Missouri Department of Health and Senior Services

Bureau of Environmental Health Services

Lodging Licensing Program 

Field Inspection 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

     

	Time IN:

     

	Time OUT:

     



	I.  Pre-Inspection

PERFORMANCE ELEMENTS


	Opportunity occurred for trainer to demonstrate competency 
	Competency 

demonstrated

by trainee


	
	
	YES


	NO



	

	1.  Has required equipment and forms to conduct inspection(s).

	

	
2
	


	

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

	

	


	

	3.  Makes and carries a copy of the previous inspection for reference during the inspection.
	

	

	


	

	4.  Reads/reviews lodging statute and rule and EHOG.
	

	

	


	

	ADDITIONAL (Jurisdiction Specific Performance Elements)

	

	

	


	Comments:       


	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	



	II.  Inspection Observations and Performance 
PERFORMANCE ELEMENTS


	Opportunity occurred for trainer to demonstrate competency 


	Competency 

demonstrated

by trainee


	
	
	YES


	NO



	

	1.  Provides identification as a regulatory official to person in charge, confirming agency   
     authority for inspection, and stating the purpose of visit.


	

	
2
	


	

	2. Has knowledge of jurisdiction’s laws, rules, and regulations required for conducting lodging     inspections.


	

	

	


	

	3. Verifies facility information on inspection form (name, address, owner/general manager, number of rooms, etc.)
	

	

	


	

	4.  Asks for list of unoccupied rooms and selects rooms to inspect from the list, with the focus on the correct number, different room types, and different rooms from last year. 
	

	

	
2

	

	5. Guest rooms are evaluated for sanitation, life and fire safety, heating and cooling and plumbing.
	

	

	


	

	6. Common areas are evaluated for sanitation, life and fire safety, heating and cooling and plumbing.
	

	

	


	

	7.  Mechanical, laundry, and storage rooms are evaluated for sanitation, life and fire safety, heating and cooling and plumbing.
	

	

	


	

	8.  Pool and spa area is evaluated for sanitation, life and fire safety, heating and cooling and plumbing.
	

	

	


	

	9.  Kitchen and food service area are evaluated for sanitation, life and fire safety, heating and cooling, plumbing and food safety requirements.
	

	

	


	

	10. Asks for and reviews inspections for fire alarm and sprinkler systems, LP inspections, fire department inspections, etc.
	

	

	


	

	ADDITIONAL (Jurisdiction Specific Performance Elements)


	

	

	


	Comments:       


	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


	III.  Oral Communication

PERFORMANCE ELEMENTS


	Opportunity occurred for trainer to demonstrate competency 


	Competency 

demonstrated

by trainee


	
	
	YES


	NO



	

	1. Asks questions and engages in a dialogue with person in charge/employees to obtain      
     information relevant to the inspection.


	
	
2
	


	

	2. Provides the person in charge/employees with accurate answers to inspection-related     
     questions or admits not knowing the answer.


	

	

	


	

	3. Asks open-ended questions and engages in a dialogue with person in charge/employees to obtain information relevant to the inspection.

	

	

	


	

	4. Generally stays on topic; differentiates between requirements and recommendations/suggestions.


	

	

	


	

	5. Conducts exit interview explaining out of compliance observations and identifying corrective 
     actions and timelines for all noted violations.


	

	

	


	

	ADDITIONAL (Jurisdiction Specific Performance Elements)

     
	

	

	


	Comments:       


	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	




	IV.  Written Communication

PERFORMANCE ELEMENTS
	Opportunity occurred for trainer to demonstrate competency 


	Competency 

demonstrated

by trainee


	
	
	YES


	NO



	

	1.  Correct inspection form(s) used and completed in its entirety.  

	

	
2
	


	

	2.  Inspection report is legible and plain language is used for all notations.


	

	

	


	

	3.  Properly evaluates and documents compliance status for the areas noted on E9.02. 
	

	
2
	


	

	4.  On follow-up inspection(s) evaluates compliance status based on citations and notes of uncorrected violations from annual inspection.  (Being sure to note compliant areas from annual inspection as ‘not observed’).
	

	

	


	

	5.  Records observed violations and provides required corrective measures required by the rules.
	

	

	


	

	6.  Approval is provided only when no violations are observed or after noncompliant issues are addressed.  
	

	

	


	

	7.  Unapproved facilities are provided clear written guidance on what is required to attain compliance.  
	

	

	


	

	8.  Unapproved facilities are provided clear written guidance on what is required to attain compliance  (Assigned date for follow-up, not a timeframe like 30 days) . 


	

	

	


	

	9. Provides the white copy of the inspection report to the facility and mails the canary copy to BEHS within two weeks. 
	

	

	


	Comments:       


	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	




	V.  Professionalism

PERFORMANCE ELEMENTS

	Opportunity occurred for trainer to demonstrate competency 


	Competency 

demonstrated

by trainee


	
	
	YES


	NO



	

	1.  Maintains a professional appearance and demeanor.


	

	
2
	


	

	2.  Provides facility with a business card and/or contact information for follow-up questions.
	

	
2
	


	

	3.  Has appropriate equipment and supplies to conduct the inspection.

	

	
2
	


	

	ADDITIONAL (Jurisdiction Specific Performance Elements)

     
	

	

	


	Comments:       


	

	

	

	

	

	


	VI.  Additional Inspection Area– 

Sample Collection and Evidence Development
PERFORMANCE ELEMENTS


	Opportunity occurred for trainer to demonstrate competency 


	Competency 

demonstrated

by trainee


	
	
	YES


	NO



	

	1.  Uses a proper drinking water sample collection method consistent with criteria established by laboratory serving jurisdiction.


	

	
2
	


	

	2.  Uses a pool test kit to sample pool and/or spa for free available chlorine and pH.
	

	
2
	


	

	ADDITIONAL (Jurisdiction Specific Performance Elements)


	

	

	


	Comments:       
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