Meeting Minutes

CDS Family & Behavioral Health Services, Inc.

Meeting: Staff Meeting
Date: May 14, 2019


Time: 9:00 AM



Location: IYP-NW


Date of Next Meeting: 
TBA
Attendance: Ajami C., Walter D., Sharon M., Dawn P., Sabriena W.


Absent: 


I.
Business Operations:

A.
Monthly Budget (Revenue and Expenses)

1.
Sub-topic:



Discussion:        No discussion


Outcome, Actions, Timeframe:


B.
Marketing and Business Development 

1.
Sub-topic:


Discussion: 
No discussion

Outcome, Actions, Timeframe:


C.
Regulatory Issues 

1.
Sub-topic:



Discussion: 
No discussion


Outcome, Actions, Timeframe:


D.
Human Resource Issues (Staffing and Training)

1.
Sub-topic:


Discussion: 



Outcome, Actions, Timeframe:


2.
Sub-topic:



Discussion: 



Outcome, Actions, Timeframe:

3.
Sub-topic: 


Discussion: 

         Outcome, Actions, Timeframe:


4.
Sub-topic:


Discussion: 



Outcome, Actions, Timeframe:


5.
Sub-topic:


Discussion: 



Outcome, Actions, Timeframe:


6.
Sub-topic:


Discussion: 



Outcome, Actions, Timeframe:


7.
Sub-topic:


Discussion: 



Outcome, Actions, Timeframe:


E.
Annual Budget Planning and Process

1.
Sub-topic:



Discussion: 
No discussion


Outcome, Actions, Timeframe:


II.
Health and Safety:  Program/Regional Coordinators

A.
External Inspections

1.
Sub-topic:


Discussion: 
No discussion

Outcome, Actions, Timeframe:


B.
Self-Inspections (Reports, analysis, and recommendations)

1.
Sub-topic:



Discussion: 
No discussion


Outcome, Actions, Timeframe:


C.
Incident Reports (Reports, analysis of trends, recommendations)

1.
Sub-topic:



Discussion: 
No discussion


Outcome, Actions, Timeframe:


III.
Quality Improvement

A.
File Audits and Case Record Review (reports and recommendations) 

1.
Sub-topic:
QI Visit

Discussion: 
Make sure you are doing your bed checks in a timely manner, stay awake and alert at all times, be aware of what is happening on your shift. QI randomly looks at video footage, dates and times are at their discretion. The cleanliness of the shelter is just one of the many things they will review. Floors, windows, living rooms, bed rooms, bathrooms, offices, storage areas, laundry room, lint trap on the dryer, exhaust fans in the bathrooms, the kitchen, and the pantry etc. Employee bathrooms need to be maintained as well. We should clean the bathrooms in its entirety, which means all bathrooms should be cleaned from the floors, to the walls, mirrors, bathtubs/showers, commodes, EVERTHING. If we cannot maintain the cleanliness of these areas, you will be written up. Videos are being monitored on this shift as well as others to be sure the job is being done and cone correctly, if your job is not being done you will be written up. Ms. Dawn suggested breaking the shelter into sections for cleaning in a form list. Friday’s we will leave the offices that need to be cleaned unlocked.

Outcome, Actions, Timeframe:


B.
Outcome Management (status, reports, recommendations) 

1.
Sub-topic:



Discussion: 
No discussion


Outcome, Actions, Timeframe:


C.
Accreditation and Regulatory Requirements 

1.
Sub-topic:
         Discussion: 
 No discussion
        Outcome, Actions, Timeframe:
 
D.
Policy and Procedure Updates and/or Review

1.
Sub-topic:


Discussion: 


Outcome, Actions, Timeframe:

E.
Participant Complaint and Grievance (specific and quarterly review of trends) 

1.
Sub-topic:



Discussion: 
 No discussion

Outcome, Actions, Timeframe:


F.
Planning Documents (reports, status of goals and objectives, reformulation)
1.
Sub-topic:
Strategic Plan  


Discussion: 
No discussion


Outcome, Actions, Timeframe:


2.
Sub-topic:
Accessibility Plan 


Discussion: 
No discussion


Outcome, Actions, Timeframe:


3.
Sub-topic:
Cultural Competence Plan

Discussion: 
No discussion


Outcome, Actions, Timeframe:


4.
Sub-topic:
Input Plan 


Discussion: 
No discussion


Outcome, Actions, Timeframe:


5.
Sub-topic:
Community Relations plan 


Discussion: 
No discussion
        Outcome, Actions, Timeframe:

IV.
Risk Management 

A.
Risk Management Plan (exposure to loss)

1.
Sub-topic:



Discussion: 
No discussion


Outcome, Actions, Timeframe:


B.
Employee Concerns or Complaints

1.
Sub-topic:


Discussion: 
No discussion


Outcome, Actions, Timeframe:


C.
Potential regulatory audits and/or investigation of operations

1.
Sub-topic:



Discussion: 
No discussion


Outcome, Actions, Timeframe:


V.
Information Technology 

A.
Technology Plan

1.
Sub-topic:



Discussion: 
No discussion


Outcome, Actions, Timeframe:


VI.
Clinical/Program

A.
Medical and Medication Issues

1.
Sub-topic:



Discussion: 
No discussion


Outcome, Actions, Timeframe:


B.
Counseling and Programming Issues

1.
Sub-topic:
Shift Exchange

Discussion: 
All staff attending was asked, how you communicate with your shift partners. Is there a shift exchange or not? There seems to be a breakdown with each other on your shift as to how your shift is going. There must be a shift exchange from the previous shifts. You need to have better communication between the staff leaving and the staff on duty with you. You need to know where your shift partner is and what they are doing at all times, and they need to know where and what you’re doing as well. An example was given on what could happen on shift when there is no communication between staff. Example #1: 2 staff on duty, Female is in place where she is supposed to be. The Male staff went outside to smoke a cigarette in his car, never telling his shift partner where he was going. The Female gets assaulted by a male participant and the Male staff walked back inside just in time to hear his shift partner scream. Example #2: The male staff was taking the trash out and did not lock or close the door behind him. A homeless man walked right into the shelter past the other staff on duty and went into the bathroom. After using the bathroom, the homeless person walked right back out the door. Both examples are true stories. We need to pay attention to what we are doing and know what is going on around us. We also spoke about getting 3-way radios for the staff as extra added security in knowing what each other is doing and where each other are while on shift. We will get with Zach about this issue.

Outcome, Actions, Timeframe:


2.
Sub-topic:
Walk through

Discussion: 
 Please make sure you are doing your walk through for each other’s areas to make sure you have not forgotten or overlooked something. Mrs. Wanda will do a walk through as a daily review of your areas. Mrs. Sabriena does a walk through when needed as well and occasionally Mr. Walter does a walk through, when needed or asked to do so by supervisors.



Outcome, Actions, Timeframe:


3.
Sub-topic:
Cell phone use

Discussion: 
 You cannot use your cell phones on the floor; they are to be put up in your box until your shift is over. Do not be caught using your cell phone on the floor while you are on duty.



Outcome, Actions, Timeframe:


4.
Sub-topic:
Sleeping

Discussion: 
 There is NO sleeping at any time while you are on your shift at all.



Outcome, Actions, Timeframe:


5.
Sub-topic:
Shift Leader

Discussion: 
 This is the go to person that supervisors will go to if there is an issue on shift. This person will complete the cleaning list form and turn it into Mrs. Williams when all duties have been completed. If you do not feel comfortable with speaking to your shift leader about an issue you may go to Mrs. Williams and let her know of any issues you are having on your shift.



Outcome, Actions, Timeframe:


6.
Sub-topic:
Staff communication

Discussion: 
 If you are not having a good day/night, we need to let our shift partner know so we are not guessing what’s going on with each other. This does not mean you have to tell them exactly what is going on, but give them an idea of I am not feeling well, or I am just not feeling like talking right now.  Do not just vanish and not speak or neglect to do your job at all. That is not acceptable, we are a team and communication is a must in our line of work.



Outcome, Actions, Timeframe:

VII.
Other Business:

1.
Sub-topic:
Pest Control

Discussion: 
 There has been a spider seen in the large living room. If this continues please let us know so we can contact the appropriate people to come and spray.

Outcome, Actions, Timeframe:


2.
Sub-topic:


Discussion: 




Outcome, Actions, Timeframe:


3.
Sub-topic:


Discussion: 



Outcome, Actions, Timeframe:


 4.
Sub-topic:


Discussion: 



Outcome, Actions, Timeframe:


5.
Sub-topic:


Discussion: 
 

Outcome, Actions, Timeframe:

6.
Sub-topic:



Discussion: 



Outcome, Actions, Timeframe:
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