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CORRECTIVE ACTION PLAN (CAP)
One finding per form. Complete all sections. Attach evidence where indicated.
	SECTION 1 — THE FINDING

	Source of finding:
e.g., internal audit, external survey, incident report, self-assessment, patient complaint
 
Standard / requirement reference (if applicable):
e.g., accreditation standard number, policy number, regulation
 
Description of the finding / gap:
State exactly what was found. Be specific: what, where, when, and how it was identified.
 
 
 



	SECTION 2 — ROOT CAUSE

	Root cause of the finding:
Ask "why" until you reach a system cause (process, training, resources, communication) — not a person. A CAP that fixes a symptom will produce the same finding next cycle.
 
 
 
Method used:
e.g., 5 Whys, fishbone diagram, team discussion
 



	SECTION 3 — CORRECTIVE ACTIONS


	#
	Action (specific and verifiable)
	Responsible person / role
	Target date
	Date completed

	1
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	4
	 
 
	 
 
	 
 
	 
 


Write actions a stranger could verify: "Retrain all triage nurses on the escalation policy by [date], evidence: attendance sheet + competency check" — not "improve awareness."
	SECTION 4 — VERIFICATION OF EFFECTIVENESS

	How will effectiveness be verified?
e.g., re-audit after 30/60/90 days, monitoring indicator, direct observation. State the method, the target, and the date.
 
 
Verification result:
Completed after re-check. Was the gap closed? Attach evidence (audit result, indicator data).
 
 
Status:   ☐ Open        ☐ In progress        ☐ Closed — effective        ☐ Reopened — not effective
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