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The Occupational Safety
and Health Records that
the Employer Must Keep

Occupational safety and health records shall be retained in
paper and/or electronic form at the main headquarters of
the institution and at the worker’s workplace. These records
shall be presented to labor inspectors upon request, and
access to them and obtaining copies thereof shall be
facilitated.



1.

. Record of results for measuring

. Record of the emergency plan

Required records and the retention period for each:

Record of the OSH committee
minutes of meetings
Retention period: 5 years.

pollutants in the work environment
in accordance with the nature of
the work (such as lighting, noise,

chemical elements, etc.) : z
Retention period: 10 years. =

. Record of work accidents, injuries, and occupational diseases

Must include:

» Approved forms for the purpose of reporting work accidents and injuries, and
occupational diseases.

» Reports of work accidents and injuries that include preventive measures and
precautions to avoid their recurrence by identifying the necessary controls
and corrective procedures and applying them.

Retention period: 5 years for accidents and injuries, and at least 10 years
for occupational diseases, taking into account the substances that
caused the occupational disease.

. Record of daily and periodic

checklists for workplaces and
facilities
Retention period: 1 year.

Must include:

procedures to manage unexpected
situations, with  documentation
of all individuals present in the
workplace to facilitate headcount in
emergencies.

Retention period: 1 year from the
date of any amendment.




6. Record of risk assessment in the workplace

Must include:
> Identification and classification of hazards. m

» ldentification of exposed personnel.
» Risk analysis (severity, likelihood, potential
impacts).
» Control measures following the hierarchy of
controls as shown alongside:
Personal

» Documentation of applied preventive measures. Protective
» Involvement of workers in the assessment process.

» Periodic review and update of the assessment.
» Considering the provisions of the “Instructions for
Identifying the Types of Sources of Occupational Hazards in the Work
Environment and the Necessary Preventive Precautions and Measures of the
year 2023”.
Retention period: until the next assessment is conducted.

7. Record of workers' training, which must include:

» Training plan. » Training material. » List of participants.
» Photos or videos showing the date of the training, if possible.
Retention period: 1 year.

8. Record of checks, maintenance, and their SW_ ' S l
reports. The record must include: L .

» Periodic maintenance plan (such as
machinery, equipment, boilers...) and check
reports.

» Manufacturer's instructions and engineering
design calculations for any design different
from the manufacturer's design.

» Instructions for installing and operating
machinery and equipment in workplaces,
and for ensuring the validity and safety of
electrical devices and their connections.

» Examining means of protection.

Retention period: 1 year.




9. Record of occupational safety )
and health procedures for remote
workers performing office tasks and
other tasks that require screen use
Retention period: two years from
the end date of the remote work
assignment.

10. Record/inventory of chemicals used
and chemical Safety Data Sheets
(SDS). The record must include:

» List of all chemicals, quantities,
and their risk levels.

Retention period: 10 years from the

date of use.

11.Record of checking ladders and
scaffolds, which must include safety
inspection reports.
Retention period: 1 year.

12. Record of the design, installation, or
use of equipment used for working
at heights. The record must include
safety inspection reports.

Retention period: 1 year.

To access to the full text of (A decision regarding the occupational safety and
health records that the employer must keep for the year 2024), please scan
the following QR code:




