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Q Introduction

The Cost of an Audit You're Not Ready For

An OSHA compliance officer can arrive at your facility with no advance notice. Under the OSH Act, a
warrantless inspection is permitted when an employer consents — and most do. Within minutes of
arrival, the inspector will ask for documents. Not to browse at their leisure, but with a specific list in
hand.

In 2025, OSHA issued over 37,000 violations across its top 10 cited standards alone, with fall protection
leading at 5,914 citations and hazard communication second at 2,546.1 Many of these citations were not
triggered by visible hazards on the floor — they were triggered by missing or inadequate
documentation. A contractor can receive a citation for a fall protection violation simply because the
written fall protection plan was absent, even if no fall occurred and workers were using proper
equipment.2

OSHA's 2026 enforcement posture makes documentation more critical than ever. Inspectors now ask
for records before they walk the site.3 The quality of your paperwork is the first impression you make.
Organizations with well-organized, current, and complete safety documentation are in a fundamentally
different position than those scrambling to locate records in response to an inspector’s request.

THE FINANCIAL STAKES: OSHA's instance-by-instance citation policy means each individual
documentation failure can carry a separate penalty. Willful violations carry fines up to $161,323 per
violation. Serious violations carry up to $16,131 per violation. A single inspection of an underprepared
employer can result in penalties that far exceed the cost of building a proper documentation system.

This guide is a practical, step-by-step roadmap for building a safety documentation system that keeps
you genuinely prepared — not just on paper, but in practice. Every chapter is grounded in OSHA's actual
inspection priorities, documented citation patterns, and the 2026 enforcement landscape.

1. OSHA — Top 10 Most Frequently Cited Standards., https://www.osha.gov/top10citedstandards

2. OSHA — Top 10 OSHA Violations in Construction — 2025 Guide., https://www.osha.gov/data/commonstats
3. OSHA — Recommended Practices for Safety and Health Programs (OSHA 3885).
https://www.osha.gov/sites/default/files/publications/OSHA3885.pdf
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G Understanding What OSHA Looks For

How OSHA Inspections Are Triggered

Knowing what prompts an OSHA inspection is the first step in building a program that keeps inspectors
focused and citations minimal. Inspections are triggered by:

e Fatalities and catastrophes: Employers must report any worker fatality within 8 hours and any
hospitalization, amputation, or eye loss within 24 hours. These reports automatically trigger
inspections.4

e Worker complaints: Employees have the right to file confidential complaints with OSHA.

Complaint-driven inspections focus specifically on the alleged hazard area.

e Referrals: Other agencies, media coverage, insurance carriers, or other employers can refer OSHA
to a worksite.

e Programmed inspections: OSHA's National Emphasis Programs (NEPs) and Site Specific Targeting
(SST) use injury and illness data to identify high-risk employers for planned inspection. Employers
with above-average TRIR or DART rates are primary targets.

e Follow-up inspections: After citations are issued, OSHA may return to verify abatement of cited
hazards.

e Unannounced general inspections: Especially in high-hazard industries such as construction,
manufacturing, and energy.

What Inspectors Request First

In 2026, OSHA inspectors increasingly request documentation before conducting the physical
walkaround.®> The opening conference is not small talk — the compliance officer arrives with a
structured document request. Being able to produce clean, organized records in the first 15 minutes sets
the tone for the entire inspection.

INSPECTOR REALITY: If your records are disorganized, incomplete, or require extensive searching to
retrieve, an inspector interprets that as a program that doesn't function in practice — regardless of what
your written policies say.

The 13 Document Categories

Based on OSHA's documented inspection procedures and compliance officer guidance, here are the 13
categories of documents OSHA may request during an inspection.6
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A

OSHA Recordkeeping
Forms

State Workers' Comp
Forms

Written Safety
Program

Training Records

Disciplinary Program

Safety Audit /

Inspection Records

Employee Disciplinary
Records

Employee Roster

Equipment Manuals

Job Hazard Analysis

(JHA)

Photo / Video
Evidence

Maintenance and
Work Order Records

Medical / Exposure
Records

Forms 300, 300A, and 301. Current year plus up to 5 prior years.

First Report of Injury forms (equivalent to OSHA 301). State-specific.

Your formal safety and health program(s). OSHA narrows to relevant sections

based on the inspection trigger.

Documentation of employee training for the equipment, process, or hazard under
review. Includes dates, topics, trainer, attendees, and language.

Your written disciplinary policy for safety violations. Used to assess whether
incidents represent systemic failures or isolated employee misconduct.

All site inspections and safety audits from the past 12 months. Shows whether you
have been checking for and correcting hazards.

Written records of discipline imposed on employees for safety violations. Supports
the “unavoidable employee misconduct” defense to avoid citation liability.

List of employees on-site, including job titles and contact information. OSHA uses
this to conduct private employee interviews.

Manufacturer manuals and safety literature for any equipment involved in an
incident. OSHA treats manufacturer safety instructions as the standard.

Task-specific hazard analyses and safe work procedures. Not legally required
under most standards but treated as the expected standard of practice.

Any photographic or video evidence related to the incident or inspection trigger.
OSHA has the right to see all relevant recorded evidence.

Maintenance logs, service records, and outstanding work orders for equipment
involved in incidents. Shows whether known hazards were being tracked.

Medical evaluations, fit test records, audiometric tests, and exposure monitoring
results. Retention requirements range from 1 year to 30 years post-employment.

How Far Back OSHA Can Look

Understanding OSHA's lookback windows is essential for knowing how much historical documentation
to maintain and organize:

e Injury and illness logs (Forms 300/300A/301): Current year plus 5 prior years. OSHA can cite

© 2026 OSHAlytics. All rights reserved.
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e Inspection and audit records: OSHA typically requests all records from the past 12 months for
programmed inspections; broader scope for fatality or catastrophe.

« Training records: Inspectors focus on training related to the specific hazard or incident, looking back
1-3 years. Best practice is to retain for duration of employment.

e Exposure and medical records: Up to 30 years post-employment for chemical exposure and medical
8
records.

« Written programs and policies: The version in effect on the date of an incident. Version control and
dated revisions are therefore essential.

4. OSHA — Employer Rights and Responsibilities Following a Federal OSHA Inspection (OSHA 3000),
https://www.osha.gov/sites/default/files/publications/OSHA3000.pdf

5. OSHA — Recordkeeping and Reporting Occupational Injuries and llinesses (29 CFR Part 1904).
https://www.osha.gov/laws-regs/regulations/standardnumber/1904

6. OSHA — Employer Rights and Responsibilities Following a Federal OSHA Inspection (OSHA 3000).
https://www.osha.gov/sites/default/files/publications/OSHA3000.pdf

7. OSHA — OSHA Clarifies Employers' Recordkeeping Obligations. https://www.osha.gov/recordkeeping
8. OSHA — 29 CFR 1904.33 — Retention and Updating of Old Forms,
https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904.33
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a The Six Pillars of an Audit-Ready Program

An audit-ready program isn't one document — it's six interconnected documentation systems working in
parallel. Each pillar addresses a distinct category of compliance evidence. Weakness in any one of them
creates exposure.

Pillar 1: Written Safety Programs

Your written safety program is the spine of your entire compliance posture. OSHA compliance officers
evaluate it against recognized hazards in your workplace to determine whether your policies match the
actual risks workers face.

Every written program must include:

« A clear statement of management commitment, signed by the highest responsible executive, with a
revision date

« Specific written procedures for every OSHA standard that applies to your operations
¢ Named responsible parties (by role, not just by name — names change, roles don't)
e Employee rights and reporting procedures, including anti-retaliation language

e Review and update procedures — how often the program is reviewed and who approves changes

Programs that must be written (most-cited standards):

Written Program OSHA Standard 2025 Enforcement Priority

Hazard Communication (HazCom) 29 CFR 1910.1200 #2 most cited in 2025 — 2,546 violations

Lockout / Tagout (LOTO) 29 CFR 1910.147 #4 most cited — 2,177 violations

Respiratory Protection 29 CFR 1910.134 #5 most cited — 1,953 violations

Fall Protection Plan 29 CFR 1926.502 #1 most cited overall — 5,914 violations

Personal Protective Equipment 29 CFR 1910.132 Written hazard assessment required

Emergency Action Plan 29 CFR 1910.38 Required for most employers

Heat lliness Prevention Pending 29 CFR Finalizing 2026 — written plan required
1910/1926

Bloodborne Pathogens Exposure 29 CFR 1910.1030 Required for exposed workers

Control

Confined Space Entry 29 CFR 1910.146 Required where permit-required spaces exist
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2026 ENFORCEMENT ALERT: Generic, boilerplate written programs are a liability, not an asset. In 2026,
OSHA inspectors specifically request site-specific written programs — not corporate templates applied
without customization. A HazCom program that doesn't reference the actual chemicals at your facility is
treated the same as no program at all.

Pillar 2: Injury and lliness Recordkeeping

OSHA's recordkeeping rule (29 CFR 1904) applies to most employers with 10 or more employees.
Accurate, complete, and timely records are a standalone legal obligation — separate from the hazard
standards. Recordkeeping violations can be cited even when no underlying hazard violation exists.®

Required forms and compliance actions:

OSHA Form 300 Record all recordable injuries and illnesses within 7 calendar days. Maintain

Log of Work-Related Injuries and on an establishment basis. Retain for 5 years.

llinesses

OSHA Form 300A Certify and post February 1through April 30 each year, even if no recordable

Annual Summary incidents occurred. Must be certified by a company executive.

OSHA Form 301 Complete for each recordable incident within 7 days. Retain for 5 years.

Incident Report State workers' comp forms may be substituted if they capture equivalent
data.

Electronic Submission via ITA Required for establishments with 100+ employees in high-hazard industries
(NAICS). Due March 2, 2026 for 2025 data. OSHA uses this data for SST
targeting.

The five most common recordkeeping failures:
 Failing to record within 7 calendar days of learning of a recordable incident
e Misclassifying restricted duty cases (not recording as DART cases)
e Underreporting by discouraging workers from seeking medical treatment
» Failing to post the 300A summary between February 1and April 30

» Missing or incomplete electronic submissions to OSHA's ITA system

Pillar 3: Training Documentation

Training records are the most frequently requested documents during inspections and the most
commonly missing. OSHA's position is unambiguous: if it isn't documented, it didn't happen.10

Every training event must document:

« Date and duration of training

© 2026 OSHAlytics. All rights reserved. oshalytics.com Page 9
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Topic covered (specific — not just “safety training”)

Name of trainer and their qualification

Names of all attendees (sign-in sheet with legible signatures)
Language in which training was delivered

Method of delivery (classroom, on-the-job, online)

Competency verification (test scores, observed demonstration, verbal confirmation)

Training requiring documented retraining intervals:

Training Topic Retraining Requirement

Powered Industrial Trucks (Forklifts) Every 3 years or after incident/near-miss

Respirator Fit Testing Annually (until next test supersedes prior)

Fall Protection Training When deficiencies observed or equipment changes
Hazard Communication When new hazardous chemicals are introduced
Emergency Action Plan When the plan changes, or new/reassigned employees
Confined Space Entry When new hazards introduced or performance inadequate
LOTO — Annual Inspection Annual authorized employee inspection required

Pillar 4: Inspection and Corrective Action Records

Your inspection records answer the most important question an auditor asks: “Were you looking?" Your
corrective action records answer the follow-up: “And when you found something, did you fix it?" Both
are equally important. Inspections with no findings are a red flag. Findings with no follow-up are worse.

Each inspection record must contain:

Date, time, location, and inspector identification

Specific items inspected (tied to checklist items and OSHA standards)

All findings — positive and negative — with descriptions and photos

Severity classification for each finding

Corrective action assignments: who is responsible, what action is required, by when
Verification signature: confirmation that corrective actions were completed and effective

Inspector and supervisor signatures

Your corrective action log should be a living record that connects every finding to its resolution. OSHA
looks at this log to assess whether your safety program actually closes the loop — or whether hazards
are identified, written down, and then forgotten.

© 2026 OSHAlytics. All rights reserved. oshalytics.com Page 10
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Pillar 5: Hazard Communication and SDS Management

Hazard Communication was the #2 most-cited OSHA standard in 2025 with 2,546 violations.” In 2026,
OSHA's updated HazCom standard (compliance deadline: May 19, 2026) introduces revised chemical
labeling and Safety Data Sheet requirements aligned with GHS Revision 7. This is a documentation
priority right now.

HazCom documentation requirements:

« Written HazCom Program: Site-specific, not generic. Must reference the actual chemicals at your
facility and how they are used.

e Chemical Inventory: A complete list of all hazardous chemicals in the workplace, by location.
Updated whenever new chemicals are introduced.

« Safety Data Sheets (SDS): Current SDS for every hazardous chemical. Must be immediately
accessible to workers at all times during their shift. Retain for 30 years after employee exposure
ends.'?

» Container Labeling: All secondary containers labeled with chemical identity and hazard warnings.
Labels must comply with GHS format for primary containers.

e HazCom Training Records: Documentation showing every exposed employee was trained before
initial assignment and when new chemicals are introduced.

FIELD COMPLIANCE TIP: The #1 HazCom citation is the same year after year: no written program at the
worksite. Not missing — absent. Keep a physical copy of your HazCom program and SDS binder at every
active work location, not just at the main office.

Pillar 6: Contractor and Subcontractor Documentation

Multi-employer worksites are a primary OSHA enforcement focus in 2026. As a controlling employer,
you share responsibility for the safety of subcontractor workers on your site. If a subcontractor
employee is injured and their employer doesn't have adequate safety documentation, your
documentation practices are also under scrutiny.13

Contractor documentation to collect and maintain:
e Pre-qualification safety records — OSHA 300 logs, EMR, safety program documentation
» Certificates of insurance (liability and workers' comp)
e Proof of OSHA 10 or OSHA 30 training for key personnel
e Drug testing compliance records (where required)
 Site-specific safety orientation records — signed acknowledgment from every worker
e JHA / pre-task plans submitted and approved before high-risk work begins

 Incident reports for any near-miss or injury involving contractor workers
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9. OSHA — OSHA Clarifies Employers' Recordkeeping Obligations. https://www.osha.gov/recordkeeping
10. OSHA — Safety and Health Program Implementation Checklist.
https://www.osha.gov/sites/default/files/SHP_Implementation_Checklist.pdf

11. OSHA — Top 10 Most Frequently Cited Standards., https://www.osha.gov/top10citedstandards

12. OSHA — 29 CFR 1904.33 — Retention and Updating of Old Forms,
https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904.33

13. OSHA — Recommended Practices for Safety and Health Programs (OSHA 3885).
https://www.osha.gov/sites/default/files/publications/OSHA3885.pdf
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e Document Retention

How Long to Keep Everything

OSHA's retention requirements vary significantly by standard and document type. The table below
covers the most common documents. Where no minimum is specified, best practice is duration of
employment — because training and discipline records are the evidence base for the "“unavoidable

employee misconduct” defense if an incident occurs.

14

OSHA 300/300A/301 (Injury
& lliness Logs)

Written Safety Programs

General Training Records

LOTO Annual Inspection
Records

PPE Hazard Assessments &
Training

Respiratory Protection —
Medical Evals

Respiratory Protection — Fit
Tests

Bloodborne Pathogens
Training Records

SDS (Safety Data Sheets)

Noise Exposure /
Audiometric Tests

Confined Space Entry
Permits

© 2026 OSHAlytics. All rights reserved.

5 years + 6 months

Duration of program +
indefinitely

Duration of
employment

Minimum 1 year

Duration of
employment

Duration of
employment + 30
years

Until next fit test

3 years (best:
duration of
employment)

30 years after
exposure ends

Exposure records: 2
years; audiometric:
duration of
employment

Minimum 1 year after
cancellation

oshalytics.com

Electronic submission required for large employers.
Post 300A Feb-Apr.

Retain prior versions with revision dates. Dated version
in effect at time of incident is legally significant.

No minimum required under most standards, but
essential for misconduct defense and inspector

verification.

Best practice: duration of employment for authorized
employee records.

Certification of training must identify equipment, date,
and certifying authority.

Employer must retain even after employee leaves.

Replace prior record when current test administered.

Exposure records: duration of employment + 30 years.

Even if the chemical is no longer used, retain SDS if
employees were exposed.

Part of Hearing Conservation Program (29 CFR
1910.95).

Used for annual review of permit space entry program.
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Incident Investigation 5 years (consistent Retain investigation reports alongside related 300/301
Reports with 300 log) entries.
Contractor Safety Records Duration of project + Includes pre-qualification, orientation records, and
3 years JHAs.
Equipment Maintenance Duration of equipment = Required to defend against citation if equipment
Logs use involved in incident.

Best Practices Beyond Minimums
» Retain all records digitally with offline backups — physical binders alone are lost in fires, floods, and
office moves.

e For any record tied to a significant incident, retain indefinitely or until any potential litigation statute
of limitations has fully expired.

« Establish a formal document destruction policy that ensures records are not destroyed during active
litigation or an open OSHA inspection.

e Conduct an annual retention audit to identify documents approaching retention deadlines and
confirm they are still correctly categorized.

14. OSHA — 29 CFR 1904.33 — Retention and Updating of Old Forms.
https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904.33
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° Organizing Your Documentation System

The Master Document Binder Concept

Whether you use physical binders, a digital folder structure, or a dedicated safety management
platform, the goal is the same: every document an OSHA inspector could request must be findable
within 5 minutes. The “master binder” is the mental model — a single, organized location (or digital

equivalent) where all six pillars of documentation live.

Structure your master system around these top-level folders:

01— Written Safety
Programs

02 — OSHA Recordkeeping

03 — Training Records

04 — Inspections &

Corrective Actions

05 — Hazard Communication
/ SDS

06 — Contractor
Documentation

07 — Medical & Exposure
Records

08 — Incident Investigations

09 — Posted Documents

One subfolder per program (HazCom, LOTO, Respiratory, Fall Protection, etc.).
Current version at the top; archived versions in /Previous Versions with dates.

Subfolders by year. Each year contains Forms 300, 300A, and 301. Electronic
submission confirmations stored here.

One subfolder per training topic. Within each: dated sign-in sheets, training
materials, trainer credentials, and competency records.

Subfolders by inspection type and date. Each inspection: completed form +
photos + corrective action log with status tracking.

Chemical inventory, written HazCom program, and SDS files organized by
product name or CAS number. Archive section for historical exposure records.

One subfolder per contractor. Pre-qualification records, insurance certificates,
orientation sign-ins, JHAs, and incident reports.

Separate from training. Respiratory medical evaluations, fit tests, audiometric
records, and exposure monitoring. Strict 30-year retention.

One subfolder per incident. OSHA 301, investigation report, root cause analysis,
corrective action plan, and closeout documentation.

OSHA Job Safety and Health poster, Form 300A (during posting period), and any
citations currently displayed. Photo evidence of posting compliance.

Digital vs. Paper: The 2026 Standard

OSHA accepts electronic records as long as they are accessible during inspections and can be
produced promptly.15 In 2026, the expectation has shifted: many inspectors now expect digital access
to key documents, particularly in multi-location and construction environments.

© 2026 OSHAlytics. All rights reserved. oshalytics.com Page 15
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¢ Minimum digital requirement: All electronic records must be accessible on demand — not locked in
an employee's personal email or a system that requires 30 minutes to navigate.

e Paper backup requirement: Maintain at minimum the ability to quickly print the OSHA 300A, written
safety programs, and current training rosters for inspectors who prefer or require paper.

e Field access: Workers must be able to access current SDS files and emergency procedures from the
field. Cloud-based platforms address this; distributed paper binders require a management system
to stay current.

e Version control: Digital systems make version control far easier than paper. Every revision should
carry a date, the name of the revising authority, and the reason for the change.

Naming Conventions and Version Control

Consistent file naming prevents the most common digital documentation failure: finding three versions
of the same document with no way to know which is current. Use this naming convention across all
safety documents:

Format: [DocumentType]_[Topic]_[YYYY-MM-DD]_v[Version]
Example 1: WrittenProgram_HazardCommunication_2026-01-15_v3.pdf
Example 2: Training_FallProtection_SignIin_2026-03-22.pdf

Example 3: Inspection_AreaB_2026-04-01_FindingsReport.pdf

Access and Retrieval Protocols

Designate a single person responsible for the master documentation system. This does not mean they
create every document — it means they own the system’s integrity: ensuring documents are filed
correctly, versions are controlled, and nothing is deleted without authorization.

« Safety Director / EHS Manager: System owner. Final authority on organization.

« Supervisors and foremen: Responsible for timely submission of field documents (inspection reports,
training sign-ins, JHAs) within 24 hours of completion.

« HR / Admin: Responsible for maintaining employee rosters, disciplinary records, and medical file
access controls.

e Senior Leadership: Read-only access to injury logs, audit reports, and performance dashboards for
program oversight.

15. OSHA — Recommended Practices for Safety and Health Programs (OSHA 3885). Digital Documentation Guidance,
https://www.osha.gov/sites/default/files/publications/OSHA3885.pdf
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a Conducting Your Own Mock OSHA Audit

The most reliable way to confirm your documentation is audit-ready is to audit yourself first. A mock
OSHA inspection — conducted with the same rigor as a real inspection — exposes gaps before they
become citations.

The 30-Day Audit Readiness Sprint

If you're starting from scratch or suspect significant gaps, use this structured 30-day sprint to bring
your documentation to a defensible baseline:

Audit Your Records

Pull all OSHA 300/300A/301 forms for the current year and 3 prior years. Verify completeness,
accuracy, and posting compliance. Confirm electronic ITA submissions are complete. Identify any
incidents that may have been underreported.

Centralize Training Documentation

Collect all training records from supervisors, project managers, and field crews. Standardize
sign-in sheets. Identify employees with missing or outdated training for the most-cited topics: fall
protection, HazCom, LOTO, forklifts, respirators.

Update Written Programs

Review all written safety programs against current OSHA standards. Update for HazCom GHS
Revision 7 (deadline May 19, 2026). Make each program site-specific — remove boilerplate
language not applicable to your operations. Date all revisions.

Run the Mock Inspection

Conduct a documented walkthrough using the OSHA inspection sequence: opening conference
(document request), records review, physical walkaround, closing conference. Assign corrective
actions for all gaps. Re-inspect in 30 days.

Common Documentation Failures and Fixes

These are the five most common documentation failures identified during 2026 OSHA inspections —
and the direct corrective action for each.’®

Incomplete Injury & Entries missing, misclassified, or not Conduct a 3-year 300 log audit. Assign a
lliness Logs updated within 7 days single owner for accuracy. Establish a weekly
log review process.

© 2026 OSHAlytics. All rights reserved. oshalytics.com Page 17
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Outdated or Missing
Training Records

Generic / Boilerplate
Written Programs

Missing or Outdated
SDS Files

No Corrective Action
Closure Records

No sign-in sheets, vague topic
descriptions, or gaps for new hires
and temps

Programs not customized to the site,
referencing chemicals or processes
not present

SDS for current chemicals not on file,
or paper binders not updated when
products change

Inspection findings recorded but no
documentation of resolution or
verification

Running the Mock Audit

Standardize sign-in forms. Require submission
within 24 hours of training. Build a training
matrix tracking completion status per
employee.

Review each program against actual site
conditions. Update language to be specific.
Add revision date and approving signature.

Conduct a chemical inventory reconciliation.
Update SDS library. Move to digital SDS
management with automatic update
notifications.

Implement a closed-loop corrective action
system. Every finding must have an assigned
owner, deadline, and signed verification of
completion.

Structure your mock audit in the same sequence an OSHA inspector follows:

1. Opening Conference: Simulate the inspector's document request (the 13 categories from Chapter 1).
Time how long it takes to produce each document. Anything over 5 minutes is a gap.

2. Records Review: Examine injury logs, training records, written programs, and inspection reports for
completeness, accuracy, and currency.

3. Walkaround: Physical inspection of all work areas using your standard inspection checklists.
Document every finding with photos.

4. Employee Interviews: Ask workers — without supervisors present — whether they know how to
report hazards, where SDS are located, and what to do in an emergency. Their answers reveal
whether training has actually been absorbed.

5. Closing Conference: Document all findings, assign corrective actions with owners and deadlines,
and schedule a 30-day follow-up.

16. OSHA — The Five Most Common Documentation Failures in 2026.
https://www.osha.gov/sites/default/files/publications/OSHA3885.pdf
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e Staying Audit-Ready Year-Round

Audit readiness is not a project with a finish line. It is a continuous operating condition. The companies
that consistently pass OSHA inspections with minimal citations don't prepare for audits — they maintain
documentation systems that are always current.

The Monthly Documentation Cadence

Week 1 Verify OSHA 300 log is up to date. Confirm all incidents from the prior month are recorded

correctly within the 7-day window.

Week 2 Review corrective action log. Close out any overdue items. Escalate unresolved critical findings

to leadership.

Week 3 Confirm all training sessions from the prior month are documented and filed. Check new hire

training completion status.

Week 4 Pull inspection completion metrics. Review finding trends. Confirm all SDS additions/removals

are current in the library.

Annual Program Reviews

An annual documentation review is both an OSHA best practice and a strategic opportunity to identify
systemic gaps before they are discovered by an inspector. OSHA’s SHP Implementation Checklist calls
for a full program evaluation at least annually, with worker involvement."”

Review all written safety programs against any regulatory changes from the prior year

Benchmark OSHA 300 data against industry averages — NAICS-specific rates available on the BLS
website

Confirm electronic submissions to OSHA's ITA are complete and match physical 300 logs

Audit training matrices against current employee roster — identify gaps for current and former
employees

Review document retention status — archive records approaching retention deadlines
Update emergency action plans, organizational charts, and nhamed responsible parties
Conduct or commission an independent third-party safety audit

Document the annual review itself — with date, participants, findings, and action plan
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Responding When OSHA Arrives

Even with a well-organized documentation system, your response protocol in the first 30 minutes of an
inspection matters. Know your rights and your responsibilities.

Ask for credentials The inspector must provide photo ID and employee serial number before you allow
entry.
Ask the purpose You may ask the reason for the inspection, which areas will be covered, and what

specific hazards are under review.

Designate a company Assign a knowledgeable representative to accompany the inspector at all times. This
representative should be your safety director or a trained designee.

Produce documents Have your documentation system accessible. Delays or difficulty producing
promptly requested records are interpreted as disorganization or concealment.

Do not volunteer Provide exactly what is requested — no more. Do not volunteer records or

information beyond the scope of the request.

Facilitate employee OSHA has the right to conduct private interviews with workers. Make employees
interviews available. You may not attend or monitor these interviews.
Document everything Take notes throughout the inspection. Document what was requested, what was

produced, what was observed, and what the inspector said.

I[F YOU RECEIVE A CITATION: If a citation is issued after an inspection, you have 15 working days to
contest it. Informal conferences with OSHA's area director are available before the contest deadline and
often result in reduced penalties or modified abatement dates. A well-documented safety program is your
strongest evidence in any post-citation proceeding.

17. OSHA — Safety and Health Program Implementation Checklist, Section 6,
https://www.osha.gov/sites/default/files/SHP_Implementation_Checklist.pdf
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Appendix

Audit-Readiness Self-Assessment Checklist

Use this checklist to assess your current documentation posture. Revisit quarterly and after any
significant incident or regulatory change.

Written Programs
[ 1 Written safety policy signed and dated by senior leadership
[ 1 Written HazCom program is site-specific (updated for GHS Rev. 7 by May 19, 2026)
[ 1 Written LOTO program with equipment-specific procedures
[ 1 Written Respiratory Protection Program (if applicable)
[ 1 Written Fall Protection Plan (construction) or fall prevention procedures (general industry)
[ 1 Written Emergency Action Plan posted and distributed

[ 1 All written programs reviewed and revised within the past 12 months

Injury & lliness Recordkeeping
[ 1 OSHA 300 log is current — all recordables entered within 7 days
[ ] OSHA 300A annual summary was posted Feb 1-Apr 30 and signed by an executive
[ ] OSHA 301 incident report completed for every recordable injury
[ 15 years of 300/300A/301 forms are organized and accessible

[ ] Electronic ITA submission completed by March 2 deadline (if applicable)

Training Documentation
[ 1 Training matrix exists identifying required training by job role
[ 1 All training records include date, topic, trainer, attendees, and language
[ ] Fall protection training documented for all workers at height
[ ] HazCom training documented for all exposed employees
[ 1LOTO authorized employee training current and documented
[ 1 Forklift / PIT operator certifications current (recertified within 3 years)
[ 1 Respirator medical evaluations and fit tests current and on file

[ 1 New hire orientation and safety training documented within first week

Inspections & Corrective Actions
[ 1 Scheduled inspections are being completed at the required frequency
[ 1 Allinspection records include findings, severity ratings, and photos
[ ] Corrective action log is active with owners, deadlines, and status
[ ] Critical findings documented as closed within 24 hours

[ 1 Inspection records accessible for the past 12 months
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HazCom & SDS
[ ] Chemical inventory is current and complete for all locations
[ 1SDS is on file for every hazardous chemical in the inventory
[ 1 SDS library is accessible to workers at all times during their shift

[ 1 All containers properly labeled per GHS requirements

Contractor Documentation
[ 1 Pre-qualification safety records collected for all contractors
[ ] Site-specific safety orientation conducted and documented for all contractor workers
[ ] Contractor JHAs reviewed and approved before high-risk tasks begin

[ ] Contractor incident reports filed and incorporated into your tracking system

System & Organization
[ ] Single designated owner of the master documentation system
[ ] Document naming conventions in place and consistently applied
[ ] Prior versions of written programs archived with dates
[ ] Document retention schedule documented and followed

[ 1 Records accessible digitally with paper backup capability for key documents
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Sources

1. OSHA — Top 10 Most Frequently Cited Standards. https://www.osha.gov/top10citedstandards
2. OSHA — Top 10 OSHA Violations in Construction — 2025 Guide. https://www.osha.gov/data/commonstats

3. OSHA — Recommended Practices for Safety and Health Programs (OSHA 3885).
https://www.osha.gov/sites/default/files/publications/OSHA3885.pdf

4. OSHA — Employer Rights and Responsibilities Following a Federal OSHA Inspection (OSHA 3000).
https://www.osha.gov/sites/default/files/publications/OSHA3000.pdf

5. OSHA — Recordkeeping and Reporting Occupational Injuries and llinesses (29 CFR Part 1904).
https://www.osha.gov/laws-regs/regulations/standardnumber/1904

6. OSHA — Employer Rights and Responsibilities Following a Federal OSHA Inspection (OSHA 3000).
https://www.osha.gov/sites/default/files/publications/OSHA3000.pdf

7. OSHA — OSHA Clarifies Employers' Recordkeeping Obligations. https://www.osha.gov/recordkeeping

8. OSHA — 29 CFR 1904.33 — Retention and Updating of Old Forms.
https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904.33

9. OSHA — OSHA Clarifies Employers' Recordkeeping Obligations. https://www.osha.gov/recordkeeping

10. OSHA — Safety and Health Program Implementation Checklist.
https://www.osha.gov/sites/default/files/SHP_Implementation_Checklist.pdf

11. OSHA — Top 10 Most Frequently Cited Standards. https://www.osha.gov/top10citedstandards

12. OSHA — 29 CFR 1904.33 — Retention and Updating of Old Forms.
https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904.33

13. OSHA — OSHA Construction Compliance 2026 — Subcontractor Management.
https://www.osha.gov/sites/default/files/publications/OSHA3885.pdf

14. OSHA — 29 CFR 1904.33 — Retention and Updating of Old Forms.
https://www.osha.gov/laws-regs/regulations/standardnumber/1904/1904.33

15. OSHA — OSHA Construction Compliance 2026 — Digital Documentation.
https://www.osha.gov/sites/default/files/publications/OSHA3885.pdf

16. OSHA — The Five Most Common Documentation Failures in 2026.
https://www.osha.gov/sites/default/files/publications/OSHA3885.pdf

17. OSHA — Safety and Health Program Implementation Checkilist.
https://www.osha.gov/sites/default/files/SHP_Implementation_Checklist.pdf
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Ready to Simplify Your Safety
Documentation?

OSHAlytics centralizes your inspections, corrective actions, training records,
and document control in one platform — so you're always audit-ready.

oshalytics.com

info@oshalytics.com | Book a Demo
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