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

September 21, 2007
Present:





Absent:

Denise F.

Lori G.


            Annette R. (excused)
Kris C. 

Terry M. 




Anne Marie G.
Church K. 
Lezlie H.
            Gretchen L.
Kim M.

Mary M.


A.J. Whitmore

Denise E.                      
I.
Tech Support
a. In-service training on Micro Soft Office 2007 (installation to start 9/24). Handout provided. Instructions on how to delete old files (files older than 3 years) or save on C drive was reviewed. This task must be completed in the next 1-2 months. 
II.
Financials 

a. Turn in all receipts and petty cash by 10/1. Do not turn petty cash in prior to 10/1.
III.
Human Resources

a. Certification Reports will be handed out at each Supervisor’s meeting. Employee requirements must be kept up to date and current.  Kris will follow-up with Supervisors/HR regarding outstanding items. Review current report for accuracy; report any discrepancies to Kris by 9/28/07. 
b. The time clock should only be cleaned with Windex. (to remove smudges). Windex should be sprayed onto paper towel or a cloth. NEVER directly spray Windex onto the machine. NEVER spray disinfectant on the clock. Universal precautions should be practiced (hand washing) after using the time clock if there is concern with coming in contact with germs. It is no different than touching a door knob, steering wheel, grocery cart…..Supervisors were asked to review this with all staff.
IV.
AFC Audit Format
a. Review of F.O.R.I. (Focused Onsite Renewal Inspection) format. Handout provided. More than likely we will stick with the traditional form of licensing renewal.
V.
Agency Polices/Procedures/Practices 
a. Physician’s Orders are to be followed at all times. There should be no delays in following physician’s orders. All orders are to be in writing and documented in the consumer’s file. All follow-up should be clearly documented as well. All follow-up should be clearly documented as well.
VI.
Staff Training & Development 

a. The medication administration committee will review the Medication Administration modules and present them at a later date.
b. The RR toolbox is currently being reviewed. Some revisions will include pre/post test and a section on Disrespectful Communication. The toolbox will be reviewed at the October meeting.
VII.
Health/Safety/Facility Maintenance
a. Accu-check training has been completed. This training includes information regarding blood glucose and a return demonstration form which outlines the step by step process for completing an Accu-check. The training will be added to the Medication Administration toolbox.
b. Snow Thrower Safety training has been completed. This training should be completed at the homes using a snow thrower.
c. JSA was completed for the position of cook/assistant cook/environmental aid. The current job descriptions accurately describe the physical requirements needed to complete the job. The Safety Committee did learn during the analysis that these positions require consistent standing and this will be added to the job descriptions.

d. Facility Needs – Belle River needs motion lights. Denise E. will contact the home owners. The van will not fit in the garage with the ramp but the van can still be pulled into the garage so consumers can get in/out of the van without going directly outside. Frith’s refrigerator door shelves are broken and can not be replaced. This is from putting too many items on the shelves. The shelves are secured with duct tape. The refrigerator works well. It was suggested to purchase clear duct tape for cosmetic purposes. Vine – A new recorder will be ordered. Terry will check with Chuck to see if there is a swing in the Agency, if not then a new swing will be ordered.
VIII.
Agency/Community Activities
a. Apple Orchard Outing – Special Activity funds will be used for this outing on 10/2/07.
b. Monthly Church Service – 2nd Tuesday, 10:00 am at Westminster Presbyterian Church in Port Huron. All are invited to attend. 
c. Angel Food – Low cost food program available once a month. No income requirement. Supervisors were provided with information to share with staff.

IX. Other – 
a. Fall Menus are ready. Shopping lists provided. Please let a member of the Menu Committee know if you find any errors. 
b. Surplus Food – Shopper Pat will be substituting some items on the menu to use up surplus food supplies in the storeroom. For example, if the menu calls for chocolate frosting, Pat may give you vanilla instead or beef stew instead of soup. Pat will let Supervisors know when substitutions are being made.

c. The new Supervisor of River Bend #1 will be starting on 9/25/07. 
Adjournment – The meeting was adjourned at 3:30 pm. The next meeting will be held on October 19, at 2:00 pm.
