 1910.146

Employers must retain each canceled entry permit, evaluations, and related records for at least one
year and review them within one year after each entry. Retaining employee training records is not
specified; however, it is advisable to retain employee confined space training records for the
duration of employment.

Bloodborne pathogens
29 CFR 1910.1030, 29 CFR 1910.1030(h)(1)(iv), and 29 CFR 1910.1030(h)(2)(ii)

Employers must retain employee exposure records for the duration of employment plus 30 years.
Training records must be retained for three years from the date on which the training occurred,
although it is advisable to retain training records for the duration of employment.

Respiratory protection
29 CFR 1910.134, 29 CFR 1910.134(m), and 29 CFR 1919.1020

Employers must retain records of employee medical evaluations for the duration of employment
plus 30 years. Employers must also retain fit test records for respirator users until the next fit test
is administered.

Electrical safety (Safety-related work practices)
29 CFR 1910.331-.335

OSHA's electrical safety standards do not have any specific record retention requirements;
however, it is advisable to retain employee training records under these standards for the duration
of employment. If an employer conducts an electrical exposure hazard survey, the employer should
retain it for as long as the hazard exists.

Access to employee exposure and medical records
29 CFR 1910.1020

Employers must retain employee exposure records for the duration of employment plus 30 years. If
the employer maintains certain employee medical records, the employer must retain them for the
duration of employment plus 30 years.

Powered industrial trucks, powered platforms, manlifts, and vehicle-mounted work
platforms

29 CFR 1910.178

29 CFR 1910.66-68

The powered industrial truck standard and powered platform/manlifts does not specify how long
training certifications must be retained after the initial certification, or the certification required
every three years or after a "near miss.” It is advisable that employers retain the training
certifications for the duration of employment for each employee.
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Asbestos and lead
29 CFR 1910.1001(m)(1)(iii) and 29 CFR 1910.1001(m)(4)

These standards require employers to maintain asbestos and lead inspection records, including

asbestos bulk sampling, lead sampling, and XRF records for 30 years after a building has been
demolished.

Asbestos area air sampling reports should also be kept for 30 years, then reviewed for
historical/administrative value.

Medical surveillance records should be retained for duration of employment plus 30 years.

Training records should be retained one year beyond the last date of employment.
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