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System Action Plan Template

[bookmark: _GoBack]Title/Code: Memory Support Inquiry Follow Up	Number: C-1-3-6-1	Date: 

	Result Statement

	Describe exactly the result this system must produce: Productive follow-up for an inquiry about Memory Support






	Accountable Positions

	Position with overall accountability:
Leasing Counselor


	Participating positions:
Leasing Counselor

	

	




Title/Code: 

	System Diagram

	 (
7. Repeat Home Visit
) (
6.Repeat  OSV
) (
5. Respite Stay
) (
4. Activity
) (
3. Home Visit
) (
2. Thank you card
) (
1. Follow       up call.
)



Title/Code: 

	Description of System Benchmarks

	#
	Benchmarks
	Accountable Position
	Timing

	1.
	Follow-up call, ask if they had thought of any other questions on their way home.
	Leasing Counselor
	Same day as OSV

	2.
	Mail thank you card via USPS, and some sort of article pertaining to Alzheimers http://www.medicalnewstoday.com/sections/alzheimers/
	Leasing Counselor
	2 days after initial OSV




	3.
	Do a home visit with potential resident. Bring gift, ie; alz book, favorite food, pie, whatever may get them excited.
	Leasing Counselor
	4 Days after initial OSV

	4.
	Find activity on calendar that may interest them and send them a personal invite. 
	Leasing Counselor
	At Home visit 4 days after initial OSV

	5.
	Offer a free respite stay for potential resident. To help family out. 
	Leasing Counselor
	1 week after initial OSV

	6.
	Schedule anther onsite visit
	Leasing Counselor
	1.5 week after initial OSV

	7.
	Do another Home visit.
	Leasing Counselor
	2 weeks after initial OSV

	8.
	
	
	

	9.
	
	
	

	10.
	
	
	




Title/Code: 

	Resource Requirements

	Staffing
	Leasing Counselor

	Space and Facilities
	Office

	Equipment
	Computer, printer, car, telephone

	Supplies
	Stamps, envelopes, pens, thank you cards

	Information
	



	System Quantification

	Describe how you will quantify and evaluate the effectiveness of this system on an ongoing basis:
Family and potential resident will feel informed and that we care about there needs. Using system will result in more Memory Support move ins. 




Title/Code: 
	System Standards

	#
	Standard


	1.
	Same day follow up call should be done same day, however if onsite is after 5 pm call should be made promptly the next day. (1.)

	2.
	During follow up call do not sell to them, simply ask them if they had any other questions. (1)

	3.
	Thank you card should be mailed via USPS same day or hand delivered the next business day. (2)

	4.
	Schedule a home visit to prompt them to get to know you better. (3)

	5.
	Call and schedule a home visit, to ensure they are home and can prepare for you to come (3) Repeat if more steps need to be taken to move along the process. 

	6.
	Let them know on home visit about activites or coming to lunch, invite family member and potential resident. (3)(4) Repeat if more steps need to be taken to move along the process

	7.
	Respite stay will provide family a night off. Furniture should always be provided unless family requests otherwise. (5) Repeat if more steps need to be taken to move along the process

	8.
	Respite stay should be offered to children or caretaker most involved in potential residents situation (5)

	9.
	Schedule another onsite visit with  whomever you did the first onsite visit with (6)

	10.
	Schedule OSV for 1.5 weeks after initial OSV.(6)

	11.
	Do another home visit if you feel the process needs to be further along 2 weeks after initial OSV(7)

	12.
	

	13.
	

	14.
	


Use additional sheets as needed
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