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System Action Plan Template

Title/Code:	Installing Program Discs (F-8-4-1-3)	                          Date: September 9, 2010

	Result Statement

	Describe exactly the result this system must produce:
Give direction as to the installation of SD cards into the picture frames



	Accountable Positions

	Position with overall accountability:
Life Enhancement Manager

	Participating positions:

Office Staff
Life Enhancement Department	



	System Diagram

	Identify the flow of work steps in the system and diagram them using boxes and arrows.
[bookmark: Text6] (
1.Retrieve Disc
Step 11
F-8-4-1-2
) (
7. Replace Disc
    Step F-8-4-1-2
) (
5. Turn on Power
) (
4. Replace Disc
) (
6. Check
) (
3. Remove Disc
) (
2. Turn Frame Off
)see attached



System Action Plan Template

Title/Code: Installation of program disc

	Description of System Benchmarks

	#
	Benchmarks
	Accountable Position
	Timing

	1.
	Retrieve SD cards from 
Step 11 of F-8-4-1-2
	Office Staff
Or
Life Enhancement Department
	Each evening of the week

	2.
	Turn off power from Picture Frames
	Office Staff
Or
Life Enhancement Department
	Each evening of the week

	3.
	Remove previous day’s SD cards from picture frames
	Office Staff
Or
Life Enhancement Department
	Each evening of the week

	4.
	Place new day’s SD Card in same slot on picture frame
	Office Staff
Or
Life Enhancement Department
	Each evening of the week

	5.
	Turn on the power on the picture frames
	Office Staff
Or
Life Enhancement Department
	Each evening of the week

	6.
	Check for accuracy and to make sure that the frames are working correctly
	Office Staff
Or
Life Enhancement Department
	Each evening of the week

	7.
	After replacing all SD Cards return all to Step 11 of F-8-4-1-2
	Office Staff
Or
Life Enhancement Department
	Each evening of the week

	
	
	
	

	
	
	
	



System Action Plan Template

Title/Code: installation of program disc

	Resource Requirements

	Staffing
	Life Enhancement Department, Office Staff

	Space and Facilities
	

	Equipment
	SD Cards, Picture Frames

	Supplies
	

	Information
	Follow this system to replace each days events on Picture Frames



	System Quantification

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



System Action Plan Template

Title/Code: Installation of program disc

	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.      Completed daily (on Friday – disc will read Saturday and Sunday)  on Sunday night place the Monday disc

	4.      Disc’s should be kept in the same place.  All removed discs should be returned to the correct place.

	5.      

	6.      

	7.      

	8.      

	9.      

	10.      

	11.      

	12.      


Use additional sheets as needed
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