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System Action Plan Template

Title/Code: Designing Program Disc (F-8-4-1-1)			     Date: September 7, 2010

	Result Statement

	Describe exactly the result this system must produce:
To prepare the scan discs properly for display of activities and pictures.  To advertise the activities properly



	Accountable Positions

	Position with overall accountability:
Life Enhancement Manager

	Participating positions:

Life Enhancement department	





	System Diagram

	 



System Action Plan Template

Title/Code: Designing Program Discs

	Description of System Benchmarks

	#
	Benchmarks
	Accountable Position
	Timing

	1.
	Gather all information needed to complete program disc such activities for the day, birthdays, pictures, etc….
	Life Enhancement Manager
	Each day

	2.
	Open the PowerPoint Program
	Life Enhancement Manager
	Current day of the month

	3.
	Click on Microsoft symbol and click on open..find the day of the week you are preparing and open the file for – level 1, Premium, Memories
Combine Saturday and Sunday for the weekend
	Life Enhancement Manager
	Each day of the month except Saturday

	4.
	Change information starting with the date
	Life Enhancement Manager
	Each Day

	5.
	Check each slide and update or make appropriate changes
	Life Enhancement Manager
	Each Day

	6.
	Do a new slide for Birthdays, click insert, picture from file, choose picture and insert
	Life Enhancement Manager
	Each Day

	7.
	Do a slide for each picture from events of the day, click insert, picture from file, choose picture and insert
	Life Enhancement Manager
	Each Day

	8.
	Do a slide for upcoming events
	Life Enhancement Manager
	Each Day

	9.
	Make sure that all information is updated and correct on all slides
	Life Enhancement Manager
	Each Day

	10.
	Save day’s file
	Life Enhancement Manager
	Each Day

	
	
	
	



System Action Plan Template

Title/Code: Designing Program Discs	

	Resource Requirements

	Staffing
	Life Enhancement Manager, Life Enhancement Coordinators

	Space and Facilities
	Office of Life Enhancement Manager

	Equipment
	Computer, SD cards, printer, Photo gallery,  PowerPoint

	Supplies
	SD cards.  camera

	Information
	This system will be followed every day except that Saturday and Sunday will be put on the same disc so that residents will have current information



	System Quantification

	Describe how you will quantify and evaluate the effectiveness of this system on an ongoing basis:
· When needed for someone else to complete this system, it can be followed easily and accurately.
· Evaluate by accuracy
· Evaluate the effectiveness in notifying the residents of activities.



System Action Plan Template

Title/Code: Designing Program Discs

	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.      Complete each day (on Friday-do Saturday and Sunday on the same file and a second disc with Monday)

	4.      Take pictures of activities so that you will have them available

	5.      Keep  calendar current, if changes occur make them on the disc’s so that the residents will be informed

	6.      Post all Birthdays

	7.      Slides will be prepared for date, each event, each birthday, photos of recent events, upcoming events, and any other information pertinent for the residents to know.

	8.      

	9.      

	10.      

	11.      

	12.      


Use additional sheets as needed
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