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CORRECTIVE ACTION PROCESS

‘ POLICY STATEMENT

The Corrective Action Process policy will be implemented when a participating center or home fails to
adhere to the participant responsibilities as outlined in the Quality First Enrollment Agreement. The
corrective action process is initiated after the coach and provider have discussed the areas of
noncompliance with no successful outcome.

*Regulatory deficiencies are handled with the applicable regulatory agency. The corrective action
process is not used for regulatory deficiencies.

PROCESS

1.

The Quality First agency partner will notify the grantee when a Quality First participant fails to
adhere to the participant responsibilities as outlined in the Quality First Enrollment Agreement.
The notification will include the following:

a. Documentation of how the participant has failed to adhere to the participant
responsibilities, including dates of non-adherence; and,
b. Documentation of dates when the participant was notified about the concerns noted
above.
2. The Quality First grantee and/or agency partner will implement the corrective action process as
indicated below:
a. First Notice
b. Development of a Corrective Action Plan
c. Recommendation for enrollment termination if a program does not adhere to the
corrective action plan.
3. |If a participant’s performance is severe and/or repetitive, steps may be skipped and/or combined
as approved by First Things First.
FIRST NOTICE
1. The first notice must be in writing and delivered by the coaching agency (both coaching supervisor

and coaching program manager) during a scheduled in-person meeting with participant. The first
notice should identify the following:

a. Specific incidents of concerns relating to participant participation or performance

b. Documentation that the above concerns have been verbally addressed with the provider
prior to the First Notice

C. Specific standards in the Quality First Enrollment Agreement or Implementation Guide
that were not followed

d. Necessary actions needed to remedy the situation

*The following language should be included in the letter: “Failure to improve the concerns
addressed above will result in corrective action.”
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The Quality First grantee and/or agency partner will document the meeting discussion and
attendees in the participant’s activity log in the extranet. Additionally, the grantee will submit a
copy of the first notice to First Things First.

DEVELOPMENT OF A CORRECTIVE ACTION PLAN

1.

If noncompliance continues or is repeated after a first notice is completed, the Quality First
grantee and/or agency partner will develop a Corrective Action Plan (CAP). The CAP will assist in
monitoring performance and participation in efforts to foster an improved commitment to quality
improvement.
a. FTF will review the developed CAP prior to the grantee and/or coaching agency reviewing
with the provider.

The Quality First Corrective Action Plan form (attached) will be used and include the following

components:

Program Name and Address

Program Designee/Main Contact

Date of Probationary Period (period of time that CAP is in place)

Grantee Name

Agency Name

Date of the first notice

Action Item - the specific areas of participation and performance that resulted in

corrective action

Responsible Person for each action item

i The target completion date for each action item as applicable

j. Action Deemed Successful When - the action to be taken to correct the noncompliance
and persons responsible
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The Quality First grantee and/or coaching agency will review the CAP with the provider during a
scheduled, in-person meeting.
a. The Quality First grantee, coaching agency and participant will sign the CAP.

If the participant refuses to sign, refusal will be noted in place of the participant’s signature. The
Quality First supervisor and coach will meet regularly during the period that a CAP is being
implemented to discuss and document the participant’s progress or lack of progress for each
action item in the Status Update column.

Following the last implementation date of the CAP, the Quality First coaching grantee and/or
coaching agency partner will meet with the participant to review the CAP and identify whether
participation or performance has been improved.

RECOMMENDATION OF TERMINATION

1.

If the CAP fails to result in improved participation or performance, the Quality First coaching
grantee will notify First Things First to recommend termination. First Things First will review the
recommendation for termination and accompanying documents. First Things First will submit a
decision in writing within 10 days of the submitted recommendation.
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2. Once a recommendation of termination from Quallty Flrst has been communicated by First Things
First to a participant, that participant has the option to appeal their termination, per the Appeals
Process.
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Quality First Corrective Action Plan

Program Name/Address: Grantee:

Program Designee: Agency:

Date of Probationary Period: Date of First Notice:

Action Item Responsible Target Action Deemed Successful Status Update
Person Completion Date When

The Corrective Action Plan will be implemented for INSERT days. At the end of the INSERT days (or earlier if determined necessary) a meeting will be
scheduled to review the outcomes of the Action Plan. If it is determined that the there is no improvement in participation or performance a termination
from the Quality First program will be recommended. If a recommendation for termination is submitted, First Things First will review the Corrective Action

Plan, Quality Improvement Plan and all accompanying documents. First Things First will submit a decision in writing within 10 days of the submitted
recommendation.

Participant Signature Print Name Date
Coaching Agency Designee Print Name Date
Coaching Grantee Print Name Date
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