Meeting Minutes

CDS Family & Behavioral Health Services, Inc.

Meeting: Staff Meeting
Date: September 20, 2018


Time: 9:00AM & 4:30PM



Location: Interface-Northwest


Date of Next Meeting: TBA


Attendance: Lakeisha B., Devonte’ D., Walter D., Kathy H., Wanda J., Ralph M., Dawn P., 

Pam P., Justin R., Athena R., Colleen T., Sabriena W., Christine K., Pamela S.


Absent:


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:
Gear up for the United Way Campaign

Discussion: 
Please be mindful of the United Way and what they do for us here at the NW shelter. They have afforded us to buy many things over the years, fencing, carpet, tile, stoves, refrigerators, freezers, furniture, washers, dryers, etc. We as employees do make donation contributions to the United Way if we want to and are able. Thank you in advance if you do contribute to the United Way, it is much appreciated.

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: 
Introduction of New Residential Counselor

Discussion: 
Sabriena introduced Christine Kim our New Residential Counselor to the staff. Christine gave us some background information on herself and each of the staff introduced themselves to her and told what their position was her at the shelter.
         Outcome, Actions, Timeframe:


2.
Sub-topic:
Yoga Instructor 

Discussion: 
We have hired a Yoga instructor to come in and have yoga and meditation classes with our participants here at the shelter. She will be coming in once a week or so. She is a Contracted employee, so therefore she cannot be left alone with the participants.  This means when she is conducting classes Youth Care Workers will be sitting in along with the participants. She will be conducting 2 different groups, one with the male participants and staff and the other with the female participants and staff.

Outcome, Actions, Timeframe:


3.
Sub-topic:
Daily Schedule

Discussion: 
Sabriena asked if everyone knew what the daily schedule was and if it was being utilized appropriately. Please make sure you know what the schedule says and what you are to be doing while you are on shift. This has to be followed on each shift and has to be carried out as it is written.


Outcome, Actions, Timeframe:


4.
Sub-topic:
Bed Times enforced

Discussion: 
Please make sure that the participants are in bed when it is stated that they are to be. This must be followed, otherwise we have children not wanting to get up on time to get ready for school, do their chores, and eat in a timely manner.


Outcome, Actions, Timeframe:


5.
Sub-topic:
Intake training

Discussion: 
Is there any questions about your Intake training? If we need to go over and discuss something please let us know and we will be glad to address any issues.


Outcome, Actions, Timeframe:


6.
Sub-topic:
Dishes left in the sink

Discussion: 
Please do not leave any dishes in the sink for the next shift to wash.


Outcome, Actions, Timeframe:


7.
Sub-topic:
Coverages for the Holiday (Thanksgiving)

Discussion: 
You may be asked to work on Thanksgiving if you are not usually working on this day during the week and we do appreciate it very much. Some people have already requested time off the week of Thanksgiving and there may be shifts available to pick up if you can.

Outcome, Actions, Timeframe:


8.
Sub-topic:
Shit Coverages

Discussion: 
Do not change your shift without prior permission from your supervisors’ approval of such has to be given first. If there is an open place on the schedule and you would like to work please add your name to it. If there is an open place on the schedule and you would like to work please add your name to it.


Outcome, Actions, Timeframe:


9.
Sub-topic:
Training Reviews

Discussion: 
Sabriena and Walter have been making sure training files are in order and trainings are being completed. We will be asking you to do trainings throughout the year, please make sure you do these in a timely manner as you have a certain number of hours you are to have completed per year.


Outcome, Actions, Timeframe:
10.
Sub-topic:
Pending List

Discussion: 
Our pending list for shelter staff is good for now. Thank you for helping us maintain this list and keeping it up to date.


Outcome, Actions, Timeframe:

11.
Sub-topic:
Beds/Rooms Cleaned

Discussion: 
You are to make sure that the participants are making their beds each and every morning and properly. The rooms are to be cleaned and maintained as well…. Beds made, floors swept, shoes properly place and clothes put away, and all hygiene boxes put back where they belong.

Outcome, Actions, Timeframe:

12.
Sub-topic:
Intakes Completed

Discussion: 
Please make sure that the Intakes are being completed on time. If you cannot complete it make sure Walter, Sabriena, and or Pam know why it has not been done. These files have to be entered into three systems in 3 days from the time and date it is started.


Outcome, Actions, Timeframe:

13.
Sub-topic:
Timesheets

Discussion: 
Your timesheet needs to be in the folder at all times so we can check them periodically as needed.


Outcome, Actions, Timeframe:

14.
Sub-topic:
Employee Sign in Book

Discussion: 
You are to sign in and out each day of each shift you work. This document is used by us and by CARF, Licensure, and QI as a tool for checking on who was here and on what shift and the general movement of staff in and out of the house.

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:
Floor Care/Bleach

Discussion: 
There is too much bleach being used on the tile floors. The bleach will change the color of the grout in between the tiles, so please cut back on the amount of bleach that is being used to mop the floors.


Outcome, Actions, Timeframe:


2.
Sub-topic:
Check Cashing – Fiscal (180 days)

Discussion: 
Please make sure you are cashing your checks in a timely manner; checks will be voided out after 180 days.


Outcome, Actions, Timeframe:


3.
Sub-topic:
Weather Radio

Discussion: 
Please do not unplug the Weather Radio.  If it is found that you have unplugged it, you could be fired.


Outcome, Actions, Timeframe:


Respectfully submitted by: 

	
	
	


 Name
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