Meeting Minutes

CDS Family & Behavioral Health Services, Inc.

Meeting: Staff Meeting
Date: August 9, 2018


Time: 9:30AM & 4:30PM



Location: Interface-Northwest


Date of Next Meeting: 
TBA
Attendance: Devonte’ D., Walter D., Kathy H., Wanda J., Ralph M., Pam P., Justin R., Athena R., Sabriena W.


Absent: Lakeshia B., Dawn P., 


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: 
No discussion

         Outcome, Actions, Timeframe:


2.
Sub-topic:


Discussion: 



Outcome, Actions, Timeframe:


3.
Sub-topic:


Discussion: 
No 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:



Discussion: 
No discussion


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:
Cellphone Use

Discussion: 
Please make sure you are not using your cell phones while you are on shift. And if you have to check your phone make sure it is 5 minutes or less. If there is something going on that you need access to your cell phone during your shift please make your supervisor aware of this emergency situation.

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:



Discussion: 
No discussion


Outcome, Actions, Timeframe:


2.
Sub-topic:



Discussion: 
No discussion


Outcome, Actions, Timeframe:
VII.
Other Business:

1.
Sub-topic:
Leaving items outside the exterior doors

Discussion: 
Please make sure that we are outing things back where they belong, rugs, mats etc. Do not leave anything outside the front door, side or back doors.


Outcome, Actions, Timeframe:


2.
Sub-topic:
Procedures when conference room is in use

Discussion: 
We are using the conference room more often and no one should be interrupting during the times it is in use. We will be posting signs when this room is being used. Please be aware of the protocol when this area is in use.  Thank you.



Outcome, Actions, Timeframe:


3.
Sub-topic:
Supervision of youth and new furniture

Discussion: 
Please make sure you are supervising the children at all times, this means you are in eye and ear shot of them always. We have new furniture and want the furniture and children safe from harm.



Outcome, Actions, Timeframe:


4.
Sub-topic:
New furniture cleaning

Discussion: 
When cleaning the leather furniture, just use a damp cloth to wipe it clean.



Outcome, Actions, Timeframe:

5.
Sub-topic:
Visitor sign in log


Discussion: 
Please make sure that all visitors are signing in and out on the visitor’s log.


Outcome, Actions, Timeframe:
6.
Sub-topic:
Snacks – morning, afternoon, & evening

Discussion: 
When giving out snacks be sure you are following the menu for the snack that is to be given out at that time.



Outcome, Actions, Timeframe:

7.
Sub-topic:
Starting the van with no one in it.

Discussion: 
Please do not leave the van running while no one is in it. This could cause many issues for our program.



Outcome, Actions, Timeframe:

8.
Sub-topic:
New hires – Role Modeling

Discussion: 
Be a role model for our new employees. Please always follow the Policy, Procedures and Rules at all times.



Outcome, Actions, Timeframe:

9.
Sub-topic:
Bedbug clothing

Discussion: 
Please make sure that our bed bug clothing is being returned to our inventory. There is no reason that these clothes are not in our closet. Be sure all is being sanitized shoes as well.



Outcome, Actions, Timeframe:
10.
Sub-topic:
Lockup closet

Discussion: 
The lockup closet needs to be kept clean and organized at all times. If you move something please put it back the way you found it.



Outcome, Actions, Timeframe:
11.
Sub-topic:
Office desk drawer

Discussion: 
Please maintain organization in your desk drawers. Only things that belong in your desk needs to be in there.  File cabinets are also in order and should stay that way.


Outcome, Actions, Timeframe:

12.
Sub-topic:
Bleach supplies

Discussion: 
Be very mindful of how much you are using, full bottles should be used accordingly and should not be empty in 2 days.



Outcome, Actions, Timeframe:

13.
Sub-topic:
Phone Logs/ Messages

Discussion: 
Please use the Phone call/Messages log book for this very purpose. Include Names, Dates, Times, and reason for the message or phone calls.



Outcome, Actions, Timeframe:

14.
Sub-topic:
Juice Boxes – Snack Only

Discussion: 
The juice boxes are for snack times only. Again please reference the menu and follow it as posted.



Outcome, Actions, Timeframe:

15.
Sub-topic:
Menu evening Snack

Discussion: 
Pam id doing the menus until Mr. Ralph has a chance to get comfortable doing so.  Evening snacks – is just that for the evenings. Please adhere to the menus for snacks and what is to be given at what time frame. We cannot use just anything with the exception of Fresh fruit as an exchange.



Outcome, Actions, Timeframe:

16.
Sub-topic:
Family Action Appointments

Discussion: 
Please make sure you are letting the Family Action Counselors/Case Managers know when their appointments are here in the building.



Outcome, Actions, Timeframe:

17.
Sub-topic:
Hygiene Bins – Clothing bins

Discussion: 
Please make sure that we are cleaning and sanitizing both of these containers after a participant has discharged from the program. Remember Hygiene Bins are not to be left in the living rooms.



Outcome, Actions, Timeframe:

18.
Sub-topic:
Signing Log Books

Discussion: 
Please be sure to sign and highlight appropriately in the log books.



Outcome, Actions, Timeframe:

19.
Sub-topic:
Monitoring from the camera Policy P1132

Discussion: 
You are to be in the room with the participants at all times, this means you are able to see and hear them. You are not to use the camera as the ONLY way to supervise the participants. The camera is used on very limited and rare occasions as a tool to supervise.


Outcome, Actions, Timeframe:

20.
Sub-topic:
Engaging Youth while on shift

Discussion: 
Please engage the participants at all appropriate times during your shift…. Examples: Playing board games, basketball, card games etc.



Outcome, Actions, Timeframe:

21.
Sub-topic:
Daily Schedule

Discussion: 
Please make sure you are following the daily schedule each and every day and that you are engaging your participants while you are on shift.



Outcome, Actions, Timeframe:

22.
Sub-topic:
Employee Work Schedule Changes

Discussion: 
Please do not swap shifts with anyone unless Ms. Williams knows before it happens.



Outcome, Actions, Timeframe:

23.
Sub-topic:
Chore Sheets

Discussion: 
We are going to start using chores sheets from here on out. This will assure that everything needing to be clean will be addressed.



Outcome, Actions, Timeframe:

24.
Sub-topic:
Kitchen Towels – Participant Laundry

Discussion: 
Kitchen towels are to be washed and dried
separate from the participants laundry. Never wash them together.


Outcome, Actions, Timeframe:

25.
Sub-topic:
Employee Work Attire

Discussion: 
Please come to work dressed appropriately. We are dealing with the public, families, and other agencies at this facility. Thank you.



Outcome, Actions, Timeframe:
Respectfully submitted by: 
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