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

May 18, 2007
Present:





Absent:

Denise F.

Lori G.


            A.J.W. (excused)

Kris C. 

Annette R.


Denise E. (excused)
Anne Marie G.
Terry M.


Mary M. (excused)
Lezlie H.
            Carol R.

Kim M.

Chuck K.
Gretchen L.

                       
I.
Financials 
a.   The state has cut fees by 6% to balance the budget. We do not know how this will 
effect our business.  Therefore, we must ensure that we continue to follow cost savings practices. 
II.
Human Resources

a.   Request For Copies From Human Resources - Anne Marie reviewed the new form for staff to request payroll information, verification of employment, copies of training, etc. Requests may take up to 10 days for processing so it is important that staff do not wait until the last minute to make a request. Staff is encouraged to keep the copies of pertinent work related information that is provided to them, i.e. pay stubs, training certificate, etc. Supervisors will review the new form with staff and ensure forms are available. It is the staff’s responsibility for completing the form and forwarding a copy to Anne Marie.  
b. 2% State Subsidy – Reviewed memo of explanation sent out earlier by Denise F.
c. New Labor Law Postings – Michigan Minimum Wage Law and IRS Notice for Possible Federal Tax Refund Due to the Earned Income Credit. Please post and dispose of old posting. 
III.
Quality Improvement
a. Staff Satisfaction Surveys – Final surveys have been received and the report is being completed. The Q.I. Committee will hold a special meeting to review the results and a report will be made available to all Agency staff.
IV.
Agency Polices/Procedures/Practices 
a. Alcohol Swabs – New swabs were provided. Dispose of the expired swabs. 
V.
Staff Training & Development 

a. Toolbox Review – Working with Older Adults – Carol reviewed minor changes to the Toolbox.  Updated copies were provided. Dispose of old copies.

b. Recipient Rights Training – Allen, Michigan and Meisner have completed re-training with staff. Remaining homes will be completed by May 31, 2007. Forward copies of completed training to Kris.

VI.
Menus
a.  Final draft of Spring menus will be reviewed by the menu committee on 5/21/07. The Spring menu cycle will run April thru June and the Summer cycle will run July thru September. Everyone thought this would be a good idea. 
VII.
Health/Safety/Facility Maintenance
a.  Health & Safety Committee – Emergency Drill tests have been completed for Fire Evac/Fire Drills, Natural Gas/Propane Emergency and Medical Emergency. Copies were provided. Supervisors were asked to implement the drill tests and provide feedback from staff to the Safety Committee. The Committee hopes to be able to provide 2-3 tests each month until a test has been completed for each drill.

b. Gretchen reported that she has received pictures of lifting and transfer equipment from 

only one home. The Committee wants to add actual pictures of equipment used to the Safely Lifting, Moving and Transferring People Toolbox. 

c. Incident Reports – Incidents must be thoroughly investigated and completed within the required timeframes of licensing and CMH. Maximum amount of time to complete an
investigation of an incident is 5 days. Licensing and CMH must be informed the incident is being investigated and a report will follow. This must be documented on the IR. Guardians must be notified of any incidents that are reported to licensing. Verification of guardian notification must be documented on the IR. If the guardian is not available then follow-up must continue until notification is made. All attempts for contact will be documented on the IR. A designee should be assigned to contact the guardian if the Supervisor is not available. Guardians should be receiving a copy of the IR. The Pre-IPOS Annual Assessment will be revised to include a section on IRs, specifically asking the guardian if they wish to receive copies of IRs and if so how frequent. If they choose not to receive a copy this will also be indicated with a disclaimer stating that a guardian can request a copy of the IR at anytime by contacting the home supervisor. This form would require guardian signature and be included in the consumer’s file. A final draft of this form should be available at the next Supervisor’s meeting. 
VIII.
Forms Committee
a.  Receipts for money sent to program was added to the Day Program Communication Log. There was no additional feedback noted. As indicated above, the Pre IPOS Annual Assessment has further revisions. The form should be available for review at the next Supervisor’s meeting. 

IX.  
Agency/Community Activities
a.  Spaghetti Dinner – June 8, 2007. Memo outlining dinner, tickets, flyers handed out. Discussed bake sale items. Job duties list will be e-mailed. 
b. Agency picnic/staff recognition – Memo outlining recognition handed out. Denise E. will be sending out information regarding the picnic. Need helpers. 

d.  Camp Cavell – Day camp will be scheduled on a Tuesday or Thursday at the end of August. The camp committee will send information out regarding meals, activities, etc.

X.  Other 
a.  Supervisors were asked to record a voice message identifying themselves on the Agency cell phone.   
b.  A possible fund raiser involving collecting used cell phones was discussed. The company buys the cells phones. Everyone agreed that we should get more information.
Adjournment – The meeting was adjourned at 3:15 pm. The next meeting will be held on June 15, at 2:00 pm.
