Meeting Minutes

CDS Family & Behavioral Health Services, Inc.

Meeting: Staff Meeting
Date: January 31, 2018


Time: 4:30 pm



Location: Interface-Northwest


Date of Next Meeting: 
February 13, 2018
Attendance: Lakeisha B., Kimberly B., Walter D., Kathy H., Carlton J., Wanda J., Johnnie K., Ralph M., Pam P., Justin R., W.C. “Doug” T., Collen T., Sabriena W., Delores M.


Absent: Donneisha L.


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: 
Staff Schedule

Discussion: 
We have a week that we need to fill on our schedule it is our 11pm to 7am female shift. If you can and will work any or all those days open please let us know and sign up ASAP. Thank y ou in advance.

         Outcome, Actions, Timeframe:


2.
Sub-topic:


Discussion: 



Outcome, Actions, Timeframe:


3.
Sub-topic:


Discussion: 
No discussion

Outcome, Actions, Timeframe:


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:
UER

Discussion: 
The UER’s once completed are to be faxed over to Tracey O. the COO. You will then place them in our UER binder in the Youth Care Workers office.

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:
CARF

         Discussion: 
 CARF will be visiting CDS for 3days in February the 26th, 27th and the 28th. Reminders: We need to tighten things up, continue to keep the place nice and clean. Please wear gloves at all times during food prep of any kind. Also when serving the meals. We will post the CARF visit to let our families and visitors know.
        Outcome, Actions, Timeframe:
 
D.
Policy and Procedure Updates and/or Review

1.
Sub-topic:
Cell Phones

Discussion: 
All cell phones will be left in your personal box during your shift. You will be allowed to step off the floor to check your phone periodically during a short break, or if you have coverage for supervision of the children while you are away. 

Outcome, Actions, Timeframe:


2.
Sub-topic:
Staff Communication Notes

Discussion: 
 This form will be used if the Coordinator and or the Supervisor are discussing a shelter issue or an incident that has happened involving staff. This form will be filled out and signed after speaking with Pam and or Sabriena. 

Outcome, Actions, Timeframe:


3.
Sub-topic:
Supervision

Discussion: 
 Remember to be sure you are supervising the participants at all times during your shift. Supervision is continuous, this means chores, activities etc. Do not leave any participant unsupervised.


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: 
No 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:



Discussion: 
No discussion


Outcome, Actions, Timeframe:


B.
Counseling and Programming Issues

1.
Sub-topic:



Discussion: 
No discussion


Outcome, Actions, Timeframe:


VII.
Other Business:

1.
Sub-topic:
Shelter Environment

Discussion: 
Please keep the shelter clean and tidy, if you see something out of place or unclean pick it up and or clean it up.


Outcome, Actions, Timeframe:


2.
Sub-topic:
File Storage

Discussion: 
Remember to be mindful that ALL files are in the appropriate places, locked in the file cabinets. Do not leave files in door boxes, they have got to be in a file and locked



Outcome, Actions, Timeframe:

3.
Sub-topic:
I.D. Badges

Discussion: 
You are to wear your I D Badges at all times. 

Outcome, Actions, Timeframe:

4.
Sub-topic:
Shout Outs!

Discussion: 
Sabriena read aloud shout outs to staff thanking them for things they had done or are doing as appreciation for their teamwork. We also Welcomed Ms. Merritt to the IYP-NW team. Thank you Ms. Kathy for all you do to keep our medications on point! 



Outcome, Actions, Timeframe:
Respectfully submitted by: 

	Pam Purnell
	
	1/31/2018
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