Meeting Minutes
CDS Family & Behavioral Health Services, Inc.

Meeting: East Staff Meeting


Date: October 16, 2013


Time: 10:00 a.m. & 5:00 pm



Location: IYP-E


Date of Next Meeting: TBA
Attendance: Cindy, Pam, Angela, Monica, Lytinia, Patricia, Karen, Melissa, Brenda, Karma, Apryl, Angie, Izel, Evelitza, Edward, Jarvis
Absent: Christina
I.
Business Operations:

A.
Monthly Budget (Revenue and Expenses)
1.      Sub-topic: 
         Discussion: 
         Outcome, Actions, Timeframe: 

B.
Marketing and Business Development 
1.      Sub-topic: Update on Hiring of Positions and other staff changes

Discussion: Rachel Ward Data Systems Analyst and Liz Tschumy Human Resources Specialist are new hires. Please welcome them. Rene is going part time and Jeanne will pick up more hours, but still be part time. Carrie Cordell has resigned to take another position.


         Outcome, Actions, Timeframe:  Administrative Assistant Position will be advertised.
2.      Sub-topic: Annual Meeting



Discussion: Food will be served beginning at 11:45 a.m. Eastside is catering the event.


         Outcome, Actions, Timeframe: Staff are invited to attend. Please let Pam or Cindy know 
          if you are planning to attend so that the schedule can be adjusted as needed.
C.
Regulatory Issues 

1.
Sub-topic: 



Discussion: 



Outcome, Actions, Timeframe:

D.
Human Resource Issues (Staffing and Training)

1.      Sub-topic: Employee Handbook Update


Discussion:  Cindy reviewed the changes in the Handbook 

Outcome, Actions, Timeframe: The updated Handbook is also available on the Intranet
2.      Sub-topic: Employee Surveys

Discussion:  Forms were provided to staff for completion.



Outcome, Actions, Timeframe:
Please complete ASAP and place in envelope that goes to Gainesville.
3.      Sub-topic: Domestic Partners


Discussion:  Cindy reviewed the new P&P and the forms required relating to Domestic Partners.



Outcome, Actions, Timeframe: These forms are available in the HR forms section of the Intranet.
4.      Sub-topic: Prison Rape Elimination Act (PREA) Training and Deaf and Hard of Hearing.

Discussion:  Staff should complete PREA (forms in your box) and Deaf/Hard of Hearing (three modules) training on line. Schedule a time with Pam/Cindy to complete the on-line training.



Outcome, Actions, Timeframe: Staff must complete the first three modules of this training by the end of October.
E.
Annual Budget Planning and Process

1.
Sub-topic: 

Discussion: 


Outcome, Actions, Timeframe:  


II.
Health and Safety:  

A.
External Inspections

1.
Sub-topic: Outside Lighting



Discussion: Staff expressed concern that it is very dark outside the shelter at night.

Outcome, Actions, Timeframe:
Cindy will explore the options for additional lighting outside the shelter grounds.
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: Shelter Census



Discussion:  Our intake ratio to screenings has improved. Several staff have really made efforts to complete the screening form in full and ensure the parent/caller is fully informed and all their questions have been answered. 

Outcome, Actions, Timeframe:
All staff should ensure they are empathetic to the situations/crisis when families call for help. Take time to complete the screening and fully inform participants about our program/services.
C.
Accreditation and Regulatory Requirements 

1.
Sub-topic: 



Discussion: 

Outcome, Actions, Timeframe:

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

Discussion: Male and female participants should be separated at all times after showers and 

during evening snack. The only exception would be in the event of an emergency.
         Outcome, Actions, Timeframe: 

Sub-topic: Staff Meetings/Scheduled Work Shifts

Discussion: Reminder that all staff are required to speak to the Residential Supervisor 

         or the Regional Coordinator to be excused from attending a staff meeting. Texting or 


leaving a note in a box is NOT sufficient.


Outcome :All staff must get prior approval from the Residential Supervisor before 

switching their scheduled work shift with another staff member. All changes to the

daily work schedule must be approved in advance by Pam.

E.
Participant Complaint and Grievance (specific and quarterly review of trends) 

1.
Sub-topic: Daily Point Sheets



Discussion: Px’s need to know if they have or have not earned their privileges. 

Outcome, Actions, Timeframe:
Points should be calculated by staff at the end of each shift. Evening shift staff should ensure that “Total-Up” is being completed 

at 8:30 pm daily and that all participant are aware of their points/standing. A review of 

Participant’s behaviors and goals should be discussed at this time also.
F.
Planning Documents (reports, status of goals and objectives, reformulation)
1        Sub-topic:         



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:
Community Relations Plan 


Discussion: 
No discussion


Outcome, Actions, Timeframe:

IV.
Risk Management 

A.
Risk Management Plan (exposure to loss)

1.
Sub-topic:  Bed checks

Discussion: Staff reported that the scanners are not operating effectively at all times

Outcome, Actions, Timeframe:
Staff should document in writing all bed checks if scanner fails to record the time of bed checks. Remember to include your signature at the end of your shift on the scanner printout and/or the Back-up Bed Check log book. Also remember to document in the Log Book that the scanner was malfunctioning during your shift.
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: 

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:  Being Prepared for Px’s arrival from school pick-up.

Discussion:   Staff should come to work prepared to immediately begin completing “Staff Duties” so that the shelter is prepared to begin programming schedule when px’s return from school.

Outcome, Actions, Timeframe: Pam will complete a “Staff Duties” list of items for all shifts so that all are aware of specific duties on each shift.
VII.
Other Business:

1.       Sub-topic: Time Sheets

Discussion:   Some staff have not been completing their time sheets when due and are not totaling their work hours.

Outcome, Actions, Timeframe:
All staff should complete their time sheets in full and ensure that it is submitted to Pam/Cindy when due.
Respectfully submitted by: 

	Cindy Starling
	
	December  9, 2013
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