Meeting Minutes

CDS Family & Behavioral Health Services, Inc.

Meeting: Staff Meeting
Date: November 27, 2018


Time: 9:00AM & 4:30PM



Location: Interface-Northwest


Date of Next Meeting: December 19, 2018 
Attendance: Lakeshia B., Willie C., Walter D., Kathy H., Wanda J., Christine K., Ralph M., 


Dawn P., Pam P., Justin R., Athena R., Terri W., Sabriena W.


Absent: Devonte’ D., Jakeem H., Pamela S., Colleen T.


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: 
Christmas Holiday/Vacation requests-December 

Discussion: 
Please get your request for leave into Ms. Williams for the Holiday. Check the staff schedule for openings and if you can work any of them let Ms. Williams know. Participant schedule during the Holiday will be posted. Participants will be furloughed for Christmas Day and return the following day.

         Outcome, Actions, Timeframe:


2.
Sub-topic:
HR-New HR Specialist

Discussion: 
Starting December 3, 2018 we will have a New HR Specialist.

Outcome, Actions, Timeframe:


3.
Sub-topic:
Retirement Contribution/Retirement plans – 31st Percentage 3%-7%

Discussion: 
If you are eligible, you can sign up for the Retirement plan/Retirement Contribution based on Salary 3%-7%

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:
Documentation – review season

Discussion: 
Be mindful of our participant files. We are in QI season. No scratching out errors or using white out etc. Make sure we are completing all questions in the file and in ALL sections. Review the Medical Transport Log Book to make sure it is complete, Transport Log book. Check your mailboxes daily when you come on shift. Make sure your signing off on the files and log books. Be sure you are signing in and out on the employee log. Check and make sure ALL visitors are signing in and out etc.

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:



Discussion: 
No 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:
File Review

Discussion: 
We need to make sure we are reviewing the Screenings, the Log book and the Intakes to see what is going on with each child. Get to know your participants, are they on medications, do they wet the bed,  are there issues with sleeping in the room with others, Food Allergies etc. 

Outcome, Actions, Timeframe:


VII.
Other Business:

1.
Sub-topic:
Cleanliness Of shelter

Discussion: 
Please be mindful of the cleanliness of the shelter. If there is something that needs to be cleaned, please clean it. If we all do our part to keep the place clean, then it will not fall on just one or two of us. Participants need to be reminded to wash their hands. Ms. Kathy will be having a group with the participants on hand washing. Participant cups are not to be stacked or upside down.


Outcome, Actions, Timeframe:


2.
Sub-topic:
United Way Campaign

Discussion: 
We are conducting our own United Way Campaign. “Change For Changing Our Community”. You can still do your individual donations through payroll deduction as well this is voluntary. We are supplying individuals who would like to participate with mason jars to fill with change. The following wanted to participate: Christine, Walter, Athena, Ralph, Sabriena, Pam, Lakeshia, Dawn, Jennifer, Chelsea, Christopher, Colleen, Wanda. It will start December 11, 2019 through March 11, 2019.

Outcome, Actions, Timeframe:

3.
Sub-topic:
Supervisor Evaluations

Discussion: 
This is voluntary Supervisor Evaluations were handed out you can fill out and put into a sealed envelope in Ms. Williams door box. They need to be completed by Thursday November 29, 2018.


Outcome, Actions, Timeframe:

4.
Sub-topic:
Supervision:

Discussion: 
Please make sure you are watching the children very closely; we need to get a tighter rein on our participants and be aware of what they are doing at all times. Be mindful of all activities the participants are engaging in. 

Outcome, Actions, Timeframe:

5.
Sub-topic:
House Separation

Discussion: 
We are to continue to keep the house separated. This gives the staff more control of the participants and what they are doing. It runs more smoothly if the participants are separated for the bulk of the time with less interaction with the opposite gender.

Outcome, Actions, Timeframe:

6.
Sub-topic:
Overtime – Leaving on time/Arriving on time / get approved for any overtime coverage

Discussion: 
We need to contain/curb the OT. Please arrive on time for your shift, make sure you are leaving on time as well. If there is an issue with the schedule or with someone not getting to work on time, or you have to stay over for any reason please call Sabriena or Pam. ALL OT has got to be approved before it happens. If you have OT on your time sheet be sure to put why you do and highlight it.

Outcome, Actions, Timeframe:

7.
Sub-topic:
Annual Training/Holiday Festivities – December 19th from 8:30am to 5pm

Discussion: 
Our Annual training and Holiday Party is set for December 19, 2018 from 8:30am to 5:00pm. There will be a light breakfast. 3 trainings, team building activities and Lunch. After those are completed the Staff Holiday Party will follow.

Outcome, Actions, Timeframe:

8.
Sub-topic:
Zach in IT

Discussion: 
Scanner is still having issues, until this is checked out/ fixed, Manuel bed checks are to be done and documented in the bed check log books.

Outcome, Actions, Timeframe:
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