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System Action Plan Template


Title/Code:  Housekeeping – Common Areas
Number: F-5-3-1-4-1
Date: 9 September 2010
	Result Statement

	Describe exactly the result this system must produce:

Community common areas will always be clean, free of clutter and smelling fresh at all times.



	Accountable Positions

	Position with overall accountability:

Plant Manager

	Participating positions:

Housekeeper

Aides






Title/Code: 

	System Diagram
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Title/Code: 

	Description of System Benchmarks

	#
	Benchmarks
	Accountable Position
	Timing

	1.
	Dust furniture, windowsills, window coverings and any other surface in common area with appropriate cleaners
	Housekeeper
	Daily – at beginning of shift

	2.
	Tidy area by removing any old newspapers, garbage, etc…  
	Housekeeper
	Daily 

	3.
	Organize/arrange current newspapers and reading material in nice fashion on tables
	Housekeeper
	Daily 

	4.
	Empty all garbage cans in the area.  Replace with clean liner.  Tie liner to keep it in place.
	Housekeeper
	Daily 

	5.
	Straighten all furniture, cushions, pillows, etc…
	Housekeeper
	Daily

	6.
	Vacuum common area.  Make sure there is nothing left on floor.
	Housekeeper
	Daily

	7.
	Make sure area smells fresh by using approved air/fabric freshener if necessary
	Housekeeper
	Daily

	8.
	Make sure approved music is playing at acceptable level in all common areas.
	Housekeeper
	Daily

	9.
	
	
	

	10.
	
	
	


Title/Code: 

	Resource Requirements

	Staffing
	Plant Manager, Housekeeper, Aides

	Space and Facilities
	Common Areas – lobby, activity room, TV room

	Equipment
	Housekeeping cart, garbage cans, vacuum 

	Supplies
	Approved chemicals – glass cleaner, wood polish, air freshener.  Cleaning rags, gloves, trash liners, vacuum bags

	Information
	Follow schedule determined by Plant Manager


	System Quantification

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

Plant Manager will observe common areas daily to make sure system is being properly followed.


Title/Code: 

	System Standards

	#
	Standard

	1.
	If any employee observes clutter/trash in common area they will remove it to maintain integrity of area.

	2.
	No personal resident garbage is to be left in common area garbage cans in order to to keep bad smells away or minimal.

	3.
	Only approved music will be played in common areas at an acceptable level.  No staff music.

	4.
	If any employee notices something in a common area that needs attention (stain on carpet or furniture, broken equipment or furniture, etc…) they will document it in the Housekeeping or Maintenance log for the appropriate person to address

	5.
	

	6.
	

	7.
	

	8.
	

	9.
	

	10.
	

	11.
	

	12.
	

	13.
	

	14.
	


Use additional sheets as needed
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