Meeting Minutes

CDS Family & Behavioral Health Services, Inc.

Meeting: Staff Meeting
Date: 10/13/2016


Time: 5:30 PM



Location: Interface-Northwest


Date of Next Meeting: 
11/30/2016 5:30pm
Attendance: Kimberly B., Walter D., Christine F., Kathy H., Carlton J., Wanda J., Johnnie K., Cordez K., Ralph M., Nakita T., Terri W., Sabriena W., Pam P.,   Rhonda L.
Absent: Leslie B., Justin R., W.C. “Doug” T.,


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: 
Over Time

Discussion: 
Jim and Tracey are looking at Over Time and how we can reduce/eliminate excessive O.T. Check with your Part Time co-workers first if you need or want time off, before going to a Full Time person.
         Outcome, Actions, Timeframe:


2.
Sub-topic:
Trainings

Discussion: 
Be sure that you are doing the required amount of trainings. Excessive or trainings beyond your allotted number is always better than not having enough. The more trainings you have the better chance of a higher score in that area during Q.I.

Outcome, Actions, Timeframe:


3.
Sub-topic:
Staffing Concerns

Discussion: 
The 11am to 7pm shift is now going to be 1pm to 9pm shift this is to alleviate only 2 staff in the height of our busy hours.

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:
Service Tally

Discussion: 
Log phone calls on Service Tally, To and From callers/participants. Also visits are to be logged onto the Service Tally. Individual, Family and Group sessions are to be logged here. You are supposed to look at this report as a snap shot of what is going on with the child and who is having contact or not. You are to initial that any of the above happened with the date as well.

Outcome, Actions, Timeframe:


2.      Sub-topic:
Errors

Discussion: 
When you make an error on any form you are to make a single strike through the error. Put Error and your initials. If this happens in the progress notes do the same and Sign your name and whatever your position is Youth Care Worker or Counselor-Case Manager etc.


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:
Medications at Intake

Discussion: 
At Intake we need to make sure we are getting ALL the information needed for the nurse for each and every medication brought into the facility. Who brought the medication in? Who received the medication/what staff member when it came in? Was it counted and who counted the medication? Is it the correct medication for the child that is here and in the correct bottle? What was the Date and Time the medication came into the shelter? We spoke about maybe scheduling the participants with medication at a time the nurse is here so as to get her report into the Medication Cart when the medication comes in.

Outcome, Actions, Timeframe:


B.
Counseling and Programming Issues and News
1.
Sub-topic:
Welcome Sabriena Williams

Discussion: 
Pam introduced and welcomed Sabriena Williams to IYP-NW as our Residential Counselor/Case Manager.

Outcome, Actions, Timeframe:


2.
Sub-topic:
Groups

Discussion: 
Sabriena spoke about Groups she has set up for the month of November. Groups are going to have Community Agency speakers to speak with our youth; this is in an effort to involve our community with our agency. Groups will be at 4:00pm.


         Outcome, Actions, Timeframe:
3.
Sub-topic:
Log Book

Discussion: 
Shift Leader Report: In addition to all normal duties, you must coordinate the Shift Leader Assignment noted in the Log Book. Document in the chronological log section the time, findings and needs of this assignment and highlight the entry. Please complete & sign off that it has been completed. Errors: When you make an error you are to make a single strike through the error. Put Error and your initials. If this happens in the Log Book do the same and Sign your name and whatever your position is Youth Care Worker or Counselor-Case Manager etc.


Outcome, Actions, Timeframe:


VII.
Other Business:

1.
Sub-topic:
Answering the phone

Discussion: 
Use appropriate phone etiquette when answering the phone. Example: CDS Interface Northwest this is Walter speaking, How may I help you?

         Outcome, Actions, Timeframe:


2.
Sub-topic:
Dinner

Discussion: 
Dinner is served at 6:30pm Sunday through Friday and 7:00 pm on Saturday.


         Outcome, Actions, Timeframe:


3.
Sub-topic:
Bed Bug Protocol Clothes

Discussion: 
Please get these clothes back from the participants. Shoes, shorts, shirts, pants etc. All have been marked with CDS Interface Northwest.


         Outcome, Actions, Timeframe:


4.
Sub-topic:
Van Camera

Discussion: 
Camera is to be used at all times. Camera is on as soon as you get into the van and when you get back to the shelter it is shut off.


         Outcome, Actions, Timeframe:


5.
Sub-topic:
Staff Improvement

Discussion: 
Pam expressed that staff has improved on Supervision issues with participants.


         Outcome, Actions, Timeframe:


Respectfully submitted by: 

	Pam Purnell
	
	10/13/2016


 Name
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