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1. Introduction

1.1 Background

As a result of a change in legislation regarding the criteria for claiming specific Industrial Injuries Disablement Benefits, from the 1st of October 2007 Atos Healthcare will be required to introduce a new examination process.  This will include an additional test, carried out primarily by HCP’s. 

1.2 Purpose of This Document

The purpose of this document is to explain the differences to the administration process caused by the revision of the legislation governing certain Industrial Injuries Disablement Benefits (IIDB).

1.3 Applicability

This document applies to all administrative staff with responsibility for the administration of Industrial Injuries Disablement Benefit (IIDB) referrals and any associated Examinations.

1.4 Owning Process

Service Operation
1.5 Owner

The Operations Manager owns this document.

The owner is responsible for approval of this document and all related feedback should be addressed to them.
1.6 References

1. Rejections Procedure MED-RP01.
2. Referral Administration

2.1 Purpose of this section

The purpose of this section is to explain any changes to the normal IIDB Administration process which have been introduced as a result of the Revised PD A11 legislation.

Unless stated, standard IIDB Administration processes remain unaffected

2.2 Referral Types

To coincide with the revision of the PD A11 legislation, a number of new referral codes are being introduced.  

From October 1, all PD A11 referrals will have one of the following referral codes:

IIDBPD AI1
-
PD A11Exam Initial

IIDBPD AI2
-
PD A11Exam Initial Rework

IIDBPD AO1
-
PD A11Exam Other 
IIDBPD AO2
-
PD A11Exam Other Rework

IIDBPD AC1
-
PD A11Exam Reconsideration 

IIDBPD AC2
-
PD A11Exam Reconsideration Rework

When using one of these referral codes to register a referral, the Prescribed Disease Number field within SMART will automatically populate to A11; thereby removing the necessity for the administrator to enter this information manually.
IIDBPD AO1/2 referrals include reassessments.

IIDBPD AC1/2 referrals include reconsiderations, dissatisfactions and change of circumstances.

2.3 Transitional and ‘Old Rules’ Cases

For a period of three months, it will be possible for PD A11 claims to be made under the old rules.

Between October 1 2007 and December 31 2007, cases deemed to be transitional will be marked as such on the BI8A.  Transitional cases should be initially assessed under the old PD A11 rules.

Such referrals should be assessed against the old rules Vascular criteria.  Should they fail to satisfy the diagnosis under the old rules Vascular criteria, Sensorineural criteria should be considered. 

Referrals received after January 1 2008 may still be transitional.  If the claim was received by the DWP between 1 October 2007 and 31 December 2007, these referrals should be treated as transitional.  All referrals received where the claim date is on or after January 1 2008 should be assessed under the ‘Revised PD A11’ rules.
2.4 Referrals from other GOR offices

Work for revised PD A11 Referrals will be processed outside of normal DWP GOR boundaries.  As a result it is likely that an MSC will receive referrals from offices other than those that they normally deal with.

Such referrals should not be rejected.  They should be registered under the referring office’s ID and returned to that office once all Atos Healthcare action has been completed. 
2.5 Pre-Board Medical Scrutiny

All new PD A11 referrals will be examined.  As a result there is no need for any Pre-board Medical Scrutiny action to take place.

2.6 Post-Board FME

Further Medical Evidence will not be required post-board.
2.7 Rejecting a Referral
When a referral is received, the administrator must check the file and its contents to ensure that they are fit for purpose.  

The most common reasons for rejecting a referral include:

· Illegibility 

· Some referral documentation is missing

· Incorrect referral code

· Potentially Violent Persons (PVP) form not completed correctly or missing 

This list is not exhaustive, a full list of rejection criteria can be found in the Rejection Procedures document MED-RP01.

Problems with a referral fall in to one of two categories

1. Can be resolved immediately by phone or fax

2. Cannot be resolved immediately by phone or fax

If a problem falls in to category 1, the customer should be contacted immediately in an effort to resolve the problem.

If a problem falls in to category 2, the Rejection Form (R1) should be completed and attached to the referral file.  The referral should be closed on SMART using closure code C200 and the file returned to the customer office making the referral.

The complete rejections procedure is detailed in the Rejections Procedure document MED-RP01 and can be downloaded from LiveLink. 
2.8 AACTs

As of October 1st, PD A11 referrals claimed under the new rules will have an increased AACT of 36 days.  This takes in to account the possible need for the second test and the possible infrequency of available test slots.  

This AACT will reduce annually in line with current contractual agreements:

· 34 days from September 2008

· 32 days from September 2009 until the end of the contract.

This new AACT only applies to PD A11 referrals received on or after October 1st, where they are claimed under the new rules.  The AACT for all other IIDB Exam referrals remain unchanged.
2.9 Old Cases

All new PD A11 referrals will fall under an Old Cases target of no more than 3% of all referrals over 48 days old.

In line with the current contract, the permitted age of the cases will reduce as follows:

· 46 days from September 2008
· 44 days from September 2009 until the end of the contract.
2.10 MA Review of PD A11 Test Results

Once the PD A11 Test has taken place, the file will need to be seen by an MA.  The MA will evaluate the test results in conjunction with the PD A11 Initial Examination results.  The MA will then clerically complete the exam, making a decision and diagnosis.

The Activity Code of the referral must be changed to P400 to indicate that the case is with the MA being completed.

If the MA has decided that some of the results from the examination or test should be changed, this can be done by entering the examination results screen for the appropriate appointment and making the necessary changes.

Currently, no method exists for recording the GMC number of the MA carrying out this review.  The following actions should be taken:

· Enter the “HAVS Result Screen” for the A11 Test appointment

· Delete any notes in the “Exmn Notes” field and replace with the GMC number of the reviewing MA.

· Save the data.

· If there are any notes in this section that you wish to save, this should be entered in to the notes section of the activity screen.

Only the GMC number of the reviewing MA should be in the notes section.

This field will be subject to MIS Validation.  If the GMC number is not recognised; is too long/short or there are any other characters entered in to the notes section, it will be flagged up by MIS Validation.
This requirement will be removed in a subsequent release of SMART due towards the latter part of Q1 2008 at which point a field requesting the reviewing MA's GMC number will be included in the "HAVS Examination Result" screen.

If the MA completion has been selected for Audit, P750 should be the next activity.  Otherwise, close the referral using C100.
3. Examination Session Management

3.1 Purpose of this section

The purpose of this section is to explain the new examination session that has been created specifically for the PD A11 Test.  

In addition to the new session, a new Doctor Skill has been introduced for MAs who have received the appropriate training to carry out the new PD A11 Initial Examination.

New Medical Standard Times have also been introduced specifically for PD A11 Initial Examinations and Tests.

3.2 New Skill Types

All MAs who are approved to carry out the PD A11 Initial Examination will need a new skill added to their “Examination Skills” profile within the “Maintain Doctors Details” section of SMART.  The skill code is “D03”.

SMART will only allow a PD A11 Initial Examination to be scheduled in to an examination session where the MA concerned has this skill.

Similarly, any HCPs who have received training in carrying out the test must also have the skill “D03” included in their “Examination Skills” profile.  
3.3 New Session Type

PDA11 Initial Examinations are to be scheduled in to normal IIDB Sessions where the allocated MA has the D03 skill described above.
Currently these exams should only be allocated to FTMA’s as the changes needed for the payroll structure will not be in place until SMART migration has taken place.  At that point both FTMA and VPP Doctors may be allocated.
3.3.1 PD A11 Test Session
This session type has been created solely for the new test which becomes part of the revised PD A11 assessment.

The new PD A11 test will be carried out almost exclusively by HCP’s; however, there will be some instances where MAs will be required to perform the test.  As a result the PD A11 Test session can have both HCP’s and MAs booked on to it.  As a result of the reasons stated in section 3.3 (above), PD A11 Tests should only be allocated to FTMA’s until the new VPP MA payment structure is in place, post SMART Migration.
3.4 Examination Times

3.4.1 PD A11 Initial Examination
As the new PD A11 Initial Examination will include two extra tests – The Purdue Pegboard and the Jamar Dynamometer – the Medical Standard Time (MST) of 38 minutes is being increased to 48 minutes.  This new MST only applies to PD A11 referrals received after October 1, those claimed under the new rules.  Any referrals received before October 1 will still have an MST of 38 minutes.
This change in MST only affects PD A11 Initial Exams.  All other IIDB examinations keep the current MST of 38 minutes.

3.4.2 PD A11 Test

An MST of 57 minutes has been agreed for the new PD A11 Test.

3.4.3 Review of results

After the second test, an MA will need to review the results.  

An MST of 12.5 minutes has been agreed for this activity.
4. Revised PD A11 Examination and Test

4.1 Purpose of this section

The purpose of this section is to explain the new PD A11 examination and test.  It also explains the role of the MCA in the appointment scheduling process.

4.2 PD A11 Initial Exam

In addition to the standard examination for a PD A11 claim, two tests have been introduced – the Purdue Pegboard and the Jamar Dynamometer.

The Purdue Pegboard measures the gross movements of hands, fingers and arms.  It also tests fingertip dexterity.

The Jamar Dynamometer tests the strength of a person’s grip.

4.3 PD A11 Test

A second test is being introduced that will be carried out primarily by HCP’s.  This second test is not always necessary and the initial examination carried out by an MA will decide if it is necessary.

This test requires the use of a specialist piece of equipment and a laptop computer.  
Two assessments will take place during this test:

1. Thermal Aesthesiometry measures the cold/heat thresholds of the thermal receptors in claimants’ nerves.  

2. The Vibrotactile Threshold test is used to test the mechanoreceptors (sensation specific) of claimants’ nerves.  

It is expected that only a small number of claims will be referred on for this second test and as a result it is quite likely that the claimant will have to return on a different day to undergo the assessment.  It is also possible that they will be required to attend a different MEC.

Appendix B contains a list of all MECs which will have the facility to carry out the PD A11 Test.
4.4 Role of the MCA

Should the MA decide that the A11 Test is required; the MCA will be informed at the end of the initial exam. 

The MA will have already informed the client of the need for the second test prior to them leaving the examination room.

With the client at reception, the MCA should contact the administrator at their parent MSC responsible for scheduling IIDB examinations in an effort to organise the second, A11 Test.  The MCA should provide the MSC administrator with the examination results required to close the initial exam prior to scheduling the test; these results will be captured on the PD A11 AC3 Supplement (see below).

Once the A11 Test has been scheduled, the MCA should issue the client with a clerical appointment letter stating the new appointment date and time.

Wherever possible the client should leave the MEC with the details of their test appointment.

Appointment letter templates can be found in Appendix C.
4.5 AC3s 

The standard AC3 in use will remain unchanged; however, a second examination results capture sheet, the PD A11 AC3 Supplement, is being introduced.  This sheet only applies for PD A11 initial examinations and Tests.  It should not be used for any other examination type.

Client details should be completed by the MCA prior to the start of the session.  Results should be completed by the MA/HCP at the end of the examination/test.  

A copy of the PD A11 AC3 Supplement can be found in Appendix D.
4.6 Scheduling the Test Appointment
Once the test has been deemed necessary, the MCA will contact the IIDB appointment scheduling section of their parent MSC to arrange the A11 Test.

The MCA will provide the scheduling section with the exam outcome codes and question answers so that the initial exam appointment can be closed and the test appointment scheduled.

The method used to schedule the test is identical to that used to schedule the initial examination; however, care must be taken to ensure that the A11 Test is scheduled in to the A11 Test session and not another IIDB session.

4.7 Recording the examination output
For both the initial examination and the test, normal DNA and UTA procedures and outcome codes remain in use.
4.7.1 Initial Examination

There are two possible outcome codes available where the examination was completed successfully:

· 01 Exam Completed OK

· 02 Exam completed OK – Test required

Questions associated with both outcome codes are described below.

Outcome code 01

This outcome code should be used where A11 has been diagnosed and the test isn’t required or if it is clear that A11 will not be diagnosed.

· The “Result of Hearing” field values (1-4) and any associated questions remain unchanged.

· The “Test Required” field will default to “N” indicating that the A11 test isn’t required.

· If A11 is diagnosed enter “Y” in to the “A11 Diagnosed” field.

· As A11 is diagnosed on vascular symptoms, when A11 is diagnosed you should enter a “Y” in to the “Satisfy Vascular” field.

· “Satisfy S/Neural” only relates to the test.  At the initial exam stage, an “N” should be entered in to this field.

· If the percentage of disability is greater than 14%, enter a “Y” in to the “Over Threshold” field.

Where the examination is the result of a Reassessment, Reconsideration, Change of Circumstances or Dissatisfaction a chargeable outcome is needed.  In order to obtain a chargeable outcome the “A11 Diagnosed” field must be set to “Y” and the “Result of hearing” field must be greater than 0 i.e. 1, 2, 3 or 4.

Please note that if “Satisfy Vascular” is set to “Y”, “A11 Diagnosed” must also be set to “Y” and vice versa.

Outcome code 02
This outcome code is to be used only when the test is required.

Although questions will be visible on the exam results screen, only the “Result of Hearing” field needs to be completed at this time.  Complete this field with a “1” and save the results.  This will allow you to enter a “Next Activity” code of E100 thereby allowing you to schedule the A11 Test.

Do not enter anything in to the ‘Satisfy Vascular’, ‘Satisfy S/Neural’ or ‘A11 Diagnosed’ fields.

Please note that cases can be called for audit even where the A11 Test is required.  In this situation a next activity code of P750 should be entered in place of E100.  Scheduling of the A11 Test will have to be deferred until Audit process has been completed.

4.7.2 A11 Test

As with the initial examination, normal DNA and UTA outcome codes and processes remain unchanged.

Where the test has taken place, only outcome code 01 is applicable.

All of the questions present in the initial examination results screen are present, along with a few additions (these are all Y/N questions):

· Abnormal Outcome – were the printed results as expected or not?
· Test Completed Satisfactorily – was the test completed or abandoned?
· Problems Encountered – were any problems encountered?
· Consistent Observations – were the results consistent with informal observations?

The ‘Satisfy Vascular’ field cannot be changed at the test results screen, if it is displaying an ‘N’ it must stay as an ‘N’.

If A11 is diagnosed, a ‘Y’ must be entered in to the ‘A11 Diagnosed’ and ‘Satisfy S/Neural’ fields. 
Once all of the results have been entered and saved, P400 should be entered in to the “Next Activity” field indicating that the case has been passed to an MA for completion.

Please note that A11 tests can be selected for Audit prior to going to the MA for completion.  In this situation the next activity should be P750, not P400.

5. Initial Approval and Audit

5.1 Purpose of this section

The purpose of this section is to explain how the revised PD A11 exams and tests are to be audited.

5.2 Auditable Outcomes

The revised PD A11 examination process has three Auditable outcomes.  They are categorised as follows:

1. PD A11 Assessment

2. Assessment of Thermal Aesthesiometry / Vibrotactile monitoring threshold (the second Test assessment)

3. Review of test results and completion of assessment where necessary.

5.3 Initial Approval

Once an MA/HCP has received their training on the new assessment process, they will be expected to achieve 4 A grades at Audit before approval will be given.

5.4 Post-Approval Audit

PD A11 is currently audited as part of the national random sample.  This will remain unchanged.

Once the MA/HCP has achieved their 4 A’s and been approved to carry out the assessment, their cases will become part of the national random sampling.

The three categories of auditable output are to be audited as follows:

· Category 1 cases are to be audited as part of the Examination sample and should take 10 minutes to complete.

· Category 2 cases are to be audited every 6 months as a minimum, using randomly selected case outcomes.  In addition to this bi-annual audit, an accompanied assessment is to take place annually to ensure that test protocols are being applied to the required standard.  The bi-annual audit should take 10 minutes to complete whereas the annual accompanied assessment should take 1hour 15minutes to complete.

· Category 3 cases are to be audited as part of the Filework sample and should take 10 minutes to complete.

6. Rework

6.1 Purpose of this section

The purpose of this section is to explain any changes to the standard rework process as a result of the revised PD A11 processes,

6.2 PD A11 Rework referral Codes

As stated above, a number of new referral codes are being introduced.  Each type of PD A11 referral has its own Rework code.  They are as follows:

IIDBPD AI2
-
Exam Initial Rework

IIDBPD AO2
-
Exam Other Rework

IIDBPD AC2
-
Exam Reconsideration Rework

6.3 Rework administration process

With the exception of the introduction of the new Rework Referral codes stated above, the standard Rework administration process remains unchanged.
Appendix A  - Process Map
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Appendix B  - MECs Containing Test Equipment

	Site
	MEC
	MEC ID
	Room Number

	Birmingham
	Birmingham
	0850
	21

	
	Wolverhampton
	0857
	01

	Bootle
	Bootle
	0550
	11

	
	Chester
	0566
	01

	
	Workington
	0571
	03

	Bristol
	Bristol
	1050
	03

	
	Plymouth
	1060
	02

	
	Truro
	1065
	02

	Croydon
	Canterbury
	1251
	02

	
	Portsmouth
	1260
	02

	Leeds
	Doncaster
	0480
	07

	
	Doncaster
	0480
	08

	
	Pontefract
	0463
	04

	
	Pontefract
	0463
	05

	
	Sheffield
	0468
	01

	
	Sheffield
	0468
	02

	Manchester
	Manchester
	0684
	12

	
	Wigan
	0699
	01

	Newcastle
	Bishop Auckland
	0302
	02

	
	Durham
	0305
	02

	
	Newcastle
	0307
	14

	
	Newcastle
	0307
	15

	
	Sunderland
	0308
	03

	
	Thornaby
	0316
	04

	Nottingham
	Chesterfield
	0752
	03

	
	Derby
	0753
	04

	
	Leicester
	0755
	05

	
	Mansfield
	0757
	05

	
	Mansfield
	0757
	06

	
	Nottingham
	0759
	05

	Scotland
	Glasgow
	0250
	209

	
	Glasgow
	0250
	210

	
	Kircaldy
	0165
	01

	
	Stirling
	0175
	02

	
	York Place
	0181
	09

	Wales
	Cardiff
	0956
	12

	
	Cardiff
	0956
	19

	
	Carmarthen
	0958
	01

	
	Newport
	0971
	01

	
	Swansea
	0798
	01

	Wembley
	Marylebone
	1190
	02


Appendix C  - Appointment Letter Template
The two following letters should be used for claimants without Appointees:

PD A11 Initial Exam:


[image: image1.emf]D:\Documents and  Settings\49465n\Desktop\Training Docs\PDA11\HAVS manual exam letter 1a.doc


PD A11 Test:


[image: image2.emf]D:\Documents and  Settings\49465n\Desktop\Training Docs\PDA11\HAVS manual tests letter 1a.doc


The following letters should be used for claimants who have appointees. 

PD A11 Initial Exam:


[image: image3.emf]D:\Documents and  Settings\49465n\Desktop\Training Docs\PDA11\HAVS manual exam letter appointee 1a.doc


PD A11 Test:


[image: image4.emf]D:\Documents and  Settings\49465n\Desktop\Training Docs\PDA11\HAVS manual tests letter appointee 1a.doc


The Al1c has been revised specifically for PD A11 referrals.  When sending a PD A11 appointment letter, the following version of the AL1c should be used:


[image: image5.emf]D:\Documents and  Settings\49465n\Desktop\Training Docs\PDA11\AL1C PDA11- v1d 29_08_07.doc


Appendix D  - PD A11 AC3 Supplement

This sheet has been designed to capture the results from revised PD A11 Initial Examinations and Tests only.  It should not be used for any other benefit or examination type.

The MCA should complete the client NINO, Surname and Initial fields prior to the start of the examination session.

Where the A11 Test has been deemed as necessary, the MA should return this sheet to the MCA at the end of the examination.  This enables the MCA to communicate the examination results to the IIDB Scheduling section of the Parent MSC allowing them to schedule the test appointment immediately. 


[image: image6.emf]D:\Documents and  Settings\49465n\Desktop\Training Docs\PDA11\Admin Guide\PD A11 AC3 Supplement v1b.doc


Observation form

Please photocopy this page and use it for any comments and observations on this document, its contents, or layout, or your experience of using it. If you are aware of other standards to which this document should refer, or a better standard, you are requested to indicate this on the form. Your comments will be taken into account at the next scheduled review.

Name of sender:
________________________ Date:
_____________

Location and telephone number:____________________________________
Please return this form to: The Process Design Team
provided on behalf of the DEPARTMENT FOR WORK AND PENSIONS
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MEDICAL SERVICES


PROVIDED ON BEHALF OF THE DEPARTMENT FOR WORK AND PENSIONS


Contact No: 

BT Text Direct No:

Date:


Ref No:

Dear 

We have been asked to examine you about your claim/appeal/entitlement for Industrial Injuries Disablement Benefit PDA11.

You recently attended an appointment regarding your claim for PDA11.  This new appointment is in respect of the additional tests which are now required.  



Your appointment is arranged for [Appointment Date] [Appointment Time] at


[MEC Name]


[MEC Address]


It is important that you attend.

If you will need any help when you are at the examination centre or if there are any special reasons why you cannot attend, please let us know. You can do this by contacting us on the telephone number at the top of this letter.


We have sent directions about how to get to the examination centre with this letter. Please arrive 10 minutes before your appointment time.


We have enclosed form AL1C A11, which gives you information about what will happen at your medical assessment and claiming expenses.  If you want to discuss your claim for benefit or the reason why you need a medical assessment, please telephone the Job Centre office that deals with your claim.

Please bring this letter to the examination.


Yours sincerely

Appointment Allocation Clerk

Atos Healthcare

AL1 PDA11 Test
08/07
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MEDICAL SERVICES


PROVIDED ON BEHALF OF THE DEPARTMENT FOR WORK AND PENSIONS


Contact No: 

BT Text Direct No:

Date:


Ref No:









This letter is about:

Dear 

We have been asked to examine you about your claim/appeal/entitlement for Industrial Injuries Disablement Benefit PDA11.

You recently attended an appointment regarding your claim for PDA11.  This new appointment is in respect of the additional tests which are now required.  



Your appointment is arranged for [Appointment Date] [Appointment Time] at


[MEC Name]


[MEC Address]


It is important that you attend.

If you will need any help when you are at the examination centre or if there are any special reasons why you cannot attend, please let us know. You can do this by contacting us on the telephone number at the top of this letter.


We have sent directions about how to get to the examination centre with this letter. Please arrive 10 minutes before your appointment time.


We have enclosed form AL1C A11, which gives you information about what will happen at your medical assessment and claiming expenses.  If you want to discuss your claim for benefit or the reason why you need a medical assessment, please telephone the Job Centre office that deals with your claim.

Please bring this letter to the examination.


Yours sincerely

Appointment Allocation Clerk

Atos Healthcare

AL1 PDA11 Test
08/07
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Important Information about your medical assessment for Prescribed Disease A11 (vibration white finger)

Why do I need a medical examination?


Atos Healthcare has been asked to arrange a medical examination for you – we have been asked to advise whether you have a prescribed disease A11 under the Social Security Industrial Injuries (Prescribed Disease) Regulations.   


An approved and trained health care professional in Industrial Injuries will undertake the examination.  This will include the taking of a medical history, with consideration given to both vascular and sensory symptoms. 

Another appointment to perform sensory testing of your fingers may be required.  If so, Atos Healthcare will arrange this for you.  

If the appointment letter accompanying this information is specifically for these tests, it is important that you know that we use specialised equipment to test the sensation in your fingers - this is not harmful, but you may experience some temporary discomfort.  Please refrain from the use of any equipment that may cause vibration and also refrain from smoking for at least 1 hour before your appointment to have these tests. 

You will be given at least 7 days notice of your appointment, unless you have agreed an earlier appointment. Your examination will normally begin within 10 minutes of your appointment time – where this is not possible we will keep you informed of any delays.  Please allow up to 2 hours for your visit to our Centre, although this may be less. 


On completion of our examination and any testing, a medical report will be forwarded to the office dealing with your claim or entitlement.  


What happens after my medical examination?


A decision maker at the office dealing with your claim will use the medical report as one source of information in deciding your entitlement. They will also consider all other evidence that they have available to them, including your own statement and any reports provided by others, such as your GP.  You can provide any additional evidence to the decision maker dealing with your claim or entitlement.


Important - The health care professional is not responsible for the decision on your claim


What do I need with me at my medical examination?


Please bring with you:


· Your appointment letter


· Proof of identity – your passport or three other different types of identification such as a birth certificate, driving licence etc.


· Any hospital appointment or admission letters


· Tablets or other medication


Can I have a friend, carer, or family member with me during the examination?


Yes, please feel free to arrange for another person to be present, this could be a friend, carer or family member.  At an examination centre, we can provide a member of our staff to be present at the examination.


.
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If I am asked to travel for a medical examination, can I claim expenses?


If we ask you to travel to an examination centre, we will pay travel expenses.  You can claim public transport costs from your current address.  For the initial examination, you will be asked to attend an examination centre which is nearest your home.  However, if you are required to attend an alternative appointment for the tests, you may have to travel to a different examination centre further away due to the specialised equipment required.

If you cannot travel by public transport we will make a 20p per mile contribution to fuel costs if you use a private vehicle and refund parking costs.  


A claim form is available at our examination centres and the receptionist will help you complete the form.  You will need all tickets and receipts.  


We pay by credit transfer to your bank or building society. 


To ensure payment within 14 days please bring your account details with you (bank name, sort code, and account number).


Please note – we do not pay expenses in advance, or in cash and we cannot pay into a Post Office( Card Account.


CAN WE HELP YOU? - Please contact the Atos Healthcare Help Desk (the number is shown on the enclosed appointment letter) now if you:


· Are not available for this appointment – please contact us yourself and provide full reasons and alternative dates when you will be available


· Use a sign language interpreter (we will provide a professional sign language interpreter for you)


· Require a language interpreter for your medical examination (you may prefer for a friend or relative to translate for you – however, we are happy to provide a professional interpreter if requested)


· Would like to speak to us in another language – we provide a telephone translation service


· Require a doctor of the same sex to conduct the examination (we will always try to meet this request)


· Are asked to attend an Examination Centre and can only do so by taxi – we will need to give approval for the costs


· Will suffer a loss of earnings by attending this appointment

· Require any assistance at the examination centre


· Have specific needs for the examination


Please contact the office dealing with your claim or entitlement if you:


· Do not understand why you are being asked to attend for a medical examination, after reading these notes


· Need more information about your claim or entitlement


· Are unhappy with any decision relating to your claim or entitlement


· Require a copy of the medical report produced following your medical examination


What if I am not happy with the way that I am treated during my examination?


Atos Healthcare’s responsibility is to arrange your appointment, ask a healthcare professional to conduct a medical examination and provide a report of their opinion.  If you are unhappy about any part of our service we want you to tell us. Please speak to a member of staff and/or ask for a customer care leaflet.


Making a complaint will not adversely affect your claim to benefit
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MEDICAL SERVICES


PROVIDED ON BEHALF OF THE DEPARTMENT FOR WORK AND PENSIONS


Contact No: 

BT Text Direct No:

Date:


Ref No:









This letter is about:

Dear 

We have been asked to examine you about your claim/appeal/entitlement for Industrial Injuries Disablement Benefit PDA11.



Your appointment is arranged for [Appointment Date] [Appointment Time] at


[MEC Name]


[MEC Address]


It is important that you attend.

If you will need any help when you are at the examination centre or if there are any special reasons why you cannot attend, please let us know. You can do this by contacting us on the telephone number at the top of this letter.


We have sent directions about how to get to the examination centre with this letter. Please arrive 10 minutes before your appointment time.


We have enclosed form AL1C A11, which gives you information about what will happen at your medical assessment and claiming expenses.  If you want to discuss your claim for benefit or the reason why you need a medical assessment, please telephone the Job Centre office that deals with your claim.

When you arrive at the examination centre you will be seen by a doctor to assess your claim for PDA11.  Following your examination with the Medical Adviser you may need to see a Health Care Professional for further tests to be carried out.  If this is required the receptionist will arrange a new appointment with you for a later date so that these tests can be carried out.

Please bring this letter to the examination.


Yours sincerely

Appointment Allocation Clerk

Atos Healthcare

AL1 PDA11
08/07
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Contact No: 

BT Text Direct No:

Date:


Ref No:

Dear 

We have been asked to examine you about your claim/appeal/entitlement for Industrial Injuries Disablement Benefit PDA11.



Your appointment is arranged for [Appointment Date] [Appointment Time] at


[MEC Name]


[MEC Address]


It is important that you attend.

If you will need any help when you are at the examination centre or if there are any special reasons why you cannot attend, please let us know. You can do this by contacting us on the telephone number at the top of this letter.


We have sent directions about how to get to the examination centre with this letter. Please arrive 10 minutes before your appointment time.


We have enclosed form AL1C A11, which gives you information about what will happen at your medical assessment and claiming expenses.  If you want to discuss your claim for benefit or the reason why you need a medical assessment, please telephone the Job Centre office that deals with your claim.

When you arrive at the examination centre you will be seen by a doctor to assess your claim for PDA11.  Following your examination with the Medical Adviser you may need to see a Health Care Professional for further tests to be carried out.  If this is required the receptionist will arrange a new appointment with you for a later date so that these tests can be carried out.

Please bring this letter to the examination.


Yours sincerely

Appointment Allocation Clerk

Atos Healthcare

AL1 PDA11
08/07





