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Access to Medical and Exposure Records Policy
Purpose
The company recognizes that employees have the right to access certain medical and exposure records under OSHA’s Access to Employee Exposure and Medical Records Standard (29 CFR 1910.1020). Providing access to these records ensures transparency, promotes workplace health, and helps employees and their healthcare providers make informed decisions about occupational exposures.
This policy establishes the procedures for informing employees of their rights, ensuring records are maintained properly, and providing access when requested.

Scope
This policy applies to all current and former employees, as well as their designated representatives and treating physicians, who may need access to relevant medical or exposure records maintained by the company.

Policy Statement
· The company will maintain required medical and exposure records in accordance with OSHA standards and applicable state and federal regulations.
· Employees will be informed annually of the existence, location, and availability of these records.
· Employees, their designated representatives, and treating physicians have the right to access these records upon request, without fear of retaliation.
· A designated Records Custodian will be responsible for maintaining and providing access to these records.
Failure to comply with this policy or attempts to deny rightful access may result in corrective action and regulatory penalties.


Responsibilities
Management
· Ensure that all medical and exposure records are retained for the required duration (generally 30 years for exposure records).
· Designate a Records Custodian to manage and provide access.
· Communicate this policy to all employees annually.
Records Custodian
· Maintain the security and confidentiality of employee records.
· Provide access to records within the required timeframe (no later than 15 working days from the request).
· Keep accurate logs of all requests for access.
Employees
· Have the right to request their own records, designate a representative, or authorize their physician to obtain the records on their behalf.
· Must submit requests in writing to the Records Custodian.

Access to Records
Employees have the right to access:
1. Medical records directly related to their employment (e.g., results of medical exams, lab tests, or health surveillance).
2. Exposure records, such as air sampling data, biological monitoring results, or chemical inventories showing potential exposure.

Information provided to employees will include:
· The existence, location, and availability of medical and exposure records.
· The identity of the Records Custodian responsible for maintaining these records.
· Each employee’s right to access these records under OSHA regulations.
Records will be provided at no cost to the employee or representative. Copies may be provided instead of originals, and the company reserves the right to remove unrelated confidential information before release.

Employee Rights
Employees are entitled to:
· Review their records in person.
· Request a copy of their records.
· Have a designated representative or physician review records on their behalf.
· Receive information about how long records will be kept and where they are stored.
· Be informed annually of their access rights.
Employees will not be retaliated against for exercising these rights.

Enforcement
This policy will be enforced under company health and safety rules. Denial of access or mishandling of records is a serious violation and may result in disciplinary action, up to and including termination, as well as regulatory fines.

Review and Updates
This policy will be reviewed annually to ensure compliance with OSHA requirements. Updates will be communicated to employees promptly.

DISCLAIMER
The materials provided by McClone Insurance are for general informational and educational purposes only. They are not legal advice, a compliance guarantee, or a substitute for the client’s own obligations under applicable laws.
McClone Insurance makes no warranties as to accuracy, completeness, or applicability to a specific workplace. Clients are responsible for reviewing and adapting all policies and procedures to their own operations and ensuring compliance with federal, state, and local requirements. For legal advice, consult qualified counsel.
150 Main Street, Suite 300
Menasha, WI 54952-0389
info@mcclone.com
www.mcclone.com
Main: (920) 725-3232
Toll Free: (800) 236-1034
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