Meeting Minutes

CDS Family & Behavioral Health Services, Inc.

Meeting: Staff Meeting
Date: January 28, 2021


Time: 9:00 AM & 4:30 PM



Location: IYP-NW


Date of Next Meeting: 
TKA
Attendance: Walter D., Kathy H., Carlton J., Wanda J., Carlos L., Matilde S.,  Ralph M.,      Sharon M., Terri W., Sabriena W. 


Absent: Chondra B., Candice M., Daphena W., SherrieAnn 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:
Mandatory Training Rescheduled

Discussion: 
Our Mandatory M.A.B. Training is scheduled for February 23rd from 9 AM to 5 PM.

Outcome, Actions, Timeframe:


2.
Sub-topic:
Evaluations

Discussion: 
Evaluations there are still a few people who need evaluations; you will either be contacted by me or Mr. Carlos with a scheduled appointment for those evaluations I know we are rolling into February and there were a couple of people that need them done in January. So you will be hearing from us to get your evaluations done. 

Outcome, Actions, Timeframe:

3.
Sub-topic: 
Address Changes Reported - HR

Discussion: 
Background checks are made on a yearly basis, that’s going to be coming up in the month of March. If you have had an address change within the last year please make us aware of that so we can update that in your file and we can get that to HR as soon as possible. 
         Outcome, Actions, Timeframe:


4.
Sub-topic:
Training Files – Walter D., Administrative Assistant

Discussion: 
The training files are up to date at this time. There are still staffs that need to complete their training hours and the list has been sent to both the Residential Supervisor and the Coordinator. Mrs. Williams added that in February Walter will be sending out a reminder for all staff about the M.A.B. training, it will be a one day training on February 23, 2021 this will be for all staff members and interns. It will be from 9am to 5pm it is the Managing Aggressive Behavior training which I am a certified instructor and I will be doing the training. We may also have some other staff from IYP-East joining us that day as well.

Outcome, Actions, Timeframe:


5.
Sub-topic:


Discussion: 



Outcome, Actions, Timeframe:

6.
Sub-topic:


Discussion: 



Outcome, Actions, Timeframe:


7.
Sub-topic:


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:
LMA (Weather Permitting)

Discussion: 
The Large Muscle Activities still have to be done on each shift. I know we have had some cold afternoons, Rainey afternoons, but let’s get creative there are some things on YouTube  that they can do as far as exercises, I may have to get a list of those things and put in the log book. We also have the Just Dance which is a large muscle Activity, like bowling on the Wii. I just want to emphasize also that the children are not to have access to the remote controls, the staff are the only ones and the remote controls need to be wiped down after every shift as well. Let’s just make sure that we are not giving the remote controls to the children to control for Netflix’s and things like that. Also about the TV watching, let’s make sure we are not doing PG-13 movies because we do have a child that is 10. So let’s make sure we are doing PG movies only and PG television shows that are age appropriate for the children we have in the shelter at this time. I want to say you’re doing a great job with the meditation in the evenings.  Mrs. Wanda is going to incorporate the meditation on the day shift as well because the children get highly wound up after school just for maybe half the time maybe 15 minutes. Because they get very loud, very fidgety, irritated when school lets out for them. School has been letting out earlier than the 2:30 mark, so we are just trying to keep them calm so when the evening shift comes on that don’t have to experience all that built up movement. 

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:
Supervision & Scanning
Discussion: 
Carlos spoke about Bed Time Supervision & Bed Checks Policy: The intent of the following policy is to ensure the safety of all participants and staff throughout the bed time hours. Staff shall remain alert attentive and responsive to occurrences at all times and accountable to each other for the protection and safety of all individuals on the facility premises. At a minimum each staff member should have contact with his or her shift partner no less than every 30 minutes regarding his or her whereabouts and tasks in process regarding his or her whereabouts and tasks in process. Constant sight and sound supervision is continuous unobstructed and uninterrupted sight of the youth and ability to hear the youth at all times. At no time should any staff member on duty create an environment that could induce sleep or create the appearance of the staff member being asleep.                                                                                                                            Outcome, Actions, Timeframe:

2.      Sub-topic:
Call Off Protocol

Discussion: 
Mr. Carlos stated that always at the bottom of the schedule there is a reference to what the cut off times are for calling off on each shift. It states for a 4pm shift a 4 to 12 shift you should be calling off by 7:30 AM before 8AM preferably of that day. If you’re calling off for a Midnight shift make sure you call of by 12noon that gives ample time to make an arrangement. And if you’re calling off for the 8AM shift you have until 9pm to make sure you contact a supervisor to let them know you are not going to be there in the morning. 


Outcome, Actions, Timeframe:


3.
Sub-topic:
Scheduling (Time off Request)

Discussion: 
An employee is only eligible for annual leave after it has been earned and after the probationary period has been satisfactorily completed. Leave begins accruing on the day work commences. Such leave time must be approved by the employee's immediate supervisor. Request for more than two days of leave time should be made in writing at least two weeks in advance of the requested leave time. A schedule of annual leave accrual rates for which you are eligible will be provided for you. Pay in lieu of time off will not be given except for resignation as spelled out under that section.

Outcome, Actions, Timeframe:


4.
Sub-topic:
Staff/Participant Interaction 
Discussion: 
Employees are expected to establish and maintain a professional demeanor toward participants at all times.  Verbal interventions are the primary and preferred method of reacting to any situation with a participant.  Staff should always exhaust attempts to use verbal interventions prior to resorting to the least amount of physical intervention necessary to ensure safety and prevent injury.  The Participant/Staff relationship is akin to a teacher-student relationship in which staff should be consistent, courteous, protective, instructive, and helpful to the participant.

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:
Nurse Input – Mrs. Kathy H., RN

Discussion: 
I have a couple of things we are starting the Health Challenge on Monday, we now have 10 people signed up that said they are interested in participating. If you told me you were interested you should have your first packet with your first week’s information if you have any questions about it any of it, please see me. It is pretty self-explanatory it’s not complicated but there is quite a few pages in that first packet so just see me and let me know. We will be starting Monday February 1st. The other thing I want to note is that the kids are not wearing their masks or they are wearing them under their chin. I know it’s hard to make them wear them because I have gone out and said everyone put on your masks and 5 minutes later they all have them back under their chin. One of the kids told me when we are sitting 6 feet apart we don’t need to wear a mask, well they do need to wear the masks even if they are sitting six feet apart. And we forget to wear the masks, I come in my office close the door take off my mask and I forget to put it on when I walk back out. So we need to remind each other too. And you can’t tell the kids to wear their masks if you’re not wearing yours. So we do need to wear our masks because Columbia County is having a higher rate now of COVID-19 cases the last couple of weeks there were almost 90 cases which we were staying down around 20, so they are increasing. So we do need to do that. Mrs. Williams said something about the Large Muscle Activities, I wanted to connect that back to the Health Challenge part of the Health Challenge is exercising so thing about doing things here at the shelter with the kids where you have them exercising where your exercising with them and you can count that on your Health Challenge. The other thing is I am trying not to come in to often on the weekends after 5 years of coming in 7 days a week I am trying to cut that back. I do check the schedule on Friday to see who is going to be here because Mrs. Wanda, Ms. Matilde, and Mr. Ralph have been giving medicines for me, but if that changes I will have to come in if one of them are not here. But if that changes and I don’t know it or someone calls in because they are sick or something you have to call me to let me know, so I know that I need to come in to help you with the medicine. Mrs. Williams stated she was going to give a list of staff that needs to be retrained in Medication Management and they may help in this situation too. Because everybody needs a refresher especially if they are working weekends. 

Outcome, Actions, Timeframe:

B.
Counseling and Programming Issues

1.
Sub-topic:
Meal Protocols (Weekdays/Weekends) Mr. Ralph, House Manager
         
 Discussion:
 Cook what is on the menu. What I put out is to be cooked that night or for the weekend. Cook what is supposed to be cooked.

 Outcome, Actions, Timeframe:


2.
Sub-topic:
Coordinator/Counselor Input

Discussion: 
I would like to reintroduce Ms. Shanele Robinson she is our Residential Counselor Intern she is back with us to complete her Internship this year so you will see her Tuesday’s, Wednesday’s and Thursday’s as of date. She has 3 kids on her caseload so she is here from 4pm to 8pm. So if you have any counselor input you need to let her know about the kids, please let her know. I think Shanele is in on our call Shanele if you just want to unmute and give us a short update on the kids that you have and then we will have a short update from Mrs. Kathy and that will conclude our staff meeting.  Ms. Shanele greeting the staff and stated that all 3 of the participants are making good progress they seem to be sharing freely there excepting of their behaviors and the reasons they are here and the issues they need to work on. They are learning their coping skills and techniques that they need to apply. If you have any concerns about my 3 participants or any participant please reach out to me, I don’t mind at all even if they are not assigned to me and if I am on duty and you need something done that is not counselor related I don’t mind at all stepping in to help. Just another Counselor update, we have also been having a little assistants from Central Belinda Ross has decided to help us out she is doing counseling services via Zoom with our other 3 participants, so if she calls the shelter please tell her thank you she has really stepped up she has her own caseload at Central but she has decided to take on our 3. We will have a new Intern coming in her name is Ms. Alexander, I will meet with her on Friday she is also pursuing her Master’s Degree in Clinical Social Work from Walden University and so you all will get a chance to meet her at the next staff meeting. 

Outcome, Actions, Timeframe:


3.
Sub-topic:
Do’s and Do nots

Discussion: 
Do’s
· DO project calmness; move and speak slowly, quietly and confidently.
· DO focus your attention on the other person to let them know you are interested in what they have to say.

· DO maintain a relaxed yet attentive posture and position yourself at a right angle rather than directly in front of the other person.

· DO accept criticism in a positive way.  When a complaint might be true, use statements like, “You are probably right” or “It was my fault”.  If the criticism seems unwarranted, ask clarifying questions.

· DO acknowledge the feelings of the other person.  Indicate that you can see he or she is upset.

· DO be emphatic listeners; encourage the person to talk and listen patiently.

· DO ask for small favors such as asking the person to move to a quieter area.

· DO use delaying tactics, which will give the person time to calm down.  Offer a drink of water, for example.

· DO establish ground rules if unreasonable behavior persists.  Calmly describe consequences of any violent behavior.

· DO be reassuring and point out choices.  Break big problems into smaller, more manageable ones.

· DO ask for the person’s recommendations.  Repeat back to him/her what you feel he/she is saying to you.

· DO arrange yourself so that a person cannot block your access to an exit.

Do nots

· DO NOT use styles of communication that generate hostility such as apathy, brush off, coldness, going strictly by the rules, or giving the run-around.

· DO NOT reject all the person’s demands from the start.

· DO NOT make sudden movements that can be seen as threatening.  Notice the tone, volume and rate of your speech.

· DO NOT challenge, threaten, or dare the person.  Never belittle the person or make him or her feel foolish.

· DO NOT try to make the situation seem less serious than it is.

· DO NOT invade their personal space.  Make sure there is a space of 3 to 6 feet between you and the other person.

· DO NOT pose in challenging stances such as standing directly opposite someone, hands on hips, or crossing your arms.  Avoid any physical contact, finger pointing or long periods of fixed eye contact.

· DO NOT criticize or act impatiently toward the agitated individual.

· DO NOT attempt to bargain with a threatening person.

· DO NOT make false promises or statements that you cannot keep.

· DO NOT try to impart a lot of technical or complicated information when emotions are high.  Keep it simple.

· DO NOT take sides or agree with distortions.

     Outcome, Actions, Timeframe:


VII.
Other Business:

1.
Sub-topic:
Introduction – S. Williams (Regional Coordinator)

Discussion: 
 Good morning to everyone, we are off to a great start this year! As far as our number count, we are still only serving 6 participants due to the Covid-19 Guidelines. So we are still taking screenings, so if anybody calls make sure you are still doing screenings however we will hold those screenings or transfer them over to our other 2 shelters. Don’t tell anyone that we are not doing screenings, do not tell anyone we are not taking children. Let them know we are at capacity, but we can still do a screening and that there are some other shelters that could use those screenings. Also in reference to screenings just know we are still in the window gap where they are having mock calls coming into the shelter. So make sure when you are answering the phones you are answering: Good Morning!, Good Evening CDS Interface introduce yourself and make sure you are doing all the necessary protocols because they are still doing the mock calls. So we are going to continue that process, we are also going to continue the process of Covid-19 protocol. We need to make sure we are doing those protocols, that we are cleaning the shelter after each shift, sanitizing everything down
, making sure the children have their masks on, also making sure that we as staff have our masks on, I know it can be tedious and hot behind those masks but make sure we are keeping our masks on as well. And when we have intakes and people entering the building make sure they are wearing their masks as well. Make sure that the intake room is also being wiped down after each intake encounter, even if a parent is coming to see a participant. I also want to mention that we have COVID-19 kits for the participants for when they leave the program. If you are doing a discharge and you know the discharge is coming up please get into contact with myself or Carlos and let us know a day ahead or so. I know some discharges happen when parents just pop up and get their children. But if we know in advance or if we know we will let you know and leave the COVID-19 kit out. These kits are funded by the United Way. Mrs. Kathy has launched her Wellness Challenge if you are interested in that please get with Mrs. Kathy she has given out some information already and Walter has sent out some information via email. There was an announcement yesterday by Jim Pearce; he is going into retirement in November. So I am sure there will be a retirement Gala for him on his way out. If you happen to talk to him or he calls the shelter just wish him well in his retirement. 

Outcome, Actions, Timeframe:


2.
Sub-topic:
Athena Ross – Former Employee

Discussion: 
Athena has experienced another loss in her family; she had a fire that destroyed her whole house. I am going to contribute to her Fire Fund and if anyone else wants to contribute, because I still consider her family she worked with us awhile her children were a part of our lives. So if anyone would like to give, I am going to ask Mr. Ralph to get a card. Please if your able to give today give it to Carlos, if you are able to give tomorrow you can give it to me I will be onsite tomorrow. We will present that card to Mrs. Ross on Monday. Keep her family in your prayers. 



Outcome, Actions, Timeframe:

3.
Sub-topic:
Timesheet Filling/Sign in Sheets

Discussion: 
My understanding with Tiffany and how I correct the timesheets for her this pay period was to be mindful that the way that we schedule is the same way that we report the time that is worked. So if you look at our schedule we consider the first shift that is worked here that starts at 12 midnight until 8:00am in the morning. The following shift in the second bracket is the 8:00am to 4:00pm shift and the final shift from 4:00pm to 12 midnight this accounts for a 24 hour period divided in 3 segments so the top portion which pertains which is also broken down in our timesheet in the same manner. This top portion where it says In, Out, there’s another In, Out; there’s another In, Out. If you normally work a 12midnight to 8pm shift you should be filling in, out right here. Whatever days you work are to be recorded in the top 2 boxes. The next 2 boxes of in and out are the 8am to 4pm. This helps us and Tiffany know of the shift differentials. The next 2 boxes of in and out are for the 4pm to 12midnight for each day you work in that area. Sounds more complicated than it is, but if you look at them side by side the schedule and the timesheet you’re going to see that it corresponds perfectly. Looking at where you are working on the schedule it should reflect the same on your timesheet. Timesheets are due to the supervisor on Monday 9am prior to payday, unless otherwise indicated. Mrs. Williams stated there is no pay differential with the pay increase; it is straight across the board. Please make sure you write the time you get to work and the time you leave on the Employee sign in sheets. This helps us ensure the correct times you are here and reflects what’s on your timesheets. 

Outcome, Actions, Timeframe:


4.
Sub-topic:
Over Time

Discussion: 
We are doing a fairly good job at bringing it down, this pay period we got our report and we came down some and we can come down more. I just want to emphasize please at the end of your shift if you have not been instructed by your supervisor to stay over, please do not stay over and count that time on your timesheet cause it’s be counted as overtime and we are trying to bring our overtime down so we can at the end of the fiscal year get that bonus check. Like we did before because we didn’t exceed our overtime, so I am really working on that myself and Carlos are working close together on the schedules to make sure people aren’t working too many overtime hours it’s nothing personal about the overtime it’s all about keeping our budget in place so we can get those bonuses at the end of the year. Also it is ok to stay over and mingle with your coworkers, I’m not saying you can’t do that I’m just saying don’t stay over and mingle when your off the clock and putting that on your timesheet. We need to stop that! 

Outcome, Actions, Timeframe:


Respectfully submitted by: 

	Carlos Lopez
	
	2/1/2021
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