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Memorandum

To:  Up to 3 Staff
From:  Marla and Sue 
Subject:  Tuesdays
Date:   10/17/2019
Based on feedback from staff through leadership team representatives and final admin approval, here is the schedule for Tuesdays and when specific steps begin.  

And please vote on staff training time options on the back page and put in Marla’s box. Thank you for your input in making UP to 3 processes better for the whole team.

Beginning Tues. Oct 22nd 

· All staff will be in the office on the 1st Tues of each month no later than 8:30. This allows for training, teaming, paperwork, scheduling etc.

· New referrals will be on the table in 205. The referrals will stay on the table in 205 until 12:30-DO NOT remove referrals from 205.

· Marla will write on the whiteboard in 205 the people who are out on annual or sick leave each Tuesday.

· No new referrals will be put on the Tues. table after 11:00 am. 

· All staff will have until 12:30 to identify their assessment date and time for new referrals, internal referrals, 6 mo and annuals (on the 1st Tues.). The IFSP meeting date and time will be decided by the team at scheduling meeting 1:00-1:30. Service coordinators will not ask providers to complete these steps before the 1:00 scheduling meeting. 

· Miriam will pick up all forms in 205 at 12:30 and take them to the 1:00 scheduling meeting. 

· All staff must be at the scheduling meeting at 1:00, no exceptions. If you are late you must text Miriam and she will write your ETA on the whiteboard in 307. All staff are encouraged to support one another in being on time for the 1:00 scheduling meeting- someone may text you asking when you might arrive. 

In November- The leads of the following team meetings (Service Coordination meeting: Box Elder ABC, & SPARK) will discuss the change of day and time for team meetings at the next scheduled meeting.

  It is preferred that these meetings not be held on a Tues. morning to allow staff to sign-up for new & internal referrals, 6 mo and annuals, and have office time. 

· Cache ABC staffing meeting has been moved to the 4th Fri. 12-1:00

· Developmental Specialists is scheduled for the 2nd Mon. 3:00-5:00

· CoP monograph discussions will be on the 4th Tues. 3:00-3:30

Beginning in Dec. 

· No meetings will be held between 11:30-12:30 on Tuesdays. People have asked for a lunch period to have time for themselves.

Staff Meeting Schedule beginning Nov.5th

· 1:00-1:30 Scheduling Meeting

· 1:30-1:45 Meeting review for upcoming week

· 1:45-2:30 Child staffing 

· 2:30-3:00 Admin business (compliance, procedures, no shows, program business etc.)

· 3:00 End meeting

· 3:00-4:00 office time-  Do not schedule visits or appointments prior to 4:00 on a Tuesday.

