Meeting Minutes

CDS Family & Behavioral Health Services, Inc.

Meeting: Staff Meeting
Date: AUGUST 4, 2016


Time: 4:30 PM



Location: Interface-Northwest


Date of Next Meeting: 
SEPTEMBER 15, 2016
Attendance: Walter D., Christine F., 
Kathy H., Cordez K., Rhonda L., Ralph M., Nakita T.,    W.C. “Doug” T., Terri W.
Absent: Kimberly B., Leslie B., Dana J., Carlton J., Wanda J., Justin R.

Excused: Johnnie K.


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: 
FACE SYSTEM

Discussion: 
FACE: Management Reminders, FACE System Point Sheet, Effective Praise, and FACE-SODAS. These topics had updates to each of them and were all discussed in detail by Rhonda and Pam.

         Outcome, Actions, Timeframe:
For every staff that attended, the training will be added to each employees training file.
2.
Sub-topic:


Discussion: 



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:
CCC REPORTING

Discussion: 
Incident Reporting Procedure

Purpose:
The intent of this policy is to ensure reporting of incidents is consistent with the requirements of appropriate state agencies and that incidents are properly documented within the required time frames.  

Policy:
All incidents shall be reported according to the requirements of the appropriate governing agency.  CDS is committed to maintaining compliance with incident reporting policies of:

a. the Department of Juvenile Justice (DJJ): Central Communications Center Rule 63F-11 
b. the Department of Children and Families’ Substance Abuse and Mental Health program (DCF/SAMH):  Policy #CFOP-215-6 
c. the Partnership for Strong Families (PFSF):  Policy #807 
d. CARF Accreditations Standards Manual
Procedure and/or Process:

Incident reports are a critical link in quality performance improvement.  It is through this method we better understand and begin to analyze how to improve safety and service.  A separate file containing all incident reports shall be maintained at each program.
I. Incident Reporting Procedures Common for all Participants

· Legible and thorough documentation is critical.

· All incidents documented should be forwarded to the Chief Operations Officer.

·  In the case of any life threatening event or any event that could result in an adverse reaction from DJJ, Florida Network, Partnership for Strong Families, DCF/SAMH or other contractors and/or any event that could possibly result in adverse media attention the Chief Operations Officer, Tracey Ousley, and/or Chief Executive Officer, Jim Pearce, should be contacted as soon as possible, 24 hours per day.  Should a case arise where you are uncertain whether a contact is necessary, please make the contact.

Tracey Ousley: Work:

(352) 244-0628 x 3827

 Cell phone:
(352) 318-9401

Jim Pearce:   
 Work:

(352) 244-0628 x 3824

 Cell phone:
(352) 318-9400

· If you are unsure whether the fax machine is located in a secure location for confidentiality purposes, prior to faxing an Incident Report, the recipient must be contacted by phone and notified of your intent to send a report. All CDS Fax machines are maintained in secure locations.

· For confidentiality purposes, when e-mailing an Incident Report follow the procedures delineated in CDS’s policy:  “Electronic Transmission of Protected Health Information”, # P-1008.

II. Incident Reporting Procedures for DJJ Participants

A. Points of Emphasis
1. “REPORTABLE INCIDENTS” - IMMEDIATE NOTIFICATION:  Incidents identified as “reportable” must be reported to the Department of Juvenile Justice Central Communications Center (DJJ CCC) within two (2) hours of the event's occurrence, or within two (2) hours of the program learning of the incident.  Refer to page 5 of this policy for a summary of Reportable Incidents.

2. All reporting is a two-step process: it is both verbal and written.  The CCC Form must be used and forwarded to the CCC and CDS Chief Operations Officer. In cases of abuse or neglect, it is still necessary to contact the Abuse Registry (9-1-800-962-2873).

3. When in doubt, thoroughly read the Incident Reporting Procedures and the descriptions of each reportable incident found and confer with your shift partners, utilize on-call and if unsure it is better to go ahead and report.  (Refer to pages 6-14 of this policy for a DJJ policy #FDJJ-8000, Central Communications Center.)

B. Internal Notification Process

1. After dealing with a situation, eliminating potential hazards, and obtaining any necessary emergency assistance, the employee who observes an incident or who first learns of an incident should immediately notify the supervisor on duty and complete the CCC form in preparation for contacting DJJ CCC with information including, but not necessarily limited to Who, What, When, Where and How.  The shift leader/supervisor on duty must contact the Program Coordinator or the Residential Supervisor if the Coordinator is unavailable.  If the Residential Supervisor is unavailable, go up the chain of command as necessary.

2. The Shift leader/supervisor on duty should review the CCC Form for completeness and proceed with the reporting procedures.

C. Reporting Procedures

1. Call the CCC at 1-800-355-2280 and provide the required information.  At the request of the CCC Duty Officer, additional information may be sent via e-mail or faxed.

2. If all operators are busy when reporting, the call will be transferred to a voice mail where the reporting staff person should leave his/her name, the program name and the program telephone number including area code.  If the CCC does not return the call within 24 hours, another call must be made to the CCC in order to verbally report the incident. 

3. Record the time of the call to the CCC on the CCC Form along with any report number assigned by the CCC.  Also document if a message had to be left and the time of the message. 

4. Notify the Chief Operations Officer by phone (352) 244-0628 ext. 3827 and fax a completed CCC Form to (352) 334-3817.

5. For all reports accepted by the CCC, fax reports to DJJ Office of Prevention & Victim Services, Jean Hall 1-850-922-6189 or e-mail Jean Hall, at J.Hall@djj.state.fl.us. Or use her direct line at (850) 717-2429.

CCC Reporting Action Steps for Staff on Duty
If staff determine an event is reportable based on the “Reportable Incident Types for CINS/FINS” list the following steps should be completed immediately after the incident.  The report must be sent to the CCC within 2 hours.

1. Fill out the CCC Form

2. Contact a Supervisor to consult (Go up the chain of command as necessary)

3. Call the CCC at 1-800-355-2280 and provide the Operator the information requested from the CCC Form

4. Fax the CCC form to the Chief Operations Officer 1-352-334-3817
5. Fax Reports or e-mail reports accepted by  CCC to DJJ Office of Prev.& Victim Services, Jean Hall 1-850-922-6189  J.Hall@djj.state.fl.us Jean Hall’s direct line is 850-717-2429.
6. Document all actions taken and results in the Program Log Book

DJJ Central Communication Center (CCC)

Reportable Incident Types

For CINS/FINS

Program Disruption Incidents

1. Accident

2. Building Emergency

3. Discovery of Illegal or Controlled Drugs or Alcohol (includes nicotine)

4. Disturbance

5. Hostage Situation

6. Incidents Involving Visitors

7. Natural or Environmental Disaster

8. Recovery or Possession of a Weapon or Firearm

9. Serious Incidents/Media Attention/Liability

10. Theft of Department Vehicles, Equipment, or Youth Property

11. Use, Threatened to be Used, or Discovery of an Explosive Device

Medical Incidents

1. Contagious Diseases

2. Employee Death

3. Injury (verified broken or dislocated bones, significant head injury, eye injury, altering vision, acute dental injury)

4. Medical Illness

5. Youth Death
6. Medication Error, Medication Missing and Medication Recovered
Mental Health and Substance Abuse Incidents

1. Self-Inflicted Injury

2. Suicide Attempt and /or Suicide Gestures

Complaints against Staff Incidents

1. Abuse or Neglect

2. Accessing and/or Downloading Computer 

3. Alleged Romantic/Sexual Relationship

4. Background Screening Prior to Engagement

5. Employee Arrest

6. Falsification of Records/Documents

7. Gambling

8. Negligent Release

9. Physical Abuse, Medical Neglect, or Sexual Abuse

10. Romantic/Sexual Relationship (Family)

11. Sexual Contact

12. Use of Intoxicating Substances

13. Use of PAR or ANY other use of force resulting in injury

Youth Behavior Incidents

1. Battery (DJJ definition: “a charge”)

2. Food Boycott

3. Sexual Battery/Youth on Youth

4. Felony Activity/Incident Involving Youths

Rhonda also went over the Incident Report form as well.


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:
Introductions

Discussion: 
Staff introduced themselves to Pam P.


Outcome, Actions, Timeframe:


2.
Sub-topic:
Van Camera

Discussion: 
Pam is in charge of the Van Camera. The camera is for our protection as well as the safety of our participants.



Outcome, Actions, Timeframe:


3.
Sub-topic:
Trans Gender Youth

Discussion: 
We spoke about what transgender is and how we would serve these potential participants, where we would sleep them etc.


Outcome, Actions, Timeframe:


Respectfully submitted by: 

	Rhonda J. Lockwood
	
	8/4/2016
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