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System Action Plan Template

Title/Code: Designing individual discs (F-8-4-1-4)				Date: September 2010

	Result Statement

	Describe exactly the result this system must produce:
Give direction to designing an individual slide with emphasis on, birthdays, special events, daily activities, announcements and pictures



	Accountable Positions

	Position with overall accountability:
Life Enhancement Manager

	Participating positions:

Life Enhancement Manager
Life Enhancement Department	



	System Diagram

	 (
7. Size
) (
9. “Pictures”
) (
10. “Format”
) (
8. “Clip- Art”
) (
6. “Add Text”
) (
5. “Add Title”
) (
4. “Lay-out”
) (
3. New Slide
) (
2. Home Page
) (
11. Save with all slides for file are completed
) (
1. Open 
PowerPoint
)



System Action Plan Template

Title/Code: Designing a new slide

	Description of System Benchmarks

	#
	Benchmarks
	Accountable Position
	Timing

	1.
	Open PowerPoint Program
	Life Enhancement Manager
	daily

	2.
	Make sure you are on the “Home Page”
	Life Enhancement Manager
	daily

	3.
	Click “New Slide” each new slide will contain one activity only
	Life Enhancement Manager
	daily

	4.
	Click “Lay-Out” and choose the lay-out that you are going to use.
	Life Enhancement Manager
	daily

	5.
	“Add Title”- This could be the date or time or title of slide.
	Life Enhancement Manager
	daily

	6.
	“Click to Add Text” – Add words like, name of activity, name for birthday, or instructions.  After completing the text highlight the text – click on center- the on the text size.  Increase size or decrease size to meet your needs.
	Life Enhancement Manager
	daily

	7.
	After completing the text highlight the text – click on center- the on the text size.  Increase size or decrease size to meet your needs.
	Life Enhancement Manager
	daily

	8.
	To add “Clip-art”:
Click on “Insert” the “Clip-Art”
Type subject in “Search For” and push Go.  Select the clip-art double click and the picture will appear on the slide
	Life Enhancement Manager
	daily

	9.
	To add “Picture”:
After clicking insert choose “Picture”. The folders in your picture file will appear - choose the correct file, click open, choose the correct picture, click on insert – size appropriately
	Life Enhancement Manager
	daily

	10.
	“Format” picture with desired frame or design
	Life Enhancement Manager
	daily

	11.
	There is no need to save until you are finished will multiple slides that will be in the same file.
	Life Enhancement Manager
	daily

	
	
	
	



System Action Plan Template

Title/Code: Designing individual discs

	Resource Requirements

	Staffing
	Life Enhancement Manager, Life Enhancement Coordinators

	Space and Facilities
	Office of Life Enhancement Manager

	Equipment
	Computer, SD Cards, printer, Photo gallery, Power Point, Internet access

	Supplies
	SD Cards, Camera

	Information
	This is the format for designing individual disca



	System Quantification

	Describe how you will quantify and evaluate the effectiveness of this system on an ongoing basis:
· We will evaluate the effectiveness of this system by putting it into practice and following the directions to make sure that all areas of need are addressed



System Action Plan Template

Title/Code: Designing individual discs

	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.      Design new slides as needed for program discs

	4.      Make sure you have pictures necessary to put on discs

	5.      Keep slides current

	6.      Post, Birthdays, special events, pictures from events, fun calendar information

	7.      Be sure that the slides cover all areas that are pertinent for the residents to know, especially any changes from the activity calendar

	8.      

	9.      

	10.      

	11.      

	12.      


Use additional sheets as needed


Copyright © 1994, 1996, 1997, 1998, 2005 by E-Myth Worldwide.  All rights reserved.  No part of this publication may be reproduced or transmitted in any form or by any means, electronic or mechanical, including photocopy, recording, or any information storage and retrieval system, without permission in writing from E-Myth Worldwide
image1.jpeg
MASTERY}/
aal

il




