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System Action Plan Template

[bookmark: _GoBack]Title/Code: Family Volunteers		Number: F-8-7-2		  Date: April 16, 2011

	Result Statement

	Describe exactly the result this system must produce:
To better involve families as volunteers in presenting programs and service opportunities



	Accountable Positions

	Position with overall accountability:
Life Enhancement Manager

	Participating positions:
Marketing
Life Enhancement Department
Front Office
	



	System Diagram

	Identify the flow of work steps in the system and diagram them using boxes and arrows.
[bookmark: Text6] (
8. Schedule volunteering opportunities
)see attached
 (
5. Meet with Life Enhancement Manager
) (
Discuss with family
)

 (
6. Office Liaison
) (
10. Show appreciation for their service
) (
4. Set up meeting with Life Enhancement
) (
9. Keep contact with families
) (
7.  List family interests
) (
3. Volunteering opportunities
) (
2. Identify talents
)



System Action Plan Template

Title/Code: Family Volunteers

	Description of System Benchmarks

	#
	Benchmarks
	Accountable Position
	Timing

	1.
	Discuss with family our desire to have family participate in programs and volunteering opportunities.
	Marketing
	At interview

	2.
	Identify talents of family members while
Interviewing prospective residents.
	        Marketing
	2 weeks prior

	3.
	Share with family a list of volunteering opportunities at our facility prepared by the Life Enhancement Department
	Marketing/Life Enhancement
	2 weeks prior

	4. 
	Encourage the family to meet with the Life Enhancement Manager to discuss volunteering opportunities 
	Marketing
	2 week prior

	5.
	Meet with family members encouraging them to stay involved with resident through service to facility
	Life Enhancement Manager
	1 week prior

	6
	Office liaison with Life Enhancement department of any interested family members
	Office Personnel
	

	7.
	Make a list of all family members and the interests/talents the they would share
	Life Enhancement Manager
	ongoing

	8.
	Schedule volunteering opportunities for the families
	Life Enhancement Manager
	monthly

	9.
	Stay in contact with family members for additional opportunities
	Life Enhancement Manager
	quarterly

	10.
	Show appreciation to families for willingness to participate
	Life Enhancement Department
	1 week after
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Title/Code: Family Volunteers

	Resource Requirements

	Staffing
	Marketing
Life Enhancement
Office

	Space and Facilities
	Activities room

	Equipment
	Computer

	Supplies
	Paper, ink, bookets

	Information
	Information packet of volunteering  ideas



	System Quantification

	Describe how you will quantify and evaluate the effectiveness of this system on an ongoing basis:
· The number of family members participating will increase and the residents will become more active in activities because they involve their family 



System Action Plan Template

Title/Code: Family Volunteers

	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. Evaluation of each perspective resident’s family will be done during interview

	4. Volunteer opportunities will be posted weekly for families to see

	5. comprehensive list of volunteer needs will be given to marketing

	6. List of interested  volunteers will be updated weekly

	7. Activities will be designed to meet the needs of family volunteers

	8. Activities will be calendared monthly with family name

	9. Families will be contacted quarterly for evaluation of volunteer programs

	10. A special thanks will be given to the family volunteers that participate

	11.      

	12.      


Use additional sheets as needed
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