Meeting Minutes

CDS Family & Behavioral Health Services, Inc.

Meeting: Staff Meeting/Training
Date: February 25, 2015


Time: 4:00PM



Location: Interface-Northwest


Date of Next Meeting: 


Attendance: Kimberly b., Walter D., Johnnie K., Rhonda L., Brenda McC., Ralph M., Tracey O.,


Justin R., Sandra S., Nakita T.

Absent: Wanda D., Dana J., Carlton J., W.C. Doug T., Sabriena W.


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: 
Intake Assessment
Discussion:
Purpose:
The intent of the following policy is to ensure that the assessment process is begun in a timely manner after receipt of a referral for services.  The assessment should serve to develop a thorough picture of the problems faced by the youth and/or family.

Policy:
Upon completion of a screening, the intake/assessment process shall be initiated within seven days.  The assessment process may include but is not limited to: 

· Screening 

· Prevention Assessment Tool (PAT) Non-residential Only

· Needs Assessment - Residential Only

· Medical History 
· Suicide Assessment (when appropriate) 

Procedure and/or Process: 

The assessment should be initiated within seven days after receipt of a referral for services.  The initial screening, which may be conducted by phone or face-to-face, is considered the beginning of the assessment process.  The assessment should be conducted with a semi​-structured interview format and should be conducted in the environment most conducive to ensuring the youth and family's participation.  This includes but is not limited to the case manager/counselor office, other office settings, the family's home, a location close to the family's home, or at the school.  (In the residential programs the expectation is that the assessment process begin within the first 24 hours of the counselor's awareness of a new admission.) 
All non-residential youth must have the PAT completed and entered in JJIS within 7 calendar days of admission to the program. (Data entry requirement for admission is 3 business days.)
The assessment process is a critical time when first impressions are made and the stage is set for the experiences that follow.  Efforts should be made to engage family members in a positive manner.  The assessment process should provide information and a direction for development of the Plan of Services. 

It is important to recognize that the assessment is a process that is ongoing throughout the duration of services.  It may take several face-to-face contacts with the participant and family to build the level of trust needed to accurately identify and assess certain issues.  Additionally, other issues may surface at any time while the case is open that require further assessment.  However, case files should contain documentation that show reasonable efforts were made to complete an initial assessment within the first two or three face-to-face sessions.  If an assessment is not started or if it is incomplete beyond three face-to-face sessions, the participant's file must contain documentation explaining the reasons for the delay. 


Outcome, Actions, Timeframe:


2.
Sub-topic:
Documentation

Discussion: 
Bed Assignments need to be put in the files and on the board as well. Fill in ALL blanks, leave nothing blank. ALL medications have got to be verified by the pharmacy. Incident Reports are to be noted in the file and the Log Book explaining what happened remember to always document events.

Outcome, Actions, Timeframe:


3.
Sub-topic:
File Security

Discussion: 
ALL File information is to be kept Confidential. No one is to have access to this file except CDS Employees. These files are to be kept in a locked cabinet behind a locked door.

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:



Discussion: 
No discussion


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:
         Discussion: 
 No discussion
        Outcome, Actions, Timeframe:
 
D.
Policy and Procedure Updates and/or Review

1.
Sub-topic:



Discussion: 
No discussion


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:



Discussion: 
No discussion


Outcome, Actions, Timeframe:


Respectfully submitted by: 

	Rhonda J. Lockwood
	
	February 25, 2015
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