Meeting Agenda 
CDS Family & Behavioral Health Services, Inc.

Meeting: INTERFACE CENTRAL


Date: November 12, 2015


Time: 4:00 PM



Location: 1400 NW 29TH ROAD


Date of Next Staff Meeting: January 28, 2015
Date of Next Training: December 10, 2015
Present:C.Mccray,Z.Whitter,A.Hutchinson,N.Thompson,G.Stickland,C.Mansingh,

L.Manker,M.Mcmann, E.Mcrea, L.Taylor, N.Wales,W.Harmon, S.Parker,B.Smith,C.Jonas,L.MANKER,C.MANSINGH,E.MCREA,M.MCMANNS.PARKER,B.SMITH,G.STRICKLAND,L.TAYLOR,N.THOMPSON,N.WALES,Z.WHITTER
Absent:S.GARRISON,J.HENDERSON,O.JONES,K.LEE,J.MATTOX,D.MCPHERSON,S.TWINING,V.WATSON


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: Pending List 



Discussion: ITEMS NEEDED

	Self-Evaluation
	Copy of current DL
	Current Auto Ins. 
	Other

	
	
	
	



Outcome, Actions, Timeframe:


2.
Sub-topic: Employee Relations



Discussion: Mrs. McCray and Mr. Whitter will be meeting with each staff member individually over the next few weeks.



Outcome, Actions, Timeframe: The discussion will cover schedules, budget, program operations, improvements, participant activities, staff who didn’t fill out a form filled it out. There will be a sign up sheet to meet with supervisors to talk about schedules/budget/program changes.


3.
Sub-topic: CINS/FINS CORE



Discussion: Intake process/ documentation

Outcome, Actions, Timeframe:
There are specific reasons information is requested and it is the responsibility of staff to ensure accurate follow through.  Screening information is a part of data entry even when the youth does not come to IYPC.  Staff should ensure the green pages are completed at the time of intake. Putting the file in order is a part of the intake process. 

The process to make a documentation correction is to draw a single line through the mistake, initial it and then make the correction.
4.
Sub-topic: Health & Nutrition 



Discussion: Health guidelines need to be followed at all times

Outcome, Actions, Timeframe:
Any person in the kitchen when food service is occurring should wear a hair net and gloves (staff, volunteers, youth). Check behind youth to ensure that chores are being done correctly.
6.
Sub-topic: Fire detection/Drills

Discussion: Fire drills are required for the program to have a license and operate.


Outcome, Actions, Timeframe:
 Drills must occur when noted in the PLB.  If the drill will not occur a call must be made to Mrs. McCray to discuss.  Fire drill are scheduled two times on each shift, approximately every two weeks. Need to be recorded in Emergency and Disaster binder.
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:



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: 


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: 
Medication Management

Discussion: All staff trained in the med cart process should practice the process as we are planning to make the switch to using the carts very soon. 

Outcome, Actions, Timeframe:
Complete ALL of the medication distribution activity on the new medication counting tray.  Confirm the 5 Rights with the px. make sure documentation is taking place.
B.
Counseling and Programming Issues

1.
Sub-topic: Review/ Update- participant information



Discussion: Counselors provided information and overviews of participants.


Outcome, Actions, Timeframe:
 Staff are asked to respond accordingly.
2.
Sub-topic: REMINDERS/Laundry List



Discussion: 



Outcome, Actions, Timeframe: See the attached list

3.      Sub-topic: Holiday Scheduling/Coverage



Discussion: Youth status, double coverage if possible.  Counselor on –call.  Intakes.


Outcome, Actions, Timeframe:
 Submit leave request by for 11/13 for Thanksgiving, by 12/10 for Christmas and New Years.  Time sheets for the next pay period are due 11/19. Kids will be on furlough if parents want to p/u. 
4.      Sub-topic: DV Transport Team



Discussion: 



Outcome, Actions, Timeframe:
volunteers for being the on call transporter for DV pickups. C.Mansingh, L.Manker, O.Jones, W.Harmon, B.Smith, 
VII.
Other Business:

1.
Sub-topic: Peer Shout Outs



Discussion: A world of gratitude to you for stepping up and leading a helpful hand.



Outcome, Actions, Timeframe:
Homeless people between Mcdonalds and Interface, just be on look out  for safety of px and staff especially if coming or going at night. If one is spotted contact a supervisor.
	Staff Given shout out
	Staff Giving shout out
	Reason for shout out

	O.Jones
	L.Manker
	Doing good for transportation

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


1.
Sub-topic: 
Staff Holiday Celebration

Discussion: 
Committee Report

Outcome, Actions, Timeframe:
will get back with supervisor next week with more info.
2.
Sub-topic: United Way



Discussion: 



Outcome, Actions, Timeframe:
 gathered more donations.
3.
Sub-topic: Supervisor Evaluations



Discussion: 



Outcome, Actions, Timeframe:
 passed out sheets to be filled out by anyone who didn’t fill it out prior.
· Agency website: www.cdsfl.org 

· Agency intranet website/ resource location: www.cdsgvl.org [call down list policy/by section/business sec./emg. plans/#15/a (policy# 1054)]

· IYPC Supervisors email-

· Cassandra Evans-McCray:  cassandra_evans@cdsfl.org,    Zeke Whitter: zeke_whitter@cdsfl.org  

Respectfully submitted by: 

	Alicia D. Hutchinson 
	
	04/11/2016


 Name








 Date

REMINDERS/ LAUNDRY LIST:

11/12/15

Px Clothing:

We limit the amount of clothing for each px.  Switching out of items should occur during family sessions. 
Security Checks:

There should be two staff engaged in the process when there are more than three (3) px.  The youth “in line” waiting should be supervised and have backpacks checked.

Progress Notes/ Documentation: 

Should be limited to facts, observations and specifics.

Morning Routine:

Wake youth, tell them of the time frame to be out of the bedroom.  After that time close and lock bedroom door.  Give positive points for compliance and negative points for non-compliance. Trying to supervise from the control room is inappropriate. Give medication at a time adequate supervision can occure.

Intake Process:

If a supervisor and/or counselor are in house allow them to meet briefly with the parents/guardians.

House Meeting sheets:

Please complete them each time.  The top section should have a response each time you note an issue.

Volunteers and supervision:

Volunteers are not to provide supervision solo with the youth.  They can be extra eyes, ears and hands but not solo.
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