Missouri Department of Health and Senior Services

Bureau of Environmental Health Services

Lodging Licensing Program

Complaint Investigation Field Training Record

 Performance Worksheet
For Internal/Personnel Use Only
	Establishment Name:

     

	Establishment Address:

     


	Trainee’s Name:

     

	Trainee’s Agency:

     


	Trainer’s Name:

      

	Trainer’s Agency:

     


	Date of Inspection led by the Trainee:

     

	Time IN:

     

	Time OUT:

     



	I.  Receipt and Verification of Complaint

PERFORMANCE ELEMENTS
	Opportunity occurred for trainer to demonstrate competency 

	Competency 

demonstrated

by trainee 

	
	
	YES


	NO



	
	1.  Complaint is documented appropriately, with sufficient details for investigation and reported to Lodging program staff (to be recorded in a master log for tracking).

	

	
2
	


	
	2.  Determines whether complaint is addressed within statute or rule.
	

	

	


	
	3. Reviews establishment file for previous inspection reports, complaints on file, etc

	

	

	


	Comments:       


	

	

	

	

	

	

	

	

	

	

	

	

	

	

	



	II.  Field Investigation 
PERFORMANCE ELEMENTS


	Opportunity occurred for trainer to demonstrate competency 
 
	Competency 

demonstrated

by trainee 


	
	
	YES


	NO



	

	1.  Proper equipment used:  forms, camera, business cards, identification badge.
	

	
2
	


	

	2.  Owner or manager is immediately engaged upon arriving at the facility.

	

	

	


	

	3.  Provides identification as a regulatory official to owner/manager, explaining authority for investigation and purpose of visit.


	

	

	


	

	4.  Demonstrates knowledge of laws, rules, and EHOG throughout investigation to owner/manager as needed.


	
	
	

	

	5.  Facility/complaint evaluation conducted in accordance with EHOG best practices.
	

	

	


	

	6.  Correctly assess observations to determine if there is a violation of the statute and rule.  
	

	

	


	

	7.  Written record of findings and verbal summary presented to owner/manager.


	

	

	


	

	8.  Field notes are recorded and retained; pictures, diagrams, and annotations are recorded and retained during the investigation and/or immediately thereafter as appropriate.
     
	

	

	


	

	9.  Investigation conducted in a timely fashion:  immediately for imminent health hazards, within 5 working days for potential health hazards, and within 15 working days for nuisances.  
	

	

	


	Comments:       


	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	III.  Follow-Up Part 1
PERFORMANCE ELEMENTS


	Opportunity occurred for trainer to demonstrate competency 


	Competency 

demonstrated

by trainee 


	
	
	YES


	NO



	

	1.  Unsubstantiated complaint files are closed out and complainants are notified as appropriate.


	

	
2
	


	

	2.  NOVs issued following substantiated complaint investigations in a timely manner.

	

	

	


	

	3.  Correct NOV form used and completed accurately in accordance with the EHOG, including remedial actions and correction timeframes.


	

	

	


	

	4.  Copies of NOVs submitted to OWTS program within 10 business days (to be recorded in a master log for tracking).  


	

	

	


	Comments:       


	

	

	

	

	

	


	IV.  Follow-Up Part 2
PERFORMANCE ELEMENTS


	Opportunity occurred for trainer to demonstrate competency 


	Competency 

demonstrated

by trainee 


	
	
	YES


	NO



	

	1.  Properties with substantiated complaint investigations warrant follow-up visits and are evaluated based on the timeframe provided in the complaint findings (5-60 days).
	

	
2
	


	

	2.  Performance Elements1-8 in II. Field Investigations are used to evaluate follow-up investigation.
	

	

	


	

	3.  Disposition reported to Lodging program within 10 business days (to be recorded in a master log for tracking).


	

	

	


	

	4.  Files for substantiated complaints that are resolved/abated are closed out.
     
	

	

	


	Comments:       
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