Meeting Minutes

CDS Family & Behavioral Health Services, Inc.

Meeting: Staff Meeting
Date: October 30, 2018


Time: 9:00AM & 4:30PM



Location: Interface-Northwest


Date of Next Meeting: TBA


Attendance:  Walter D., Kathy H., Jakeem H., Wanda J., Ralph M., Dawn P., Justin R., Athena R., Michelle S., Sabriena W.
Davonte’ D., Pamela S., Terri W.,       Sabriena W., Pamela P.
Absent: Lakeshia B., Christine Kim.


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: 
Call Outs

Discussion: 
The time frame for calling out is 24hours prior to your scheduled shift. If you’re going to be late for your shift call your supervisor and make them aware of this, because we are trying to eliminate the Over Time issues. 

         Outcome, Actions, Timeframe:


2.
Sub-topic:
Vacation Requests – November & December

Discussion: 
We are maxed out on request for time off the month of November. If you need or would like time off in December, please put your request in now. We need to know what shifts we need to fill and preferably without over time. If you are available to work any of the days that have a space, please see your supervisor.

Outcome, Actions, Timeframe:


3.
Sub-topic:
Training – HIPPA & Security Awareness

Discussion: 
Please make sure you have completed your HIPPA training and Security Awareness trainings. Walter is going through the Training Files and looking to see what we have and what we may need to complete. He will be getting with you if you are in need of training.

Outcome, Actions, Timeframe:


4.
Sub-topic:
Staff Communication – Phone calls, emails, text messages.

Discussion: 
We need you to respond to our Phone calls, emails, and text messages in a timely manner. We would not be contacting you unless it was urgent and or important. If your phone number has changed or your email address please let Walter know so he can update your information.


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:
Policy for Staff Interactions

Discussion: 
The policy was handed out and staff read and went over the policy, purpose, and procedure. Staff was asked if they were any questions, comments and or concerns.

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 Planning Role Plays  


Discussion: 
Staff did role playing and the observers were asked how they would respond to the situations they had witnessed. We discussed the many different ways to handle the situations and spoke on some real experiences and how we handled those at the time.

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:
Cordless Phones

Discussion: 
We have put in a work order to Zach to come check these phones out; he is currently on vacation until November 5th.

Outcome, Actions, Timeframe:


2.
Sub-topic:
Bed Checks

Discussion: 
Make sure you are doing your bed checks. If the scanner is not working properly please write an UIR with what the issues are and Fax it over to the main office, otherwise they have no idea we are having issues with it or what the issues are. If the scanner is not working then you should be using the bed check book to log your checks in it and also know when you should be sitting in the door way to observe the children as well. Zach has been notified of the current issues we are having and will be back in the office on November 5th to address our issues.

Outcome, Actions, Timeframe:


VI.
Clinical/Program

A.
Medical and Medication Issues

1.
Sub-topic:
Medication

Discussion: 
We had no medication errors for this quarter in the Northwest Region.

Thank you to you all and Mrs. Kathy as well or Registered Nurse.





Outcome, Actions, Timeframe:


B.
Counseling and Programming Issues

1.
Sub-topic:



Discussion: 
No discussion


Outcome, Actions, Timeframe:


VII.
Other Business:

1.
Sub-topic:
Cell Phones

Discussion: 
There are to be no cell phones on the floor while you are on duty. There has been improvement and we are doing better.


Outcome, Actions, Timeframe:


2.
Sub-topic:
Cleanliness of the shelter

Discussion: 
Please make sure the shelter is being cleaned and that we are maintaining the cleanliness on every shift. If we continue to maintain the cleaning it makes it easier to keep the place clean.

Outcome, Actions, Timeframe:


3.
Sub-topic:
Supervisor Evaluations

Discussion: 
As soon as we get these we will notify you that they are in your mail boxes. Please complete them and put in a sealed envelope and return to Walter or Sabriena to be taken back to Administration.

Outcome, Actions, Timeframe:


4.
Sub-topic:
Fire Drill Logs – Every Month & Every shift

Discussion: 
Make sure you are doing your Fire Drills and they are being recorded in the Log book as well as the Fire Drill Book.  We are in the process of coming up with a newer form for our Fire Drills. We will let you know as soon as they are completed and will go over them when we have them.


Outcome, Actions, Timeframe:


5.
Sub-topic:
Supervision

Discussion: 
Please make sure you are watching the participants at all times, this means you are in the room with them, can see them, and can hear them. You cannot supervise by watching the camera monitor. Doors should be closed and locked so that participants do not have access to places where they are not to be.

Outcome, Actions, Timeframe:


6.
Sub-topic:
Bed times enforced/ Wake up times & Weekends

Discussion: 
Make sure the participants are in bed and on time. The children need to be woken up on time as well. On the weekends and Holidays the children should be up and out of bed no later than 8:00AM.

Outcome, Actions, Timeframe:


7.
Sub-topic:
House Separations

Discussion: 
You should be separating your household after dinner time and chores. The boys should be retiring into their living room and the girls to theirs. This should also be happening on the weekends too. In order to keep a better hold on what happens in the household, keep them separate.

Outcome, Actions, Timeframe:


8.
Sub-topic:
Cleaning Supplies

Discussion: 
We are still using too much Bleach, Pine Sol, and Laundry detergent. I know we have had a larger house the pass 


Outcome, Actions, Timeframe:


Respectfully submitted by: 
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