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	x
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	Others Present:   

	
	
	


	Agenda Item
	Discussion
	Action Items

	Project definition overview
	Reviewed and identified “in-scope”; leave the following as “out of scope”:  CRP Development – Underserved areas (Leaving in for now – may be removed and set aside for a separate project); 
Additional Information – refer to Project Definition for details.
	Continue to update as progress occurs.

	Technology 
	Met last Monday.  Started with a survey to assess technology needs.  Came up with questions.  Sent to Libby – survey will hopefully be sent out by March 7th using survey monkey.  Returned soon before June or July.  Questions such as:  do the schools you work with have wi-fi available; how much time do you spend in office?  It is a big hurdle to go paperless.  Some things can be done in AWARE and will require more training for staff.  Sorenson video relay services – some phones don’t work in state offices.  Need to be connected to Som Air in order to connect to wi fi.  Using Skype, face time; hotspots (which cost $).  What other things can be used besides Polycom?  Adobe?  I-pads or i-Phones?
Additional details:  Refer to updated work plan
	Prepare to send out survey to staff; evaluate the results once they are received; update project work plan; get work plan updates on-line; look into what kind of technology might be used when meeting with clients.

	Training and 
Communication
	Draft communication and process improvement forms went out electronically today. A lot of time spent on communication plan – who needs to know about project and how to keep everyone informed in efficient manner.  Target audience is DVR staff not BRS staff.  Keep DVR staff informed by putting out a “blanket email” to everyone re: updates.  Put info in BRS newsletter.  Re: SRC – send content of work accomplished to SRC every month.  Also, Betsy, Diane, Jenn and Sue Primiano– can provide updates to SRC.  Keeping Commissioner Paquette and DOL informed – Karen, Betsy and Libby can keep updated.  CRP’s – quarterly meetings across the State.  Regional Directors will provide updates.  Question about various agencies that DVR collaborates with?  Some are on SRC.  Some of the information may not need to be shared with outside providers until closer to the end of project.  Final category:  general public – create a blurb on the BRS website (initial one soon then one at end as things are wrapping up).
Additional details:  Refer to updated work plan
	Continue to update work plan as progress is being made;

	
	 Process Improvement Charter:  Develop training plan and training for Process Improvement Project; addressing communications – who is impacted; who needs to know?
Christina Hardy – training person involved; Drew Robinson also involved. 
Question:  who will do the training after project is completed?  This will be established once the tasks of this Project are completed.
Need guidance on some of the learning objectives.    Chris will talk directly with Betsy about these questions.
Additional details:  Refer to updated work plan
	Continue to update work plan as progress is being made; Chris will follow up with Betsy re: guidance on learning objectives and some of the deliverables.

	Policies and Procedures
	Established all our future meeting dates; identified purposes of our committee related to project; determined that all of our meetings will be in person; discussed in-scope out of scope activities; determined and identified resources and people needed, such as Project Advisors; SRC; etc. 
Additional details:  Refer to updated work plan
	Continue to update work plan as progress is being made;

	Case Flow
	Areas of focus:  Uniform case flow system; identify efficiencies; develop IPE’s within 90 days of eligibility.  Referrals and Orientation processes differ across the state and there are differences in each region.  Recommendations to process referrals within 48 hrs and other timelines within case process.  Next meeting will look at referral, application, intake and assessment and timelines associated with each of these steps.
Additional details:  Refer to updated work plan
	Continue to update work plan as progress is being made;  focus on timelines associated with referral, application, intake and assessments.

	Clerical 
	Spoke to each office about handling and processing information as it comes into each office.  How are applications handled; medical records requested; etc.  Depending on the language of requests, sometimes there is a significant time lapse.  Caseloads vary greatly, which definitely impacts clerical involvement and case flow.  Discovering that scanning information is very time consuming (and takes even longer with some scanners that are very slow).  E-faxes have been used in the Bangor office and this seems to be working efficiently.
Additional details:  Refer to updated work plan
	Review information sent by Office Associates/clerical staff re:  duties and activities in a work day.

Working on fleshing out the template – will have for next meeting time.

Requested Process Mapping “Post-its” from Libby.

	
	 
	

	
	
	

	
	
	

	
	
	




2/29/16 Notes:  

Betsy welcomed everyone.  Jacqui Clark (facilitator) opened meeting with introductions.

Objectives:  anyone new receives information to be fully involved; using same documents; each committee report identify what is needed for resources.

Betsy sent out information electronically – identify efficiencies; using resources well; saving time and funds.  She walked through the new and updated project definition form.

Libby mentioned that it is important to date the documents we are working on…to ensure everyone is working from the most current version.

Jacqui checked in with everyone to make sure each sub-committee has representation today.

When reporting, is 15 minutes adequate?  Consensus is yes…more than enough.

Technology:

Betsy asked if the technology committee could also look into what might be used when meeting with clients for ex. Using Skype or facetime to save time for staff as well.

Betsy mentioned using the workgroup updates – will ask for this to be available on-line.  Add date line to this.

Training and communications group can look into this as well.

Kathy – FOAA – new information about electronic signatures; accessing paperwork and having it be valid.  AG’s office?

Betsy said Kevin Owen looked into this extensively.  Trying to move down this path, however, there are many things that need to be put in place for approval.

How many people do you want to look at the survey before it gets sent out?  Terry said he feels that with the committee and Libby’s guidance, they are all set.

Training and Communication:

Some info is posted on the web.  Should updates be sent to Drew for posting?  Is web page external?  External.

Betsy says it would be good for people to provide updates from committees is good, however, cc/Betsy, Libby and Deb Roy before it gets posted.

If this information is copied to Libby and Betsy, Drew will be the person to post information before it gets posted.

Do not share the links with others outside of this group (Process Mapping steering and committees) as they are in process.

Elinor asked what role Advisors will have as progress is being made?    The blanket emails would be going out every few months.  If suggestions are made, they will be taken into consideration.  The way Advisors worked in the past, was they were assigned to each workgroup.  In order to have Advisors involved in this Project, it would be helpful to send out an email early in the process to notify individuals of what is expected to happen with each of the groups.  Then, invite people to contact the group members to have input.

Policy and Procedure:

Central site for MOU’s and Policy Directives – on BRS DVR website.

Betsy raised concerns about parsing out updates to PD’s and MOU’s.  We have 6 mos to make revisions.  Start drafts now and be aware of things being changed and finalized as WIOA regs come out and other recommendations from project work groups are finalized.

Case Flow:

See above info in chart.

Clerical:

Betsy mentioned that what other offices are doing and identifying the similarities and differences is important, however, it is very important to decide what time frames must be met for certain critical processes i.e. time frame to respond to a new applicant.  Once the work group decides what a good time frame to use for moving a person through the process of application to eligibility, for example, then it will be up to management to figure out how to meet this with the varying levels of resources.

Kathy mentioned that there are some standard rules for everyone to follow and how each office arrives at this may look different.

Elinor mentioned that it may be helpful to have someone who is not a clerical support person who has a “bigger picture” to act as an advisor.  Mary Borelli-Bean is in this work group and can provide some additional perspective.

How does cross pollination happen with case flow and clerical flow groups?  Similar topics and challenges being discussed.

Everson raised a question about how things will be covered if someone leaves or becomes ill suddenly – leaving potentially a large gap in the process.  The case flow group had some discussion about this.
Betsy made a suggestion that she would like this group to look at utilizing resources from other regions to help cover pieces or activities that are in need of additional help.  For example, approval of authorizations, etc.


Re-Cap from Jacqui:

Updates sent to Libby, Betsy and Deb for review.  Then, once approved, will go to Drew Robinson for posting to the web.

One week before next steering committee meeting – send work group updates; request specific amount of time to present at steering meeting.

Other needs:  none stated or identified. 

[bookmark: _GoBack]Next meeting date:   Thursday - March 17
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