Meeting Minutes
CDS Family & Behavioral Health Services, Inc.

Meeting: East 


Date: March 5, 2014


Time: 10:00 a.m. and 4:30 p.m.



Location: IYP-E


Date of Next Meeting: TBA
Attendance: Cindy, Pam, Karen, Evelitza, Edward, Jarvis, Angela, Angie, Izel, Melissa, Apyrl, Brenda, Bridgette, Monica, Tammy, Tashekka,
Absent: Karma, Lytinia, Jennifer, Pat
I.
Business Operations:

A.
Monthly Budget (Revenue and Expenses)
1.      Sub-topic: 
         Discussion:
         Outcome, Actions, Timeframe: 
B.
Marketing and Business Development 
1.      Sub-topic: Spotlight on Youth

Discussion:  Spotlight will be on April 6, 2014

         Outcome, Actions, Timeframe: We are still in need of sponsors and auction items. There
     

is still time for participants to submit art work or poetry.     

2.       Sub-topic: Answering the Phones/New Phone system

Discussion:  We will be getting a new, updated phone system

Outcome, Actions, Timeframe: Please be sure to answer the phone by stating CDS, your program, your name, and “May I help you”.
3.      Sub-topic: Florida Network Contract

Discussion:  Negotiations are on-going



Outcome, Actions, Timeframe: The target is to have a new contract in place between DJJ and the Fl. Network March 1, 2014
C.
Regulatory Issues 

1.
Sub-topic: 

Discussion: 



Outcome, Actions, Timeframe:

D.
Human Resource Issues (Staffing and Training)

1.
Sub-topic: Pending List


Discussion:  Pending items were identified with staff that needs to supply documentation.



Outcome, Actions, Timeframe: Please provide requested documents to Pam by March 7th.
2.      Sub-topic: HIPPA Training DCF April 2013 Version/Hard of Hearing and DJJ PREA

Discussion:  DCF/DJJ training requirements and can be accessed from our web site under the Training Tab.



Outcome, Actions, Timeframe: If staff has already done the April 2013 version, they do not need to repeat it but there is several staff that still has not completed the newer version of HIPPA/Hard of Hearing and PREA. It must be completed by March 8, 2014.
3.
Sub-topic: On-Call Schedule, Staff Phone Numbers, and Schedule changes

Discussion: Pam handed out a revised on-call schedule. Tammy completed a new list of staff phone numbers.

Outcome, Actions, Timeframe: Please review the list of phone numbers to ensure that we have your correct phone number(s). Make corrections as needed and provide to Tammy. Also Pam reminded staff that they cannot change or switch their scheduled shift with another staff member without prior approval. Both staff members must contact Pam to confirm the change prior to the scheduled shift.
E.
Annual Budget Planning and Process

1.
Sub-topic: 

Discussion: 


Outcome, Actions, Timeframe:  


II.
Health and Safety:  

A.
External Inspections

1.
Sub-topic: QI and DCF child care licensure



Discussion: The recent reviews went very well but a lot of preparation was needed. A very special thank you to the core staff that always put forth extra effort to ensure we continue to provide quality services that are in compliance with standards. 

Outcome, Actions, Timeframe:
All staff needs to ensure they are signing all records in a timely manner and completing all intake/discharge paperwork. If you complete an intake, you should give Karen a phone call to make sure all forms have been completed. Also please pay special attention to keeping our shelter clean.
B.
Self-Inspections (Reports, analysis, and recommendations)

1.
Sub-topic:Van procedures 
         Discussion: Pam will be assigning two staff member who will be responsible for cleaning the van inside and out once per week. The staff will rotate each week.

Outcome, Actions, Timeframe:
All staff  who drive the van should ensure that the van doors are locked during and after transportation. Also it is the staff’s responsibility to make sure that all participants are properly belted into their seats when the van is moving. Every van driver should make sure that any trash is removed from the van after every transport.
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:  Required Signatures

Discussion: Excerpt from Progress Notes Policy P-1047     5.
Recorders full signature and credential/title and date.  Individuals who are Licensed, Certified, or Registered Interns do not need to record their title.

Outcome, Actions, Timeframe: Please make sure that all signatures are consistent with this policy.  We will get major signers stamps.
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: Incident Reporting Policy

Discussion: This form has been updated on the Intranet. 
         Outcome, Actions, Timeframe: Please review the policy and remember you must 

call Cindy or Pam if contraband is found in the shelter so that CCC report can 

be completed within the two hour time-frame.

2.
Sub-topic: Bed Checks

Discussion: Karen will be reviewing all bed check logs weekly.  

Outcome, Actions, Timeframe: Remember to complete bed checks manually if the scanner is not logging the time on the computer.
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:  

Outcome, Actions, Timeframe: 
2.      Sub-topic: 
Accessibility Plan

Discussion:        

Outcome, Actions, Timeframe:


3.
Sub-topic:
Cultural Competence Plan

Discussion: 
No discussion


Outcome, Actions, Timeframe:

4.      Sub-topic:
Input Plan 


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: 

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: Plans to update systems

Discussion:  Laura explained that in early April Microsoft will no longer support Windows XP and we need to upgrade to Windows 7. This will draw heavily on Ryan’s time. 

Outcome, Actions, Timeframe:  Laura is asking that requests normally directed to Ryan be redirected to her to manage.
VI.
Clinical/Program

A.
Medical and Medication Issues

1.
Sub-topic: 



Discussion: 

Outcome, Actions, Timeframe:


B.
Counseling and Programming Issues

1.
Sub-topic: Large Muscle Activity

Discussion: When weather does not permit outside activities, large muscle exercise must still be completed by staff in accordance to daily schedule.

Outcome, Actions, Timeframe: Staff must ensure participants complete Large Muscle Activity daily. There are numerous options for exercise inside the shelter.
2.
Sub-topic: Staff Duties by Shift

Discussion: It has come to the attention of management that staff has not been completing all of the required duties on each and every shift. These are not recommended duties but are required items to be completed on each and every shift.

Outcome, Actions, Timeframe: All staff should review the assigned duties on the “Staff Duties” sheet which are listed by shifts. After reviewing, make sure that all are being completed during your assigned shift.
VII.
Other Business:

1.       Sub-topic: Staff Food/Dishes

Discussion: Food and/or dishes that are brought in by staff were found in numerous areas of the kitchen. Pam will identify one cabinet that will be for any personal staff kitchen items.

Outcome, Actions, Timeframe: Staff will put any personal food/dishes in the designated cabinet in the kitchen. Any personal food items found to be in other areas of the kitchen will be thrown away.
Respectfully submitted by: 

	Cindy Starling
	
	March 12, 2014
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