Corrective Action Plan (CAP) Directives – Early Intervention Monitoring Program
Failure to comply with the Directives and the required format will result in the denial of the CAP.
· Review the Policy or Procedure that resulted in the violation.

· Each violation must be addressed individually; the same solution for multiple violations is not acceptable.

· Clearly explain the changes that you will implement in your service provision and in your business practices to address each violation.

· The corrective action is addressing a practice, not an isolated incident.  Do not include any child identifying information, including EI numbers.

· Word the action(s) to be taken in sequential steps, including measurable and observable goals.

· Specify the date that the new policies and procedures will be in place.

· CAPs submitted must ensure each violation is addressed differently than previous years.

· Writing personal opinions and/or negative information in your CAP is not considered a solution or plan of action and therefore is not acceptable and should be omitted.

Corrective Action Plan (CAP) Required Format – Must be typed
	Name of Provider/CFC Agency:                                                                                              Date of Review:

	CAP Due Date:  


	
	Each violation must address 1-5 below and indicate n/a if not appropriate.  Supporting documents will only be accepted as attachments.

	1
	List the violation and the specific policy and/or procedures that led to the finding.

	2
	List the activities, as directed above, that will be or have been implemented to work toward future compliance; who, what and when/timelines.

	3
	What type of documentation will serve to support the activities or plans put in place.

	4
	List the barriers that may impact the implementation of the current plan.

	5
	If the area of non-compliance has occurred in a previous review, please explain the barrier(s) to implementing the previous CAP.


****Any information submitted late should include a statement of explanation and will be subject to non-compliance procedures****
