Meeting Minutes
CDS Family & Behavioral Health Services, Inc.

Meeting: Family Action Central CINS/FINS Meeting


Date: November 26, 2013


Time: 9:30 a.m.



Location: Bivens


Date of Next Meeting: November 26, 2013
Attendance:  Barbara, Kim, Joy, Neva, Jess and Peggy
Absent: Isaiah and Ashley
I.
Business Operations:

A.
Monthly Budget (Revenue and Expenses)
1.      Sub-topic: 
         Discussion: 
         Outcome, Actions, Timeframe: 

B.
Marketing and Business Development 
1.      Sub-topic: Update on Hiring of Positions and other staff changes

Discussion: Welcome Neva to Family Action-Central


         Outcome, Actions, Timeframe:  NA
2.      Sub-topic: Annual Report 

Discussion: Radha has posted the annual report on the web.
         Outcome, Actions, Timeframe: NA
3.      Sub-topic: Spotlight on Youth



Discussion:  Please pass out post cards to the high schools that you visit.  More post cards are available in Radha’s office.



Outcome, Actions, Timeframe:
Audition applications are due 12/20/13.
4.       Sub-topic:

Discussion:  

Outcome, Actions, Timeframe: 
C.
Regulatory Issues 

1.
Sub-topic: 



Discussion: 



Outcome, Actions, Timeframe:

D.
Human Resource Issues (Staffing and Training)

1.
Sub-topic: Personal Holiday


Discussion:  Joy and Isaiah both have 16 hours to use before the end of this calendar year.  Please let me know when you plan to use them.



Outcome, Actions, Timeframe:  Joy and Isaiah please use your PH days by 12/30/13
 2.     Sub-topic:


Discussion:
3.      Sub-topic:

Discussion: 

Outcome, Actions, Timeframe:

4.      Sub-topic:


Discussion:  



Outcome, Actions, Timeframe: 
5.      Sub-topic:  New Employee Training Requirements

Discussion:  Handed out the new form.  Please document your training and have the person showing you how to do it initial the form.



Outcome, Actions, Timeframe:  Neva, Barbara, Jess, and Ashley please complete and turn in to me.  
E.
Annual Budget Planning and Process

1.
Sub-topic: 

Discussion: No discussion


Outcome, Actions, Timeframe:  


II.
Health and Safety:  

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:  Event Reporting

Discussion:  Closing procedures.  Please make sure all lights are off, all doors are locked and coffee pot is off.  The two medical records doors must be locked at night.  Do not leave the doors open when no one is in the office (please try).  Please write a report if something is amiss.

Outcome, Actions, Timeframe: Ongoing
III.
Quality Improvement

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

1.
Sub-topic:  

Discussion: 

Outcome, Actions, Timeframe:
B.
Outcome Management (status, reports, recommendations) 

1.
Sub-topic:  Risk Management Report

Discussion:   Please check your weekly case load report for errors.  Joy has a copy of the report for your review.  Please make sure cases over 12 weeks either have an extension approved by me or are closed.  
We caught a couple of errors already so please look at the report so we can correct it.

Outcome, Actions, Timeframe:

2.
Sub-topic:  Feedback on 180 day follow up.

         Discussion: Joy has feed back for the counselors.

Outcome, Actions, Timeframe:
Get with her today if possible.
C.
Accreditation and Regulatory Requirements 

1.
Sub-topic:  Credentialing



Discussion: Please sign your name, degree, title every time for example progress notes, forms, etc… example:  Mary Jones, MSW, Family Action Counselor/Case Manager.  If you have a stamp you must write at least an initial by it.  Peggy will research if a full signature is required by CARF.

Outcome, Actions, Timeframe:
Please get with Joy regarding your stamps, Joy please make sure the criteria above is met before ordering it. Peggy will research if a full signature is required by CARF.

Sub-topic:   Stamp copy given to PX ________date.

Discussion:  Please get with Joy if you want one.  Remember to write it on the bottom of the page not the top.  Once the paper is filed you can’t see the note.  Barbara, Neva, Jessica would like a stamp.  Kim if you want one see Joy.  It is about $11.00 per stamp. 
         Outcome, Actions, Timeframe:   See Joy re ordering it.  
D.
Policy and Procedure/ Forms Updates and/or Review
 1.     Sub-topic:   New Participant Chart Order Form
Discussion:  Recently revised form during our CINS/FINS committee meeting not currently on intranet (due to problems).  Joy will print on blue paper.  Remember look for update 11/13.  For Gainesville Counselors/Case Managers discussed placing all documentation referral source form, letter to family to initiate screening, progress notes of attempts to reach family with the referral source form.  This would be for families we make a lot of effort to reach that may eventually complete a screening and intake.
         Outcome, Actions, Timeframe: Begin using in all new files 12/2/13.
E.
Participant Complaint and Grievance (specific and quarterly review of trends) 

1.
Sub-topic: 



Discussion: 

Outcome, Actions, Timeframe:

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



Discussion:  This year’s focus will be on training and outreach.

Outcome, Actions, Timeframe: Peggy will provide a brief summary of activities engaged in regarding training and outreach this fiscal year by 11/19/13.
2.      Sub-topic: 
Accessibility Plan

Discussion:        Jess received a complaint from a parent regarding access.  Jess please discusses.  A mother of a current participant stated that her oldest son now 18 was a DFC participant and contacted CDS when he was 17 looking for services.  Mother of 13 year old no substances involved was looking for services, both were advised we no longer provide counseling services.  She got information from the school about  a referral to the FA program and was so happy we were still providing services.  Mother indicated other parents and school staff think we are closed.  Jess requested more information from the parent in hopes of solving our communication problems.

Outcome, Actions, Timeframe:
Jess will follow up regarding what she learns.

3.
Sub-topic:
Cultural Competence Plan

Discussion: 
No discussion


Outcome, Actions, Timeframe:

4.
Sub-topic:
Community Relations Plan 


Discussion: 
No discussion


Outcome, Actions, Timeframe:

IV.
Risk Management 

A.
Risk Management Plan (exposure to loss)

1.
Sub-topic:  Remember now that the time has changed to park closer to the building if you are staying later at night.  See closing procedures above.  Make a plan for two people to leave the building at the same time.  How can we wrap things up so we do not have anyone here after 8:00 pm.

Discussion:   Discussed not scheduling intakes after 5:30 or 6:00 pm at the latest.  Peggy is not sure if Kim and Isaiah are working a designated evening, however Jess is working most evenings based on family demands.

Outcome, Actions, Timeframe:
Can staff let me know if you have a designated night you close by next week?
B.
Employee Concerns or Complaints

1.
Sub-topic: 



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: 

Outcome, Actions, Timeframe:  
VI.
Clinical/Program

A.
Medical and Medication Issues

1.
Sub-topic: 



Discussion: 

Outcome, Actions, Timeframe:


B.
Counseling and Programming Issues

1.
Sub-topic:  Best Practice follow up from audit.

Discussion: IH- Safety Plans and BM consents for Schools – shared with staff. What needs to be in a file if drug screens are needed: 1 new consent for drug screens signed by px, family, counselor, drug screens on individual plan, documentation of drug screens, and drug screens can not be released unless px, family sign a release for referral source.  Please make sure to fill in the blanks of the consent for release of information.  Use 10 min increments on service tracking form and use of military time.  


Outcome, Actions, Timeframe: 
2.
Sub-topic: Leave- Isaiah, Barb, Joy and maybe me



Discussion: Modified schedules.  Closing at 5:00 pm on Weds.  Who will be here until 5:00?

Outcome, Actions, Timeframe:
11/27/13
3.
Sub-topic: Kim passed her LMH exam - Congratulations

Discussion: Everyone is very proud of Kim and her accomplishment.  We recognize that she has multiple stressful events in her private and professional life at this time.  Way to go Kim.

Outcome, Actions, Timeframe:
Personnel Action form to update her status.
VII.
Other Business:

1.       Sub-topic:   Junior League vouchers- we still have a few left.

Discussion: Hand out for needy families.  Returned extras to Kim.

Outcome, Actions, Timeframe:
Today, we still have some left.  Follow the instructions I have placed in your box.  By 12/6/13 notify the League.
2.
Sub-topic: Attendance at SARB Meeting



Discussion: Alachua County Staff only:  Who is interested?  IH has school visits scheduled during this time frame.  Kim and Ashley get with me regarding covering these staffing’s as soon as possible.  Ashley what will be your availability to cover after your FML?  Ashley volunteered to do some of the hours.

Outcome, Actions, Timeframe:
Please sign up and attend on that day, be prepared to do a screening and schedule an intake.  Kim agreed to attend them regularly.  Ashley agreed to attend January (maybe??), February, March and May.  Jess and Isaiah I think it would be great if you could attend at least one to make sure you know the process. Thank you.
3.
Sub-topic: 
Early Warning Signs Your Child Could be Addicted.

Discussion:   Parent handout developed by Hazelden.  Discussion please feel free to hand out to parents or in our lobby.


Outcome, Actions, Timeframe:

4.
Sub-topic: Bronson- Levy County Interagency Council Meeting



Discussion:  Handout.


Outcome, Actions, Timeframe: Neva can you please attend 12/108 2:00-3:00 pm.
5.
Sub-topic: Worlds AIDS DAY Community Luncheon



Discussion:  Outreach activity RSVP if you plan to attend.

Outcome, Actions, Timeframe:
12/4/13 12:00-1:30 pm.

6.
Sub-topic:   Kim Drivers License expires



Discussion:   Must be we are having a birthday soon.

Outcome, Actions, Timeframe:
12/7/13
7.      Sub-topic:  Jessica Insurance Expires



Discussion:  Please turn in as soon as you receive it.

Outcome, Actions, Timeframe:
12/22/13
8. 
Sub-topic: Roy is on vacation until 12/9



Discussion:   Please take out your trash can and try to keep things tidy while he is gone.  Pour coffee in toilet, do dishes in the sink in kitchen only, change toilet paper, add paper towels.  Everyone lets work together.

Outcome, Actions, Timeframe:

9.     Sub-topic:   Supervisor Evaluation



Discussion:   This is your opportunity to give feedback on my performance.  I will e-mail you the form.  You turn it into Sam.  It is confidential.  Dissussion followed.

Outcome, Actions, Timeframe:

10. 
Sub-topic: AT&T discount offer

Discussion:  If you provide proof of employment and drivers license a 24% discount is available on your personal AT&T phone.  Info in your box.

Outcome, Actions, Timeframe:
FYI

11.
Sub-topic:   Prescription Discount Cards



Discussion:   Peggy distributed cards.

Outcome, Actions, Timeframe:
Please share with interested individuals.

12. 
Sub-topic: Brief FAM



Discussion:  Sam sent a box of Brief FAMS back.  He thinks they are IYP-C.  The network is phasing them out.  

Outcome, Actions, Timeframe:
Joy please do not order any more.

Respectfully submitted by: 

	Peggy Vickers
	
	November 26, 2013
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