Examination Requests for
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 #
	4192145

	Prerequisites
	Prior to this lesson, the trainee should have completed Pre-Determination VSR Challenge Training. In addition, the MSC should have had CAPRI and CAATS training. 

	target audience
	The target audience for VA Examination Requests is the BDD Military Service Coordinator (MSC) or other BDD claim processor. 

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

	Time Required
	1.5 hours

	Materials/
TRAINING AIDS
	Lesson materials:

· VA Examination Requests PowerPoint Presentation

· VA Examination Requests Trainee Handout 

	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
· CAPRI

· CAATS

	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 Examination Requests

	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 reinforce the procedures for requesting examinations for BDD claims. This lesson will contain discussions and exercises that will allow the trainee to gain a better understanding of: 
· Exam Request Procedures

· Exam Procedures

	NOTE(S)
	BDD exams have special requirements that differ from other exam requests. For example:

· Separation Health Assessment (SHA) requirements
· Five-day timeliness requirements
The information presented in this lesson applies only to the BDD Program.

	Lesson Objectives

Discuss the following:

Slide 2

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

· Identify the requirements for an exam for a pre-discharge BDD claim.

· Understand process for ordering an exam for pre-discharge BDD claims.

	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
	In order to provide timely service to the Servicemember, the MSC or other BDD claim processor must understand the procedures to:

· Accurately schedule exams 

· Determine when a case is ready to rate
A missed issue on the exam request will delay the claims process. We know that the VA Exam process is allowed 45 days for completion. A missed issue on the exam request will delay the process beyond the 45 day limitation. 

Tell the trainees of a specific incident where missed issues or incorrect exam requests delayed the BDD timeliness. 

	STAR Error code(s)
	The Systematic Technical Accuracy Review (STAR) Program reviews cases and considers them either “accurate” or “in error” for the purpose of measuring technical accuracy. The following are examples of errors called during the 2010 STAR review.

Please discuss the common errors with the trainees:

· The MSC missed an issue on the exam request, thereby delaying the claim process.
· The MSC did not select the correct DBQ, thereby delaying the claim process.

	References
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Handout 3
	Explain where these references are located in the workplace.
All M21-1 references are found in Compensation and Pension Knowledge Management (CPKM), Live Manual.
· M21-1, Part III, Subpart i, 2.B, Division of Responsibilities for Processing Benefits Delivery at Discharge (BDD) and BDD-Excluded Claims
· M21-1, Part III, Subpart iv, 3.F.4, Pre-Discharge Examinations
· M21-1, Part III, Subpart iv, 3.A, Examination Request Overview


	Topic 1: Prerequisites for Examinations

	Introduction
	This topic will allow the trainee to gain a better understanding of procedures to accurately request examinations for pre-discharge BDD claims.

	Time Required
	0.5 hours

	OBJECTIVES/
Teaching Points
	Topic objectives:

· Identify the requirements for an exam for a pre-discharge BDD claim.
The following topic teaching points support the topic objectives: 

· Prerequisites
· Is an Exam Warranted
· ERRA

· Separation Health Assessment (SHA)

· General Medical Examinations and the SHA Specialist Exams

· VA Exam Request Timeliness
· Remarks to Avoid

	Prerequisites


Slide 4
Handout 4



	Prior to requesting an examination, the MSC or other BDD claim processor must ensure the following:
· Claim has been established in VBMS and all contentions entered.

· Ensure STRs for the current period of service are of record.

· Send all evidence for scanning upload to VBMS within five calendar days of receipt of the claim.

· Development to support claim is complete.

	Is an Exam Warranted
Slide 5
Handout 4
	Once all evidence to support the claim and/or development is complete, the MSC or other BDD claims processor must determine if an exam is warranted.   

Note: If the Veteran is claiming cancer and the evidence suggests the Veteran is terminal (or in a hospice), do not order an exam. If medical evidence is received showing the cancer is active, a 100% evaluation is likely warranted. 

For example, it is not necessary to request an exam for a Veteran who has lung cancer and is terminal.

	ERRA
Slide 6
Handout 4
	If an exam is warranted, determine whether a contract examination or VHA examination is required by utilizing the Examination Request Routing Assistant (ERRA) as noted below.  

Use the ERRA tool unless at the BDD intake site there is an existing agreement specifying the provider(s) responsible for local BDD examinations.

Within the ERRA tool, select Yes following the text Predischarge/IDES Claim? as shown below:
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	Check comprehension
	Ask the trainees the following questions:

1. Prior to requesting a VA exam, the MSC must have completed what actions?

Response: 

The MSC must have:

· Ensured the claim has been established in VBMS and all contentions entered.

· Ensured STRs for the current period of service are of record.

· Sent all evidence for scanning upload to VBMS within five calendar days of receipt of the claim.

· Completed development
2. What tool is used to determine whether a contract of VHA examination is warranted?

      Response: ERRA


	Separation Health Assessment (SHA)

Slides 7-8
Handout 5
	Important:  A Separation Health Assessment (SHA) examination should be requested for all BDD claimants still on active duty at the time of the examination request, along with any necessary specialist examinations.

The SHA is a single separation examination which supports the VA disability compensation process and the Department of Defense (DoD) separation/retirement process.  It includes the Separation History and Physical Examination Program (SHPE).
Service members who do not file claims with VA will receive an SHA/ SHPE at their local military treatment facility in connection with their transition processing.  The SHA/SHPE captures the service member’s current health information in a way that is easily accessible by both DoD and VA.

 

The SHA process provides Servicemembers with an improved general medical examination, which includes an audiogram, any specialty exams deemed necessary, and a full lab analysis, using VA’s examination protocols.  The service member completes and provides the DD Form 2807-1, Report of Medical History, to the examiner.  The examiners will complete their designated section of the DD Form 2807-1, and the completed form will be added to the service member’s service treatment records (STRs).

Note:  The service member may elect to upload the completed DD Form 2807-1 into eBenefits with the pre-discharge claim(s) application instead of bringing the form to the SHA examination.

	General Medical Examinations and the SHA

Slides 9-10
Handout 5
	All eligible BDD claimants receive an SHA in lieu of a general medical examination.  Those claimants who file pre-separation claims that are excluded from the BDD program, however, will continue to require a general medical examination and should not be examined under the SHA protocol.

The SHA DBQ has been added to CAPRI/CAATS and is an available selection for use in connection with BDD claims at most facilities. Select the SHA DBQ if it is available at the requested examination facility and add the following comment:  BDD claim.
If the SHA DBQ is not available in CAPRI or CAATS for use in connection with a BDD claim, select the General Medical DBQ and add the following statement to the comments:  BDD claim:  SHA DBQ is requested.

	Specialist Exams

Slide 11
Handout 6
	The following examination types are usually completed by a specialist, and should be requested along with the SHA DBQ:

· Audio
· Select the Hearing Loss and Tinnitus DBQ only if hearing loss is shown in the evidence of record. The SHA is a “screening” level, air conduction threshold audiogram and is not intended to be used for disability evaluation. If any 38 CFR 3.385 limits are met, a full Hearing loss and Tinnitus DBQ will be completed.
· Eye

· Psychiatric/Mental disorders such as post traumatic stress disorder (PTSD)

· Dental (trauma only)

· Traumatic Brain Injury (TBI)

· Any other necessary specialist exam determined by the examining physician

Note: See M21-1 III.iv.3.A.6 for additional information on specialist examinations

	Exam Request Timeliness
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	A request for an examination including the SHA DBQ and any other necessary specialist examinations must be entered within five calendar days of claim documents being uploaded into VBMS.  

	Remarks to Avoid

Slide 13


Handout 6
	When requesting a VA exam, avoid using the following remarks: 

· “Condition” vs. diagnosis – Use a phrase like “right knee arthritis” rather than “knee condition”.

· Note: If the Servicemember is adamant about claiming a “knee condition” and the STRS have no evidence of a firm diagnosis, yet there are several indications of knee pain, right knee condition may be more appropriate than right knee pain as any “diagnosis” found on VA exam is considered an in service event.
· Worksheet specifics – Exam requests do not need to duplicate information found on the exam worksheets.

· Insensitivity – Stick to the facts and do not include personal opinions or feelings in exam requests.
· VBA acronyms and abbreviations, such as IU, SMC, etc.

	Check comprehension
	Ask the trainees the following questions:

1. When should BDD examinations be requested?
Response: Within five days of receipt of the claim, or within five days of claim documents being uploaded into the VBMS eFolder if the claim requires file review
2. When will a Servicemember receive a Separation Health Assessment (SHA) examination from VA?

Response:

All Servicemembers who file a Pre-Discharge claim with VA will receive a SHA examination.
3. If warranted, what specialist examinations can be requested along with the SHA examination?

Response:

Audio

Eye

psychiatric
Dental (trauma only)

Traumatic Brain Injury (TBI)


	Topic 2: Exam Request Procedures

	Introduction
	This topic will allow the trainee to gain a better understanding of the procedures required for VA examinations.

	Time Required
	0.5 hours

	OBJECTIVES/
Teaching Points
	Topic objective:

· Understand process for ordering an exam for pre-discharge BDD claims.

The following topic teaching point supports the topic objective: 

· Examination Request Tools
· Contract Examinations

· Submitting CAPRI Exam Requests

· Accuracy of Information

· VBMS Tracking
· Follow-up Requirements for CAATS and CAPRI examinations

	Examination Request Tools
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	The following are tools that will be used to build and enter the examination request:

· C&P Examination Request Routing Assistant (ERRA) is required for all exam requests

· Exam Request Builder (ERB) is required for all exam requests
· Compensation and Pension Record Interchange (CAPRI)
· Centralized Admin Accounting Transactions System (CAATS)

Note: Provide a demonstration of each examination request tool.

	Contract Examinations
Slide 15
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	Use the Centralized Administrative Accounting Transaction System (CAATS) to request examinations from contract examiners. 

Note:  The contract examination sub-module of CAATS replaced the Veterans Examination Request Information System (VERIS). 

 

References:  For more information about CAATS, see the
· steps to inputting examination requests, see M21-1, Part III, Subpart iv, 3.A.9.a and b
· completing medical opinion requests in CAATS, see M21-1, Part III, Subpart iv, 3.A.7.b, and

· CAATS, see the

· CAATS Website, and

· CAATS User Guide.
Important:  
· Station selection should be the first entry made, and if you do not select the correct station number, you must delete the request and start over.  

· The station number in CAATS must correspond with the SM’s geographic jurisdiction.  For example, use 318 from the station drop-down menu where the individual lives in North Carolina and the ERRA tool indicates QTC contract exam jurisdiction.

· The intake site location selected should be the intake site of the claims processor processing the claim.

NOTE: Currently examinations requested through CAATS and completed by contract examiners must be provided to DoD through Safe Access File Exchange (SAFE).

	Submitting CAPRI Exam Requests
Slide 16
Handout 8
	Use CAPRI to request examinations from VHA. Select the BDD – DOD SHA claim type in CAPRI.

 

Note:  CAPRI may also be used to request observation and examination.

 

References:  For additional information on
· exam requests in CAPRI, see

· M21-1, Part III, Subpart v, 6.G, and

· Compensation Service CAPRI Intranet Website
· completing medical opinion requests in CAPRI, see M21-1, Part III, Subpart iv, 3.A.7.c
· steps to inputting exam requests, see M21-1, Part III, Subpart iv, 3.A.9.a and b, and

· VHA’s C&P Clinic POCs, see the C&P Clinic POC List.

	Accuracy of Information

Slide 17

Handout 8

	Before a request is considered complete, the MSC or other BDD claim processor should ensure the information is accurate. Missed issues or incorrect exam requests will delay processing of the claim. 

Prior to submitting the request, and to ensure accuracy of the information, the MSC or other BDD claim processor should:

· Review the exam request

· Match all claimed conditions to the exam requests

	VBMS Tracking

Slide 14


Handout 8
	VBMS Tracking
· Upload a copy of the examination request into VBMS.

· Add a tracked item to VBMS under the pending EP for each type of examination submitted.


	Follow-up Requirements for CAATS and CAPRI examinations
Slides 19
Handout 9

	In order to ensure timely processing of BDD claims, claims processors must ensure that requested examinations are not rejected/cancelled.  If the examination is rejected or cancelled, the claims processor must review the rejection/cancellation reason and

· Request the claim from NWQ

· Review the ERRA tool to determine where the examination should be re-requested (CAATS or CAPRI), and

· Take the steps necessary to re-input the examination request, if necessary.

If the examination cancellation is due to ...

Then ...

the SM’s failure to adhere to BDD requirements

· PIF change the pending EP to a non BDD rating EP,

· enter a note in VBMS indicating why the SM was removed from the BDD Program, and

· continue processing the claim as a BDD excluded claim

a reason outside of the control of the SM
· take the necessary steps submit a new examination request, and

· continue processing the claim as a BDD claim

Notes:

· Make every reasonable effort to contact the SM via telephone and/or email to verify why an examination was cancelled or rejected.

· Claims processors must ensure that the status of the examination in CAATS is Accepted by Contractor.



	Check comprehension
	Ask the trainees the following questions:

1. What claim type must a user select in CAPRI when requesting an examination for a Servicemember who meets BDD program requirements? 

Response: 

BDD – DOD SHA claim type 
2. Once the VA exam request is submitted, what actions should the MSC take? 

Response: 

· Upload a copy of the examination request into VBMS, and
· Add a tracked item for each exam request in VBMS.


	Lesson Review, Assessment, and Wrap-up

	Introduction

Discuss the following:
	The VA Examination Requests 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 VA Examination Requests lesson. 

The trainee should be able to: 

· Identify the requirements for an exam for a pre-discharge BDD claim.

· Understand process for ordering an exam for pre-discharge BDD claims.

	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 1 and Level 2 assessments have been completed in the TMS.
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