Tab 1:  Introduction
Welcome to the Bureau of Environmental Health Services (BEHS)!  As you probably already know, our Bureau consists of five distinct programs:  retail food, manufactured food, lodging licensing, environmental child care, and onsite wastewater treatment.  Note that all are sanitation-based programs.  This is important because a) there is overlap within each program regarding environmental health principles and b) Bureau staff are frequently asked to address other sanitation issues that may lie outside of these programs.  Some examples include sanitation at shelters, institutional sanitation, recreational water quality, mattress laws, pest control, drinking water issues, and cleanup after floods.  It is also not uncommon for the Bureau to partner with other state and local groups to address various issues.  Within DHSS, the State Public Health Laboratory, the Bureau for Communicable Disease Control and Prevention, the Center for Local Public Health Services, Emergency Response Center and the Bureau of Environmental Epidemiology are frequent partners.  Frequent partners outside of DHSS include the Missouri Department of Natural Resources, the Missouri Department of Agriculture, the U.S. Food and Drug Administration, and Local Public Health Agencies.  You will be encouraged to foster relationships with these groups.  
This manual has been assembled for the sole purpose of ensuring staff are properly trained and acclimated to their assigned role.  This manual has been specifically designed for BEHS field inspectors (EPHS), which constitutes a majority of Bureau staff.  The checklists and guidance in it have been assembled based on program trainings, Departmental policies, and other best practices.  It has been designed with the understanding that everyone has different strengths and weaknesses, and sometimes we may need extra training in areas of limited experience.  Use the tools provided to track your progress.  When you encounter something that is in red, it means you must document you have completed the assigned training or verified you have access to the identified tools.  In addition, you may be asked to pass written tests that verify comprehension of program knowledge.
The tabs are assembled in recommended order of completion.  For example, knowledge, skills, and abilities developed for retail food inspections under Tab 5 are beneficial for training and inspections for environmental child care in Tab 7.  However, your supervisor will give you guidance on priorities based on your previous education and experience as well as regional needs.  

In order to maximize your probability of success in your new role, share your progress with your supervisor regularly to ensure training priorities are being addressed.  Do not be afraid to ask questions.  You will be encouraged by your supervisor to spend time with various inspectors, such as program managers and co-workers within your work unit.  This is intended in part to provide you additional perspective on various inspection styles and to instill a statewide perspective.  However, be aware that your supervisor is ultimately responsible for evaluating your training, performance, and workload and it’s critical that you discuss contentious issues with him/her promptly.  
If you are new to the Bureau and on probation, you are required to email a daily summary of your activities to you supervisor.  This is intended to promote wise use of time and to ensure your supervisor is given the opportunity to become confident in your work and motivation.  In order to successfully complete probation you are expected to complete 100% of tabs 1-5 and no less than the first training tier in tabs 6-9.  
One final consideration before you begin your training—when you conduct inspections, complaint investigations, permitting functions, plan reviews, trainings, etc. as a representative of the state you are generally viewed as a final authority on the subject matter.  Therefore, it is critical that all Bureau inspectors be professional, thorough, and consistent.  Assignments should be completed correctly and timely, every time.  This should not be taken lightly.  Most of us are field inspectors because we prefer it over office work.  Make sure you use your time wisely and do not abuse the flexibility afforded to you with your scheduling and time in the field.  Good luck!
Sincerely;

Aaron Winslow
Field Services Coordinator
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