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System Action Plan
Title/Code:  File Auditing
Number F-7-3-2-1



Date: 3/21/2011
	Result Statement

	Describe exactly the result this system must produce: 

Auditing Resident Files in an timely manner



	Accountable Positions

	Position with overall accountability: Office Manager



	Participating positions: Resident Service Liaison





	System Diagram

	Identify the flow of work steps in the system and diagram using boxes and arrows.

see attached


System Action Plan 
Title/Code: File Auditing



	Description of System Benchmarks

	#
	Benchmarks
	Accountable Position
	Timing

	1.
	Paperwork will be filed neatly into Resident files
	Resident Services Liaison
	Nightly

	2.
	Paperwork will be filed in order according to Sample File
	Resident Services Liaison
	Nightly


	3.
	Resident Files will be audited for accuracy and order.

	Office Manager
	As Residents Assessments are due.


	4.
	 New Resident Files will be checked for completeness and order.
	Resident Services Liaison
	As New Resident moves in.

	5.
	Resident Face Sheets will be checked for accuracy.
	Office Manager
Resident Services Liaison

Care Manager
	As New Resident moves in and as Resident Assessment is due.

	6.
	
	
	

	7.
	 
	
	

	8.
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System Action Plan 
Title/Code: File Auditing
	Resource Requirements

	Staffing
	Resident Service Liaison
Office Manager

Care Manager



	Space and Facilities
	Office 

	Equipment
	Filing Cabinet

	Supplies
	Files

	Information
	Resident Assessment Due Date

	
	


	System Quantification

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

· Resident files will be checked monthly.


System Action Plan
Title/Code: File Auditing 
	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.      Facility must maintain accurate and complete records.

	4.      Records shall be filed, stored safely, and be easily accessible to staff.


	5.      Records will kept “State ready”.

	6.      

	7.      

	8.      

	9.      

	10.      

	11.      

	12.      


Use additional sheets as needed
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