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	Result Statement

	Describe exactly the result this system must produce:
Responsibilities for planning and assisting with activities will be clearly defined



	Accountable Positions

	Position with overall accountability:
Life Enhancement Manager

	Participating positions:

Life Enhancement department	




	System Diagram

	Identify the flow of work steps in the system and diagram them using boxes and arrows.
 (
12.
Evaluate
) (
11.
Clean up
) (
10.
Present Activity
) (
9.
Set-up
) (
6.
Obtain needed equipment
) (
8.
Finalize all plans
) (
7.
Check progress with
Committee
) (
5.
Give Assignments
) (
                  4.
Obtain Managers Approval
) (
            3.
Collect ideas
) (
                2.
Assign Chairperson
) (
          1.
Define Activity
) 



System Action Plan Template

Title/Code: Activity Chairperson System

	Description of System Benchmarks

	#
	Benchmarks
	Accountable Position
	Timing

	1.
	Define Activity with purpose and goal
	Life Enhancement
Department
	1 month prior

	2.
	Assign Chairperson to oversee activity and report directly to manager 
	Life Enhancement
 Manager
	1 Month Prior

	3. 
	Start collecting ideas for the activity including, visual aids, games, etc
	Life Enhancement
Chairperson
	1 Month Prior

	4.
	Share outline of activity with department manager for approval 
	Chairperson
	2 weeks prior

	5.
	Give assignments to members of the Life Enhancement Committee
	Chairperson
	2 weeks prior

	6.
	Give a list of all needed equipment to Manager 
	Chairperson
	2 weeks prior

	7.
	Check with department committee as to the progress on their assignments
	Chairperson
	1 week Prior

	8.
	Finalize all plans with manager to make sure all bases are covered
	Chairperson
	1 day prior

	9.
	Set up and prepare for activity
	Committee
	Day of

	10.
	Present activity to the residents
	Chairperson with help from committee
	Time of Activity

	11.
	Clean up event
	Committee
	Day of activity


	12.
	Evaluate activity with manager
	Chairperson
	Day after the activity



System Action Plan Template

Title/Code: Activity Chairperson System

	Resource Requirements

	Staffing
	Life Enhancement Department
Kitchen (when needed)
Maintenance (when needed)

	Space and Facilities
	To be determined by the type of activity.  The need for space indoors or outdoors

	Equipment
	To be determined by the type of activity, possibilities are: laptop computer, T.V., white board, projectors, musical instruments

	Supplies
	To be determined with the type of activity

	Information
	



	System Quantification

	Describe how you will quantify and evaluate the effectiveness of this system on an ongoing basis:
· After each activity the final step is to evaluate the activity with the manger.




System Action Plan Template

Title/Code: Activity Chairperson System

	System Standards

	1. The highest standards of ethics will be used at all times.  Honesty & integrity will be employed at all times.

	2. Employee dress code will be followed.

	3. Events will be held weekly with an assigned chairperson


	 4. Type of event will be decided by the committee with an assigned chairperson

	5. Each person on the committee will have assignments to help with the completion of activity

	6. Have weekly EDM’s to check progress of activity


	 7. Events will be calendared  1 month in advance


	8.  When selecting activity keep in mind the areas of focus, spiritual, mental, physical, emotional, creativity and educational

	9. When planning activity always put the safety of the residents first

	10. Department participation limits based on assignment

	11.      

	12.      


Use additional sheets as needed
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