Safety Program Record Inventory
Record – the type of record (i.e. training record or incident report).
Location – where the record is kept and in which format (i.e. paper copy in personnel file or computer files on back-up drive).
Responsibility – who has responsibility for keeping the record in the correct location (i.e. supervisor or personnel officer).
Retention period – the minimum length of time the record must be retained before destruction.
	Record
	Location
	Responsibility
	Retention Period

	Occupational first aid treatment records
	
	
	Three years.

	Incident reports
	
	
	Three years.

	Incident investigation reports
	
	
	Three years.

	Workplace inspection reports
	
	
	One year.

	Employee safety training records
	
	
	Ten years past employment termination date.

	Safety meeting records
	
	
	Five years.

	Crew meeting records
	
	
	Five years.

	JOHS committee minutes
	
	
	Two years.

	*Tool and equipment inspection reports
	
	
	Service life of the tool or equipment.

	*Tool and equipment maintenance records
	
	
	Service life of the tool or equipment.

	*Mobile equipment inspection reports
	
	
	Service life of the piece of mobile equipment.

	*Mobile equipment maintenance records
	
	
	Service life of the piece of mobile equipment.

	*Vehicle inspection reports
	
	
	Service life of the vehicle.

	*Vehicle maintenance records
	
	
	Service life of the vehicle.

	Reports and citations from regulatory agencies
	
	
	Two years.

	*Supervisors’ journals
	
	
	Five years.

	*Equipment and vehicle log books
	
	
	Service life of the equipment or vehicle.

	*Audiometric hearing records
	
	
	Ten years past employment termination date.

	*Environmental monitoring records
	
	
	If specific to employee then ten years past employment termination date.
General records ten years.

	*Drivers’ logs
	
	
	Six months.

	*Other
	
	
	

	*Other
	
	
	


*(Include all that apply.)
