I.M.P.A.C.T.
Supervisor’s Meeting Minutes

November 21, 2008
Present
:




Absent:
Kris C.


Gretchen L.

Denise F.

Anne Marie G.

Lori G.


Chuck K.

Lezlie H.

Terry M.

Denise E.

Mary M.

Kim M.


Colleen A.
A.J.W.
I.
Financials 
a. October financials will be forwarded when completed. Continue to focus on remaining within established budget.

II.
Human Resources

a. Cultural Diversity Training – New DVD and post test completed (30 minutes). Copies of DVD and tests provided. This training will replace the current video Diversity in the Workplace. The new staff orientation sheet has been revised to reflect this change. All staff should complete this training.
b. Internal Job Postings – back up Supervisor will ensure job postings are posted in the absence of the Supervisor. In addition to seniority, employee performance must be reviewed: evaluations, disciplinary action, attendance record, etc.  All candidates are to be interviewed. 

c. Interviews – dispose of interview forms after interviews. 

d. Nova Time notes should not include any specific medical information regarding reasons for absences. 
e. Staff Training – forward completed CPR and FA for signature. Kris will make a copy for HR and send original back. Completed New Staff Orientation Sheets and training transcripts can be scanned and e-mailed to HR (ensuring all forms are signed and dated). There is no need to forward copies of tests.  Do not send copies of all re-certification trainings with evaluations but ensure the dates trainings were completed are clearly indicated on the evaluation (date/month/year). This will help cut down on the use of paper.
d. Evaluations – e-mail for review. Once approved, Kris will sign front page and scan

it back. Scan and e-mail signed evaluations to HR. 

III.
Agency Policies & Procedures & Practices

a. Enforcement of Agency policies and procedures must be consistent and in a timely manner. Employee attendance (tardiness, unplanned time off) is to be monitored at a minimum each pay period. Terry and Lezlie have created a table that they use to track these areas. Contact one of them if you wish to have a copy. Supervisors who fail to enforce agency policies and procedures will be disciplined.
b. Alcohol Swabs – will expire in January 09. New swabs will be ordered. 
c. Supervisors will ensure that all guardians have his/her Agency cell phone number. There were several guardians that indicated on the satisfaction survey not having this contact number.

IV.
Health/Safety/Facility Maintenance
a. No facility maintenance needs at this time.
b. The annual MSDS review will not be added to the Blood borne Pathogens toolbox (it is not appropriate for this toolbox). Instead the supervisors will review the MSDS sheets annually with staff and document completion on the evaluation.

c. Gretchen completed an in-service training on the new “Germ Juice”. It is a liquid that is applied (small amount) onto the hands before washing. After washing a black light is used to show how thoroughly hands were washed. All agreed this would be a good teaching tool for staff as well as consumers. Kris will purchase Germ Juice for each home. This great idea was suggested by staff from the Allen Road Home.
V.  
CMH Services
a. The CMH RRO and CMH nurse will be attending staff meetings at all residential corporation homes. The purpose of the visit is to give a 20-30 minute in-service/review of RR and medication administration. Several homes have been contacted and dates set. Mary reported that the RRO and nurse recently attended the staff meeting at River Bend 1 and brought RR booklets, reviewed the RR complaint form, basic medication administration, etc. 
VI.
Staff Training & Development
a. Personal Profiles: Meet the People – reviewed with no recommendations for changes.
VII. 
Agency & Community Activities
a. The United Way Campaign soup luncheons profited $625.50. Luncheons will continue to be held once a month starting again in January – March or April. 
b. United Way Community Surveys were handed out. Surveys should be completed by all staff at the next staff meeting between Nov-Dec. Forward completed surveys to Kris.

c. Operation Good Cheer will be held on Saturday, December 6th. A memo with more details will be sent out next week. Homes selected cookie recipes. Cookies have to be dropped off to Kris by 12/5/08. Terry, her son and his friend have volunteered to help out again this year.

d. The Agency Christmas Party will be held on Friday, December 12th at the K of C Hall in St. Clair. Terry provided a packet of information.

e. CMH Movie Night – we have been informed by CMH that the free movie night they are offering is intended for the neighborhood children and not for CMH consumers. 
Adjournment – The meeting was adjourned at 3:30 pm. The next meeting will be held on December 19, 2008 at 2:00 pm.
