Tab 2:  Administration
DHSS Mission Statement

The mission of the Department of Health and Senior Services (DHSS) is to be the leader in promoting, protecting and partnering for health.

DHSS Organization

The DHSS intranet is good place to learn about how DHSS is organized and functions.  It is located at http://dhssnet/ and should be bookmarked as your homepage.  If you click on “employee information,” you will find assorted links of interest.  This includes DHSS organizational charts.  Using these organizational charts, identify the current individuals holding the following key positions:

Department Director: ____________________

Director of the Division of Community and Public Health (DCPH): ___________________

Deputy Director(s) for DCPH: __________________________

Operations Manager for DCPH: _________________________
Admin. Secretary for DCPH: __________________________
 
Administrator for the Section for Environmental Public Health: ____________________

AOSA for the Section for Environmental Public Health: _________________________
These are individuals you are unlikely to directly work with on a daily basis.  However, it is important that you know who these people are in case they ask for your assistance.  Ask your supervisor to help you meet as many of them as you can if you get the chance.  
The BEHS organizational chart is also available under “organizational chart listing” under “employee information” on the intranet.

DHSS Policy Manual

The DHSS policy manual is also available on the intranet by clicking on “Policies & Procedures.”  The manual contains administrative policies you are expected to abide by.  Although you are not asked to memorize it you are required to be familiar with it in order to comply with Departmental policies.  At a minimum, spend some time perusing the DHSS policy manual to ensure you can access it and are familiar with its organization.
DHSS Required Trainings

DHSS-required trainings and electronic training records can be accessed through the intranet by clicking on “training and support” or using this link:  http://dhssnet/Training/index.html.  Table 1 lists DHSS trainings you must complete early in your DHSS tenure.  If you are not located in the Jefferson City area you will likely need to stay at a hotel one night for new employee orientation.  Please contact Kelly Jacobs for all hotel reservations.  Supervisors are required to complete additional trainings not listed below.  
Table 1:  DHSS-required trainings for all new staff.
	Name
	Location
	Duration
	Initials/Date Completed

	New Employee Orientation*
	Jefferson City
	2 days
	

	Sexual Harassment Update
	Online
	1 hour
	

	Time Coding
	Online
	0.5 hour
	

	DELTA Training for Employees*
	Online
	0.5 hour
	

	Continuity of Operations
	Online
	0.5 hour
	

	Celebrating Diversity*
	Online
	0.5 hour
	

	Cyber Security Training*
	Online
	0.5 hour
	

	New Employee Benefits Orientation*
	Online 
	0.5 hour
	

	Fixed Assets
	Online
	0.5 hour
	


*Priority for new employees
All employees are required to periodically complete two surveys—the workforce assessment and the skills assessment.  Links to these surveys are available on the intranet at the bottom of the “employee information page.”  You must complete these trainings and surveys well before the end of your initial probationary period.  
Timesheets and Other Routine Administrative Tasks

Your DHSS-required trainings will teach you about DELTA, the Department’s online time accounting system.  This training includes definitions of key terms such as LDPR and Activity Codes.  These codes are used by the department to track time spent in the various programs so proper reporting can be done to the various funding sources used by the department. Bureau Activity Codes you will be using regularly include the codes provided in Table 2.  Pay periods are from the first day of the month to the fifteenth and the sixteenth to the last day of the month. Timesheets in DELTA must be submitted before close of business on the 15th and on the last day of the month.  New employees will be required to submit paper timesheets until their access to DELTA is approved. Late submissions are not acceptable. It is the employee’s responsibility to schedule time for data entry into the Delta system and timesheet submission.  
Table 2:  Time Accounting Activity Codes Frequently Used by BEHS Field Staff.

	Activity Code
	Corresponding Program Activity

	QAM1
	Lodging

	QAM2
	Environmental Child Care

	QAM3
	Retail Food

	QAM4
	Manufactured Food-Contract Inspections

	QAM5
	Manufactured Food-All Other Activities

	QAM6
	Onsite Wastewater Treatment 

	QAM7
	Administrative


DHSS Network
DHSS provides three network drives you will need access to.  The H: drive is your own personal folder.  You are encouraged to save work in progress on your H: drive as well as any reference documents you want to keep.  The H: drive is automatically backed up by the network administrators for security purposes; your computer’s hard drive is not.  The other two drives are the Bureau’s shared drives located at I:\CPHDivision\EHS (this will be the J:\ drive for district office personnel) and O:\EHS.  If your computer does not show that you have access to these drives, you will need to contact ITSD at (573) 751-6388 or request access using the Automated Security Access Process (ASAP) site.  With ASAP, users can request new access or change existing access for various network or application systems used by DHSS.  A link to access is located on the DHSS intranet main page.  Frequently asked questions and other self-help information technology tools are available at  https://extranet.mo.gov/gettinghelp/SitePages/Home.aspx.  

Travel and Working Remotely
Travel is an essential part of your position.  Employee travel is governed by DHSS Financial Policy 1.3.  The Department may not provide full reimbursement if you do not follow this policy closely.  It is for this reason that BEHS field staff are not approved to make their own rental car or hotel reservations.  This can instead be accomplished simply by emailing the designated clerical staff with the date(s), time, purpose, and destination of your travel.  Currently these contacts are Kelly Jacobs and Anna Baker by courtesy copy (cc:).  Like everyone else, clerical staff have other assignments/duties and so please inform them of your needs at least 48 hours in advance in order to set up reservations whenever possible.  
You are responsible for your own state car reservations.  Methodologies vary by office.  In Jefferson City, the CARS fleet system is used.  CARS can be accessed at http://oa.mo.gov/general-services/state-fleet-management/carpool-information. Check with your supervisor for instructions on gaining access to the appropriate reservation system. 
Out-of-state travel without the proper authorization is prohibited by Department policy.  If you think you need to travel out-of-state, consult with your supervisor before doing so.  

BEHS field staff are mobile and are provided cell phones and/or portable computers.  Portable computers that are used remotely can only access the internet and Outlook through a system called Cisco AnyConnect VPN.  This connection can only be achieved via a registration process through Information Technology Services Division (ITSD). The ITSD Help Desk can be reached at (573) 751-6388 or through https://extranet.mo.gov/gettinghelp/SitePages/Home.aspx to get assistance setting up VPN.  Outlook may also be accessed by any computer through webmail (https://webmail.mo.gov).  Working remotely, i.e. completing office work at the library or at home, is not routine DHSS practice. It can be done only with approval from your supervisor.  

Work Planning and Expectations
DHSS utilizes a system called “Perform” for managing employee expectations and evaluations.  It is an electronic system accessible only by supervisors.  An overview of the system is available at http://perform.mo.gov/.  Employees are generally given new performance expectations categorized within five standard components at the beginning of probationary periods and annually at the beginning of each calendar year.  Supervisors then rate employee performance based on these expectations at the end of defined time periods.  Any rating below a 5 (on a scale of 1 to 10) indicates substantial improvement is needed; ratings above a 6 indicate expectations were exceeded.
Your supervisor will ask you to schedule an office day per week to attend to data entry and paperwork such as inspection report submissions.  This also ensures field staff are routinely available to answer questions, respond to emergency events as needed, and completion of routine administrative tasks.  At least two of these administrative tasks—keeping your Outlook calendar updated and submission of paperwork will be a part of your performance expectations.  Paperwork completed for all programs should be routed to the appropriate location within 10 days of completion.  Another reason to schedule office days on the last day of every month is so that expense accounts and monthly inspection report summaries are submitted in a timely manner.  Reimbursable travel expenses are addressed in Financial Policy 1.3 which is available on the intranet under “Departmental Policies/Procedures.”  Your supervisor will provide additional guidance on this later.  
As field staff, your supervisor and co-workers rely on your Outlook calendar to know when you are available for scheduling purposes as well as being able to locate you in case of an emergency.  Make sure your daily schedule is noted on your Outlook calendar and remains updated as necessary.  Your supervisor and other staff require your permission to access to your calendar. You must manually give “permission” to view your Outlook Calendar to appropriate staff.  This can be done by selecting “Tools” on the Outlook toolbar, then select “Options,” finally select “delegates.” Once you have reached this point you will need to select “Add” and type in the names of the staff that need access to your schedule and select the appropriate level of access they will need then select the OK button.   Be sure to grant your supervisor editor-level access to your Outlook box so that they have access to your email in case they need to be sure your work is covered when you are unavailable due to problems such as illness. 
If you need access to other calendars you will need to get that person to grant you permission. This can be done simply by attempting to access their calendar. If you have not been given access the system will ask if you want to request access. When you select “Yes” the system will send that individual an email request which the person will accept to grant you access. 

The Bureau maintains a training and event calendar in Outlook as well and can be found under the title “BEHS Training” in the Outlook directory.  This calendar will show trainings being provided by BEHS as well as trainings/meeting provided by organizations such as FDA, Missouri Milk, Food and Environmental Health Association and Missouri Environmental Health Association. Access to the training calendar can be requested in the same manner as any other calendar.
Inspection report activities are summarized monthly in spreadsheets located at O:\EHS\Reports.  Each inspector has their own spreadsheet, which is divided into tabs by pay period.  Talk to your supervisor if you do not have access to your own spreadsheet.  

Projected Equipment Needs

The table below provides you a list of equipment needed by most field inspectors.  Review this list with your supervisor and initial next to each item to indicate accessibility or strike through it if your supervisor indicates you do not need that item.  Reference documents are addressed under the applicable tab.  Additional specialty equipment will be provided as needed. 
Table 3:  Inspection equipment list.
	General
	Lodging/Sewage/Child Care
	Water
	Inspection Forms

	Clipboard
	Dowell rod or other device to extend reach to push test buttons on emergency lights, etc.

	Bacteriological sample bottles from SPHL
	Lodging Inspection Report (2)

	Flashlight
	GFCI tester
	Cubitainers from SPHL
	Food Establishment Inspection Report (2) 

	Thermopen®, dial stem thermometers, infrared thermometer
	Pool free chlorine test kit (also in water)
	Sanitizer spray bottle 

(chlorine based)
	Emergency response/embargo forms (3)

	Alcohol prep pads
	100’ measuring tape
	Pool chlorine test kit 
	OWTS Application and Fee form

	Chlorine test strips, quaternary ammonium test strips, Thermolabels®
	12-30’ measuring tape
	
	OWTS Inspection/Final Inspection form

	Business cards
	Boots and gloves
	
	OWTS Notice of Violation

	Extra pens
	LeadCheck® Swabs
	
	Work Order

	Embargo tags/seals
	
	
	Sanitation Observation

	Camera
	
	
	Child Care Sanitation Inspection Forms (5)

	ER thumb drive
	
	
	Manufactured Food Inspection Report Forms (2)

	ER response kit
	
	
	

	DHSS-issued cell phone
	
	
	

	pH paper
	
	
	


Upon completion of the assignments within this tab, final approval by your supervisor and the field services coordinator will be recorded in the summary/acknowledgement sheet at the end of this section.  
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