Meeting Minutes
CDS Family & Behavioral Health Services, Inc.

Meeting: Monthly Meeting


Date: July 27, 2017
Time: 9:00 a.m. & 5:30 p.m.



Location: IYP-EAST


Date of Next Meeting: August
Attendance: Izel, Cindy, Monica, Bridgett, Detrick, Darrin, Ronda, Shalonda, Jeremiah, Brenda, Errol, Leah, Angela, Alex, Rachel, Karen, Freddie, Melissa
Absent: Patricia, Sharell, Clark, McCullough 
I.
Business Operations:

A.
Monthly Budget (Revenue and Expenses)
1.      Sub-topic: 
         Discussion: 
         Outcome, Actions, Timeframe: Pending
B.
Marketing and Business Development 
1.     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: Introduction of 1 New Youth Care Worker & Residential Counselor


Discussion:  Rachel Gaines coming on as a part-time Youth Care Worker. Alex Culbreth our Intern is now our new Residential Counselor. 

Outcome, Actions, Timeframe: Welcome 
2.      Sub-topic: Time Sheets


Discussion: Please ensure accuracy of time sheets; provide brief explanation if needed to stay beyond your scheduled time.



Outcome, Actions, Timeframe:  Ongoing
3.      Sub-topic: Human Trafficking

Discussion: Cindy Starling conducted training on Human Trafficking.  All viewed the video “Chosen” and discussed how to identify potential victims of Human Trafficking.  All received Human Trafficking terminology flyer. 

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: Kitchen Procedures

Discussion: Ms. Freddie discussed issues related to cleanliness of pots/pans. Knives are to be locked in the filing cabinet in the YCW office.  If you use one, immediately put it back immediately. 


Outcome, Actions, Timeframe:
Ongoing
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: P-1126 Participant/Staff Interactions & Interventions
Discussion: Policy was reviewed and training provided on the importance of appropriate communication, interactions, and interventions with all participants. 
         Outcome, Actions, Timeframe: Ongoing

2.      Sub-topic:  P-1128 Rule Violations

Discussion: Policy was reviewed and discussed how staff are to fairly administer responses to participant rule violations. Training was completed relative to the “Guidelines” of the policy.

Outcome, Actions, Timeframe: Ongoing    
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: Daily & Weekend Activity Schedule

Discussion:  All are to follow the activities listed on the daily and weekend activity schedule to ensure compliance.  Please be sure to sign each item on the list upon completion. 

Outcome, Actions, Timeframe: Ongoing
2.
Sub-topic: Intake Requirements

Discussion: Staff should conduct a tour of the shelter with all new participants and explain the FACEBOOK rules.  During the tour, ensure the participant is aware of where the Abuse Hotline numbers are listed, grievance forms, and grievance box. 

Outcome, Actions, Timeframe:
Ongoing
3.
Sub-topic: Discharge Requirements

Discussion: All Staff who are completing a discharge should make certain all documents are signed by the both the parent and participant, prior to the completion of the discharge.  If the Counselor knows about the discharge in advance, most (not all) of the documentation will be pulled and placed in the front side pocket of the file.  You should have the Discharge Summary signed, Parent/Guardian Release Form signed, Survey Forms completed, Inventory Statement signed, Medication Forms (ensure that the Parent gets all of the medication in shelter and make sure you count the medication in front of the parent before departure), Money Inventory Form, Return/Departure Log should have the time that they are leaving the shelter.  This time should match the discharge entry in the log book and progress note, blue card, write the discharge note in the progress note and log book, erase the participant name from the board and medication board, fax the Project Praise Form to Brad Skelton, and place the discharge date in the Cross Reference booklet.  It is your responsibility to place the forms back in the file in order.  

Outcome, Actions, Timeframe:
Ongoing
4.
Sub-topic: Bed Checks


Discussion: When doing bed checks the door is to remain open.  If there is no male/female participants in house please note it and place note in the bed check log with the date. 



Outcome, Actions, Timeframe:
Ongoing
5.
Sub-topic:  FACEBOOK Requirements
Discussion: At 8:30 p.m. all Staff working the 4:30-12:30 shift should review the FACEBOOK points with every participant in house.  Inform them if they have or have not earned their privileges for the next day and encourage positive behaviors.  Also, staff should document in the progress note the participant findings.  If they are on Suspension, and did not earn their privileges add a note that a suspension day was added.
          Outcome, Actions, Timeframe: Ongoing

6.      Sub-topic: Family Visitation
Discussion:  During family visitation, parents/guardians are not allowed to bring their child snacks and/or drinks.  
Outcome, Actions, Timeframe:
Ongoing 
7.      Sub-topic: Answering the Office Phone
Discussion: When staff is on duty, the shift leader is to always have the cordless phone or ensure their co-worker has the phone to be able to answer calls for screenings, supervisor calls, etc.
        Outcome, Actions, Timeframe:
Ongoing
VII.
Other Business:
1.       Sub-topic:  Employee of the Month

Discussion: Bridgett Herlong was chosen as Employee of Month.  She always offers to work double shifts and is a great trainer. 

Outcome, Actions, Timeframe: Congratulations Bridgett!
2.      Sub-topic: Shine Board

Discussion: All comments left on the Shine Board were read.  

Outcome, Actions, Timeframe: All were congratulated on a job well done.  
Respectfully submitted by: 

	Ronda Harris
	
	July 28, 2017
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