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System Action Plan Template


Title/Code: Vacuum Maintenance
Number: F-5-3-5-1
Date: September 10, 2010
	Result Statement

	Describe exactly the result this system must produce:

Maintain Vacuum in a manner so that it will have long lasting life and operate at optimal efficiency and use.



	Accountable Positions

	Position with overall accountability:

Housekeeping Manager

	Participating positions:

Housekeeping Attendant

Housekeeping Manager


Title/Code: Vacuum Maintenance
	System Diagram
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Title/Code: Vacuum Maintenance
	Description of System Benchmarks

	#
	Benchmarks
	Accountable Position
	Timing

	1.
	Do a quick visual inspection
	Housekeeping Attendant
	15 sec.

	2.
	Inspect power cord and plug
	Housekeeping Attendant
	1 min.

	3.
	Remove wand, Check hose for breaks, leaks, damage, and plugging
	Housekeeping Attendant
	2 min.

	4.
	Inspect all attachments
	Housekeeping Attendant
	1 min.

	5.
	Open and inspect bag area
	Housekeeping Attendant
	30 sec.

	6.
	Remove old bag
	Housekeeping Attendant
	30 sec.

	7.
	Slide out micro filter and clean
	Housekeeping Attendant
	3 min.

	8.
	In bag area check casing seals, clean casing 
	Housekeeping Attendant
	1 min.

	9.
	Replace with new bag
	Housekeeping Attendant
	30 sec.

	10.
	Replace cleaned micro filter
	Housekeeping Attendant
	30 sec.

	11.
	Replace bag cover
	Housekeeping Attendant
	15 sec.



	12.
	Inspect bottom of vacuum base
	Housekeeping Attendant
	15 sec.

	13.
	Inspect roller batter bar, brushes and clean
	Housekeeping Attendant
	1 -2 min.

	14.
	Inspect vacuum rollers and wheels
	Housekeeping Attendant
	15 sec.

	15.
	With vacuum in the upright position check to make sure the unit stands up straight,
	Housekeeping Attendant
	15 sec.

	16. 
	Power up vacuum and listen for proper sounds
	Housekeeping Attendant
	45 sec.


Title/Code: Vacuum Maintenance
	Resource Requirements

	Staffing
	Housekeeper for 15 minutes

	Space and Facilities
	Hallway, Power plug, in a area with low residential traffic, possible outside area for dust and dirt

	Equipment
	Vacuum, screwdriver, small utility knife, needle nose pliers

	Supplies
	Cleaning rags, cleaning solutions, new vacuum bag, garbage bag

	Information
	Make sure that all dust and old bag are disposed of properly. A useful idea is to use the garbage bag as a pad while doing the inspection to avoid dust and debris spills.


	System Quantification

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

Vacuum will look clean

Verify a good suction from the hose

While in use the vacuum will pick up dirt without hesitation

Cord will be in good condition with no pig tailing, bent or broken plug ends

Good sound during operation, no increased suction sounds or forced suction

No visual signs of broken or worn parts  


Title/Code: Vacuum Maintenance
	System Standards

	#
	Standard

	1.
	Check for cracks, breaks or tears.

	2.
	Power cord will be checked for broken prongs, pig tailing, or bent prongs.

	3.
	Hose will be clean with no obstructions, cuts, broken or clogged lines. 

	4.
	All attachments will be clean and in good working order.

	5.
	Worn or broken attachments will be replaced.

	6.
	Replace bag as needed (bag to be replaced at least weekly or more if required) 

	7.
	Bag compartment will be clean, free of dust and debris.

	8.
	All seals around the bag compartment will be in good working order

	9.
	There will be no hair or dirt attached to the beater bar and brushes.

	10.
	Brushes will be in good working order and condition and replaced if worn.

	11.
	Wheels will freely move. Check for wear and adjustments. Change wheels if they become worn or broken.

	12.
	Vacuum will stand up straight and vertical. If the unit does not stand up straight then check for a bent axle.

	13.
	

	14.
	


Use additional sheets as needed
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