Meeting Minutes

CDS Family & Behavioral Health Services, Inc.

Meeting: Staff Meeting/Training
Date: May 28, 2014


Time: 4:30 PM



Location: Interface-Northwest


Date of Next Meeting: June 25, 2014

Attendance: Kimberly b., Atoria C., Walter D.,  Wanda D., Stephanie D., Carlton J., Ralph M., Justin R.


Absent: Dana J., Johnnie K., Brenda Mc., Vivian R-L., Sophia S., Nakita T., 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: 
Florida Network Training

Discussion: 
If you are having issues with logging in to do your training you need to see Tracey.
         Outcome, Actions, Timeframe:


2.
Sub-topic:
CDS Email Addresses 

Discussion: 
If you are having any issues with this, you need to contact Tracey.

Outcome, Actions, Timeframe:


3.
Sub-topic:
Disaster Training

Discussion: 
Tracey spoke about the following:

        Outcome, Action, Timeframe:
 Emergency/Disaster Call Down List

CDS Family & Behavioral Health Services, Inc.

When key staff changes occur the call down list will be reviewed and updated during the monthly EMT meeting.

	Office Location
	Name of Employee
	Home Phone
	Cell Phone
	Other Options

	3615 SW 13th Street, Suite 4

Gainesville, FL  32608

352-244-0628
	Jim Pearce
	(352) 331-5354
	(352) 318-9400
	

	
	Gwen Love
	(352) 376-2186
	(352) 318-9437
	

	
	Peggy Vickers
	(352) 284-3252

Personal cell
	
	

	
	Roy Erdman
	(352) 327-5091

Personal cell
	(352) 318-9438
	

	1218 NW 6th Street,

Gainesville, FL  32601

352-244-0628
	Sam Clark
	(352) 495-3181
	(352) 318-9401
	

	
	Randy Burrack
	(352) 372-7395
	
	

	
	Liz Tschumy
	
	(352) 283-0315
	

	
	Ryan Pendry
	(941) 932-1591

Personal cell
	
	

	
	Laura Sanders
	(352) 299-4340

Personal cell
	
	

	IYP-Central

1400 NW 29th Road,

Gainesville, FL  32605

352-244-0618
	Cassandra Evans-McCray
	(352) 373-2111
	(352) 318-9422
	(352) 870-2041

	
	Zeke Whitter
	(352) 371-1314
	(352) 318-9432
	

	IYP- NW

1884 SW Grandview St.

Lake City, FL 32025

386-487-0190
	Rhonda Lockwood
	(352) 333-7295
	(352) 318-9433
	

	
	Tracey Ousley
	(386) 462-7070
	(352) 318-9404
	

	IYP – East:
- 2919 Kennedy St.


  Palatka, FL  32177

386-385-0405
	Cindy Starling
	(904) 291-1614
	(352) 318-9428
	(904) 699-3904

	
	Pamela Purnell
	(415) 286-1405

Personal cell
	(352) 318-9413
	(352) 375-3280


1. Family Action serves as a central communication point during emergency/disaster situations during normal business hours that do not disrupt operations, the    phone:  352-244-0628 x 3813.

2. IYP-C serves as a central communication point during emergency/disaster situations, and when non-residential programs are closed. IYPC cell phone:  352-318-9420.

3. Florida Network telephone:  850-922-4324 and fax:  850-921-1778 – Request Pre-Storm Plan and Post Storm Report.
4. All School Sites shall follow the plan set out by their County School Boards.

Severe Weather and/or Natural Disasters - All CDS Programs/Sites

Purpose:
It is the intent of the following policy to ensure that staff members are prepared to respond to severe weather and/or natural disasters.

Policy:
It is the policy of CDS to protect participants, employees, visitors, and property in the event of a severe weather emergency or natural disaster such as a Tornado, Hurricane, or Flood (see separate procedures).  Severe weather is defined as any weather condition or natural event that has the potential to cause physical harm and/or property destruction.  These events include severe thunderstorms, tornados, and flash floods.  In addition, emergency severe weather and/or natural disaster drills will be conducted at each site on an annual basis. 

Procedure and/or Process:

If a severe weather watch, is issued each site shall access radio, computer or television reports that will provide up to date information from the National Weather Service.

During “watch” periods, all participants and employees will be encouraged to limit trips and transportation to and from the site.

In the event of a severe weather warning, all persons within the facility will immediately move to the designated areas in the interior of the building that are designated on the posted evacuation routes.

Employees will assist participants, visitors, and volunteers in arriving at the designated safety locations, and if time permits, will close all windows, blinds, and doors.

The Program/Regional Coordinator or designee will secure the first aid kit, flashlights, and a radio, and maintain them in the area being used for shelter.

The Program/Regional Coordinator or designee shall oversee the process of moving to the designated safety location(s) and conduct a head count when this activity is completed.

The Program/Regional Coordinator or designee shall announce the end of the need to remain in the designated location when the warning is no longer in effect, according to the National Weather Service.

The Program/Regional Coordinator or designee will be responsible for contacting any emergency entity that may be needed due to injuries or events such as power loss and/or broken utility lines.

The Program/Regional Coordinator or designee shall arrange for whatever immediate interventions are necessary to resume normal operations of the program and will complete the required Incident Reporting procedures.

Tornado Plan - Residential

If a Tornado Watch (meaning conditions are favorable for tornadoes) is issued by the National Weather Service, staff should follow the procedures outlined below:

1. Any outdoor activity should be cancelled.  Any visitor/vendors outside will come inside the building.

2. Participants should be gathered in the living room and informed of the weather situation.  Staff should inform participants of alerts and updates as received.

3. If all participants are not at the facility, contact Youth Care Worker by cell phone and instruct staff to return to the shelter with participants.

4. Conduct emergency head count and visitor count from the sign in sheet.

5. Computers, not being used to receive weather alerts, should be turned off and participant records should be placed in the locked file cabinets.

6. Staff should collect emergency supplies, i.e. flashlights and battery-operated radio.

7. Weather reports should be monitored until the watch is discontinued.

If a Tornado Warning (meaning a tornado has been spotted) is issued, staff should follow the procedures outlined below:

1. An emergency head count should be conducted to assure that all participants are present.  Staff should review the procedures with the participants in the event a tornado is sighted close by.

2. All participants, visitors, and, staff should move to an interior location.  All doors should be closed to the hallway or interior room.

3. If a tornado is signed in the near vicinity, participants should be instructed to sit with their backs to the wall in the hallway/interior room away from windows and doors.  

4. If a tornado is heard everyone will get on their knees, place their head in their lap, and put their hands over their heads.  

5. Staff on duty will continue to monitor weather conditions from the radio until hazardous conditions have passed.  Participants may move around after an “all clear” is given.

6. Staff will complete required incident reports.

Hurricane Plan – Residential

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.

Flood Plan - Residential

In the event of a FLOOD WATCH (flooding is possible within a designated area); staff should monitor weather reports and be prepared to take further action should flooding occur.
In the event of a FLOOD WARNING (flooding has been reported or is imminent), the following procedures should be followed:

1. Shift Leader should notify Program/Program/Regional Coordinator of flood warning.

2. Participants should be informed of the situation.

3. All planned activities outside the facility will be cancelled.

4. Participant records should be placed in the file cabinet.

5. Staff will collect emergency supplies, i.e. flashlight, battery-operated radio, and continue to monitor weather reports.

In the event of MINOR FLOODING, the following procedures should be followed:

1. The Program/Regional Coordinator will be notified immediately, enabling her to provide direction.  Program/Regional Coordinator will notify Chief Operations Officer.

2. Participants and staff will remain at the facility, away from flooded areas.

3. All electrical equipment will be unplugged and moved to an elevated area.

In the event of MAJOR FLOODING, the following procedures should be followed:

1. Contact the Program/Regional Coordinator and Chief Operations Officer for instructions.

2. If time permits, arrange to have as many participants as possible returned to their parent/guardian.  Document remaining participants.

3. Staff will move participants to an area of the building that is not flooding.

4. Program/Regional Coordinator and Chief Operations Officer will make the decision to evacuate if necessary based on weather reports and possibility of continued flooding.  They will also determine which location to evacuate participants to:

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

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

c. Interface Northwest - 3120 Grandview Ave Lake City (386) 487-0190

d. Youth Crisis Center -3015 Parental Home Rd Jacksonville (904) 725-6662

5. If evacuation seems imminent, the remaining participants will pack clothing, staff will pack participant medications and emergency supplies, files and shift log.

6. If evacuation is ordered, staff should avoid driving through any areas subject to flooding (dips, low spots, washes, etc.).  Staff should NEVER attempt to drive through flooded roadways.

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

8. Staff will complete required incident reports, notify OIG and Florida Network of Youth and Family Services.

9. After any flooding, all electrical equipment should be checked and dried before returning to service.  Any fresh food that has come into contact with water should be discarded.

10. Facility will be thoroughly checked and deemed safe prior to returning the participants.

Power Failures – All CDS Programs/Sites

Purpose:  
It is the intent of the following policy to ensure that staff members are prepared to respond to power failures when they occur.

Policy:
It is the policy of CDS to protect persons served, staff members, visitors, and property in the event of a power failure.  A power failure is defined as a full or partial power outage that affects the ability of CDS to provide a normal range of services and operations.  Power failure drills will be conducted at all service sites on an annual basis. 

Procedure and/or Process:
1)  In the event of a power failure, remain calm.

2) Should there not be sufficient light available, flashlights are located where the first aid equipment is stored in the building.

3) Utilize a flashlight provided for safe egress and to assist persons served to the lighted area, if necessary.  If emergency lighting is not available, in hallway areas, continue to utilize a flashlight. 

4) If using a computer, turn it off to prevent damage due to power surges, prior to leaving your work area.

5) The Program/Regional Coordinator or designee will check circuit breakers and the main breaker panel and, if the power outage is not attributed to the internal system, will call the local utility company to report the outage.

6) If it is deemed necessary to evacuate the building by a supervisor, lock all exit doors to the facility.

7) When utilities have been restored: 

a.   Ensure breaker switches are in the on position.

b. Re-boot computers.

c. Switch off any emergency power supply that may be in use, if applicable.

d. Check vital equipment to ensure it is working and not damaged.

e. Check refrigerator/freezers for spoiled food and dispose of it.

f. Follow the Incident Reporting Procedures for reporting the event.


Outcome, Actions, Timeframe: Each employee that attended will have documentation of the above training.


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:
Participant Files

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:


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:
Appreciation

Discussion: 
Tracey wanted to thank the staff for pulling together in the trying times we have had the past few weeks with losing family members and sickness going around.

Outcome, Actions, Timeframe:


2.
Sub-topic:
Quarterly Meeting (Benefits)

Discussion: 
June 4, 2014 at Bivens in Gainesville at 2:00pm  AvMed is our New Insurance provider. Anyone that can come to the meeting, please feel free to attend.

Outcome, Actions, Timeframe:


3.
Sub-topic:
Family Action Counselor

Discussion: 
Angie Jennings is leaving. Her and her husband have adopted 4 children 6, 9, 11, and 12. Please congratulate her when you see her.

Outcome, Actions, Timeframe:


4.
Sub-topic:
Esprit de Corps Award Nominations


Discussion: 
If you would like to nominate someone for the Esprit de Corps award please do so and get back to Sam and Liz by May 29, 2014.


Outcome, Actions, Timeframe:


5.
Sub-topic:
Rhonda Out on Medical Leave


Discussion: 
Rhonda will be out on Medical leave for a few weeks/months Stephanie is Tracey’s backup during this time period.

Outcome, Actions, Timeframe:


Respectfully submitted by: 

	Tracey Ousley
	
	5/28/2014


 Name








 Date

