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Title/Code:  Inter-Department Communication
                    H.E.L.P. Request – Having Everyone Online Perfectly
	
[bookmark: _GoBack]Number: F-8-4-6-1	Date: 01-07-11

	Result Statement

	Describe exactly the result this system must produce:

To ensure that clear communication exists between departments in order to have smooth events, meetings, move-ins, move-outs take place without breakdown






	Accountable Positions

	Position with overall accountability:

Administrator


	Participating positions:

Department Managers – Sales Manager, Leasing Counselors, Care Manager, Life Enrichment Manager, Plant Manager, Maintenance, Housekeeping, Dining Manager

	




Title/Code: 

	System Diagram

	




Title/Code: 

	Description of System Benchmarks

	#
	Benchmarks
	Accountable Position
	Timing

	1.
	Identify event needing assistance with
	Coordinator
	As planning begins

	2.
	Determine departments involved
	Coordinator
	At first planning meeting

	3.
	Determine specific needs from each department manager
	Coordinator
	At first planning meeting

	4.
	Complete H.E.L.P. Request form
	Coordinator
	At first planning meeting

	5.
	Distribute H.E.L.P. Request form to participating departments
	Administrator
	At least 7 days prior to event

	6.
	Follow up with request forms in stand-up meeting
	Administrator
	Weekdays leading up to event

	7.
	Record success/struggle notes to utilize next time event repeated
	Coordinator
	Within 48 hours after event completed

	8.
	Saving notes
	Coordinator
	12 months

	9.
	
	
	

	10.
	
	
	




Title/Code: 

	Resource Requirements

	Staffing
	Department Managers, front line staff

	Space and Facilities
	Community common areas, community yard space

	Equipment
	

	Supplies
	

	Information
	Event details, H.E.L.P. request form, planning meetings



	System Quantification

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

Events, of any size, will be carried out successfully by all departments without any communication errors. 




Title/Code: 
	System Standards

	#
	Standard

	1.
	When completing H.E.L.P. request form, be specific and include details in order to avoid confusion.  The purpose is to create clear communication to avoid misunderstanding.

	2.
	Be sure to designate the specific department and person that you are requesting help from on the form.  Also remember to sign your name in the “from” box so everyone knows who is requesting the help.

	3.
	Keep a copy of the completed forms you have handed out in order to follow up on progress and completion of needs.

	4.
	Make notes of successes in “notes” section to refer back to in future.  Also make notes of things that may need to be changed in order to have better outcome in future.  Keep these in a file for future reference.

	5.
	Minimum prep time will be 7 days prior to the actual event.  However, on larger events, notice will be given as early as possible, as plans are made.

	6.
	Coordinator is responsible for initiation of event form in order to create clear communication.

	7.
	

	8.
	

	9.
	

	10.
	

	11.
	

	12.
	

	13.
	

	14.
	


Use additional sheets as needed
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