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Definitions 
Record: “something that recalls or relates to past events”, “a body of known or recorded facts regarding something or 

someone” 

Statistics: “dealing with the collection, analysis, interpretation and presentation of masses of numerical data” 

- WEBSTERS 

Foreword 
All jurisdictions require that records of safety policies, activities, plans, equipment and trained personnel be in place. 

These records provide evidence that everything reasonably practicable was done to ensure that appropriate measures 

were taken to prevent injury, loss of life or damage to the environment, materials and equipment. 

Records and statistics also provide means to follow up, review and assess your health and safety program’s effectiveness 

and help indicate where improvements can be made. 

Types of Records 
The following types of records will be maintained: 

- Worker training (including specialized training on equipment or processes) in the form of course certificates, 

proof of attendance, or testing results. 

- Health and safety orientation forms. 

- Health and safety committee meeting minutes. 

- Hazard assessments. 

- Log books 

- Bills of Lading 

- Workplace safety inspection reports. 

- Incident/accident investigation reports. 

- First aid and other medical treatment reports. 

- Statistical summaries of health and safety activities. 

- Payroll and employment records 

Record Retention 
Type of Record Retention 

Payroll and employment records 36 months after work is performed by an employee as 
per section 15. Canada Labour Code  

Logbooks and supporting documents 6 months after the day which they were recorded 

 

Statistical Terms 
Statistics are used as a health and safety program performance measure.  

Recordable Incident Rate: A mathematical calculation that describes the number of employees per 100 full time 

employees that have been involved in recordable injury or illness. 
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=
# 𝑜𝑓 𝑅𝑒𝑐𝑜𝑟𝑑𝑎𝑏𝑙𝑒 𝐼𝑛𝑐𝑖𝑑𝑒𝑛𝑡𝑠 × 200,000

# 𝑜𝑓 𝐸𝑚𝑝𝑙𝑜𝑦𝑒𝑒 𝐻𝑜𝑢𝑟𝑠 𝑊𝑜𝑟𝑘𝑒𝑑
 

Total Incident Rate: A mathematical calculation that described the number of recordable incidents per 100 full time 

employees in any given time frame. 

Lost Time Case Rate: A mathematical calculation that described the number of lost time cases per 100 full time 

employees in any given time frame. 

=
# 𝑜𝑓 𝐿𝑜𝑠𝑡 𝑇𝑖𝑚𝑒 𝐶𝑎𝑠𝑒𝑠 × 200,000

# 𝑜𝑓 𝐸𝑚𝑝𝑙𝑜𝑦𝑒𝑒 𝐻𝑜𝑢𝑟𝑠 𝑊𝑜𝑟𝑘𝑒𝑑
 

Lost Workday Rate:  A mathematical calculation that described the number of lost workdays per 100 full time 

employees in any given time frame.  

Severity Rate: A mathematical calculation that described the number of lost days experiences as compared to the 

number of incidents experienced. 

=
# 𝑜𝑓 𝐿𝑜𝑠𝑡 𝑊𝑜𝑟𝑘 𝐷𝑎𝑦𝑠

# 𝑜𝑓 𝑅𝑒𝑐𝑜𝑟𝑑𝑎𝑏𝑙𝑒 𝐼𝑛𝑐𝑖𝑑𝑒𝑛𝑡𝑠
 

DART (Days Away/Restricted or Job Transfer) Rate: A mathematical calculation that describes the number of 

recordable incidents per 100 full time employees that resulted in lost or restricted days or job transfer due to work 

related injuries or illnesses. 

=
# 𝑜𝑓 𝐷𝐴𝑅𝑇 𝐼𝑛𝑐𝑖𝑑𝑒𝑛𝑡𝑠 × 200,000

# 𝑜𝑓 𝐸𝑚𝑝𝑙𝑜𝑦𝑒𝑒 𝐻𝑜𝑢𝑟𝑠 𝑊𝑜𝑟𝑘𝑒𝑑
 

Incident Rate Uses 
Incident rates, of various types, are used throughout industry. Rates are indications only of past performance (lagging 

indicators) and are not indicators of what will happen in the future performance of the company (leading indicators).  

The standard base rate for calculations is based on a rate of 200,000 labor hours. This number equated to 100 

employees, who work 40 hours per week, and who work 50 weeks per year. 

Records and Statics Policy 
All safety activity (hazard assessments, job training, verbal and written warnings, safety meetings, etc.) connected with 

all employees are to be carefully documented and filed. The records shall be retained for at least 7 years, even where an 

employee or contractor is no longer part of company operations. 

 

 

J. Dawson, President    04/27/16 
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Figure 1: Revisions 

Date Written / Date of Effect Original Author 

04/27/2016 Mandy Dawson 

 

Date Revised / Date of Effect Author Summary of Changes 

   

   

   

   

   

   

   

 


