IDES Exit Interview – 
Military Service Coordinator (MSC)

Instructor Lesson Plan


Time Required: 1.5 Hours
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	Lesson Description

	The information below provides the instructor with an overview of the lesson and the materials that are required to effectively present this instruction.

	TMS #
	1982964

	Prerequisites
	Prior to this lesson, the trainees must have completed MSC and/or VSR Challenge Training.

	target audience
	The target audience for IDES Exit Interview is Military Service Coordinator (MSC). 

Although this lesson is targeted to teach the MSC employee, it may be taught to other VA personnel as mandatory or refresher type training.

	Time Required
	1.5 hours

	Materials/
TRAINING AIDS
	Lesson materials:

· IDES Exit Interview PowerPoint Presentation

· IDES Exit Interview Trainee Handout Packet

· IDES Exit Interview Answer Key

	Training Area/Tools 
	The following are required to ensure the trainees are able to meet the lesson objectives: 

· Classroom or private area suitable for participatory discussions

· Seating, writing materials, and writing surfaces for trainee note taking and participation 

· Trainee Handout Packet, which includes a practical exercise

· Large writing surface (easel pad, chalkboard, dry erase board, overhead projector, etc.) with appropriate writing materials

· Computer with PowerPoint software to present the lesson material

Trainees require access to the following tools: 

· VA TMS to complete the assessment
· C&P Website

	Pre-Planning 
	· Become familiar with all training materials by reading the Instructor Lesson Plan while simultaneously reviewing the corresponding PowerPoint slides. This will provide you the opportunity to see the connection between the Lesson Plan and the slides, which will allow for a more structured presentation during the training session. 

· Become familiar with the content of the trainee handouts and their association to the Lesson Plan. 

· Practice is the best guarantee of providing a quality presentation. At a minimum, do a complete walkthrough of the presentation to practice coordination between this Lesson Plan, the trainee handouts, and the PowerPoint slides and ensure your timing is on track with the length of the lesson. 

· Ensure that there are copies of all handouts before the training session.

· When required, reserve the training room.

· Arrange for equipment such as flip charts, an overhead projector, and any other equipment (as needed).

· Talk to people in your office who are most familiar with this topic to collect experiences that you can include as examples in the lesson. 

· This lesson plan belongs to you. Feel free to highlight headings, key phrases, or other information to help the instruction flow smoothly. Feel free to add any notes or information that you need in the margins. 

	Training Day 
	· Arrive as early as possible to ensure access to the facility and computers. 

· Become familiar with the location of restrooms and other facilities that the trainees will require. 

· Test the computer and projector to ensure they are working properly. 

· Before class begins, open the PowerPoint presentation to the first slide. This will help to ensure the presentation is functioning properly. 

· Make sure that a whiteboard or flip chart and the associated markers are available.

· The instructor completes a roll call attendance sheet or provides a sign-in sheet to the students. The attendance records are forwarded to the Regional Office Training Managers.


	Introduction to IDES Exit Interview

	INSTRUCTOR INTRODUCTION
	Complete the following:

· Introduce yourself

· Orient learners to the facilities

· Ensure that all learners have the required handouts

	time required
	0.25 hours

	Purpose of Lesson

Explain the following:
	This lesson is intended to teach the trainees how to prepare for and conduct the IDES Exit Interview. This lesson contains discussions and exercises that will allow you to gain a better understanding of: 
· IDES Exit Interview Procedures

	Lesson Objectives

Discuss the following:
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Handout 2
	In order to accomplish the purpose of this lesson, the MSC will be required to complete an assessment that covers the following lesson objectives: 

The MSC will be able to:

· Identify exit interview procedures when an IDES participant receives a fit for duty finding.

· Identify exit interview procedures when a Servicemember receives an unfit for duty finding.

· Identify procedures when a Servicemember is found fit for duty but is still separating.

· Identify exit interview procedures when an interview is conducted remotely.

	Explain the following:
	Each learning objective is covered in the associated topic. At the conclusion of the lesson, the learning objectives will be reviewed. 

	Motivation
	MSCs must conduct an exit interview with IDES participants regardless of whether their service department ultimately returns them to duty or a PEB finds them unfit for duty. The interview must take place after a PEBLO notifies a participant that his/her MEB has determined the participant meets or exceeds retention standards, or PEB has made a final determination regarding the participant’s fitness for duty. Once again, the MSC acts as the link between the Service member and the VA.
MSCs should regularly run the Pending Exit Interview report in Veteran Tracking Assistant (VTA), as this is the best indicator that a participant’s service department has completed all of the actions it must take prior to the exit interview.

	References
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Handout 3
	Explain where these references are located in the workplace.

All M21-1 references are found in the Live Manual Website.
· M21-1, Part III, Subpart i, 2, E - Department of Veterans Affairs (VA) Responsibilities Based on Medical Evaluation Board (MEB) and Physical Evaluation Board (PEB) Outcomes 


	Topic 1: IDES Exit Interview Procedures

	Introduction
	This topic will allow the trainees to gain a better understanding of the roles VA and the MSC play in the IDES process when preparing for and conducting the IDES Exit Interview.

	Time Required
	0.5 hours

	OBJECTIVES/
Teaching Points
	Topic objectives:

· Identify exit interview procedures when an IDES participant receives a Fit for Duty finding

· Identify exit interview procedures when a Service member receives an unfit for duty finding.
· Identify procedures when a Service member is found fit for duty but is still separating

· Identify exit interview procedures when an interview is conducted remotely
The following topic teaching points support the topic objectives: 

· General info about exit interviews

· Fit for duty exit interview

· Purpose of the returned to duty exit interview
· Info provided during the interview
· IDES participant found fit but still separating 
· Remote exit interview


	General Info about Exit Interviews


	MSCs must conduct an exit interview with all IDES participants, regardless of whether their service department ultimately returns them to duty or a PEB finds them unfit for duty. 

The interview should take place after a

· a participant is disenrolled, or

· PEBLO notifies a participant that his/her

· MEB has determined the participant meets or exceeds retention standards, or

· PEB has made a final determination regarding the participant’s fitness for duty. 
Important:  MSCs must complete the exit interview within 10 business days of the FINAL DISPOSITION DATE in VTA or notification that the participant was returned to duty.
Notes:
· If VTA cannot be updated due to disenrollment, a note must be added in VBMS.

· MSCs should regularly check VTA for the presence of a date in the FINAL DISPOSITION DATE field on the PEBLO tab, as this is the best indicator that a participant’s service department has completed all of the actions it must take prior to the exit interview.

· Except as noted in M21-1, Part III, Subpart i, 2.E.5.b, MSCs must make every effort to hold the exit interview in person.  If a participant is physically unavailable to attend, MSCs may conduct the interview over the telephone.

· If an MSC is unable to hold an exit interview either in person or over the telephone, the MSC must add a note in both VBMS and VTA that describes the attempts he/she made to conduct the interview.

	Fit for Duty Exit Interview
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Handout 4
	If the participant is found to meet retention standards by the Medical Evaluation Board (MEB) and is returned to duty, or if the Service member is found fit for duty by the Physical Evaluation Board (PEB) and is returned to duty (after any appeals), the:

1. PEBLO notifies the MSC
2. MSC schedules an exit interview with the participant

	Purpose of the Returned to Duty Exit Interview
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Handout 4
	Discuss with the Students;

· the purpose of the exit interview, and 

· the disposition of his/her current VA claim 
· if  active duty, or
· if Reserve/National Guard.

	Info provided during the Interview

Slide 5


Handout 4
	During the interview inform the MSC that they must inform the Servicemember:
· that should he/she wish to file a claim for VA disability benefits, he/she may file a subsequent claim for benefits by completing a VA prescribed form (a VA Form 21-526EZ is preferred).
· that he/she may file a claim for VA disability benefits following separation from service or up to 180 days prior to separation (via the Benefits Delivery at Discharge (BDD) Program).
· that any medical evidence obtained during the IDES process will be available for review should a subsequent disability compensation claim be filed at a later date. The claims folder will be retired to the VA Records Management Center (RMC).
· that he/she will receive an email containing an electronic link to VA’s pre-discharge program webpage to utilize once separation is imminent. 

	NOTE(S)
	Remind the trainees to close all exit interviews by thanking the Service member for his/her service and participation in the IDES process.

	After the Interview 
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Handout 4-5
	After the interview, the MSC does the following:
· Documents the exit interview using VA Form 27-0820, Report of General Information
· Update the Service member Exit Interview Date fields in VTA.

· If the MSC is unable to reach the participant and has determined the participant is not available, the MSC should update the exit interview date to reflect the date the participant was not available. 
· Send the participant an email, providing the following link: VA Pre-Discharge page
· Notifies the DRAS that the participant was found fit for duty. 
· Uses the Letter Creator tool letter to compose an IDES Return to Active Service or IDES Return to Reserves/National Guard letter (based on the participant’s duty status).

· Provides a copy of the Letter Creator tool letter to the participant, in person if possible. (Establish EP 400 if necessary.)

· If unable to provide the letter in person, mail the letter to the participant’s current mailing address.

· If the letter is returned undeliverable, follow the instructions in M21-1 III.iii.1.B.9.d.Uploads a copy of the Letter Creator tool letter and VA Form 27-0820 into the participant’s VBMS eFolder
· Sends DoD’s fitness determination to the VA scanning vendor.

	Letter Creator tool 
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Handout 5
	Use VBMS to complete the following sequence:  
· follows the instructions in the Letter Creator User Guide for generating a 60-day status letter
· modifies the letter according to the instructions in M21-1, Part III, Subpart i, 2, E .2
· Provides the letter to the participant in-person, if possible, or mails the letter to the participant. 

	NOTE(S)
Handout 11
	Refer trainees to Attachment A: Letter Creator tool sample letters. Review each sample letter and ask the trainees for any questions or comments.

	Check comprehension
	Ask the trainees the following questions:

· What is the purpose of the Returned to Duty Exit Interview?

Response: To notify the participant that VA will close the pending claim, if the participant is on active duty.  If the participant is a member of the Reserves or National Guard and is not on active duty, notify the participant that VA will make a final decision (all medical evidence obtained during the IDES process will be considered) on their claim and notify them by mail of the decision. 
· During a Returned to Duty Exit Interview for active duty participants, what information should the MSC provide to the participant?

Response:
· A VA disability claim may be submitted after discharge or within 180 days of retirement/separation. 

· Advise the Service member that if he/she wishes to file a claim for compensation they must use a VA prescribed form to do so (a VA Form 21-526EZ is preferred). 
· Any medical evidence obtained during the IDES process will be available for review. 

· What should the MSC do after the Returned to Duty Exit Interview is complete?

Response:
· Document the exit interview using VA Form 27-0820 (for telephone interviews) and/or a note in VBMS and VTA.

· Inform the participant that he/she will receive an email containing an electronic link to VA’s pre-discharge program webpage to utilize once separation is imminent
· Notify the DRAS that the Service member was found fit for duty.

· Prepare a Letter Creator tool letter stating that the Service member was found fit for duty.

· Provide a copy of the Letter Creator tool letter to the participant.  
· Upload a copy of the Letter Creator tool letter and VA Form 27-0820 into VBMS.
· Forward a copy of DoD’s fitness determination to the VA scanning vendor for upload into the VBMS efolder.

	VA Unfit for duty exit interview
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Handout 5
	The purposes of the Unfit for Duty Exit Interview are to:

1. Explains the VA Proposed Rating and Benefits Estimate letter
2. Gathers necessary information regarding Veterans post separation contact information relocation

3. Explain and assist Veteran in applying for additional VA benefits as appropriate and gathering required evidence

	Pre-Interview
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Handout 5
	If the MEB determines the participant does not meet retention standards and the case is referred to the PEB:

1. The PEBLO notifies the MSC. 

If the participant is found unfit for duty and has accepted the PEB findings:

1. The DRAS prepares a proposed disability rating and Benefits Estimate Letter. 

2. The PEBLO provides a copy of the PEB decision to the MSC. 

After the PEBLO presents the proposed rating to the participant:

1. The participant is advised that he/she may schedule an interview with the MSC who will explain the proposed rating. 

2. The PEBLO provides the MSC with a copy of the orders indicating the date the participant will separate from active duty and/or DD 214 if available.  

3. The MSC schedules an exit interview with the Service member.

	NOTE(S)
	The MSC may attend the proposed rating briefing given by the PEBLO to the participant, if the participant and local staffing approve. This is not a mandatory requirement, but a suggestion to facilitate transparency in the DoD/VA IDES process.
Exit Interviews when a participant is disenrolled due to additional referred conditions are not necessary if reenrolled within 30 days; however, the exit interview/disenrollment letter are required if the participant is not reenrolled within 30 days.

	During the Interview
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Handout 6
	During the interview, the MSC will:

· Explain the proposed rating in detail, if requested by the participant.

· The MSC does NOT provide the participant with a copy of the proposed rating. Proposed ratings go directly to PEB, then to PEBLO. A copy is available in the participant’s VBMS eFolder. The PEBLO provides a copy of the proposed rating to the participant
· Provide a copy of the Benefits Estimate Letter, if the participant did not receive the letter from the PEBLO, or if the participant requests another copy. 

The Benefits Estimate Letter can be provided by either the MSC or the PEBLO; however, it is the MSC’s responsibility to explain the letter and answer any questions that the participant may have about potential VA entitlements

· Obtain a new address if the participant is relocating. 

· Update the participant’s address in VBMS.
· Update direct deposit information in SHARE, if available. 
· Request or update dependency information for any dependant between the ages of 18-23 and in school:

· VA Form 21-686c, Declaration of Status of Dependents

· VA Form 21-674, Request for Approval of School Attendance

· Copies of birth certificates, if the participant is claiming step child(ren)

· Copy of marriage license, if the participant wants to add a step child(ren)

· Advise the participant to (hand-carry) a copy of the separation orders or DD-214 to the MSC as soon as he/she receives the documents from military personnel.

· Ensure direct deposit and retired pay waiver information has not changed.

· Encourage the participant to submit VA Form 10-10EZ, Application for Health Benefits online through eBenefits (provide the participant with VA Form 10-10EZ and instruct him/her to submit the completed form to the VA health care facility closest to his/her place of residence if he/she does not wish to submit the application online). 
· If the participant has additional claimed conditions, request supporting medical records from the participant.

	NOTE(S)
	Again, remind the trainees to close all exit interviews by thanking the Service member for his/her service and participation in the IDES process.

	Check comprehension
	Ask the trainees the following questions:

· Why is it suggested that the MSC attend the proposed rating briefing given by the PEBLO to the participant?
Response: It helps facilitate transparency in the DoD/VA IDES process
· What information should the MSC cover during the interview?

Response:
· Explain the proposed rating and the benefits estimate letter in detail.

· Obtain a new address if the participant is relocating. 

· Request or update dependency information for any dependant between the ages of 18-23 and in school.
· Advise the participant to hand deliver a copy of the separation orders or DD-214 to the MSC.

· Ensure direct deposit and retired pay waiver information has not changed, if applicable.
· Encourage the participant to submit VA Form 10-10EZ, Application for Health Benefits online through eBenefits (provide the participant with VA Form 10-10EZ and instruct him/her to submit the completed form to the VA health care facility closest to his/her place of residence if he/she does not wish to submit the application online). 
· If the participant has additional claimed conditions, request supporting medical records from the participant 

	Vocational Rehabilitation
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Handout 7
	The MSC must also brief the participant on Vocational Rehabilitation and Employment (VR&E) benefits and provide him/her with:  :

· VA Form 28-1900, Disabled Veterans Application for Vocational Rehabilitation (http://www.vba.va.gov/pubs/forms/VBA-28-1900-ARE.pdf)

· VA Form 28-8832, Application for Counseling (http://www.vba.va.gov/pubs/forms/VBA-28-8832-ARE.pdf)

· VA Form 28-0588, Servicepersons Awaiting Discharge Who May Have a Disability

	Additional Resources for the Service Member
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Handout 7
	The MSC must also advise the participant about:

· Registering for VA healthcare benefits

· Registering on the eBenefits website (https://www.eBenefits.va.gov).

· Contacting TRICARE

· Loan Guaranty benefits

· Transitioning life insurance policy

· How to file subsequent disability claims in the future

	After the Interview 
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Handout 7
	After the interview, the MSC completes the following:

· Document the exit interview using VA Form 27-0820, Report of General Information (for telephone interviews) and/or a note in VBMS and VTA

· Update SHARE/VBMS (address, direct deposit information, etc)

· Update the participants Exit Interview and Exit Interview Date fields in VTA

· If the MSC is unable to reach the participant and has determined the participant is not available, the MSC should update the exit interview date to reflect the date the participant was not available.

	Check comprehension
	Ask the trainees the following questions:

1. When discussing vocation rehabilitation, what VA forms need to be given to the participant?

Response: 
· VA Form 28-1900

· VA Form 28-8832

· VA Form 28-0588

2. During the Unfit for Duty Exit Interview, what additional resources should the MSC discuss with the participant?

Response:
· Registering for VA health care benefits

· Registering on the eBenefits website

· Contacting TRICARE

· Transitioning life insurance policy

· Loan Guaranty benefits

· How to file subsequent disability claims in the future

3. What tasks does the MSC need to complete after the VA Exit Interview?
Response:
· Document the exit interview using VA Form 27-0820.

· Update VBMS and Veterans Tracking Application (VTA).

· Send completed documents to appropriate scanning vendor using a DCS
· Update the Claim Level Suspense to Special Project Team Claim, Awaiting: Final RD.

	Participant Found Fit but Still Separating 
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Handout 8
	If the participant is found fit and returned to duty, but has a known separation date 90-180 days in the future:

· The MSC can accept a Pre-discharge (Benefits Delivery at Discharge (BDD)) claim from the participant.  

· The participant must submit the Pre-discharge/BDD claims on a prescribed form (VA Form 21-526EZ is preferred).

· New examinations are not necessary unless the Veteran raises new issues or the IDES examinations were conducted more than one year preceding the BDD application date. 

	NOTE(S)
	For more information on Pre-discharge BDD claim processing see:

· M21-1 III.i.2.A. and B.

	Participant Elects a BDD Claim
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Handout 8
	If the participant is eligible and wishes to file a BDD claim, the MSC will:

· Establish the appropriate BDD Diary EP in VBMS.

· Forward the BDD claim to the Pre-Discharge Coordinator at the MSC’s RO for initial processing.
· If the participant requires additional examination(s) and is available in the area of the IDES site, the MSC will:

· Order required examinations. 

If the folder is still at the IDES site, the MSC will:

· Clear Pending EP 689.

· Establish appropriate Diary EP and initiate BDD processing.

· Send the paper claims folder to the appropriate scanning vendor using a DCS.

	
	

	Exit Interview by Telephone
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Handout 9
	If the participant is unable to meet face-to-face, the MSC can schedule an exit interview by telephone or video conference:

1. Contact the participant via telephone to schedule an exit interview. If the participant is unavailable via telephone, email the participant to request the interview.

2. Once the exit interview is arranged, send a follow-up email confirming the date and time of the interview.

3. If the participant has been found unfit for duty, email (or mail) the participant the appropriate VA forms (Dependency, VR&E, and Healthcare forms) one week prior to the interview date.
· Assist the participant by reviewing the forms.
· Instruct the participant to complete the forms and upload the forms and any evidence required through eBenefits.  
4. If the participant does not wish to submit the forms electronically, provide the participant with the mailing address and fax number of the appropriate intake site and address and fax number of the appropriate intake site and instruct the participant to mail the completed forms/evidence to the intake center. 
5. Conduct the exit interview by telephone as if the participant were physically present.

	NOTE(S)
	Exit interviews may be conducted via videoconference or telephone when the participant is not available for an in-person interview. Telephone interviews should be viewed as a last resort.

	After the Interview
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Handout 9
	Once the telephone or video conference interview is complete:
6. Complete VA Form 27-0820

7. Upload the completed VA Form 27-0820 into the participant’s eFolder

8.  Update VTA

	Check comprehension
	Ask the trainees the following questions:

1. Where can you find more information on BDD claim processing
Response:

· M21-1 Part III.Subpart i.2.A. and B. 
If an exit interview cannot be conducted in-person, which is considered a last resort 
Response: Interviews conducted by telephone or video conference.

	Exercise

Handout 
	Refer trainees to Attachment B: IDES Exit Interview Review Exercise in the trainee packet handout.

Allow 15 minutes for the trainees to complete the exercise individually. 

Review and discuss answers to reinforce trainee understanding.


	Practical Exercise

	Time Required
	0.5 hours

	EXERCISE
	Ensure the trainees complete the Practical Exercise located at the end of the trainee handout packet. The practical exercise is designed to give the trainees practical experience discussing IDES Ratings in an exit interview with a Veteran or Service member.

This exercise requires two trainees to role play the parts of Veteran/Service member and Military Service Coordinator (MSC) while discussing an IDES rating.

Pair up the trainees into groups of two and allow them 5 minutes to read through the Code Sheet, Veteran/Service member questions, and MSC answers located in the Practical Exercise section of the trainee handout packet.
Allow the trainees 10 minutes to take turns playing both roles of asking and answering the questions.

Inform the trainees that they are not simply reading the answers from the handout; rather they should be trying to put the answers into their own words.

Ask if there are any questions about the information presented in the exercise, and then proceed to the Review.


	Lesson Review, Assessment, and Wrap-up

	Introduction

Discuss the following:
	The IDES Exit Interview lesson is complete. 

Review each lesson objective and ask the trainees for any questions or comments.

	Time Required
	0.25 hours 

	Lesson Objectives
	You have completed the IDES Exit Interview lesson. 

The trainee should be able to:  

· Identify exit interview procedures when an IDES participant receives a Fit for Duty finding.

· Identify exit interview procedures when a Service member receives and accepts the VA rating

· Identify procedures when a Service member is found fit for duty but is still separating.

· Identify exit interview procedures when an interview is conducted remotely

	Assessment 


	The assessment will allow the participants to demonstrate their understanding of the information presented in this lesson.

Remind the trainees that they will not receive credit for this lesson until the Level 2 assessment have been completed in the TMS. 
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