Meeting Minutes
CDS Family & Behavioral Health Services, Inc.

Meeting: East Staff Meeting


Date: 01/26/2017
Time:



Location: IYP-East


Date of Next Meeting: 
Attendance:                       
Absent:                              
I.
Business Operations:

A.
Monthly Budget (Revenue and Expenses)
1.      Sub-topic: 
         Discussion: 
         Outcome, Actions, Timeframe: 
B.     Marketing and Business Development 
1.      Sub-topic: Intake Screenings and Entry
Discussion: All intakes should be accepted with exceptions of very serious offences.  Those are to be reviewed by Angela Williams or Cindy Starling.  Please remember we are NEVER closed.  The Shelter is open 24/7 364 days a year.   
         Outcome, Actions, Timeframe: Expect an increase in Intakes
C.
Regulatory Issues 

1.
Sub-topic:

         Discussion:  

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

1.
Sub-topic: Notice of Action Form


Discussion: Each staff will receive a Notice of Action Form.  This will be used to track actions, such as re-training due to CCC Reporting, Grievance Reports, where we discuss concerns, Employee of the Month recipients, etc.  Each time a Notice of Action is completed the Supervisor and Staff will sign.  These forms will be placed in your Personnel File to be able to be reviewed for annual review.

Outcome, Actions, Timeframe: Ongoing
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:

         Discussion: 

Outcome, Actions, Timeframe:

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:  

Discussion: 

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

1.      Sub-topic:

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:  

Outcome, Actions, Timeframe: 
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: 

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: 

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: On-Call

Discussion:  When On-Call, you are required to be able to report to work, when needed. This is a part of your job description.

Outcome, Actions, Timeframe: Be prepared to work if your On-Call.
2.
Sub-topic: Phone Number Changes

Discussion:  Immediately notify Angela and Cindy if your telephone/cell phone numbers change.  Change your number on the On-Call list immediately. 

Outcome, Actions, Timeframe: Immediately notify Angela or Cindy with any phone number changes. 
3.      Sub-topic: Staff Mailboxes

Discussion:  Please clean out your mail box when it becomes full.  Read the memos that are placed in your box each time you are on the schedule. 


Outcome, Actions, Timeframe: Check your mailbox each time you are on the schedule for memos and pertinent information.

4.
Sub-topic: Cellular Phone Usage

Discussion:  Staff should not be using cellular phone while watching the participants.  This is a safety issue. 

Outcome, Actions, Timeframe: No cellular phone usage while with participants. 

5.
Sub-topic: Participant Clothing & Hygiene Items

Discussion:  All clothing/hygiene items are to be documented on the inventory sheet. If clothing exchange is occurring it must be documented and clothing sent home with the parent.  Only 5 days of clothing is allowed.  When clothing items are removed you are to line-it-out on the inventory statement. 

Outcome, Actions, Timeframe: Document all clothing exchanges and send excess clothes home with parent. 
6.
Sub-topic: Phone Calls of DCF Participants

Discussion:  Never should a DCF participant be denied a phone call to their DCF Case Manager and/or DCF Investigator.  They do not have to wait until 6pm to call.  Participants may call them at any time of the day.  However, once they speak with the Case Manager then frequency of call to the DCF Case Manager/Investigator should be monitored. 

Outcome, Actions, Timeframe: Participants can call their DCF Case Mgr. at any time of the day. 

7.
Sub-topic: Hygiene & Clothing Bins

Discussion:  Ensure Participants hygiene and clothing bins match the bed number.  Participants name should be place on the bins with tape. 

Outcome, Actions, Timeframe:  Label the participants bins corresponding with their bed number.
\8.
Sub-topic: Art Supplies

Discussion:  Art supplies are never to be used on the computer table. 

Outcome, Actions, Timeframe: Immediately, No Art Supplies are to be on the computer table.

9.
Sub-topic: Refrigerator Use

Discussion:  Please pay attention to the expiration dates on food and drink items before giving them to participants.

Outcome, Actions, Timeframe: Check all expirations dates.

VII.
Other Business:
1.       Sub-topic: 

Discussion: 
        
Outcome, Actions, Timeframe:  
2.      Sub-topic: 

Discussion:  

Outcome, Actions, Timeframe: 
Respectfully submitted by: 

	Ronda Harris, Administrative Assistant
	
	2/22/2017
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