Processing IDES Referrals (MSC)

Instructor Lesson Plan

Time Required: 2.5 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 #
	4500890

	Prerequisites
	Prior to this lesson, Military Service Coordinator (MSC) must have completed the VSR Challenge.

	target audience
	The target audience for Processing IDES referrals – MSC is the 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:

· Processing IDES referrals – MSC PowerPoint Presentation

· Access to SHARE, and VBMS for Demonstrations

	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 Processing IDES Referrals – MSC

	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 provide instruction on establishing claims, assigning appropriate flashes, and updating VBMS for IDES cases. This lesson will contain discussions and exercises that will allow the trainee to gain a better understanding of: 
· processing IDES referrals - MSC for IDES Cases

· SHARE Corporate Flashes assigned to IDES Cases

· VBMS contentions and special issues, tracked items, and notes for IDES Cases

	Lesson Objectives

Discuss the following:
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	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:  

· understand the process for establishing a claim utilizing EP 689.

· distinguish IDES Participant Corporate flash and other corporate flashes in SHARE.

· differentiate the VBMS requirements for entering contentions, special issues, tracked items, and associated notes.

	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
	The IDES program has specific guidelines for establishing claims and updating VETSNET applications. All employees must be consistent throughout the program to ensure quality of the product to Service members and Veterans.  Comprehension of the streamlined process will result in better timeliness of claim resolution.

	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:

· Establishment of claims with an incorrect date of claim, EP, or claim label

	References
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	Explain where these references are located in the workplace.  All M21-1 references are located in the Live Manual Website
· M21-1, Part III, Subpart i, 2.D Overview of the Integrated Disability Evaluation System (IDES) and Initial Claims Development
· 

 HYPERLINK "https://vaww.compensation.pension.km.va.gov/system/templates/selfservice/va_ka/" \l "!agent/portal/554400000001034/article/554400000031819/M21-1-Part-III-Subpart-ii-Chapter-3-Section-D-Claims-Establishment" 

M21-1, Part III, Subpart ii, 3.D, Claims Establishment
· 
M21-4, 4 and Appendix C. Index of Claim Attributes 
· M21-1 Part III. Subpart ii, Chapter 7 - Referrals to the Rating Activity
· VBMS User Guide

· SHARE User Guide 


	Topic 1: CEST EP 689 – Claims Establishment

	Introduction
	This topic will allow the trainees to gain a better understanding of the requirements for establishing a claim in VBMS utilizing EP 689.

	Time Required
	1 hours

	OBJECTIVES/
Teaching Points


	Topic objective:

· Understand the process for establishing a claim utilizing EP 689.

The following topic teaching points support the topic objectives: 

· Preparing for Claims Establishment

· Claims Establishment (CEST)

· EP 689 and Claim Label
· Paper Claims Folder or e Folder

· Handling Evidence

· Handling a Pending BDD or Other Pre-Discharge Claim by an Active Duty IDES Participant
· Handling Pending Claims from Veterans in IDES 
· IDES Participants with a Pending Appeal
· Relevance of the Duty Status of Members of the Reserves or National Guard 

	Veterans Tracking Application (VTA) 
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	Upon receipt of a complete IDES referral package from the Physical Evaluation Board Liaison Officer (PEBLO), MSCs must ensure the PREPARE CLAIM START DATE field in Veteran’s Tracking Assistant (VTA) reflects the date a referral package representing a proper referral became available to the MSC. (This date might be different than the date VA received the referral package if, for example, the MSC was on leave when the package arrived.)
Enter the number of disabilities the participant claimed.. 
· IDES Claim—Controlled under Existing EP689,
· the date of claim of the EP 689
· the MSCs initials, and
· the current date.
Important:  Do not include disabilities the participant’s service department referred to VA.
If an MSC fails to assign an IDES case to him/herself, VTA will not save any of the other data he/she enters for the case


	Claims Establishment (CEST)
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	Claims are established in VBMS. Use Veterans Benefits Management System (VBMS) to determine whether the IDES participant has a pending claim. 
The date VA first receives VA Form 21-0819 from a PEBLO represents the date of claim (DOC) for claims establishment purposes (the DOC must match the VA date-stamp on the form), even if the MSC determined the initial referral was improper. The Prepare Claim Start Date field in VTA should match the date of claim, unless the referral was returned as incomplete, or, the MSC wasn’t available when the PEBLO provided the referral. 

	EP 689 and Claim Label
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	Log into VBMS and search for a VBMS record by searching the participant’s social security number.

To begin claim establishment, go to the Actions dropdown menu and select New Claim

· Select Benefit Type:  C&P Live 

· Payee:  00- Veteran

· Enter EP 689 DES – Disability Evaluation System claim label

· Select the Claim Type: Pre-Discharge 

· Enter the Date of Claim 

· Assign the IDES National Segmented Lane

Remember the following when establishing an EP 689:

· EP 689 remains pending until the participant’s service department
· returns the participant to duty
· finds him/her unfit for duty, or
· disenrolls the participant from IDES for any other reason.
· Exception:  EP 689 must remain pending for 30 days after disenrollment when the service department disenrolls a participant solely because new referred conditions are added.  If the service department does not reenroll the participant within 30 days of the disenrollment, the MSC will prepare the disenrollment letter, conduct the exit interview and clear EP 689.
· The proposed rating is completed under EP 689. 

· The final rating will be completed under the appropriate rating EP, such as 110, 010, or 020.

· Only the Disability Rating Activity Site (DRAS) will establish rating EPs in the IDES program.

	
	

	
	

	Handling Additional Claimed Conditions
Slide 7
Handling Additional Referred Conditions
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Handling New Referred Conditions After Completion of the Medical Evaluation (ME) Stage
Slide 9 

Handling IDES Cases Disenrolled Due to Additional Referred Conditions
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	If an EP was erroneously established while the EP 689 is pending, the employee who identifies the new EP must:

•  ensure that any new conditions on the new application are added as contentions under the EP 689, and

•  cancel the new EP established in connection with the new application.

FYI - Unless the evidence of record is sufficient to make a decision regarding the additional conditions, DRAS Rating Veterans Service Representatives (RVSRs) should

•   not address the additional conditions in the proposed rating decision, and 

•  defer a decision on the additional conditions in the final rating decision.
If the service department adds new referred conditions that were previously claimed, ensure the documentation is uploaded in the eFolder and continue routine IDES processing
Upon receipt of a new VA Form 21-0819 from the service department, the reenrolled case will move through the claims development and medical evaluation stages again under the new Case ID.  Examinations will be completed for the new referred condition(s).

Review Table of Handling IDES Cases Disenrolled Due to Additional Referred Conditions


	Existing Paper Claims Folder 
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M21-1, III.i.2.D.3.h
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	Use the Control of Veterans Records System (COVERS) to determine whether VA has ever created a paper claims folder for the IDES participant. If the IDES Participant has a paper claims folder refer to the table in  M21-1, III.i.2.D.3.h.

If the participant has a paper claims folder located at ...
Then ...
RMC

request the claims folder via COVERS.

 

Note:  RMC will ship the claims folder to the scanning vendor on the basis of the VBMS flash.

· an RO, or

· the Appeals Resource Center (ARC)

send an e-mail to the RO’s Veterans Service Center Manager (VSCM) or ARC mailbox, as applicable, requesting that the claims folder be shipped to the scanning vendor immediately.

in the temporary custody of Compensation Service’s Systematic and Technical Accuracy Review (STAR) Staff

send an e-mail to the

· VSCM mailbox of the SOJ, requesting the claims folder, and

· IDES program office (VAVBAWAS/CO/DES), stating that the claims folder has been requested from its respective SOJ.

in the temporary custody of the Board of Veterans' Appeals (BVA)

follow the instructions in M21-1, Part III, Subpart i, 2.D.3.i.



	Handling electronic referrals 
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	MSCs may accept electronic IDES referral packages via: 

· STR’s and 21-0819 uploaded by PEBLO into HAIMS, or Shared local drive, or 
· compact disc (CD) – provided that the intake site has developed a plan for assessing CD media security in coordination with the local MTF ISO, VA ISO, or both, as appropriate.

When the referral package is provided electronically, the MSC must 

· upload all documents associated with the referral into the Veterans Benefits Management System (VBMS) eFolder according to specifications outlined in M21-1, Part III, Subpart i, 2.D.3.e, and

· in accordance with M21-1, Part III, Subpart i, 2.D.3.m
· ensure the date of receipt is captured, and annotate the date of receipt on the VA Form 21-0819. 

	Paper IDES Referrals
Slide 16, 17
Handling a Pending BDD or Other Pre-Discharge Claim by an Active Duty IDES Participant
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	When electronic transfer of IDES referrals is not possible, PEBLOs may provide MSCs with referral packages in hardcopy (paper format); in these instances, MSCs must 

· immediately date-stamp the documents in accordance with M21-1, Part III, Subpart ii, 1.C.1.a
· maintain the documents in a secure location until the initial interview

· forward the referral package, and any paper documentation the participant provided at the interview, to the scanning vendor immediately after the initial interview, in accordance with M21-1, Part III, Subpart i, 2.D.5.a, Step 8, and

ensure that the STRs provided with the referral have been scanned and are available in the VBMS eFolder prior to requesting examinations.
The table below describes the actions that are necessary when a service member who filed a Benefits Delivery at Discharge (BDD) or other pre-discharge claim is referred into IDES before his/her planned discharge date.
Responsible Party

Description of Necessary Action(s)

IDES/MSC

· Explain to the participant that because he/she will not be discharged as planned, 

· the BDD/pre-discharge claim will be closed, and 

· he/she will need to raise all issues again in the IDES claim in order to have them considered during the IDES process..

· Notify the RO with jurisdiction over the BDD/pre-discharge claim that the claimant has been retained on active duty and referred to IDES.

· Process the IDES claim in accordance with standard IDES procedures.

SOJ/Rating Activity Site (RAS)

Process the BDD/pre-discharge EP in accordance with M21-1, Part III, Subpart i, 2.B.4.i.


	Handling Pending Claims from Veterans in IDES
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	The table below describes the actions that must be taken if a service department refers a Veteran with a pending claim into IDES.

Important:  The instructions in the table below apply to cases involving BDD or other pre-discharge claims, provided the Veteran was discharged from service before the IDES referral was made. 

If the BDD/pre-discharge claimant was referred into IDES prior to his/her projected discharge date, and remains on active duty at the time of the IDES referral, the claim must be handled in accordance with M21-1, Part III, Subpart i, 2.D.8.c.
Responsible Party 

Description of Necessary Action(s)

MSC
· Explain to the participant that VA will continue to process the pre-IDES claim separately.

· Do not request transfer of or broker the pre-IDES EP(s).

· Establish EP 689 and develop the IDES claim in accordance with standard IDES procedures.

· Ensure all IDES development actions are clearly documented in VBMS.

· Consider development actions taken by the RO working the pre-IDES EP, and avoid duplicative actions and examinations to the extent possible.

· Ensure examinations are completed for all issues raised in IDES.

· Take the following actions upon completion of IDES development:

· broker the EP 689 to the appropriate DRAS

· add the IDES Transfer DRAS special issue indicator to a contention under the EP 689, and

· leave any pending pre-IDES EP to remain under the jurisdiction of the assigned RO. 

Reference:  For additional information on the acceptability of examinations completed outside of IDES, see M21-1, Part III, Subpart i, 2.D.6.k.
RO with jurisdiction of the pre-IDES EP(s)
· Identify rating-related cases with a concurrent IDES claim by the presence of a pending EP 689.

· Consider development actions taken by the IDES MSC, and avoid duplicative actions/examinations to the extent possible.

· Continue to process the pre-IDES EPs in accordance with standard procedures, making all efforts to resolve the claim and EP as expeditiously as possible.

· Take no action on EP 689.
Assigned DRAS
· Add the IDES Transfer to DRAS special issue indicator to a contention under any pre-IDES EP that remains pending at the time the DRAS begins rating action.

· Prepare the IDES rating under the existing rating EP.

· Attempt to address all contentions (to include any undecided pre-IDES issues) within the IDES rating. 

Notes: 

· If the pre-IDES EP has been resolved prior to DRAS rating action, the DRAS must establish a new rating EP in accordance with M21-1, Part III, Subpart i, 2.F.2.d.

· The DRAS may defer any issue associated with a pre-IDES EP on the IDES rating if

· the evidence of record is not sufficient to decide the issue, and
· the issue was not claimed or referred as part of the IDES claim.


	IDES Participants with a Pending Appeal
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	If an IDES participant has an appeal pending with VA, and the appeal involves a disability the participant’s service department referred to VA, then MSCs must request examination of the referred disability.

Note:  The DRAS will assign a disability evaluation for PEB purposes only and the issue will remain on appeal for the purpose of entitlement to VA benefits (the evaluation reflected on the proposed rating does not impact the existing appeals) and the final rating should not adjudicate issues on appeal to VA.

If an IDES participant has an appeal pending with VA, and the appeal involves a disability the participant claimed as a consequence of his/her involvement in the IDES, then MSCs inform the participant via Letter Creator (Duplicate Documents letter under the APPEALS tab), in accordance with M21-1, III.i.2.D.8.e  that VA will not address the disability in the rating decision it prepares in connection with IDES, and not request examination of the disability.

Note:  The DRAS will note in the participant’s proposed rating decision that the disability is currently under appeal and will not be addressed in connection with the IDES.

	Relevance of the Duty Status of Members of the Reserves or National Guard

Slides 22 
Slide 23



	When a PEBLO submits a referral package for a member of the Reserves or National Guard, MSCs should attempt to obtain a copy of the member’s current orders from the PEBLO.

If the PEBLO fails to provide the orders, MSCs must contact the member and ask him/her to bring a copy of the orders to the initial interview.

In the absence of evidence to the contrary, MSCs must accept as credible the statements of members of the Reserves or National Guard regarding their duty status. 
If a member states he/she is on active duty and provides orders showing he/she is currently active duty, and VA’s corporate record shows the member is currently receiving VA benefits, then MSCs must provide the station of jurisdiction (SOJ) with a copy of the orders so it can stop the member’s VA benefits.

If a member states he/she is on active duty and fails to provide current orders, and VA’s corporate record shows the member is currently receiving VA benefits, then MSCs must notify the SOJ via the appropriate VSCM mailbox.
The SOJ must send a letter to the member that proposes to stop his/her VA benefits effective the day after the last date the evidence of record confirms the member was not on active duty.

	Check comprehension
	Provide the trainees with the scenario described below and ask them the following questions.

Scenario: A Service member is referred to the IDES. He meets with his PEBLO on January 20, 2016.  The MSC receives a complete referral package from the PEBLO on January 24, 2016 and applies the VA date-stamp.  The MSC meets with the Service member and he/she signs the VA Form 21-0819 on January 26, 2016.

1. What is the Date of Claim?

Response: January 24, 2016

2. What is the correct EP for this claim?

Response: EP 689

	Demonstration
	Provide a demonstration now in VBMS to CEST an EP 689 utilizing the correct claim label. Provide the scenario to the trainees to check comprehension for each step of CEST.
Use the following scenario for the demonstration:

The complete referral package was received from the PEBLO on January 26, 2016. The MSC met with the participant on January 29, 2016.  The referred conditions were: degenerative disc disease of the lumbar spine and post-traumatic stress disorder due to combat.  The claimed conditions were: bilateral hearing loss, tinnitus, and cervical strain.  The participant signed the VA Form 21-0819 on January 29, 2016, and stated he was married with two children; however, he did not have the social security numbers for his dependents.  The MSC provided VA Form 21-686c to the participant to complete and return. 


	Topic 2: Corporate Flashes

	Introduction
	This topic will allow the trainees to gain a better understanding of Participant Profile Flashes established for IDES.

	Time Required
	0.5 hours

	OBJECTIVES/
Teaching Points


	Topic objective:

· Distinguish IDES and other flashes in VETSNET Participant Profile.

The following topic teaching points support the topic objectives: 

· IDES Participant Corporate Flash



	IDES Participant Corporate Flash
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	Corporate flashes are claimant-specific indicators which represent an attribute, fact, or status that is unlikely to change.  

After the claim has been established in VBMS, select the IDES Participant corporate flash in SHARE. This flash will remain on the case indefinitely.

	
	

	
	


	Topic 3: VBMS Contentions, Special Issues, Tracked Items, and Notes

	Introduction
	This topic will allow trainees to gain a better understanding of required VBMS entries.

	Time Required
	0.5 hours

	OBJECTIVES/
Teaching Points


	Topic objective:

· Differentiate the VBMS requirements for entering contentions, special issues labels, tracked items, and associated notes.

The following topic teaching points support the topic objectives: 
· VBMS Contentions and Special Issue Labels

· VBMS Tracked Items

· VBMS Notes

	VBMS Contentions and Special Issues 
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VBMS Special Issues
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	All referred and claimed conditions must be entered accurately in the contentions list in VBMS. 

•
Date of contention = date stamp on VA Form 21-0819

Exception: Conditions listed on a VA Form 21-526EZ that was not returned within five days of the initial interview must be entered in VBMS with a date of contention which reflects the date the VA Form 21-526EZ was received.

Ensure Proper Contention Classification is selected - Common error is the use of “Adhesions- Digestive” (the first selection in the dropdown)

Special issues are claim-specific indicators and can represent a certain claim type, disability or disease, or another special notation that is only relevant to a particular claim.  Special issues must be identified and applied to a contention in VBMS.  Some contentions may require more than one special issue, such as PTSD- Combat and Military Sexual Trauma (MST). 

 

	VBMS Tracked Items
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	The purpose of tracked items is to control receipt or non-receipt of information requested from the claimant, beneficiary, or other information provider. Status of individual tracked items will be visible through eBenefits. Tracked items must be updated with the appropriate date and disposition to reflect the status of the corresponding request or development action.
Tracked items are required for each type of examination requested.

MSCs must use the Exam Request Builder (ERB) to generate the necessary language for examination requests when creating an exam or medical opinion request in CAPRI or medical opinion based on combat experiences, MST or service-connected death.  
The ERB automatically adds tracked items upon generation of an exam request; however, if the ERB fails to add a tracked item, the MSC is responsible for taking this action.  Enter a tracked item for the exam request and any other items you might have requested from the participant during the interview through the third-party tab.

Tracked items are also required for any development actions taken (example: third party requests, request from the participant)

Many tracked items are created automatically upon finalizing VBMS letters created by the user.  However, it is the MSC’s responsibility to manually add tracked items, if necessary, to maintain a record of outstanding tasks for the claim.

	VBMS Notes
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	VBMS notes are utilized as a communication tool between the MSC, DRAS, Regional Offices, and National Call Centers to answer questions.

Keep the information to the point and as brief as possible.

The following items are examples of VBMS notes to enter:

· Initial interview conducted with IDES participant on January 26, 2016 and completed VA Form 21-0819. Exams requested. Waiting for notification of scheduled appointments.

· Participant identified dependents; however, he did not have their social security numbers.  Provided VA Form 21-686c to participant. Appointment dates/times for exams (list the appointment schedule in the notes).
· Annotate any missed appointments and any additional exams the DRAS or MSC may have requested.


	Lesson Review, Assessment, and Wrap-up

	Introduction

Discuss the following:
	The Processing IDES Referrals - MSC– Military Service Coordinator (MSC) 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 CEST EP 689 lesson. 

The trainee should be able to:  

· understand the process for establishing a claim utilizing EP 689.

· distinguish IDES Participant Corporate flash and other corporate flashes in SHARE.

· differentiate the VBMS requirements for entering contentions, special issues, tracked items, and associated notes.

	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 assessments have been completed in the TMS. 
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