Meeting Minutes

CDS Family & Behavioral Health Services, Inc.

Meeting:  Project Success Staff
Date: September 30, 2020 


Time: 4:00 PM



Location: CDS Bivens
Date of Next Meeting:  TBA


Attendance:  Latisha Geiger, Boderick Johnson, Gwen Love, Victoria Schaeffer, Vernard West
Absent:  Ashlea Moore


I.
Business Operations:

A.
Monthly Budget (Revenue and Expenses)

1.
Sub-topic: LSF Reduction



Discussion: Gwen discussed the information that Jim shared during the September 16th EMT meeting regarding a funding reduction.  There will be a 3% reduction in funding this year with our contract with LSF.  However, LSF will cover half of this reduction with their PPP funds.  There should not be an impact on our program services.
         Outcome, Actions, Timeframe:  

 2.     Sub-Topic: Program Budget
         Discussion:  Gwen met with Diana Sanchez briefly to discuss our budget for this fiscal year.  Diana is currently going through CDS’s fiscal audit but will be meeting with Coordinator’s to discuss their program needs and budget once she is in a better place with the audit.
         Outcome, Actions, Timeframe:
 B.
Marketing and Business Development 

1.
Sub-topic: CDS’s Logo



Discussion: Gwen shared with staff that Autumn is working on ideas and images to be used for updating the CDS logo.  There were several potential versions that were reviewed and discussed during the September 2nd EMT meeting.  The plan that was developed during that meeting was to have program participant’s work on potential designs and incorporate some of those ideas into the logo design. Participants from the 3 Shelters will be given the opportunity to share their logo designs.  Gwen decided not to request Prevention Services staff to have their classes and/or groups participate due to the tight school schedules and the restrictions on handling paper in schools due to COVID.

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:  Pending List



Discussion:  Gwen reviewed the Pending List with staff.

Outcome, Actions, Timeframe:
2.      Sub-Topic: COVID-19 Exposures

         Discussion:  Gwen notified staff that anyone who has been exposed to and/or tested for COVID should notify Angie Lay immediately.  Gwen should also be notified.
         Outcome, Action, Timeframe: As soon as possible.
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: Unusual Incident Report



Discussion:  Gwen distributed the updated Unusual Incident Form to staff.  The form has been updated to include a place for the Program Supervisor’s signature.  The new form should be added to the intranet in the future.  Gwen requested that staff keep this copy of the form on file and should be used in the event of an incident before the form is placed on the intranet.

Outcome, Actions, Timeframe:
III.
Quality Improvement

A.
File Audits and Case Record Review (reports and recommendations) 

1.
Sub-topic: 

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: Email Fraud



Discussion: Gwen shared with staff that there has been a recent incident of email fraud with a CDS employee.  Be careful of any email that looks funny.  Any external email that includes Jim Pearce’s name and includes weird requests for example; a request for gift cards or cash should be forwarded to Zach. Any email that looks suspicious should also be forwarded to Zach.  All staff who are sending documentation regarding program participants should use their CDS email address.

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: Tracking forms and timesheets

Discussion: During the LFS audit there were two timesheets that were identified as having different hours than what was submitted on the tracking forms.  Staff needs to be very careful when submitting timesheets and make sure that they are consistent with the tracking forms. 

Outcome, Actions, Timeframe:
Please self-monitor your tracking forms and make sure that they are identical to your timesheet. 
2.      Sub-Topic: School COVID Updates
         Discussion: Gwen requested that all staff send her a copy of any notification that the schools sends them regarding exposure and/or quarantines due to COVID. Gwen will forward this information to the COO in order to keep the agency informed and to ensure the safety of staff.
         Outcome, Action, Timeframe:  Please send Gwen the notifications as soon as they are received. 
3.      Sub-Topic:  Coronavirus

         Discussion:  Gwen requested that staff wear the PPE provided to them by CDS in order to maintain their safety. Gwen also encouraged staff to emphasize good handwashing practices with students, keeping their hands out of their faces, coughing into their elbow, wearing face mask, and social distancing whenever possible.  CDS is in the process of developing a face mask policy for staff.  Once the policy has been approved by the Board of Directors all CDS staff will be required to follow that policy.
         Outcome, Action, Timeframe:

4.      Sub-Topic: Training Logs and Documentation

         Discussion:  Gwen requested that staff update their individual training logs and training documentation in order to prepare to be submitted to her.  Each training log should be signed at the bottom of the form.

         Outcome, Action, Timeframe: Training logs and documentation should be submitted by October 15th.

Respectfully submitted by: 

	Gwendolyn Love
	
	September 30, 2020
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