Meeting Minutes

CDS Family & Behavioral Health Services, Inc.

Meeting:  Too Good for Drugs/ DFC Staff Meeting


Date:  January 25, 2017


Time:  1:00



Location:   Williston Elementary School


Date of Next Meeting:  TPA


Attendance:  Lisa Campbell, Nancy Leech-Gartrell, Tiffani Markham, Gwen Love, Rose Wilder


Absent:  Jonathan Lewis


I.
Business Operations:

A.
Monthly Budget (Revenue and Expenses)

1.
Sub-topic:  Coordinator’ Budget 



Discussion:  Gwen reviewed the Coordinator’s Budget which included program spending as of 12/31/2016. She noted that in two categories we have already spent 99% of the allocated amounts. Those categories are training and educational materials.  We have larger amounts of unspent funds in our food and client other categories and will be monitoring those and possibly requesting funds to be shifted if needed.
2.      Sub-Topic:  P.O. Requisitions

         Discussion:  Gwen shared with staff that the Fiscal Dept. is requesting the all programs request purchases through the PO Requisition process prior to making their purchases.  This is our practice in Prevention and we will continue to plan for our purchases in order to complete the PO and get them approved prior to making purchases. 

Outcome, Actions, Timeframe:
Request P.O.’s in a timely manner and be sure to give all receipts to the Fiscal Dept.
3.      Sub-Topic:  Travel, timesheets, OT Approval

         Discussion:  Gwen discussed with staff the need to make sure that all time sheets are signed prior to turning them into her.  All overtime request must be approved prior to working any time over the 40 hour work week.  All travel reimbursement forms should be turned into the Fiscal Dept. monthly.  This allows the Fiscal Dept. to maintain our budget efficiently. 

         Outcome, Actions, Timeframe:  All travel reimbursement forms should be submitted monthly.
B.
Marketing and Business Development 

1.
Sub-topic:  CDS Annual Meeting Feedback



Discussion:  Gwen asked staff who attended the Annual Meeting to provide their feedback regarding the meeting.  This information will be shared in the planning process for next year’s meeting.

Outcome, Actions, Timeframe:


2.      Sub-Topic:  United Way Campaign

         Discussion:  Gwen share with staff that there was no longer a deadline for United Way contributions and that if anyone was interested that that could still make a donation.  

         Outcome, Actions, Timeframe:  Please let Gwen know if you want to make a contribution so that she can get the form from Liz in HR.

3.      Sub-Topic:  Phone calls, emails, text response protocol

         Discussion:  Gwen discussed the need for staff to respond to all forms of communication in a timely manner.  This request is an agency wide request. Reply to all forms of communication within a reasonable timeframe.

          Outcome, Actions, Timeframe:
4.       Sub-Topic:  Spotlight on Youth Participation
         Discussion:  Gwen discussed the need for all programs to assist with this event.  This is an agency wide fundraiser and our assistance is needed.  Gwen will let staff know how they can help at a later date.

         Outcome, Actions, Timeframe:  
C.
Regulatory Issues 

1.
Sub-topic:



Discussion:

Outcome, Actions, Timeframe:
 
D.
Human Resource Issues (Staffing and Training)

1.
Sub-topic: Pending List



Discussion:  Gwen reviewed the Pending List with staff.  Lisa Campbell’s Probationary Evaluation is due on February 18, 2017.  Gwen requested Lisa to complete a Probationary Self-Evaluation by February 3rd and return it to Gwen.

Outcome, Actions, Timeframe:
Lisa’s evaluation to Gwen by 2/3/2017 and Jonathan’s proof of auto insurance 1/27/2017.
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:  IYPC and Prevention Reviews



Discussion: Gwen shared with staff that on 1/12/2017 Dr. Louise Ritchie did an Independent Site Review of our SAMH services because we receive SAPT Block Grant funding.  The review went very well.  Due to the fact that we don’t serve the priority populations because we only offer prevention services to youth Dr. Ritchie could go on a program site visit.  I accompanied her to Williston Elementary School to observe Tiffani’s TGD 4th grade class and she was amazed at how well the students participated in the lesson.  The IYPC Program audit went very well also.

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:



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:  Program Updates



Discussion:  Lisa Campbell discussed some issues that she is having with classroom management especially with her Kindergarten classes.  Nancy and Tiffani made recommendations of strategies that have been effective for them.  Tiffani will visit Lisa and see what can be done.  Gwen discussed that she has started to reach out to agencies regarding their summer programs.  More detailed plans will be discussed within the next 2 months.



Outcome, Actions, Timeframe:
Tiffani will visit Lisa within the next two weeks.
2.      Sub-Topic:  Required Trainings

         Discussion: Gwen reminded staff to update their Deaf and Hard of Hearing training and the CARF Training modules.
         Outcome, Actions, Timeframe:
3.      Sub-Topic:  Prevention Quarterly Dinner

         Discussion:  The next Quarterly Prevention Dinner will be held on February 2nd, at the Longhorn Steak House.  Staff needs to bring additional money for their coworker’s birthdays that are being celebrated this quarter.  Please let Gwen know who will be attending the dinner with you. 
         Outcome, Actions, Timeframe:  Quarterly Dinner February 2, 2017 at 6:00PM.
        Respectfully submitted by: 

	Gwendolyn Love
	
	February 14, 2017
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