Meeting Minutes
CDS Family & Behavioral Health Services, Inc.

Meeting: EMT


Date: September 16, 2014


Time: 9:00 a.m.



Location: Bivens


Date of Next Meeting: October 21, 2014
Attendance: Sam, Peggy, Zeke, Rhonda, Tracey, Pam, Radha, Laura, Gwen, Liz 
Absent: Jim, Cassandra, Cindy, Randy
Guests: Devra Mathis, Mel Hanks United Way

I.
Business Operations:

A.
Monthly Budget (Revenue and Expenses)
1.      Sub-topic: VALIC
         Discussion: Sign updates for VALIC were discussed.
         Outcome, Actions, Timeframe: Tentative 10/1 Bivens 10/2 IYPC 10/7 Palatka, 10/8 Lake 

         City, 10/21 IL at Bivens
2.      Sub-topic: Coordinators Budget
         Discussion: Laura reviewed the budget and noted we may need to make some changes later 

         in the year, based on staff that have been added
         Outcome, Actions, Timeframe: Spending wise, overall we are about where we should be. 

         17% of the year has elapsed and we are 10% spent
B.
Marketing and Business Development 
1.      Sub-topic: Capital Needs Request

Discussion: Jim and Stacy met with Christy Daly regarding the Florida Networks Capital Request. At this point it appears unlikely that DJJ will support it, based on their own unfunded capital needs.
         Outcome, Actions, Timeframe: 
2.      Sub-topic: DJJ Florida Network Contract Reimbursement

Discussion:


         Outcome, Actions, Timeframe: Sam emphasized to everyone the importance of receiving 

         appropriate referrals.
3.     Sub-topic: Annual Meeting/Annual Report

Discussion: 


         Outcome, Actions, Timeframe: Nominations and Success stories are due today.
4.      Sub-topic: United Way Campaign

Discussion: Devra Mathis presented information about this year’s campaign.


         Outcome, Actions, Timeframe: Please turn in pledges by next EMT.
5.      Sub-topic: Facebook

Discussion: Cindy shared that Lindsey has set up a business account. Sam noted that if we use photos we need releases. Sam wanted to set up a meeting about our FACEBOOK launch.
         Outcome, Actions, Timeframe: Cindy will get back to him regarding time.
6.      Sub-topic: WIFI

Discussion: We have WIFI at Bivens and are exploring it for IYPC.


         Outcome, Actions, Timeframe: 

7.      Sub-topic: CINS/FINS Performance
         Discussion: Laura shared a handout that showed in the first 2 months of the year, we are 

        $134,876 under-earned in CINS/FINS.
         Outcome, Actions, Timeframe: 

C.
Regulatory Issues 

1.
Sub-topic: Posting Requirements

Discussion: Sam handed out three more pages that need to be posted including the Need to Know Resources Form and two Access online Posters



Outcome, Actions, Timeframe:
 
D.
Human Resource Issues (Staffing and Training)

1.
Sub-topic: Pending List


Discussion:  



Outcome, Actions, Timeframe: Please work on your lists
2.      Sub-topic: Training Plan Update

Discussion: Liz noted that she can place Training Plans in Drop box for easy access for managers and staff entering data.


Outcome, Actions, Timeframe:  Please sign up for Drop box
3.      Sub-topic: Retreat Updates

Discussion: 



Outcome, Actions, Timeframe:  Reports are due September 30, 2014
4.      Sub-topic: Cell Phones

Discussion: 

Outcome, Actions, Timeframe:  All CDS cell phones now have unlimited texting capabilities.
5.      Sub-topic: Insurance

Discussion: Liz noted that member spent funds for medical services from the last quarter of the year can be credited by AvMed You can get this Explanation of Benefits (EOB) information thorough Aetna’s member services line.



Outcome, Actions, Timeframe:  


E.
Annual Budget Planning and Process

1.
Sub-topic: 

Discussion: 


Outcome, Actions, Timeframe:  


II.
Health and Safety:  

A.
External Inspections

1.
Sub-topic: 



Discussion: 

Outcome, Actions, Timeframe:

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

1.
Sub-topic: Performance and Risk Management Packet

         Discussion: 

Outcome, Actions, Timeframe:
Will be reviewed at CINS/FINS on Friday
C.
Incident Reports (Reports, analysis of trends, recommendations)

1.
Sub-topic:

Discussion: 

Outcome, Actions, Timeframe:
III.
Quality Improvement

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

1.
Sub-topic:  Peer Reviews

Discussion: 

Outcome, Actions, Timeframe: If you have not done so, it is time to do Peer Reviews. Please submit by next EMT. Daniel will record and track
B.
Outcome Management (status, reports, recommendations) 

1.
Sub-topic:



Discussion: 
No discussion


Outcome, Actions, Timeframe:


C.
Accreditation and Regulatory Requirements 

1.
Sub-topic: 



Discussion: 

Outcome, Actions, Timeframe:

D.
Policy and Procedure Updates and/or Review
 1.     Sub-topic: Policy Updates

Discussion: Sam noted the following policies have been updated on the Intranet
         Outcome, Actions, Timeframe: 
P-1000 Mission and Program Overview
Updated performance measures and work locations.
P-1035 Procedures for Drug Free Work Place under Florida’s Workers Compensation Law

Language was added noting:  “Employees must notify management, as a condition of employment, in writing within five calendar days, if they are convicted of violating a criminal drug statue.

Appropriate personnel action must be taken, within 30 calendar days, against any employee convicted of violating a criminal drug statue up to and including termination, or require the employee to participate satisfactorily in a federal, State, Local, or law enforcement approved drug abuse assistance or rehabilitation program.

Federal agencies must be notified in writing, within 10 calendar days. If an employee engaged in the performance of an award is convicted of violating a criminal drug statue (See 45 C.F.R., pt. 82, ss. 205 & 225).” 

P-1036 Drug Free Work Place Policy under Florida’s Workers’ Compensation Law

Updated alcohol and substance abuse prohibitions


P-1277 Conflict of Interest

This is a new policy consolidating information in the Employee Handbook and outlining procedures should a conflict arise.

P-1016 Travel and Other Reimbursable Expenses

New language added: Mileage, meals and incidentals, and lodging charged to federal programs shall not exceed the rates published in the federal Travel Regulations, unless otherwise justified.

Airfare is limited to coach and car rentals to mid-sized, unless otherwise justified.

P-1201 Property Management

Language was added to clarify that, “Lost, stolen or damaged property should be reported according to Incident reporting procedures on an Unusual Event Report form.”

P-1245 Fiscal Comprehensive Annual Audit

Added language to ensure audits are conducted in accordance with Federal and State standards when revenues exceed $500,000.

P-1246 Annual Budget

New language added: The actual and budgeted expenditures are to be analyzed on a regular basis and significant variances between actual and budgeted expenditures are resolved to ensure total costs do not exceed the amounts budgeted for the grant period. 

P-1250 Property and Equipment

New language added: Periodic physical inventories must be taken and reconciled to the property records no less frequently than every other year.

P-1251 Cash

Procedures were updated to include additional lines of accountability.

P-1254 Support, Program Service, Fees, Revenue and Receivables

New language added: The use of program income relating to projects financed with Substance Abuse and Mental Health Funds from the Managing Entity are limited to furthering the eligible project or program objectives.

P-1255 Accounting System Governmental Financial Assistance Programs

Language was added specific to the accounting system that is used by CDS.

P-1256 Payroll, Related Liabilities and Timekeeping

A timekeeping section was added

P-1258 Purchase Orders

New language added: To be allowable costs must be reasonable, allocable, and adequately documented: A cost is reasonable if it does not exceed what a prudent person would incur under similar circumstances. A cost is allocable to the extent the goods or services benefited the program…

P-1259 Credit Card Payment

New language added: Personal expenditures on CDS credit cards are prohibited.

Purchases anticipated to exceed $1,000 must be approved by the CEO/COO prior to charging the item(s).

P-1276 Consultants and Contractors

This is a new policy describing the nature, process and scope of services that may be outsourced.

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:        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: 

Outcome, Actions, Timeframe:

B.
Employee Concerns or Complaints

1.
Sub-topic: 



Discussion: 

Outcome, Actions, Timeframe:

C.
Potential regulatory audits and/or investigation of operations

1.
Sub-topic: Fiscal Audit and Inventory

Discussion: 


Outcome, Actions, Timeframe:
The Audit starts next week. Please turn in needed items as requested.
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: 

Discussion: 

Outcome, Actions, Timeframe: 
VII.
Other Business:

1.       Sub-topic: 

Discussion: 

Outcome, Actions, Timeframe:
Respectfully submitted by: 

	Sam Clark
	
	Sept. 29, 2014
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