Meeting Minutes

CDS Family & Behavioral Health Services, Inc.

Meeting: Staff Meeting
Date: July 27, 2017


Time: 4:30PM



Location: Interface-Northwest


Date of Next Meeting: TBA


Attendance: Kimberly B., Walter D., Kathy H., Sherry H., Carlton J., Wanda J., Ralph M.,     Justin R., Sabriena W., Pam P.
Absent: Johnnie K., W.C. “Doug” T., Terri 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: 
HIPPA Training

Discussion: 
The Policy and Procedure was handed out to all employees for Uses and Disclosures of Confidential and Protected Health Information P-1167. Pam discussed the Purpose, Policy, and the Procedure and/or Process for this policy. Pam then asked if there were any questions about the information we had just went over. Pam asked everyone to read, sign and date the Policy, that you have read and understood it. Then put into Pam’s box by Monday July 31, 2017. 

         Outcome, Actions, Timeframe:


2.
Sub-topic:
Medication Training

Discussion: 
There will be mandatory training for Medication Management with our Registered Nurse Ms. Kathy. Three signup sheets were passed around for employees to sign up for this training. Sign up dates and times are Wednesday August 2, 2017 8:30AM to 10:30AM, Thursday August 3, 2017 1:00PM to 3:00PM, and Tuesday August 8, 2017 8:30AM to 10:30AM. If for any reason you cannot attend any of these dates get with Ms. Kathy to set up at time to complete this Mandatory training.

Outcome, Actions, Timeframe:


3.
Sub-topic:


Discussion: 
No discussion

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:



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:



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: Signing the Log Book/Review



Discussion: You are to review the past 2 previous shifts sign and highlight in orange that you have completed your review.



Outcome, Actions, Timeframe:

2.
Sub-topic: Outing Request Form



Discussion: If you would like to go out on an outing and it is a non-scheduled outing you will have to fill out an Outing Request Form and hand into the Residential Supervisor and or Coordinator for review. This way we know the date, time, where you are going, if you need money, lunches packed etc. for the outing and we know in advance what you need for your trip.



Outcome, Actions, Timeframe:
3.
Sub-topic: Behavioral Management/PlayStation



Discussion: You are to be using the Behavioral Management System and every participant is to have a point sheet, which will be totaled up on each shift every day. This is to make sure they have points to participant in outings, or use points to buy things from our Points Store. Outcome, Actions, Timeframe:
4.
Sub-topic: Supervision of Youth



Discussion: We need to be more aware of where are youth are at all times, weather we are inside the shelter, outside doing an activity, and on outings. Be more active with our youths therefore you know what they are doing and when.




Outcome, Actions, Timeframe:
5.
Sub-topic: Boards – Information board, Schedule, Staff of the Month, Staff Shout out board



Discussion: There are a few new boards up, an information board – This board will be used for any information that staff may need to know about…Staff meetings, Trainings, etc. Schedule board, Staff of the Month board where staff will be highlighted for going above and beyond their duties. Staff shout out Board where staff can give shout outs to each other for work well done etc.




Outcome, Actions, Timeframe:
6.
Sub-topic: Participant Dress Code



Discussion: Make sure that Participants clothes are appropriate for our program as well as for school when school is open. Closed toed shoes are the only type of shoes allowed. There are to be no opened toed shoes.



Outcome, Actions, Timeframe:
7.
Sub-topic: Hygiene Items for Participants



Discussion: Pam bought hygiene for the participants that families cannot afford these items. We do not supply all participants with these their families are to provide these for their children.




Outcome, Actions, Timeframe:
8.
Sub-topic: Employee Schedule



Discussion: Please check the schedule for open dates and let management know if you can work any of those dates that are open on the schedule.




Outcome, Actions, Timeframe:
9.
Sub-topic: Laundry



Discussion: This needs to be started on the 3 – 11 shifts every day. With as many children as we have you must start this procedure as soon as possible.




Outcome, Actions, Timeframe:
Respectfully submitted by: 

	
	
	


 Name








 Date

Rev 9/08
1 of 4
F-AD-1001

