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System Action Plan

Title/Code: Move-In Preparation / F-7-3-1-1



Date: March 19, 2010
	Result Statement

	Describe exactly the result this system must produce:

Move-ins will be smooth with all paperwork being completed accurately and on time.


	Accountable Positions

	Position with overall accountability:

Manager, Sales

	Participating positions:

Leasing Counselors

Move-In Coordinators

Sales Support





	System Diagram
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	Description of System Benchmarks

	#
	Benchmarks
	Accountable Position
	Timing

	1.
	System: Deposit.  See System: Deposit.
	Sales Manager or Leasing Counselor
	Whenever possible.

	2.
	BlueStep: Move Inquiry to Pend.  Click on the prospective resident record and then on Move Inquiry to Pend on the left side.
	Staff member who took the deposit
	Within one business day of taking the deposit.

	3.
	Order Assessment.  Complete the Nurse Assess Request form and submit to the nurse.
	Staff member who took the deposit
	No more than 2 weeks before move-in.

	4.
	Get R.N. Approval.  The RN shall report to the administrator the same day of the assessment.  
	R.N.
	After assessment approval and 4 days before move-in.

	5.
	Discharge Papers.  If the resident is being released from a Skilled Nursing Facility or rehab, we shall get copies of the discharge papers.
	Staff member who took the deposit
	Before move-in

	6.
	Resident Photo.  Take the new resident’s photo for our records.
	Staff member who took the deposit
	Before Arrival Meeting.

	7.
	Request Scripts.  The family shall provide a current med list signed by the resident’s primary care physician.
	Staff member who took the deposit
	At least two business days before move-in

	8.
	Fax Scripts to Pharmacy Services.
	Staff member who took the deposit
	The same day as we receive them.

	9.
	System: New Resident Paperwork.
	Staff member who took the deposit
	At least two business days before move-in

	10.
	Enter Insurance Info into BlueStep.  Open the resident’s record.  Click on Insurance on the left column.  Enter the resident’s name, social security number & all the pertinent insurance info they have provided.
	Move-In Coordinator


	At least two business days before move-in

	11.
	Enter Resident Social Security Number.  Click on Resident Info in the resident record.  Enter any other info you have on the resident on this page.
	Move-In Coordinator


	At least two business days before move-in

	12
	System: Upload Resident Photo
	Move-In Coordinator


	At least one business day prior to Arrival Meeting.

	13
	Assign Level of Care.  Click on Individual Worksheet and choose the appropriate Location.  Click Save.
	Move-In Coordinator


	At least two business days before move-in

	14
	Assign Dining Room Seat.  With input from Administrator, Care Manager and Front Office Manager, select a dining room seat for the resident.
	Move-In Coordinator


	At least two business days before move-in

	15
	Pendant.  Request a pendant from Maintenance.
	Move-In Coordinator


	At least two business days before move-in

	16
	System: Apartment Inspection
	Move-In Coordinator


	See System: Apartment Inspection

	17
	System: Parking
	Move-In Coordinator


	At least two business days before move-in

	18
	New Resident Summary.  Print this up from BlueStep and distribute to Department heads.
	Move-In Coordinator


	At least one business day prior to Arrival Meeting.

	19
	System: Arrival Meeting
	Move-In Coordinator


	At least two business days before move-in

	20
	System: Keys
	Move-In Coordinator


	At least two business days before move-in

	21
	BlueStep: Inq Becomes Resident.  Resident > Pre Resident > Select Pending Individual > Select the resident > Move Pending to Signed > check all that has been completed > Next > Enter all appropriate info > Save.
	Move-In Coordinator


	On Move-In Day
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	Resource Requirements

	Staffing
	Nurse, Care Manager, Sales department, Sales Manager, Leasing Counselor(s), Move-In Coordinator, Sales Support 

	Space and Facilities
	Office, Space to sign the paperwork

	Equipment
	Computer with internet access, fax machine, photo copy machine, telephone,  camera, printer,  BlueStep, 

	Supplies
	Pens, paper, 

	Information
	All related systems




	System Quantification

	· There will be no problems with move-ins.

· All move-ins will have the expectations met and not feel mislead or that promises weren’t kept.
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	System Standards

	1. Rushed move-ins.  If a prospective resident feels they need to move-in quicker than the system provides, that MAY be possible.  Before any promises are made to the resident and / or family, the Administrator will approve the move in.  If the Administrator approves the move-in, all steps Benchmarks in the system still need to be completed.  The Administrator will work with the Sales Department to complete all the Benchmarks in a shorter period of time.

	2. All related systems will be handled in accordance with those System Standards.

	3. Med list, aka scripts, will be signed by the resident’s primary care physician.  The med list is NOT valid without this signature.

	4. Insurance card photocopies will include front and back.

	5. Discharge papers are only valid if they are original.

	6. One key / resident will be checked out with the option of checking out one key to one family member.

	7. Assessments shall be completed with in 2 business days of the request.

	8. Location is assigned based on the appropriate level of care.  AL1 Team A and AL1 Team B  are assigned based on the community’s specific predetermined list.

	9.  The New Resident Summary will include:

· Name

· Level of Care

· Apt #

· Move-In Date

· Date of Birth

· Arrival Meeting Date & time

· Place of Birth

· Religious Preference

· Clergy Name & Phone
· Marital Status

· Spouse Name

· Who has POA & their phone

· Hospital Preference

· Mortuary 

· Personal Care Summary

· Pharmacy

· Food Service:

· Physical Therapy

· Housekeeping

· Laundry

· Foot Care

· Hair Care

· Physician Name, Address & Phone
· Current interests

· Past interests

· Veteran

· Advanced Directives

· Dentist Name & Phone

· Ambulation

· Assistive Devices

· Resident Photo

	10. The signed medication list from the doctor(s) will include only the medications the resident is actually taking.

	11. When are resident is moving from a skilled nursing facility, have the family requested the signed med list from the resident’s regular primary care physician, not the nursing home physician.


Use additional sheets as needed

Nurse Assessment Request Form

Date Requested:

Prospective Resident 

Name:

Date of Birth:

Social Security Number:

Address:

Phone:

Family Contact:

Name:

Home Phone:

Cell Phone:

Work Phone:

Misc.

Level of Care:

Apartment:

Anticipated Move-In Date:
New Choices: Yes or No
Notes: 
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