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No matter the industry - construction, manufacturing, healthcare, or beyond - the well-being of
your workers is non-negotiable. And behind every solid safety program is a professional making
sure the gears are turning: overseeing policies, conducting training, enforcing regulations, and
generally staying on top of things. But there’s one often-overlooked part of the job that can make or
break a safety program - documentation. This Insight will unpack why documentation matters, what
can go wrong if you don't do it right, and provide you with five best practices to build smart, reliable
recordkeeping habits.

Why Documentation is Essential

* Proving Compliance: Officials at the Occupational Safety and Health Administration (0SHA] and
at state agencies don't just want to hear that your safety program exists - they want to see it.
Documentation is the evidence. You need to be able to show what hazards were identified, which
trainings took place, how equipment was inspected, and what actions were taken after incidents.
These aren’t just boxes to check, they're the backbone of legal compliance and internal
accountability.

* Promoting Consistency: Turnover happens. So do leadership changes, shifting job roles, and
evolving procedures. Documentation keeps safety efforts from unraveling during transitions.
Clear written records like standard operating procedures (SOPs), safety checklists, and meeting
minutes all ensure that safety protocols don’t vary wildly from site to site or shift to shift. They
also provide a resource for new team members to quickly familiarize themselves with your safety
culture and standards.

e Backing Up Training Efforts: Training is only as good as your ability to prove it happened.
Keeping records of dates, topics, and employee participation ensures you can demonstrate what
happened. Solid documentation does more than protect you during audits. It also helps identify
gaps in your program - like employees who missed a session or topics that need reinforcement
- and demonstrates compliance with labor laws and regulations.

What Happens When Documentation Falls Short
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¢ Legal Trouble: In the aftermath of a workplace injury or fatality, investigators will want to see
what your organization did to prevent it. If your documentation is spotty or nonexistent, you could
be facing citations, lawsuits, or worse. And it’s not just the company on the hook. Safety
professionals themselves may be called to answer for gaps in recordkeeping, with reputational
and career consequences.

* Insurance and Liability Headaches: Your insurer wants to see that you took reasonable steps to
prevent harm. If you can’t show that training was completed, inspections were done, and risks
were addressed, you may struggle to get a claim paid - or face higher premiums down the line.
In some cases, poor documentation could even jeopardize your coverage entirely.

¢ Operational Blind Spots: Without documentation, it's hard to spot patterns. Are the same
hazards showing up again and again? Are injuries trending upward in one department?
Documentation lets you identify trends and take action before problems escalate. Without it,
you're flying blind.

* Reputational Damage: News of workplace accidents travels fast. If your organization is seen as
careless about safety and can’t prove otherwise, you risk losing the trust of workers, customers,
investors, and the public. Being able to point to documented efforts is often the best defense
against damage to your brand.

5 Best Practices for Bulletproof Documentation
If you're looking to strengthen your documentation habits, start here with these five best practices:

0 Go Digital. Paper gets lost. Digital tools offer secure storage, easier searchability, and faster
sharing. Cloud-based platforms also make it easier to update and audit records across multiple
sites.

0 Audit Regularly. Schedule routine reviews of your safety records - training logs, inspection
reports, incident files - to catch gaps before they become problems.

0 Be Detailed. Vague records aren’t much better than no records. Include dates, names, specifics of
what was covered, and any follow-ups.

0 Standardize. Use consistent formats for forms and reports. This makes it easier to analyze data,
spot trends, and ensure nothing falls through the cracks.

0 Train Your Team. Documentation isn’t just the safety pro’s job. Supervisors, leads, and frontline
employees should understand what needs to be documented, how to do it correctly, and why it
matters. A quick orientation or periodic refresher can go a long way toward building a safety culture
where everyone contributes to a clear, complete paper trail.

Conclusion



Make sure you are subscribed to Fisher Phillips” Insight System to get the most up-to-date
information. |f you have any questions, contact the author of this Insight, your Fisher Phillips
attorney, or any member of our Workplace Safety Team.
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