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System Action Plan Template


Title/Code: Assigning Intercom Pendants
Number: F-5-2-3-3-1
Date: 26 July 2010
	Result Statement

	Describe exactly the result this system must produce:

Ensure that all intercom pendants used by residents are properly accounted for and tracked.




	Accountable Positions

	Position with overall accountability:

Administrator

	Participating positions:

Sales Manager

Care Manager

Bookkeeper

Maintenance Manager


Title/Code: 

	System Diagram
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Title/Code: 

	Description of System Benchmarks

	#
	Benchmarks
	Accountable Position
	Timing

	1.
	Take order
	Sales Manager
	At paperwork signing or expressed desire

	2.
	Share information
	Sales Manager
	Within 1 business day of step 1, or within 1 day of move-in

	3.
	Program pendant and station
	Maintenance Manager
	Within 1 business day of step 2

	4.
	Add charge in QuickBooks
	Bookkeeper
	Within 1 business day of step 2

	5.
	Set service in BlueStep
	Care Manager
	Within 1 business day of step 2

	6.
	Add device in BlueStep
	Care Manager
	Same time as step 3

	7.
	Inform care staff
	Care Manager
	Within 2 business days of step 2


Title/Code: 

	Resource Requirements

	Staffing
	Sales about 45 minutes to talk to resident and family then share information. Care Manager about 15 minutes to enter information, 15 to notify care staff. Maintenance person 30 minutes to program the pendant and station and check function.

	Space and Facilities
	

	Equipment
	Intercom pendant, Computer with BlueStep access, Computer with QuickBooks access

	Supplies
	Tools for installation

	Information
	


	System Quantification

	Describe how you will quantify and evaluate the effectiveness of this system on an ongoing basis:

All residents desiring a pendant will be able to use one; and all pendants being used will be accounted for properly.


Title/Code: 

	System Standards

	#
	Standard

	1.
	Sales Manager, Care Manager, or Maintenance Manager may delegate responsibilities in this system to direct reports.

	2.
	Pendant will be offered as part of the move-in process.

	3.
	Information sharing will occur in Stand Up meeting. 

	4.
	Pendant will be programmed to resident’s room, according to manufacturer guidelines.

	5.
	Extra charges (if applicable) will be entered as a recurring bill in QuickBooks.

	6.
	Service will be recorded in BlueStep under the extra services on the Resident Individual worksheet

	7.
	Device will be recorded in BlueStep as an assistive device on the State Assessment

	8.
	Care staff will be informed through daily or chronological logs of the new resident using a pendant.

	9.
	

	10.
	

	11.
	

	12.
	

	13.
	

	14.
	


Use additional sheets as needed
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