Meeting Minutes

CDS Family & Behavioral Health Services, Inc.

Meeting: Staff Meeting/Training
Date: November 15, 2012


Time: 1:00 PM



Location: Interface-Northwest


Date of Next Meeting: 


Attendance: Walter D., Stephanie D., Carlton J., Johnnie K., Rhonda L., Tracey O.


Absent: Wanda C., Dana J., Donald J., Ann J., Ralph M., Vivian R., Thomacia R., Sophia S., 

Casharo T., Nakita T., W.C. “Doug” T., Sabriena W.
Time: 5:00 PM



Location: Interface-Northwest


Date of Next Meeting: 


Attendance: Donald J., Ralph M., Nakita T.


Absent: Wanda C., Dana J., Ann J., Vivian R., Thomacia R., Sophia S., 

Casharo T., 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: 
Policy Revisions to Employee Handbook

Discussion: 
Tracey handed out the revisions to our employee handbook went over Corporate Compliance, Expectations regarding Cyber Communications & Social Media Use by employees & Volunteers, as well as Family & Medical Leave.

         Outcome, Actions, Timeframe:
Staff present signed Acknowledgements of Handbook Receipts and Updated Emergency Contacts.
2.
Sub-topic:
Unusual Event & CCC Reports, Incident Reporting Procedures, &         CCC Reportable Incident Types.

Discussion: 
Tracey handed out the Policy and Procedure for Unusual Event Reports, the Unusual Event Report – Internal, Incident Reporting Policy and Procedure, and DJJ Central Communication Center Reportable Incident Types for CINNS/FINS.  Tracey reviewed and gave examples of each of the topics stressing the importance of reporting to your Supervisors as well as writing up the incidents in a timely manner as well as reporting timely. Asked everyone if they knew where the Unusual Event Report Book was and if they knew how to fill out and report the events/incidents. Tracey asked several questions throughout the training regarding each of the topics and we discussed the answers that were given.  

Outcome, Actions, Timeframe:
The training will be noted in each employees training files.
3.
Sub-topic: Supervisor Evaluation


Discussion: Tracey explained that each year employees have an opportunity to evaluate their supervisors. Tracey informed staff that blank evaluation forms would be left in the YCW office along with envelopes. 



Outcome, Actions, Timeframe:
Staff wishing to evaluate supervisors should complete the form and place it in a sealed envelope and put it in Walter’s door. They will be sent unopened to COO.
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: Dispositions


Discussion: Tracey reviewed the process for dispositions and stressed the importance of using the Mother Sheet as a guide.



Outcome, Actions, Timeframe:
All participant dispositions should be thorough and complete before sending the file to Walter for NETMis input.
2.      Sub-topic: Participant Files
         Discussion: Tracey discussed her review of current files and reminded staff of providing clear, informational opening statements and signing each entry with name and credentials.
         Outcome, Actions, Timeframe: Please ensure that all documentation is clear, complete and signed appropriately.   
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: Work Environment


Discussion: Tracey reminded staff that CDS expects IYP to be a professional work place everyone is responsible for doing their part to create a pleasant cooperative work environment.



Outcome, Actions, Timeframe:


Respectfully submitted by: 

Tracey Ousley
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