Corrective and
Preventative
. Action Plans

This tutorial will demonstrate the use
of CIS to submit Corrective and
Preventative Action Plans (CAPAs) to
the Commission

The Mental Health Commission will notify the Mental Health Facility of the details of
the non-compliant standards and the reason for non-compliance associated with
each.

The Mental Health Facility will submit Corrective and Preventative Action Plans
(CAPAs) through CIS.

Other staff of the Mental Health facility can be granted access to view or edit Action
Plans, however, only the Registered Proprietor or Registered Proprietor Nominee can
submit them to the Commission.

If you have not already done so, it is recommended that you view the tutorial General
Navigation in CIS so that you will be familiar with using grids in CIS.
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Contents

* Navigation Review

* Email Notification

* The Registered Proprietors Tasks

e The List of Reasons Screen

* Completing the CAPA

* The List of CAPAs Screen

e Submitting the CAPAs to the Commission

This tutorial will take you through the process for viewing or amending the details of
the Corrective and Preventative Action Plans, adding any supporting documentation
and submitting the Action Plans to the Mental Health Commission.
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Navigation Review
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Grids offer many powerful functions to manage the data in the grid such as searching,
sorting and exporting, which are summarised here.

This screen will remind you of the standard navigation within CIS. If you need further
details on navigating within CIS you can refer to our separate tutorial on General
Navigation.
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The Registered Proprietor will be notified by email when a batch of CAPAs have been

generated by the Commission.

When the registered proprietor logs on to
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Registered Proprietor - Tasks
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The Registered Proprietor
Systemn Messages .
NaSystem Messages Found should open their tasks by
clicking on link referring to
CAPAs awaiting submission

The Task List on each users home screen will list the Standards for which there are 1
or more non-compliances that need to be actioned.

The tasks are grouped together by type. In this tutorial we will consider the Tasks
relating to Corrective and Preventative Action Plans.

Click on the “CAPAs awaiting submission” link to open the record and view the list of
standards that require Corrective and Preventative Action Plans.
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The Registered Proprietor should open their tasks
by clicking on the “Go to action” link on the right
of the table.
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The table on the screen shows CAPAs which need to be actioned.

To begin actioning the relevant CAPA, click the “Go to action” link that appears in the

table on the right.
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Corrective and
. Preventative

Action Plans

The Registered Proprietor needs to
add CAPAs for each reason for non-
compliance

There are separate Tasks on the home screen for each Standard where there are area
of non-compliance or enforcement action.

One CAPA will be required for each reason. Next we will see how to view the reasons
and add CAPAs for each.

These steps will need to be repeated for each of the Tasks on your home page.
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Clicking on a Task on the homepage opens the list of reasons for non-compliance for
a single standard.

A Corrective and Preventative Action Plan (CAPA) will need to be completed for each
reason as shown on the next slide.
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A CAPA must be completed for each of the reasons. This can be done by clicking on the down arrow beside
“view” and clicking on edit.

A CAPA must be added for each of the reasons listed.

A CAPA can be added by clicking on the arrow beside View at the end of the row and
by choosing Edit from the drop-down.

Click on Save to save the changes. Clicking on Save will automatically take you up a
level.

Can | remind you to make sure that you are in the edit mode every time you wish to

create or change a CAPA. If you have chosen in view mode the boxes will be greyed
out.
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Completing the CAPA — Part 1 of 3

All fields must be
completed to record
the proposed
corrective action
plan

When you choose to edit a CAPA, the Edit Reason Screen will open.

The first 5 mandatory fields should be completed to record the proposed plan of

Corrective Action.

10
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Completing the CAPA — Part 2 of 3

Preventative Action
Specificc
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All fields must be
completed to record
the proposed plan
for preventative
action

The next 5 mandatory fields should be completed to record the proposed plan for

Preventative Action.

11
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If you wish to add
G % any supporting
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Document and
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attachments.

Once the CAPA is
complete you must
click on the Save

button.

The Supporting Documents section is optional. To add a document, click on the New
Supporting Document button.

Click on Upload.
Then click on Choose File to locate the file to be uploaded to CIS.

Click on Choose File and then click on Save.

A description should be added to make it easy to identify the contents of the
document.

Click on Add to continue.

When the Corrective and Preventative Action Plan and Supporting documents have
been completed, click on save to save your CAPA.

This will return you to the List of Reasons screen to add CAPAs to any other reason for
non-compliance within this Standard.

12
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The List of
CAPAs Screen

Another way of viewing Corrective
and Preventative Action Plans is to use
the List Screen

Another way of viewing Corrective and Preventative Action Plans is to use the List

Screen.

13
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Click on CAPAs on the CIS homepage

Homepage Menus

Back To CIS Admin

Then Click on CIS400 - CAPAs

The List of CAP As screen can be accessed from the CAP As menu on the homepage.

Clicking on CAP A on the Homepage Menus opens a new screen.

From there, click on CAP As to open the List of CAP As screen.

14
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Select the item you wish to
update and click on Edit on
the Actions menu for that
centre.

i R T e TS | remr 5

Remember you can sort on any of the grid headings so, for example, here you may
wish to sort by Status, submission date, facility name, reason for non-compliance or
the regulation that it is related to.

Alternatively you may wish to search, for example, type a portion of the name of the
centre into the search box under “Facility Name” and press enter to find those
relating to a specific approved centre or enter a batch number into the search box
under that heading to see items in a specific batch.

To update and view the reasons for non-compliance and view or edit a CAPA you
must click on the down-arrow to the right of the button under the Action Column and
then click on Edit.

This is another way of getting into the List of Reasons Screen that was described
earlier.

15
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Submitting the
CAPAs to the
. Commission

CAPAs must be submitted when all
Action Plans are completed

Once completed, the CAPAs must be submitted back to the Commission for Review.
We will now look at how this is done in CIS.

16
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button. Then Select
the Batch to Submit
option.

Click on the arrow on
i . :| the right of the E J

When all of the Corrective Action Plans relating to a batch have been completed, they
can be submitted to the Commission.

This is done from the Submit Batch option which is selected at the top-right of the
List of CAPAs screen. Only the registered proprietor has the Submit Batch button.

To access this button, select the arrow on the right of the button, beside the “Export
to word” option.

Then select the “Submit Batch” option.

The Commission cannot see any information on the system until the batch has been
submitted.

Click on Submit Batch.
Select the Batch you wish to submit and Click on OK.

CIS will remind you that no further changes can be made at this time. Click OK or

17
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If OK is clicked then the Batch will be submitted and the list will update.

17
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. Facility Review

That completes the process for submitting CAPAs.

The Mental Health Commission will review the batch of CAPAs submitted. No further
changes can be made at this time.

Once the review is complete, the Mental Health Facility will be notified.

If additional changes are being requested, the editing of the CAPAs is the same as the
process for inputting your information into the CAPA as described earlier. | will just
give you a brief summary to remind you.

18
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Email Notification — futher update needed

Dear

We have reviewad the and p action plans for CAPA Batch 10000130 for Cels Dalua. and have found one or more of these plans
unacceptable, We require revisions to these plans before they are included In the final inspection report.

The revisad plans must be submitted to the Mental Health Commission by 25 Jun 2021,

5 e R e e An email is sent to the Registered
1. Log o th €IS system at hlpi /s LI USing your loghn credentiais Proprietor if any CAPAs need to be
2. Open the CAPA revised.

3. Open the reason with the status "Unacceptable’

4. Review the comment provided for why the plan 15 unacceptable and amend the plan to reflect the commens.

‘When all unacceptable plans have been revised for sach CAPA listed, click on the Submit Batch button to submit the revised CAPAs to the Mental Health
Commission for review.

AS per our previous correspondence, if the revised plans are not acceptable, the inspection report will be finalised and published without amy CAFA plans. The report
‘will note that acceptable plans were nat provided to the Commission at the time of publication and the request for CARA plans may be escalated for enforcement
action.

Please see the training material link located on the IS login page for information on revising the CAPAs. Please contact the Standards and Quality Assurance
division if you experience any issues when submitting your revised CAPAS.

Regards,
Gary Kieman

Director of Regulation

The Registered Proprietor will be notified by email if any updates are required to a
batch of CAPAs.
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The Status on the List of

Reasons Screen has
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i == ' Unacceptable or
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CAPAID

Amendments or additional information are needed for those that have a status of Unacceptable.

) R <:| Click on the arrow and choose Edit.

View
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As before, the CAPAs can be updated either from the List of Tasks on the Homepage
or from the List of CAPAs screen.

Once reviewed by the Commission, the List of Reasons Screen will now display a

value in the status column. This has been set to “Acceptable” or to “Unacceptable” by
the Commission.

Each of the records with a status of unacceptable needs to be edited. As before click
on the down arrow at the end of the row and click on Edit.

20
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A new field gives you details
of the changes required

Edit the Corrective Action Plan and the Preventative Action plan to record your updated plans. Once all
CAPAs have been updated, use Submit Batch to submit them back to the Commission

When you choose to edit a CAPA, the Edit Reason Screen will open as before.
An additional field is now present with details of the Revisions Required.

All fields in the Corrective Action, Preventative Action can now be edited. Edit the
CAPA and save your changes.

Once all CAPAs that have a status of Unacceptable have been updated the changes
should be submitted to the Commission using the Submit Batch button on the List of
CAPAs screen as previously seen.

21
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* Areminder
of the steps
involved in
submitting a
CAPA

This is a reminder of the steps involved. The steps are the same whether you are
submitting your initial CAPAs or providing updated CAPAs.

An email notification will prompt the Registered Proprietor that CAPAs should be
created or edited.

There is a task on the login screen for each Standard that has non-compliances.

Each task has one or more Reasons for Non-compliance. A CAPA is needed for each
reason.

The last step is to Submit the batch back to the Commission for Review.

22
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Further
. Information

Is available on our other CIS Tutorials
or Email cis@mbhcirl.ie

Check out our other tutorials which may be accessed from the link on the CIS login
screen.

or email the address shown on this screen.
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