Documentation of Successful Completion – Field Training Process
Retail Food, Restaurant, and Institutional Foodservice – Food Safety Inspection Officer
	Date Assessment of Training Needs Began:
	Date Assessment of Training NeedsCompleted:

	Print Name – Food Safety Inspection Officer (candidate):
	Signature – Food Safety Inspection Officer:

	Print Name – Assessor(s):
	Signature of Assessor:
(Signature indicates FSIO has successfully completed theField Training Process)


Acceptable
(A)
FSIO meets expectations; performance element not demonstrated in a few instances

Not Applicable 
(NA)
Performance element not part of the FSIO’s assigned responsibilities 

	Item 
	I.  Pre-Inspection Performance Elements
	A
	NA

	1
	Successfully completed pre-requisite training courses as specified in FDA Voluntary National Retail Food Program Standards:  Standard #2 – Trained Regulatory Staff.

	
	

	2
	Had required equipment and forms to conduct inspection.

	
	

	3
	Reviewed establishment file for previous inspection report and, if applicable, documents or complaints file.

	
	

	
	Comments

	
	

	
	

	
	


	Item 
	II.  Inspection Observation and Performance Elements
	A
	NA

	1
	Provided identification as a regulatory official to person in charge, confirmed agency authority for inspection, and stated purpose of visit.

	
	

	2
	Had knowledge of jurisdiction’s laws, rules, and regulations required for conducting retail food/foodservice inspections.

	
	

	3
	Used a risk-based inspection methodology to assess regulations related to employee practices and management procedures essential to the safe storage, preparation and service of food.

	
	

	4
	Obtained immediate corrective action for employee practices and management procedures (listed in Item 3 above) essential to the safe storage, preparation and service of food.
	
	

	5
	Correctly assessed compliance status of other regulations (Good Retail Practices).

	
	

	6
	Verified correction of out of compliance observations identified during previous inspection.

	
	

	7
	Correctly used inspection equipment during joint inspections.

	
	

	Item
	Comments

	
	

	
	

	
	


	Item 
	III.  Sample Collection and Evidence Development Performance Elements
	A
	NA

	1
	Photographs taken support regulatory findings or conditions observed.

	
	

	2
	Used an aseptic food sample collection method consistent with criteria established by laboratory serving jurisdiction.

	
	

	3
	Used an aseptic water sample collection method consistent with criteria established by laboratory serving jurisdiction.

	
	

	Item
	Comments

	
	

	
	

	
	


	Item 
	IV. Oral Communication Performance Elements
	A
	NA

	1
	Asked questions and engaged in dialogue with person in charge/employees to obtain information relevant to inspection.

	
	

	2
	Provided operator with accurate answers to inspection-related questions or admitted he/she did not know the answer.

	
	

	3
	Used available means (e.g., interpreter, drawings, demonstrations, diagrams) to overcome language or communication barriers.

	
	

	4
	Followed department policy with regard to disclosure of confidential information.

	
	

	5
	Used effective communication and conflict resolution techniques to overcome inspection barriers.

	
	

	6
	Conducted exit interview explaining out of compliance observations and identifying corrective actions and timelines for all noted violations.

	
	

	Item
	Comments

	
	

	
	

	
	


	Item 
	V.  Written Communication Performance Elements
	A
	NA

	1
	Completed inspection forms per jurisdiction’s administrative procedures (e.g., observations; corrective actions; public health reason; applicable code reference; compliance dates).

	
	

	2
	Included with inspection report any compliance or regulatory documents (e.g., exhibits, attachments, sample forms, embargo forms; destruction forms; suspension notices) identified or cross-referenced in written statements.

	
	

	3
	Presented inspection report and when necessary, cross-referenced documents, to person in charge.

	
	

	Item
	Comments

	
	

	
	

	
	


	Item 
	VI.  Professionalism Performance Element
	A
	NA

	1
	Had a professional appearance consistent with jurisdiction’s policy (e.g., clean outer clothing, hair restraint).

	
	

	2
	Demonstrated proper sanitary practices as expected from a food service employee.

	
	

	3
	Only reported substantiated findings as violations.

	
	

	Item
	Comments
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