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System Action Plan Template

Title/Code: Changing information of the program discs (F-8-4-1-2)        Date: September 7, 2010

	Result Statement

	Describe exactly the result this system must produce:
To successfully transfer PowerPoint information on to a SD Card 



	Accountable Positions

	Position with overall accountability:
Life Enhancement Manager

	Participating positions:
Life Enhancement Manager
Life Enhancement Department
	



	System Diagram

	Identify the flow of work steps in the system and diagram them using boxes and arrows.
[bookmark: Text6] (
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)see attached



System Action Plan Template

Title/Code: Changing information on program disc’s
	Description of System Benchmarks

	#
	Benchmarks
	Accountable Position
	Timing

	1.
	Open days file (F-8-4-1-1 step 10)
Choose the appropriate day to place on disc.  Except for Saturday and Sunday, choose the next day of the week.  On Friday do a disc for Saturday and Sunday and a separate disc for Monday.
	Life Enhancement Manager
	During the Day

	2.
	Insert SD Card into appropriate slot on printer 
	Life Enhancement Manager
	During the Day

	3.
	Click on Microsoft symbol and choose
Save as…
	Life Enhancement Manager
	During the Day

	4.
	Scroll down left side and choose 
“Removable Disc”
	Life Enhancement Manager
	During the Day

	5.
	Click on existing file and delete the file from the SD Card
	Life Enhancement Manager
	During the Day

	6.
	Save as type: scroll down and select
JPEG 
	Life Enhancement Manager
	During the Day

	7.
	Select Removable Disc from the left side as the destination
	Life Enhancement Manager
	During the Day

	8.
	Select Save
	Life Enhancement Manager
	During the Day

	9.
	Select “Every Slide” and then “OK”
	Life Enhancement Manager
	During the Day

	10.
	Verify accuracy – by reviewing slides on Photo Gallery, or set computer to show content with opened.  Be sure that the frames are correct for the level of care.
	Life Enhancement Manager
	During the Day

	11.
	Re-file SD Card
	 Life Enhancement Manager 
	During the Day



System Action Plan Template

Title/Code: Changing information on program disc’s

	Resource Requirements

	Staffing
	Life Enhancement Manager
Life Enhancement Department

	Space and Facilities
	Life Enhancement Office

	Equipment
	Computer, printer, PowerPoint Program

	Supplies
	Two sets of SD cards one for the week and one for the weekend.

	Information
	When completing the transfer of days onto the disc, do one disc per day of the week, when doing the weekend disc place Saturday and Sunday on one disc, also do a disc for Monday.  This will allow all of the days to be covered while you are not working on the weekend



	System Quantification

	Describe how you will quantify and evaluate the effectiveness of this system on an ongoing basis:
· We will evaluate this system as we complete the disc transfer
· We will watch for changes that will make it more understandable



System Action Plan Template

Title/Code: Changing information on program disc’s

	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.      Disc’s will be done in a timely manner so that they can be placed in the frames prior to the next day activities

	4.      Disc’s will be monitored daily for accuracy

	5.      Any change in calendared programming will be displayed on daily disc

	6.      Backgrounds will be changed often to avoid compliancy 

	7.      Photo’s will displayed to show activities

	8.      

	9.      

	10.      

	11.      

	12.      


Use additional sheets as needed
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