DOT 3903.1A 01-13-2025

Subject: U.S. DEPARTMENT OF TRANSPORTATION OCCUPATIONAL SAFETY AND
HEALTH: INCIDENT INVESTIGATION, REPORTING AND RECORDKEEPING

1. PURPQOSE: This Order establishes United States Department of Transportation (DOT) policy
and assigns responsibilities for investigating, reporting and recordkeeping of employee work-
related occupational injuries and illnesses. This Order focuses on the injury and illness
reporting requirements of the Occupational Safety and Health Administration (OSHA).

2. CANCELLATION: This Order cancels DOT 3903.1 dated November 10, 2004.

3. BACKGROUND: The OSHA requires Federal agencies to: (1) Record and maintain reports

of work-related fatalities, injuries, and illnesses; (2) Report fatalities and serious injuries to
OSHA; and (3) Annually submit occupational injury and illness data from the previous
calendar year to the Bureau of Labor Statistics (BLS).

a.

Employees are DOT’s most valuable resource. Protecting the safety and health of DOT’s
employees and contractors is paramount. Preventing incidents that result in injuries and
occupational illnesses significantly enhances DOT’s ability to meet mission
requirements, achieve performance goals and effectively utilize available resources.
Comprehensive investigations of incidents and accurate reporting are essential to the
success of the Department’s Occupational Safety and Health (OSH) program.

Evaluations to determine how and why an event occurred are necessary to prevent future
occurrences of similar accidents. Accurate reporting and recordkeeping are necessary to
identify trends and improve the overall safety of DOT workplaces. Additionally, certain
investigation records are necessary to comply with United States Department of Labor
(DOL) reporting and recordkeeping requirements.

4. REFERENCES: This Order is issued pursuant to the following statue, regulations, and
guidance:

a.

Title 29 Code of Federal Regulations (CFR), Part 1904, Recording and Reporting
Occupational Injuries and Ilinesses. This rule establishes the requirements for recording,
reporting, and notifying OSHA of work-related fatalities and recordable injuries or
illnesses. 29 CFR 1904.32 requires employers to maintain and post an annual summary of
work-related injuries and illnesses.

Title 29 CFR 1960, Subpart I, Basic Program Elements for Federal Employee
Occupational Safety and Health Programs and Related Matters. 29 CFR 1960.66(a)
establishes uniform requirements for Federal agencies to collect work-related injury and
illness data, utilize the data for accident prevention, and assist the Secretary of Labor in
compiling and analyzing occupational safety and health statistics. 29 CFR 1960.72(a)


https://www.osha.gov/laws-regs/federalregister/2004-11-26
https://www.osha.gov/laws-regs/federalregister/2004-11-26

requires Federal agencies to electronically submit previous calendar year’s occupational
injury and illness recordkeeping data to BLS by May first of each year.

5. DEFINITIONS:

a. Establishment: The term establishment as defined in 29 CFR 1960.2(h) means a single
physical location where business is conducted or where services or operations are
performed. Where distinctly separate activities are performed at a single physical
location, each activity must be treated as a separate establishment. Typically, an
establishment refers to a field activity, regional office, area office, installation, or facility.
For example, if two DOT Operating Administrations (OAs) are co-located in an office
building, each OA would be considered an individual establishment. Lower
organizational units that are located at the same location, such as offices or divisions
within an OA are not considered separate establishments.

b. Severe Injury: A serious work-related injury that must be reported to OSHA. 29 CFR
1904.39 requires DOT Operating Administrations (OAs) to notify OSHA of work-related
fatalities within eight hours and work-related inpatient hospitalizations of one or more
employees, amputations, or losses of an eye within twenty-four hours.

c. Injury orillness: A injury or illness is an abnormal condition or disorder. Injuries include
cases such as, but not limited to, a cut, fracture, sprain, or amputation. Ilinesses include
both acute and chronic illnesses, such as, but not limited to, a skin disease, respiratory
disorder, or poisoning. Injuries and illnesses are recordable only if they are new, work-
related cases that meet one or more of the Title 29 CFR 1904 recording criteria. Ilinesses
such as the common cold or flu are exceptions and not to be recorded. (Note: contagious
diseases such as tuberculosis, brucellosis, hepatitis A, COVID-19, or plague are
considered work-related if the employee is infected at work).

6. POLICY: This Order applies to all Secretarial Offices and DOT organizations. The Office of
the Secretary (OST), DOT OAs, and the Office of Inspector General (OIG) must record and
maintain records of all work-related injuries and illnesses as required by OSHA for each
establishment. This Order implements the occupational safety and health recordkeeping
requirements imposed by the Occupational Safety and Health Act of 1970. OST, all DOT
OAs, and OIG must adhere to the reporting criteria contained in Title 29 CFR 1960, Subpart
I, Basic Program Elements for Federal Employee Occupational Safety and Health Programs
and Related Matters; and Title 29 CFR, Part 1904, Recording and Reporting Occupational
Injuries and IlInesses.

a. OST, OIG, and OAs must investigate and report all employee occupational safety and
health incidents, injuries and illnesses which occur in operations internal to DOT,
including those involving contractor employees supervised on a day-to-day basis.

b. Injuries and illnesses must be reported using the OSHA Form 301. OSHA 301 forms are
filed electronically at the DOL Employees’ Compensation Operations and Management
Portal (ECOMP) website https://www.ecomp.dol.gov/. ECOMP is a single point for



employees to file both workers’ compensation claims and OSHA injury and illness
incident reports.

The following work-related incidents are recordable per OSHA 29 CFR 1904.7:

1) Death, one or more days away from work, restricted work or transfer to another job,
medical treatment beyond first aid, or loss of consciousness.

2) Significant injury or illness diagnosed by a physician or other licensed health care
professional.

3) Needlestick injuries and cuts from sharp objects contaminated with blood or
potentially infectious materials.

4) Hearing loss in one or both ears.
5) Work-related workplace tuberculosis cases.

DOT employees have the right to report work-related injuries and illnesses and are
protected from retaliation, reprisal, discrimination, or coercion as noted in 29 CFR
1904.35.

OST Offices, OIG, and OAs will post the preceding year’s OSHA Form 300A Summary
in a prominent location annually from February 1 through April 30. The Form 300A must
be signed by the highest-ranking official working at the establishment or Designated
Agency Safety and Health Official.

Each OA will provide an annual updated list of their establishments to the Departmental
OSH Manager. These recordkeeping requirements are applicable to all Federal
establishments, including those that employ fewer than ten employees, and those which
conduct work activities considered to be exempt industries.

7. RESPONSIBILITIES:

a.

Employees: Each DOT employee, or someone acting on behalf of the employee, must
immediately report an occupational injury or illness to their immediate supervisor. The
employee is responsible for:

1) Submitting an OSHA Form 301 in ECOMP.

a) Employees must first "Sign In/Register” on the ECOMP Home Page
https://www.ecomp.dol.gov/.

b) File anew OSHA Form 301, by selecting “New Claim” on the menu at the top.



c) Using the drop-down menus, select Department of Transportation then choose
appropriate agency and duty station for the location where the employee worked
at the time of the injury or illness.

d) Complete required form information. This includes details about the time, date,
location, and description of the incident.

2) If the employee is unable to complete an OSHA Form 301 in ECOMP, one may be
completed on the employee’s behalf by the supervisor, or OA Safety personnel. This
practice is not ideal and should be avoided if possible. Employees are unable to easily
track injury reports or submit workers’ compensation claims within ECOMP when
the OSHA Form 301 is completed on their behalf.

. Supervisors: Supervisors are responsible for the timely review and submission of the
following within seven calendar days of the injury/illness:

1) When prompted via email, supervisors must review OSHA 301 forms for accuracy
using the ECOMP system upon notification that an employee has sustained an injury
or illness.

2) Immediately notify the appropriate OA Safety Officer(s) within eight hours of
learning of a fatality or within 24 hours of learning of an inpatient hospitalization of
one or more employees, an amputation, or loss of an eye.

OST, OIG, and OA Safety Officers: The OST, OIG, and DOT OAs will appoint “OSHA
Recordkeepers” to review OSHA 301 forms in ECOMP. Typically, OSHA
Recordkeepers are OST, OIG, or OA safety personnel. OSHA Recordkeeper duties
include the following:

1) Upon email notification from ECOMP, reviews OSHA 301 injury/illness reports for
accuracy.

2) Determines if the injury or illness is OSHA recordable (see 29 CFR 1904.7).
3) Assigns the correct establishment code where the injury/illness occurred.

4) Generates the OSHA Form 300, Log of Work-Related Injuries and IlInesses and
OSHA Form 300A, Summary for their assigned establishment(s).

5) Maintains a copy of each OSHA Form 300, Log of Work-Related Injuries and
IlInesses, and OSHA Form 300A for a period of five years following the close of the
injury/illness report’s calendar year.

6) OST, OIG, and OA safety officers should analyze occupational incidents, injuries and
illnesses for trends, root causes and costs.



7) Anemployee, former employee, and/or an authorized representative, have limited
access to OSHA Form 300, and other incident records and reports that contain their
name. Access may be limited to the requirements of the Freedom of Information Act
(FOIA) and Privacy Act. In accordance with FOIA requirements, access to
information on any log maintained for DOT will be restricted to information that does
not constitute an unwarranted invasion of personal privacy consistent with exception
6 and 7(c) of the FOIA. An employee whose name does not appear on a log will be
limited to information that does not identify any injured or ill employees and will not
be provided access to the names of the injured or ill employees. Additional
information on employee rights of access to these documents is provided in 29 CFR
1904.35(b)(2). OST, OIG, and OAs should consult their FOIA and Privacy Act
specialists for further guidance before disclosing any work-related incident, injury, or
illness.

d. Departmental OSH Manager: The Departmental OSH Manager is responsible for
providing prompt notification to the Designated Agency Safety and Health Official
(DASHO) of all serious or fatal incidents and will notify DOL within 8 hours from the
date and time of the incident for any fatality if it has not already been done by the OST,
OIG, or OA. Hospitalizations, amputations, or eye loss will be reported to OSHA within
24 hours. At the discretion of the DASHO, a committee will be established to further
investigate the incident and provide a report of its findings to the Assistant Secretary for
Administration. The Departmental OSH Manager will collaborate and coordinate with
the Departmental Workers’ Compensation Program Manager on issues of mutual interest.

e. Departmental Workers’ Compensation Program Manager: The Departmental Workers’
Compensation Program Manager is responsible for policy formulation, planning,
program administration, and evaluation; and for establishing Departmental objectives and
strategies regarding the workers’ compensation program. The Departmental Workers’
Compensation Program Manager will collaborate and coordinate with the Departmental
OSH Manager on issues of mutual interest.

8. REPORTING FATALITIES AND SEVERE INJURIES OR ILLNESSES:

a. DOT is required to report to OSHA all fatal or severe incidents per 29 CFR 1904.39. The
supervisor responsible for the injured employee(s) or establishment manager must report
the following incidents within 8 hours from the date and time of the incident:

1) Any occupational incident which is fatal to one or more employees; and

2) Any employee fatal heart attack which occurs on the job (even if suspected to not be
work-related) per 1904.39(b)(5).

b. The in-patient hospitalization of one or more employees, any amputation, or loss of an
eye must be reported within 24 hours.



c. Fatal or severe incidents will be concurrently reported to OSHA and the appropriate OST,
OIG, or OA safety officer, who must promptly inform the DOT Departmental OSH
Manager by telephone or email.

d. DOT officials will notify OSHA of fatal or serious accidents by several methods
including: (1) Calling the nearest OSHA Area Office, (2) Calling the OSHA 24-hour
hotline at 1-800-321-6742 (OSHA), or (3) Report the incident using the OSHA website
at: https://www.osha.gov/pls/ser/serform.html.

e. The preliminary report of all serious injuries, illnesses or fatalities must include at a
minimum:

1) Facility name, date, time and location of the illness or incident.
2) Names and other identifiable information of all persons involved.
3) Number of deaths or hospitalizations.

4) Number and extent of injuries and illnesses.

5) Extent of damage to government-owned, government-leased property and privately-
owned property.

6) Name, address, and telephone number of the senior management representative of the
facility; and

7) Any additional information which explains how the incident occurred and the causes.

f. Incidents not immediately reportable but which result in death of an employee within 30
days of the date of the incident, must be reported to OSHA, the appropriate OST, OIG,
OA safety officer, and DOT Departmental OSH Manager within 8 hours from the time
the supervisor or other responsible management official becomes aware of the fatality.
The Departmental OSH Manager and Departmental Workers’ Compensation Program
Manager will be notified in writing within 5 working days. See 29 CFR 1904.39(b)(6) for
additional information. If death occurs after 30 days from the date of the incident, consult
with the Departmental Occupational Safety and Health Manager for further guidance.

9. FORMS: The following forms are provided by the Occupational Safety and Health
Administration (OSHA) or the Office of Workers” Compensation Programs (OWCP) to
report recordable incidents, injuries, occupational illnesses. Employees that have sustained a
work-related injury or illness, use ECOMP to report the incident to their supervisor.
Employees may also file a claim for benefits under the Federal Employees' Compensation
Act (FECA). The process starts by filing OSHA's Form 301, then file a claim using either
form CA-1 (for traumatic injury) or form CA-2 (for occupational disease). After receiving an
official FECA case number, employees may also file form CA-7 (Claim for Compensation).



10.

11.

See DOT Motor Vehicle Management Policy 4440.3E for motor vehicle accident reporting
requirements.

a.

OSHA Form 300- Log of Work-Related Injuries and Ilinesses: ECOMP generates this
form to list each DOT establishment’s annual log of occupational injuries and illnesses.

OSHA Form 300A- Summary of Work-Related Injuries and IlInesses: ECOMP generates
each DOT establishment’s OSHA Form 300A. 300A summary forms must be completed,
certified, and posted annually by February 1 of the year following the year covered by the
records and kept posted until April 30. See the provisions contained in 29 CFR 1960.69,
and 29 CFR 1904.32.

OSHA Form 301- Injury and Iliness Incident Report: DOT employees are required to
complete OSHA Form 301 using the ECOMP website to report a work-related injury or
illness.

DOL Form CA-1, Federal Employee’s Notice of Traumatic Injury and Claim for
Continuation of Pay/Compensation: DOT employees are to complete the Form CA-1 in
ECOMP to report workers’ compensation traumatic injury claim.

DOL Form CA-2, Federal Employee’s Notice of Occupational Disease and Claim for
Compensation: DOT employees are to submit the Form CA-2 in ECOMP to report an
occupational disease medical condition workers’ compensation claim.

DISTRIBUTION: This Order is distributed to all OA Administrators, the Inspector General,

and Designated Agency Safety and Health Officials.

CONTACT: If you have specific questions related to this Order, please contact OST’s Office

of Facilities, Information, and Asset Management, (M-90).

PHILIP ADAM S it
MONAMARA 35,1555

Philip A. McNamara

Assistant Secretary for Administration,

Designated Agency Safety and Health Official
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