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Executive Management Team Meeting Minutes/Documentation

EMT Meeting Minutes

July 15, 2008

 Location: Bivens Oak

	Attendees: Jim Pearce, Cassandra McCray, Cindy Starling, Sam Clark, Erica Chatman, Lanard  Perry, Peggy Vickers, LaVonya Bryan,  Tracey Ousley, Gwen Love, Karen Baugh, Jill Downey, Pam Purnell, Randy Burrack, Rhonda Lockwood, Leslie Frost and Zeke Whitter

Absent:  Estela Rosa Garcia

	      


Meeting Overview: 

The monthly meeting of the Executive Management Team.

Minutes of the meeting are as follows:

1. Business Operations:

a. Budget and Financial Issues

(1) Florida Revenue Projections – Jim updated staff on the revenue projections for the state.  In May the revenue projections represented 120 million down, due to increase gas prices US tourism is down.  The foreign tourism is still strong however; increase cost of air flights may impact that market as well.  The Governor is holding back 4 percent of this year’s fiscal fund from all departments.  New reorganization within DJJ.  The state will be divided into 4 regions, each with a new Circuit Administrator over programs.  CDS can anticipate an increase in contract monitoring from the local region.  Encourage staff to become involved in the letter writing campaign.  Identify parent/child success stories to share with legislators.

(2) Coordinator’s Annual Operating Budget Report- Randy reported that we do not have budget reports this month.  Continue efforts to hold costs down.  Sam has recyclable four part file folders.  Continue to recycled paper for printing out non-participant documents.  

(3) Foundation Requests Update- Erica updated staff on foundations requests.  $50,000 requested from Thomas H. Maren requested for seed money for ADI.

CDS is applying for Cox Foundation for Bradford/Union CINS/FINS Counselor/Case Manager position the third week in July.  We are also, applying to Cowles Charitable Trust for Substance Abuse/Arts for $10,000 for Spotlight on Youth by 9/1/08.

(4) ADI Update- Lanard updated staff on ADI Program along with a plan to expand services.  See handout.  Added to OS program DUI, Anger Management, Walk-In, Drug Offender Probation and Parenting Classes.  Suggestions included increase marketing and advertisement.

Past Action Item: 

FY 2008-2009 Projected Annual Budget 

The annual projected budgeting process occurred in June, 2008. The process included the analysis of last year’s actual expenditures and earnings, anticipated revenue and anticipated expenditures.  In June Coordinators were provided an operating budget for next year.  Monthly, beginning in August comparison budget to expenditures will be provided during EMT.  This month Estela is out of the office and Greg Yorker’s started his new position in Ohio today.  

Responsible:  EMT; Target Date: 8/19/08; Status: In Progress
2. Marketing and Business Development- Erica updated staff on Spotlight on Youth (SOY).  First committee meeting was held last week.  The committee has selected Saturday 3/7/09 for the performance.  It is a full month earlier this year.  It is the 10th anniversary of the program.  Staff encouraged participating or sending staff interested in participating next meeting will be 8/5/08.  Goals this year:  Keep to 2 hours; one reception after the show; increase auction items; increase youth involvement in MC the show.  

Responsible:  EMT; Target Date 3/7/09; Status: In Progress
3. Regulatory Issues

1. Federal Regulations

2. State Regulations

3. Agency Policies/Procedures

Discussion: 

1. Emergency Preparedness Plans and Disaster Drills – Peggy notified staff that the plan and disaster drills have been updated and are now on the Intranet.  Almost every document was updated.  Every contractor and three county emergency management offices have been sent our plan.  We have received responses back from SAMH in both regions and the Florida Network. Peggy handed out a new Emergency Plans and Disaster Drills Binder Index.  

2. CARF Update:  CDS submitted their Intent for Survey to CARF the end of June.  Survey will be scheduled in October or November.  Key staff is asked not to take leave during this time.  We have blocked out the week of Thanksgiving, school holidays for Levy County, Friday of UF games, UF Homecoming etc.

3. Peggy handed out the one page Accessibility Plan information.  Please discuss with your staff and identify areas other than architectural that may need to be addressed.  Accessibility questions are included in the questionnaire to be used during your staff retreat to collect information for the Strategic Plan.

4. Health and Safety – staff are requested to add Health and Safety as standard agenda items in their staff meeting notes.

5. Handbook changes-Sam passed out revisions to the handbook and requested that the Coordinators update their manuals.  

6. Corporate Compliance – Sam handed out new policy and form, they are available on the intranet. 

7. Employee Survey- Coordinators/Supervisors were encouraged to get staff involved in completing the staff surveys either on line or using hard copies.  Forms were made available during the meeting.  Only eight completed so far.  Due 7/31/08.

8. Strategic Retreat- Sam requested that Coordinators/Supervisor use the retreat questions to generate discussion not hand them out during their staff retreats.  Retreats should be done by 8/30/08.
9. Inventory- The agency will be inventorying items valued at $500.00 or more, computers, vehicles, security systems were some examples.  The list will be due this fall, if you are aware of items valued at $500.00 Sam encouraged staff to start a list.  In some cases we will be taking things off the inventory list.  

Actions: 

Please drop off your binders to Sam Clark to be updated this week. 

Staff reminded to update staff emergency contact information in July.  All staff should date and initial update on the form or complete a new form.

Discuss the Accessibility Plan with your staff during staff meetings and/or during your retreat.

Please review the new or revised policies and procedures with staff and document in your staff meeting notes.

Responsible:  EMT; Target Date 8/09; Status: In Progress
4. Human Resource Issues 

LaVonya passed out current pending list to include items due from supervisors by program/site.

(1) Performance Evaluations

(2) Auto Insurance Cards

(3) Driver Licenses 

(4) Other Missing Personnel Documentation

LaVonya requested feedback on the agency benefit package.

Staff Training:  Finish round one of Accreditation Now training by the end of July.  

Finish round two by August 30, 2008.  If staff did not complete on line we can make certificates for them.  Shelters prefer group training activities.  We are allocating: 30 minuets per modules or a total of 3 hours for round one.

5. Health and Safety:

Bivens Oaks is due for fire inspection any day now.

6. Quality Improvement- Not discussed. 
7. Risk Management-Not discussed

8. Information Technology- Not discussed
9. Clinical/Program- 

DCF – Notice sent out re: training being offered on Wednesday regarding the Foster Care System, it is also available on-line.
10. Other Business

Discussion:

Sam will be on vacation July 21- August 5th, Jim is in charge.

Rhonda requested gently used books to be donated the end of this week beginning of next to 1218 6th Street Building for a fund raiser for Breast Cancer

Meeting minutes submitted by Peggy Vickers
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