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System Design and Documentation

Module B: Strategic Skills


Business Development Process: 1B-04
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System Action Plan 

Title/Code: Filing Pharmacy Manifests
Number: F-4-2-2-7

Date: 3/24/2011
	Result Statement

	Describe exactly the result this system must produce:

Proper Filing of Pharmacy Service Manifests




	Accountable Positions

	Position with overall accountability:

Office Manager

	Participating positions:

Resident Services Liaisons

Care Managers





	System Diagram
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	Description of System Benchmarks

	#
	Benchmarks
	Accountable Position
	Timing

	1.
	Medication delivered with paper manifest.
	Resident Services Liaison  
	When meds are delivered

	2.
	Remove Paper manifest before giving medications to CNA’s
	Resident Services Liaison
	When meds are  delivered

	3.
	Copy the manifest ONLY if there are 

AL I and AL II residents BOTH listed on the manifest. 
	Resident Services Liaison
	When meds are delivered

	4.
	Put the original in the Care Managers file.
	Resident Services Liaison
	When Meds are Delivered

	5.
	Put the copy (if needed) in one Care Manager’s File and original in the other Care Manager’s File.
	Resident Services Liaison
	When Meds are delivered.

	6.
	Care Manager will check the Manifest
	Care Manager
	When  given manifest

	7.
	Care Manager will place the original manifest (the copy if necessary) in the file folder to be filed.
	Care Manager
	When review is completed

	8.
	Resident Services Liaison will file the Manifest into the Pharmacy Services Binder
	Resident Services liaison
	When manifest is placed in the filing folder

	9.
	
	
	

	10.
	
	
	

	11.
	
	
	

	12. 
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	 
	
	
	

	
	
	
	

	
	
	
	


System Action Plan 
Title/Code: Filing Pharmacy Manifests
	Resource Requirements

	Staffing
	Resident Services Liaisons
Care Managers

	Space and Facilities
	office

	Equipment
	Resident Services Binder
Filing file

Care manager Files

	Supplies
	Copy machine

	Information
	

	
	


	System Quantification

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

· All manifests will be accounted for.
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	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.      All Manifest that are delivered from any Pharmacy will be filed properly.

	4.      

	5.      

	6.      

	7.      

	8.      

	9.      

	10.      

	11.      

	12.      
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