Meeting Minutes

CDS Family & Behavioral Health Services, Inc.

Meeting: Staff Meeting/Trainings

Date: May 22, 2013


Time: 5:00PM



Location: Interface-Northwest


Date of Next Meeting: 
TBA
Attendance: Walter D., Wanda D., Carlton J., Johnnie K., Rhonda L., Ralph M., Nakita T., W.C. “Doug” T., Sabriena W.


Absent: Kevin B., Stephanie D., Dana J., Ann J., Tracey O., Thomacia R., Sophia S., Tamara 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:
Departure/Return Log

Discussion: 
During intake, staff should copy a picture identification(s) of the legal guardian(s) and attach that to this page.  The intake transporter should be the first entry.  Whenever someone arrives to pick up a participant, staff should verify that the person is the legal guardian/custodian or has permission to transport the participant.  Staff should complete the date and time out information.   Have the transporter sign as the departure person.  Staff should indicate a “1” or “2” to document which verification occurred.  Staff should initial that these steps have occurred (next to the 1 or 2).  Upon return staff should indicate the time of return.  Have the transporter sign as the return person.  The last entry should be at disposition from the program then this log should be placed in the participant file. 

Outcome, Actions, Timeframe:
The training will be documented in each staff members Training file that attended.
2.
Sub-topic:
Training Logs

Discussion: 
Training Logs were handed out and discussed regarding what trainings were completed and the ones that need to be by December 31, 2013.

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:
Supervision and Staffing Ratio/Scheduling 
                          Discussion: 
Purpose:
The intent of the following policy is to ensure that an adequate number of staff is scheduled to supervise youth as well as to provide for the safety of the public, and the youth and staff in the program.

Policy:
The residential programs shall maintain the minimum following staffing ratio:

· 1 staff to 6 youth during awake hours and community activities

· 1 staff to 12 youth during the sleep period, with at least one staff on duty of the same gender as the youth.

· 1 male staff and 1 female staff scheduled at all times

· Volunteers, practicums and interns may not be used in calculating

      staffing ratios

Process and/or Procedure: 

The Regional Coordinator/ Designee are responsible for scheduling and assuring all coverage requirements are in accordance with the Department of Juvenile Justice Quality Assurance Standards and Florida Administrative Code Chapter 65C-14.  Requests for days off, switching shifts, etc., should be directed to the Regional Coordinator/ Designee on a Leave Request Form.

Full and part-time staff is typically assigned to a regular 40-hour, 20-hour, 15-hour or 10-hour workweeks.  Schedules are subject to change by the Regional Coordinator, Residential Supervisor, or designee.

Staff is expected to cooperate in the event of rescheduling due to unforeseen circumstances, i.e., absence of other staff members, illness, etc. In addition staff currently on duty is expected to remain until replacement staff have arrived and ensure that the incoming staff is appropriately oriented to the present circumstances before the current staff is relieved from duty.

If a staff member is unable to report to their scheduled shift due to any reason, the following procedures should occur:

1. If the employee works the day shift he/she will give at least 10 hours notice.

2. If the employee works the evening shift he/she will give at least 8 hours notice.

3. If the employee works the over night shift, he/she will give at least 12 hours notice.

4. The employee must speak to the Shift Leader or Supervisor who is responsible for making arrangements for coverage.

5. The Shift Leader or designee should use the staff roster to call off-duty employees to provide the needed coverage prioritizing support and part time staff first to avoid the need to pay full time employees at an overtime rate.

A shift leader is assigned by the Program Coordinator or Residential Supervisor for each shift, 24 hours per day, and 7 days per week. Probationary employees should only be assigned as shift leaders as a last resort.  It is the shift leader’s duty to ensure smooth, consistent continuation of services from the previous shift.

The Shift Leader is responsible for:

· Assisting in training new staff and/or volunteers on the shift
· Identifying and reporting to the supervisor any additional training needs of new staff and/or volunteers
· Ensuring that all medications that are controlled substances are counted at the beginning of each shift and documented on the appropriate medication Inventory Sheet
· Ensuring compliance with rules and structure during shift
· Ensuring the appropriate type of supervision of participants is maintained
· Ensuring Incident Reports are written and reporting procedures are followed
· Determining appropriateness for services on any referral made during shift
· Delegating work load to shift partners to ensure completion
· Coordinating coverage for recreation and leisure activities
· Passing on necessary assignments for completion to next shift leader
· Seeking additional consultation through the chain of command when necessary
· Checking and signing off on each intake and disposition occurring on shift

· Reviewing the shift log for accuracy and completeness of documentation of the shift events

The Regional Coordinator in consultation with the Residential Supervisor is responsible for the general supervision of all Interface Staff and will determine the structure for supervision of daily operations and clinical staff.

The Residential Counselors are responsible for consultation and supervision of the Youth Care Workers in regards to clinical operations.

The House Manager/Senior Youth Care Worker/Designee is responsible for oversight of the facility and other non-clinical issues as assigned by the Regional Coordinator.
         Outcome, Actions, Timeframe:
The training will be documented in each staff members Training file that attended.
2.
Sub-topic:
Disaster Training - Hurricane Plan
        Discussion: 
In the event of a HURRICANE WATCH (a threat of a hurricane within 72 hours), the following steps will be taken:

1. Continuously monitor weather broadcasts for updates.

2. Notify the Regional Coordinator who will notify the Chief Operations Officer in order to make decisions regarding evacuation and relocation of participants.

3. Arrange to have as many participants as possible returned to their parent/legal guardian.

4. Make a list of remaining participants and collect their files with all necessary information.  Fax list of remaining participants and guardian information to Chief Operations Officer (352-334-3817).

5. Contact the other Interface Shelters (Central, Northwest or East), and Youth Crisis Center, Jacksonville) to discuss arrangements if evacuation is ordered.

6. Fill program vehicle with gas and park it away from trees, power lines, and other hazardous objects.

7. Collect non-perishable groceries, water and all other supplies needed to sustain participants and staff if power is lost.  (See Emergency Supplies Checklist).

8. Regional Coordinator will determine which staff members will accompany participants if evacuation is necessary.

9. Staff and remaining participants will pack clothing, personal care items, medication, medication log book, log book, participant files, employee emergency contact information needed in the event of evacuation.

10. Secure all unfastened objects as required for safety purposes.

11. Fill tubs with water and collect flashlights, battery-operated radio, and extra batteries.

12. Secure participant files and agency equipment (i.e. computers).

In the event of a HURRICANE WARNING (a threat within 24 hours), the following steps will be taken:

1. Complete preparation of emergency supplies.

2. Program/Regional Coordinator or designee will confer with Chief Operations Officer and their County Emergency Management Services to decide if evacuation is required.  Program/Regional Coordinator or designee and Chief Operations Officer will determine from weather broadcasts which location to evacuate participants to:

a. Interface Central - 1400 NW 29 Road 
Gainesville FL (352) 244-0618

b. Interface Northwest - 1884 SW Grandview Street
Lake City FL (386) 487-0190

c. Interface East - 2919 Kennedy Street
Palatka, Fl (386) 386-385-0405

d. Youth Crisis Center Duval - 3015 Parental Home Road
Jacksonville, FL  (904) 725-6662

3. Confirm with chosen shelter that space is available for the remaining participants and staff.

4. If evacuation is not necessary, participants and staff should remain in the living room and away from the windows and the door.

5. If the order to evacuate is given, staff should pack the vehicle, obtain petty cash, load participants and drive to the identified location.

6. Parents/guardians of the remaining participants will be informed by the remaining staff of the need to evacuate and the location of the evacuation site.

7. Remaining staff will complete the DJJ Incident Report and notify the OIG, the Executive Director of the Florida Network of Youth and Family Services and Partnership For Strong Families of the need to evacuate.  Staff will then unplug equipment and complete the steps necessary to secure the facility and evacuate the building.

Staff and participants will return to the shelter only after it is determined safe to do so by the Regional Coordinator and Chief Operations Officer.


Outcome, Actions, Timeframe:
The training will be documented in each staff members Training file that attended.
3.
Sub-topic:
Youth Riot/Disturbance Plan

Discussion: 
Staff awareness of the youth and their behavior minimizes the likelihood of a youth riot/disturbance from occurring. However, riot/disturbances, whether spontaneous or planned, may occur. Verbal interventions are the primary and preferred method of reacting to any situation with a participant.  Staff should always exhaust attempts to use verbal interventions prior to resorting to the least amount of physical intervention necessary to ensure safety and prevent injury. If necessary Law Enforcement shall be contacted to quell any riot/disturbances.
Riot/Disturbances are defined as any situation resulting in the loss of control at a facility or program that necessitates calling in law enforcement, or other outside sources to assist in the quelling of the disturbance, and in getting the facility back under control.
Anytime a staff member assesses a situation and determines additional staff shall be needed to ensure the safety of youth, staff, volunteers, visitors, and property all staff should immediately respond to the crisis.

a. Staff members shall immediately determine the level of intervention required to control the youth and shall act accordingly.
b. It is imperative that communication between staff members is clear. 

c. All non-essential activity in the facility shall stop.

d. All available staff members shall respond to the location and provide assistance.
e. Efforts should be made to separate combative and non-combative youth.

f. Youth not involved in the incident should be removed from the immediate area. At least one staff member shall monitor this group 
g. If efforts to diffuse the situation are unsuccessful, staff should immediately call 911 to request assistance.
h. Once law enforcement arrives, staff and youth should follow all directions issued by the law enforcement personnel.

When the situation is under control, the Shift Leader or designee shall account for all the youth in the facility

Shift Leader or designee shall complete the required Incident Reports in accordance with CDS policies and procedures including reporting the incident of youth riot/disturbances to Central Communications Center, notification of the CEO/COO, Florida Network, Parents and others as appropriate.

Outcome, Actions, Timeframe:
The training will be documented in each staff members Training file that attended.
4.
Sub-topic:
Outings
         Discussion: 
Purpose:
The intent of the following policy is to ensure that outings off the premises are well planned, appropriate in scope and venue and staffed to provide for the safety of the youth, staff and the public.

Policy:
The residential programs shall maintain a minimum of a 1 staff to 6 youth ratio during outings.

Volunteers, practicums and interns may not be used in calculating staffing ratios, but are encouraged to participate in outings to act as support.

All outings must have a specific destination and be planned in advance and approved by a supervisor. Staff may not take participants to a private home as any part of an outing.

Participants must be eligible for outings based on the FACE (Facilitating Activity & Communication Effectively) Behavior Management System. Participants on the Assessment or Sub System are not eligible for outings (with the exception of Faith based activities) as an additional safety precaution.   

Process and/or Procedure:  

Staff that is driving the vehicle for an outing is responsible for documenting in the Program Log Book youth included, destination and expected time of return.

Staff must be directly supervising participants at all times during outings. Direct supervision means maintaining a sight and sound range of supervision that ensures staff’s capacity to provide guidance and respond to problems and emergencies.

Outcome, Actions, Timeframe:
The training will be documented in each staff members Training file that attended.
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:
Open Enrollment

Discussion: 
Our open enrollment is approaching. The Annual benefits enrollment meeting is Wednesday, June 5, 2013. The time is between 2 PM – 4PM at Bivens in the Large Conference Room (3615 SW 13th Street, Gainesville, FL 32608) Contact LaVonya if you have any questions. (352) 244-0628 Ext. 3812

Outcome, Actions, Timeframe:


2.
Sub-topic:
Esprit de Corps
         Discussion: 
We will be presenting Esprit de Corps awards at the benefits enrollment meeting.  Please submit nominations to HR by Friday, 5/24.

         Outcome, Actions, Timeframe:


Respectfully submitted by: 

	Rhonda J. Lockwood
	
	May 22, 2013


 Name








 Date

Rev 9/08
1 of 8
F-AD-1001

