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Overview 

This user guide describes how to complete a Corrective Action Plan (CAP) in the Ohio 
Certification for Agencies and Families (OCAF) system after your State Licensing Specialist 
has determined areas of non-compliance within an Agency Review.   

Policy and Procedure 

The rules governing Corrective Action Plans can be found in Chapter 5180:2-5-06. 

Functionality Location 

Upon logging in to the OCAF Home Page: 

1. Click on the down arrow in the banner section next to Home, which is to the right of 
the nine-dot square in the upper left hand corner of the page.   

2. Select the Agency CAPs value from the list.   

 

The Agency CAPs section will appear. 

3. The default filter will be Recently Viewed Agency CAP records, but you will need to 
change this view by selecting the down arrow to the right of the list view name and 
select All.   Click the pin icon to save your list view settings.   

4. The values listed on the page display CAP number, Status, Due Date, Created 
Date, Agency Review and Agency Name. To view the CAP form, please select the 
CAP Number link. 

 
 

https://codes.ohio.gov/ohio-administrative-code/rule-5180:2-5-06
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The CAP Form will appear. 
 
5. The CAP Form will display the CAP number, Due Date (based on working days), 
     Status and Agency Review number.  All questions included in the CAP form will       
display the findings of noncompliance – CAP needed from the corresponding  
     review record.   
6. Please review each question and comments provided by licensing staff and  
        provide responses to the questions for each finding of noncompliance. 
 

 
7. Upon completion of the noncompliance findings questions please save progress 
     and submit. 
 
 

 
8. When submitted successfully, you will receive a success banner on the screen to confirm 
it has been submitted. 
 
A State Licensing Specialist will review provide feedback, and return as needed for 

    any corrections.  
 
If corrections are needed on a CAP, you can make the changes on the screen and 
resubmit. 
 
If no corrections are needed specialist will mark record as completed.  
 
Please contact your licensing specialist for any additional review steps needed. 
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If you need additional information or assistance, please contact the Bureau of Children 
Services Operational Support’s Customer Care Center. 

https://odjfs2.my.site.com/CustomerCareCenter

