Meeting Minutes

CDS Family & Behavioral Health Services, Inc.

Meeting: Staff Meeting
Date: August 31, 2017



Time: 5:30PM



Location: Interface-Northwest


Date of Next Meeting: 
September 27, 2017
Attendance: Lakeisha B., Kimberly B., Walter D., Johnnie K., Donneisha L., Justin R., Doug T., Terri W., Sabriena W.


Absent: Kathy H., Carlton J., Wanda J., Ralph M.


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:
Team Shirts

Discussion: 
At our Employee Appreciation Luncheon we discussed shirts for our team, styles, colors etc. It was brought up again as not all staff were able to attend luncheon.

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: 
Introduction of New Team Members

Discussion: 
Pam and Staff welcomed Donniesha L. and Lakeisha B. to our IYP-NW team.
         Outcome, Actions, Timeframe:


2.
Sub-topic:
Timesheets

Discussion: 
Please make sure you are putting the actual time worked on your time sheet. Also be sure that you are filling these out daily as not to have any confusion with them in the future. 

Outcome, Actions, Timeframe:


3.
Sub-topic:
FACE updates

Discussion: 
Pam will be doing individual trainings for the behavioral system and also for those not understanding how this system is to work.

Outcome, Actions, Timeframe:


4.
Sub-topic:
Trainings, Meetings, Deadlines

Discussion: 
Trainings and Meetings are mandatory these are a part of your job. We need to be mindful of trainings and dates they are to be completed. You are responsible for your training hours and making sure you have the proper amount of hours.



Outcome, Actions, Timeframe:


4.
Sub-topic: 
CCC Training September 27th 1:30 – 3:30pm /Training Skill Pro




Discussion: 
CCC training is Wednesday September 27th with Jean Hall. Skill Pro Training will be a continuous online training website and as soon as we are set up, we will let you know how to log on.



Outcome, Actions, Timeframe:


5.
Sub-topic:
Password Protected Confidential Information

Discussion: 
When dealing with information that is Confidential you have to make sure that it is protected no matter if it is an email or text. If your texting this sort of information you need to use abbreviations and keep it short. Emails should be password protected and sent to only those the information was intended. 



Outcome, Actions, Timeframe:


4.
Sub-topic:
Schedule

Discussion: 
Sabriena thanked staff for picking up shifts that had no coverage and stated we still need help filling empty shifts.



Outcome, Actions, Timeframe:


E.
Annual Budget Planning and Process

1.
Sub-topic:
United Way Campaign

Discussion: 
Donations can be made at this time to the United Way, but you don’t have to if you cannot afford to. We will be upgrading our Security System, Floors in the bathrooms etc.

Outcome, Actions, Timeframe:


2.
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:
Management Surveys

Discussion: 
Management surveys were handed out and staff was asked to fill them out and place in an envelope for Jim P. and Tracey O.

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:
Intake room/changes

Discussion: 
Rhonda’s old office is now going to be the intake room. The old Intake room is now going to be Pam’s office. We are planning to paint the entire shelter inside and out. Do some roofing repairs, as well as upgrade our security system and floor bathrooms.


Outcome, Actions, Timeframe:


2.
Sub-topic:
Achievement Snacks

Discussion: 
Crackers, Juices, and Sodas etc. they can also purchase other items if they have the points to do so.



Outcome, Actions, Timeframe:


3.
Sub-topic:
Down Time with youth/Scheduled Activities

Discussion: 
Reading, Homework, and scheduled activities must be done as they are scheduled.



Outcome, Actions, Timeframe:


4.
Sub-topic:
Average length of stay

Discussion: 
The average length of stay report is what we strive to increase. The average length of stay per participant contributes to this report. The longer the stay the better the increase our average will be.



Outcome, Actions, Timeframe:


5.
Sub-topic:
Outing Request Form

Discussion: 
Sabriena spoke about a new form we are starting to use, the Outing Request Form. Sabriena went over the form why it is being used and how it is to be filled out. You will need the Date you are requesting the outing, who is requesting it,  the specific time and date of the outing itself, name of your destination, physical location/address, nature of the outing/description, how many participants are expected to go, how many staff needed, and if petty cash is needed and how much.



Outcome, Actions, Timeframe:


6.
Sub-topic:
CCSO

Discussion: 
The Columbia County Sheriff’s Office paid us a visit to check out our facility and take a tour and had a chance to ask questions about our program and get a better understand of what we do. DJJ and CDS are working together to Strengthening our partnership with the Law Enforcement community. They have been made aware of the children we take and those we cannot take.



Outcome, Actions, Timeframe:


7.
Sub-topic:
Human Trafficking Screening Tool

Discussion: 
Pam spoke about a screening tool that we will use when a youth states they are trafficking or we believe the youth is a victim of trafficking. This also has to be called into the Abuse Hotline for Human Trafficking.



Outcome, Actions, Timeframe:


8.
Sub-topic:
Bed Checks

Discussion: 
Please use the scanner to do your bed checks, it is working. Zack is looking into a new scanning system. If however it is experiencing a glitch make appropriate documentation in the manual bed check logbook.



Outcome, Actions, Timeframe:


10.
Sub-topic:
Pending List

Discussion: 
Doug and Sabriena we need your Auto Insurance. Terri yours is due on the 16th. Thank you.



Outcome, Actions, Timeframe:
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