New Jersey Department of Human Services
Division of Developmental Disabilities
How to Submit a Plan of Correction after Receiving a Findings Letter

[bookmark: _GoBack]If you are a service provider and you receive a "Findings Letter" from the Office of Investigations (OI), you must submit a Plan of Correction (POC) to the Office of Risk Management, Risk Mitigation Team within 30 business days.
You can use your own agency template or copy and paste the templates below onto your agency letterhead.
Steps for Service Providers
Step 1: Address Each Concern Listed in the Letter
For every concern noted in the letter, do the following:
· Copy and paste the exact concern from the OI letter.
· Describe what you did to fix the concern.
· Include the date you completed those actions. If the actions are not finished yet, explain why and give an expected completion date.
Step 2: Address Each Substantiated Finding
For every confirmed (substantiated) finding, do the following:
· List the incident code for each finding.
· Clearly describe what corrective actions you took. Include steps to prevent the incident from happening again. Examples of preventive steps include:
· Disciplinary action
· Changes to policies or procedures
· Retraining staff
· Involving law enforcement
· Include the date each action was completed.
Step 3: Submit Your Plan of Correction
Send your completed Plan of Correction to the Office of Risk Management, Risk Mitigation Team using one of these methods:
· Email: ddd-co.oqm-uirs@dhs.nj.gov 
· Secure upload: Use the DDD UpDoc application. Select OI POC from the dropdown list for the Office of Risk Management.
For help with uploading, see Incident Reporting: UpDoc Instructions.


	Identifying Information

	Agency name: Enter text.

	Person completing this form: Enter text.
Title: Enter text.
	Phone number: Enter text.
Email address: Enter text.

	Incident #: Enter text.
	Incident date: Enter text.



	Description of Concerns
	Corrective Actions
	Date Completed

	Copy/paste each OI concern.
	Summarize all actions to address the concern.
	If not yet completed, note the reason and include the anticipated completion date.

	(To add rows, click below and click the plus sign, +, on the right.)







	Substantiated Findings

	For each substantiated finding, enter the incident code only (Ex: NE216, Neglect – Major Injury).
Then describe corrective actions and enter completion date(s).

	(To add rows, click below and click the plus sign, +, on the right.)
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