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1. About this document

1.1 Purpose

This guidance details the processes for handling referrals marked as ‘Sensitive’ and includes how such referrals will be received, progressed and returned upon completion.

1.2 Applicability

This guidance applies to Administrative Atos Healthcare staff dealing with Sensitive Access Referrals. 

1.3 Owner

The DWP Service Delivery Director owns this document.

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

2. Introduction 
From March 2008, the Department for Work and Pensions (DWP) no longer marks referrals as ‘locally sensitive’.  Referrals with a ‘Nationally sensitive’ marking on DWP IT systems, e.g. Transgender, prominent national figures, people at risk, e.g. of violence, will be referred to Atos Healthcare following a phone call* and in a sealed/secure pouch.  

*Note that for DLA/AA sensitive referrals, you will not receive a phone call.  Referrals will be sent in a sealed/secure pouch only.

All action must be taken on Sensitive Access Referrals clerically.  SMART, LiMA, MSRS (and any other IT systems) cannot be used for these referrals.  

‘Medical’ action taken on these referrals must done so by Registered Medical Practitioners/HCPs that are of Level 6, and as above, outputs must be clerical.

This guide covers all benefit types processed by Atos Healthcare.

3. Receipt of a Sensitive Access Referral

National Sensitive Access Referrals will be received from the DWP.  The file jacket will be referred in a sealed/secure pouch marked for the attention of the Site Manager and the file jacket will be annotated as “Sensitive Access”, this will be clearly marked across the top of the file jacket.

On receipt of the referral, the Site Manager will pass the referral to the Nominated Sensitive Referrals representative who will complete a Sensitive Referral Record sheet for the referral.  The Nominated Sensitive Referrals representative will hold all Sensitive Referral Record sheets while the referral is being progressed by Atos Healthcare.  Note – Sensitive record sheets should be printed off and completed by hand at all stages, no copies containing client information should be held on any computer system.

The Sensitive Referral Record sheet can be found at Appendix A.

The following should be completed on the Sensitive Referral Record sheet:

· MSC

· Name

· NINo.

· Benefit (enter the benefit type, e.g. ESA, IIDB, DLA, et cetera)

· BDC/DO Number

· Date Received 

· Mental Health (Y/N) - (for IB and ESA only)

For ESA and IB the referral types used by the Customer will be:

Q -  Questionnaire gathering (see section 4) 

S – Filework (transition referral where the DWP have already gathered the questionnaire) (see section 5). 

Note: where the referral is a transition case and the Customer has already attempted to gather the questionnaire, then the front of the ESA55 should be marked showing that the questionnaire has been requested (in the forms or letters issued column).  In which case a questionnaire should be included in the file, or the referral should be marked as Mental Health.

LC – LCWRA referral (see section 9)

TI – Terminal Illness referral (see section 10)

Advice – See section 5.3
You will also receive referrals for 
· WFHRA only
For WFHRA only referrals, you will progress the referral to examination (see section 7).
For all other benefits, the Customer will use the appropriate existing referral type.  If the referral is for examination, see section 7; if the referral is for filework, see section 6.

If the referral is withdrawn at any stage, by the Customer, the Sensitive Referral Record sheet must be updated with a date and reason for withdrawal and the file returned to Customer Nominated representative.  The Sensitive Referral Record sheet will then be passed to the Site Manager.

3.1 Rejection Procedures

Rejecting a referral should only be done as a last resort.  Wherever possible you should contact the referring Customer Office to try to ascertain what the missing piece of data is and update the Referral File or Form as necessary.

3.1.1 When to invoke rejection procedures

When the Customer makes a Sensitive Access Referral for IB or ESA, the ‘Clerical Referral to Medical Services’ side of the ESA55 will be used, or for other benefits the standard referral jacket will be used.  

The following fields must be completed on the ESA55.  If any of the fields identified in this section are incomplete or not completed at all, rejection procedures should be invoked:

· Benefit Type

· Customer Details

· NINO

· Surname and Title

· Other Names

· Sex

· Date of Birth

· Address and Contact telephone numbers* (*Unless contact telephone number is marked as ‘N/K’ or ‘None’)
· GP Details

· DO ID and Contact Telephone Number

· First Day of Incapacity

· Diagnosed Cause of Incapacity

· Referral Details 

· The referral code for a Sensitive Access referral is Q, S, LC or TI.  This should be written in this field

· Notes

Where the Sensitive Access Referral is for a benefit other than IB or ESA, the relevant standard sections of the referral jacket must be completed.  If any sections are missing or incomplete rejection procedures should be invoked. 

3.1.2 Carrying out the rejection

If it is deemed necessary to reject the referral back to the referring Customer Office, the Sensitive Referral Record sheet should be completed as indicated above.
An R1 (clerical rejection form) should be completed and enclosed within the file jacket prior to returning it to the appropriate Customer Nominated representative.

It is possible that the HCP may have reason to reject the referral having considered the referral during filework.  In this instance the user will need to record the rejection on the Sensitive Referral Record sheet.

4. IB and ESA Questionnaire Gathering

4.1 Issuing the ESA50/IB50

When an ESA50/IB50* is required, one should be sent to the Client, using the address noted on the ESA55.  

*The ESA50/IB50 can be obtained via OCE from Site ‘Stationery Reps’
A return envelope with your Medical Services Centre’s (MSC’s) address should be included.  Include on the return envelope “For the Attention of [enter Nominated Person’s Name]”.

The ESA51/IB51* covering letter must also be included with the ESA50/IB50.  You should complete the following fields:

· Office Stamp – stamp your office’s address here

· Client Address

· Direct Dial Number – enter 0800 055 6688
· Textphone Number – leave blank

· Reference Number – this is the Client’s National Insurance Number

· Date – the date of issue

· Return date – this is the BF date for the ESA50/IB50 and is needed in two places.

*The ESA51/IB51 can be obtained via LiveLink. 

An ESA50C* should also be sent with the questionnaire and covering letter.  This gives the client information about ESA.

* The ESA50C can be obtained via OCE from Site ‘Stationery Reps’ 

A photocopy of the ESA51/IB51 covering letter should be placed in the ESA55.  This is to demonstrate to the Customer the action taken by Atos Healthcare, in the event that the client does not return the questionnaire.

Once issued, the appropriate sections of the Sensitive Referral Record sheet should be completed, as indicated below.  

On the ESA55 you should write ‘ESA50/IB50’ in the Next Activity field and the date it was issued in the Date field.

4.2 Updating Sensitive Referral Record sheet following issue of ESA50/IB50

Questionnaire Action section

· Date ESA50/IB50 issued

· B/F date for issue of ESA53/IB53 (28 clear calendar days from the day after posting)

Note: the BF should be calculated to take into account postage.  Where the Questionnaire is issued on a Monday – Thursday, day 1, for the purpose of BF calculation, is the following day.  However, where the Questionnaire is issued on a Friday, Saturday or Sunday, day 1 will be the following Monday. 

4.3 Issuing the Reminder Letter 

If the ESA50/IB50 is not received within 28 clear calendar days (4 weeks), an ESA53/IB53 reminder letter must be issued.  In order for the client to receive 28 clear calendar days, the reminder letter must physically be issued on day 29.

The Nominated Sensitive Referrals representative at the MSC will be required to check the B/F date for issue of ESA53/IB53 on the Sensitive Referral Record sheet daily.

4.4 Updating Sensitive Referral Record sheet following issue of Reminder

Having issued the ESA53/IB53 you should update the Sensitive Referral Record sheet with:

· Date ESA53/IB53 Issued

· B/F date for receipt of ESA50/IB50 (14 clear calendar days from issue date of the reminder letter)

Note: the BF should be calculated to take into account postage.  Where the reminder is issued on a Monday – Thursday, day 1, for the purpose of BF calculation, is the following day.  However, where the reminder is issued on a Friday, Saturday or Sunday, day 1 will be the following Monday. 

On the ESA55, you should write ‘ESA53/IB53 Issued’ in the Next Activity field and the date of issue in the Date field.

A photocopy of the Reminder should be placed in the ESA55.  This is to demonstrate to the Customer the action taken by Atos Healthcare, in the event that the client does not return the questionnaire.

4.5 Receipt of the ESA50/IB50

When the ESA50/IB50 is returned, you should date stamp it and link it to the ESA55 checking the address details match the ESA55.  Where an address is different to that on the ESA55, the details should be updated on the file jacket accordingly.  Furthermore, you should telephone the JCP Nominated Representative to notify them of the change of circumstances.  Following the call, a CC1 should be completed and inserted into the file.  You should place a clerical IB/ESA85A into the file (completing the client’s details), for use by the HCP.

You should also complete the following fields of the Sensitive Referral Record sheet:

· Date ESA50/IB50 Returned

· Date to referred to HCP

You should now write ‘Filework’ in the Next Activity field of the ESA55 and today’s date in the Date field, passing the ESA55 to the HCP, by hand, for their continued action.

4.6 ESA50/IB50 not returned

If the ESA50/IB50 is not returned by the BF date, the Nominated Sensitive Referrals representative should check whether the referral is marked as Mental Health or not.  This will be a tick on the box “Mental Health Related Incapacity” on the front of the ESA55.

4.6.1 Mental Health

If the referral is marked as Mental Health, the Sensitive Referral Record sheet should be updated with:

· Date ESA50/IB50 Returned (enter “not returned”)

· Date to referred to HCP

The ESA55 should be passed to a HCP, by hand, for their continued action.

‘Filework’ should be written in the Next Activity section of the ESA55 and today’s date should be entered in the Date field.

4.6.2 Not Mental Health

If the referral is not marked as mental health, the Sensitive Referral Record sheet should be updated with:

· Date cleared to JCP due to non-return of ESA50/IB50 (NOT MH)

Add ‘Not Returned’ in the Next Activity section of the ESA55 and the DWP Office Name and the today’s date for the final activity.

Return the file to the Nominated JCP representative, in a sealed envelope.
Pass the Sensitive Referral Record sheet to the Site Manager.

4.7 Other paperwork included with the ESA50/IB50

On occasion, a client will send other pieces of paperwork along with their ESA50/IB50.  Such pieces of paperwork may include a letter from a consultant, a Medical Certificate, Birth Certificate, Passport etc.  Should anything be returned with the ESA50/IB50, please follow one of the processes outlined below.  In each of the following circumstances, the ESA50/IB50 itself should be processed as usual and the spreadsheet updated accordingly. 

Medical Evidence

Any letter, form or report completed by a Medical Professional is classed as Medical Evidence.

Any Medical Evidence provided by the client with an ESA50/IB50 should be linked with the file for the HCP’s information at filework.  The only exception to this rule is where a MED3 has been provided.  In this circumstance the form should be photocopied and retained, the original should be sent on to the referring customer office.

Note: A DS1500 form indicates that the client may be terminally ill and as such should be progressed as quickly as possible.  Such referrals should be passed immediately to a practitioner for advice. 

Valuables

A list of items regarded to be valuables is available in Appendix C.

Such items should be immediately returned to the Client by Recorded delivery.  You should also add entries to the Valuables Ledger (attached to the MSRS Registration and Scrutiny Guide).  A covering letter must also be sent with the items to the Client.  The covering letter to be used can be found within the MSRS Registration and Scrutiny Guide.  You should list the items of valuables being returned to the Client within this letter.  

Miscellaneous Paperwork

A list of miscellaneous paperwork is included in Appendix D.

If any of them are received with an ESA50/IB50, they must be treated as valuables and should be returned to the client immediately.  Follow process as described above in ‘Valuables’.
4.8 ESA50/IB50 received after referral is closed

Where an ESA50/IB50 is received at the MSC after a referral process has ended, the questionnaire should be sent on to the referring customer office Nominated JCP representative, in a sealed envelope.  You should write Questionnaire Received after Referral Closed in the top right hand corner of the questionnaire.  You will not need to construct an ESA55.
5. IB and ESA Scrutiny/Pre-Board Check

Once the Questionnaire has been received or the referral is an S referral, the file should be passed by hand to an HCP for Filework.

Complete the Sensitive Referral Record sheet:

· Date referred to HCP for Filework

Once the Filework action has taken place, the HCP will return the ESA55, by hand, to the Administration Section with a hand written ESA85A/IB85A*.  Check the ESA85A/IB85A to establish the next action.

*Manual ESA85As and IB85As are available from AOK.

Complete the Sensitive Referral Record sheet on the Initial Filework section:

· Date returned from HCP

· Practitioner ID

· Advice from Filework – 

· ‘FME’ (see section 5.2)

· ‘Advice Given’ (see section 5.1) 

· ‘Exam’ (see section 7)

5.1 Appointment not Required – Referral to be Cleared

If the HCP decides to accept the referral, a clerical IB85A/ESA85A will be completed.  

The file will be returned to the Nominated Sensitive Referrals representative, who will ensure the Sensitive Referral Record sheet is updated and return the file to the JCP Nominated representative at the Benefit Delivery Centre (BDC).

The Sensitive Referral Record sheet must be completed with:

· Date cleared to JCP with Filework outcome

The Next Activity must be updated on the ESA55 by adding the DWP Office Name and the date should be entered in the Date field.
Return file to JCP.

Pass the Sensitive Referral Record sheet to the Site Manager.

5.2 FME Requested

Where the FME has been requested, complete the Sensitive Referral Record sheet, ‘FME Gathering’.  Issue the FME to the GP or HCP as indicated by on the IB85A/ESA85A.  Include on the return envelope “For the Attention of [enter Nominated Person’s Name]”.

· Date of Issue of FME

· FME BF date (10 calendar days after issue)

Once the FME has been obtained, or the BF has expired, enter the date at

· Date FME returned (if not returned, enter “Not Returned”)

The file will then be referred, by hand, to the HCP.  You will complete the Sensitive Referral Record sheet at ‘Secondary Filework’:

· Date to HCP

When this is returned, by hand, from the HCP, at Secondary Filework, you will complete:

· Date returned from HCP

· Practitioner ID

· Advice from Filework -  enter ‘Accept’, ‘SG’ or ‘Call’

Where referral is to be cleared, follow 5.1
If the referral is to be referred for Examination, follow 7.

5.3 Advice

Complete the Sensitive Referral Record Sheet

· Date referred to HCP for Advice

Pass the file to the HCP for advice filework to be completed.  Once the Filework action has taken place, the HCP will return the ESA55, by hand, to the Administration Section with a hand written ESA85A min*.

*ESA85A min is available from AOK Printers.

The file will be returned to the Nominated Sensitive Referrals representatives, who will ensure the Sensitive Referral Record sheet is updated with ‘Advice Given’ and a clearance date and return the file to the JCP Nominated representative at the BDC.

The Next Activity must be updated on the ESA55 by adding the DWP Office Name and the date should be entered in the Date field.

Return file to JCP

Pass the Sensitive Referral Record sheet to the Site Manager.

6. Filework (Non IB or ESA)

Where the referral requires filework, complete the Sensitive Referral Record sheet with the date referred to HCP for Filework.  Pass the file jacket to the HCP.

When the HCP returns the file jacket, following their advice, complete the Sensitive Record Sheet:

· Date returned from HCP

· Practitioner ID

· Advice from Filework

· FME (see section 6.1)

· Exam (see section 7)

· Advice Given (see section 6.2)

6.1 FME

Where FME has been requested, complete the Sensitive Referral Record sheet, ‘FME Gathering’.  Issue the FME to the GP or HCP as indicated by the HCP.  Include on the return envelope “For the Attention of [enter Nominated Person’s Name]”.

· Date of Issue of FME

· FME BF date (10 calendar days after issue or appropriate BF date)

Once the FME has been obtained, or the BF has expired, enter the date at

· Date FME returned (if not returned, enter “Not Returned”)

The file will then be referred, by hand, to the HCP.  You will complete the Sensitive Referral Record sheet at ‘Secondary Filework’:

· Date to HCP

When this is returned, by hand, from the HCP, at Secondary Filework, you will complete:

· Date returned from HCP

· Practitioner ID

· Advice from Filework 

· Advice Given

· Exam

Where referral is to be cleared, follow 6.2.

If the referral is to be referred for Examination, follow 7.

6.2 Advice Given

If the HCP has completed their advice, the file will be returned to the Nominated Sensitive Referrals representative, who will ensure the Sensitive Referral Record sheet is updated and return the file to the appropriate Customer Nominated representative at the District Office.

The Sensitive Referral Record sheet must be completed with:

· Date cleared to the Customer with Filework outcome

The Next Activity must be updated on the ESA55 by adding the DWP Office Name and the date should be entered in the Date field.

Return file to the Customer.

Pass the Sensitive Referral Record sheet to the Site Manager.
7. Appointment Required

If the referral is to be referred for an appointment, the referral is passed to the Resource Manager (RM)/Scheduling Section, by hand, who will arrange a DV appointment. 

DV appointments are to be used as client expenses cannot be paid if the client is called to the MEC.

By using an employed practitioner, there is no need to arrange a ‘sessional’ payment, though if there are no employed practitioners available, a contracted practitioner can be used and the DV payment recorded on e-SMART as a “Missed Payment”, see section 7.5.

7.1 DV by Employed Practitioner
Where an employed practitioner is to be used for the DV, the RM/Scheduling Section should contact the client and arrange a DV appointment.  Note: the RM/Scheduling Section must take into account any requests for same gender practitioner or interpreter when arranging the DV appointment.  

The RM/Scheduling Section will then:

DLA/AA

· Issue a DLA AL1 and DLA AL1C

All Other Benefits

· Issue an appointment letter (DVN1).  This is available and can be obtained from AOK.  This will be manually completed with:

· Clients Name and Address

· MSC Address, Reference, RM Telephone number and Date

· Client name at salutation

· Benefit Type (tick the appropriate box)

· Date, Time of appointment and where to attend

· RM/Scheduling Section to sign letter

All Benefits

· Obtain a copy of the letter:

· Issue the original letter to the client

· a copy of the letter should be placed within the file jacket

Update the Sensitive Referral Record sheet with the date of the appointment on the Examination Action section ‘Appointment Details’ and ‘Practitioner ID’

· Insert a blank report form 

· ESA85/IB85 (and WFHRA or CR1 if appropriate)

· IIDB appropriate BI report form

· DLA/AA

· SPVA

· SDA 16 or 15

· For IB and ESA, insert a DV BF223 (for use in the event of a DNA), a Manual SL1 (for completion whenever the practitioner contacts the Client.)

· Pass the file, by hand, to the DV practitioner
7.2 DV by Contracted Practitioner
If a practitioner is arranging the appointment themselves, they must ensure that they keep a copy of the appointment letter in the file.  Note: the practitioner must take into account any requests for an interpreter when arranging the DV appointment.  

Contact the DV practitioner who will be undertaking the examination and arrange for them to securely obtain the file (ideally, this should be in person at the MSC).  Add 2 blank DVN1s/DLA AL1s for the practitioner to use.  One for him/her to issue to the client and one to copy and place in the file jacket.  For IB and ESA, insert a DV BF223 for use in the event of a DNA and a manual SL1 which is to be completed by the practitioner whenever they contact the Client.  Insert a blank report form (as detailed above).

· Update the Sensitive Referral Record sheet on the Examination Action section ‘Appointment Details’ with “Date to DV doctor dd/mm/yy” and ‘Practitioner ID’ (Note: this should be updated with the Actual Examination Date once this is known)

7.3 DV Declined

If the client refuses to have a DV, this should be escalated to the Site Manager who will arrange an alternative examination in discussion with the National Performance Manager.  

For IB, ESA or SDA, the Manual SL1 should continue to be used to record contacts in case the client fails to attend the alternative examination.  

Once Atos Healthcare have completed their actions, the file will be returned to the Customer Nominated representative.

7.4 Post Examination Action

Once the DV has been completed/attempted the DV practitioner should return the file to the Nominated Sensitive Referrals representative (ideally, this should be by hand).

The Nominated Sensitive Referrals representative will ensure that the Sensitive Referral Record sheet is updated, on the Examination Action section:

· Update the Appointment Details (date) with the actual date of appointment

· Place a tick in the Output Type to indicate what reports have been completed

· PCA 

· CR1 (see section 7.4.1)

· LCW

· WHFRA (see section 7.4.1)

· Exam – Use this for all non IB/ESA exams

· UTA

· DNA

· Date Cleared to JCP following examination action

Note: if the DV was unsuccessful, this should be detailed in the Notes section of the Sensitive Referral Record sheet.  For IB, ESA and SDA the manual SL1 should be included in the file jacket and the file should be returned to the JCP Nominated representative.  The Next Activity must also be updated on the ESA55 by adding the DWP Office Name and the date should be entered in the Date field.
7.4.1 WFHRAs and CR1s

Where a WFHRA or CR1 has been completed the ESA55 should contain the Personal Adviser’s details.  If this is missing, contact the JCP nominated representative to obtain the details or to agree to send the report to them for onward distribution to the Personal Adviser.

Send the CR1 to the Personal Adviser/JCP nominated representative using a covering letter.

Take a copy of the WFHRA report and send a copy to the Personal Adviser/JCP nominated representative and a copy to the client using a covering letter.

7.5 Payment of Contracted Practitioners

To do this, you will:

Open e-SMART 

Select “Missed Payments” from the menu

Exam Details

· Next to Exam Ref, select “New” to create a new exam ref for the payment

· Select “Dom Visit” from the adjacent drop down menu

· Enter the exam date

· Enter the practitioner id or name in the practitioner field

· Enter the NINo in the NINo field

Fee Details

· In the “Fee Details” section click the “Add Row” icon

· Select the “Fee Type” 
· ESA is for the LCW face to face assessment

· ESW is for where a WFHRA has also been completed

· If the practitioner completed an LCW Assessment and a WFHRA, you need to add both the ESA and the ESW fee types

· All other benefits use their standard Fee Types

· Select the number of exams in the “Count” field (this should normally be 1)

· “Amount” will automatically be populated when you click into another field

Expenses

If any expenses have been claimed:

· In the “Expenses” section click the “Add Row” icon

· Use the drop down menu to select the type of expenses to be paid

· Use the “Count” field to indicate how many of this expenses type you need to pay (e.g. for mileage enter the number of miles claimed; if one parking ticket is being claimed, then the count should be 1)

· Add the amount to be paid (NB: where the expenses type is Mileage, the amount will automatically be calculated)

· Enter Y or N in the “Receipt” column, depending upon whether receipts have been supplied or not

· Use the “Add Row” icon to record all of the expenses claimed

Premium Payments

If any Premium Payment has been agreed:

· Click the “Add Row” icon in the “Premium Payments” section

· Select PCP or UVP from the drop down menu

· Add the count (usually 1)

· Add the amount to be paid

Check that all of the information added is correct and then select the “Save” icon in the top left hand corner

Missed payments are automatically set to Ready.

8. MSRS or SMART used in Error

8.1 Anonymising MSRS Sensitive Access Client records

Records on MSRS cannot be deleted; therefore the action below should be taken.

8.1.1 Referrals from other Benefits still live on SMART

Before carrying out the process below, SMART should first be checked to ensure that there are no other live referrals for other benefits (e.g. IIDB or DLA etc).  Should there be any such referrals a clerical note of the current status of the referral should be made e.g. any Examination Appointments (MEC or DV) booked.  Other affected customers should be informed.

Having done so, the actions below should be completed. 
8.1.2 Action Required

If the JCP create a Sensitive Access referral on MSRS in error, or a client already on MSRS becomes classed as Sensitive Access, the client record should be anonymised to ensure that no record of the referral or client can be found, until such time that the client record can be deleted from any systems concerned.

MSRS should only be anonymised following receipt of a written request from the referring BDC.  The proforma (MSRS Input Amendment Form) will be used for such requests and is shown at Appendix B.
Upon receipt of such requests, check SMART as described above.  Once you have carried out the above check and taken any necessary actions, carry out the following process:

· Carry out a standard Client search on MSRS using the details provided.

· Select ‘Update Client Details’ from the ‘Client Actions’ drop-down menu and click ‘Go’.

Once on the Update Client Details screen carry out the following tasks:

· Change the National Insurance Number to one agreed with the Customer

· Reduce the Client’s Surname to its initial character e.g. if the surname is Roberts you should change it to R.

· Change the Client’s Forename to ‘Z’

· Remove any middle initials

· Change the Date of Birth to today’s date

· Change the gender – i.e. if the Client is Male, change it to Female and vice versa

· Change the Client’s address to your MSC’s address

· Remove the following information:

· Any telephone numbers held

· Any PV indicators

· Any requested languages

· If a same gender HCP request is indicated, remove the tick

· Remove any appointee details

· Click ‘Update’.

Once the above tasks have been completed, the current referral should be 'Withdrawn'.  All paperwork should be passed to your Site Manager for their continued action.  

8.2 SMART

If a sensitive access referral has been registered on SMART in error, the DDQ should be requested to delete any referrals held on SMART.  Once the last referral has been deleted, the client will also be deleted from SMART.

9. LCWRA Referrals

The process described in this guide applies equally to LCWRA referrals (which are currently clerical).  LCWRA referrals must not be entered on to the LCWRA spreadsheet if they are marked as “Sensitive Access”.

The general LCWRA process is contained in the Limited Capability for Work Related Activity Administration Guide (MED-LCWRAAG01) and should be followed (except for using the spreadsheet).

When a Sensitive Access LCWRA referral is received, the Nominated Sensitive Referrals representative should complete the Sensitive Referral Record sheet as described in section 3, (in place of the LCWRA Tracker spreadsheet).  ‘LCWRA’ should be entered into the ‘Benefit’ box.  

The Sensitive Referral Record sheet should be updated by entering the date in ‘Date to referred to HCP’ box.  The referral should be passed, by hand, to the HCP.  

Upon return of the file from the HCP, you should follow the instructions in this guide in section 4 to gather an ESA50A* and section 5 to gather FME or undertake an examination.

* ESA50As are available from AOK.

10. ESA TI Referrals

The process described in this guide applies equally to TI referrals.

When a Sensitive Access TI referral is received the Nominated Sensitive Referrals representative should complete the Sensitive Referral Record sheet as described in section 3.  ‘ESA TI’ should be entered into the ‘Benefit type’ box.

The Sensitive Referral Record sheet should be updated by entering the date in ‘Date referred to HCP’ box.  The referral should be passed, by hand, to the HCP.  

The HCP will consider the referral and will:

· Request FME

· Advise TI, or

· Be unable to advise TI

Where the HCP requires FME, you should follow the instructions in this guide in section 3 to gather the FME.

If the HCP is able to advise TI, you should follow the instructions in this guide in section 5.1 to clear the referral back to the JCP.

If the HCP is unable to advise TI, you should update the Sensitive Referral Record sheet by entering “Not TI” in the Notes.  You should then attach a new Sensitive Referral Record sheet to the old one.  Complete the details in the first section (entering ESA as the Benefit) and follow the instructions in this guide in section 4 onwards to gather a questionnaire and continue the process.

11. Site Manager Action

When Atos Healthcare completes their action, the Sensitive Referral Record sheet will be passed to the Site Manager by the Nominated Sensitive Referrals representative.

The Site Manager will hold these for volume statistics.

The Site Manager will also hold them in preparation for raising manual invoices to the appropriate Customer, where appropriate.  Once the process for raising manual invoices has been agreed with the Customer, further instructions will be issued.

Once the manual invoice has been raised, the Site Manager will annotate the Sensitive Referral Record sheet.

Appendix A - Sensitive Referral Record sheet

Sensitive Case 

Record Sheet.xls


Appendix B - MSRS Input Amendment Form


MSRS Input 
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Appendix C - Valuables

The list below indicates documents that should be returned to the Client immediately should they be received with the ESA50/IB50:

· Birth certificates 





· Marriage/civil partnership certificates 

· Adoption certificates 

· Death certificates 

· Divorce/dissolution of civil partnership decrees 

· UK gender recognition certificates. 

· Power of Attorney, Court of Protection 

· Change of Name

· Christening/Baptism Certificate

· Probate

· Any legal document

· Passport

· Immigration Certificate 

· Cash

· Cheques

· Giro Cheques

· Bank Paying in Book 

· Cheque Book 

· Cash point Card 

· National Insurance Card

· Driving Licence 

· Building Society book 

· Bank Savings book 

· Foreign Identity cards 

Appendix D - Miscellaneous Documents

The list below indicates documents that should be returned to the client should they be received with the ESA50/IB50:

· Pension Documents 

· Council Tax box 

· Union Card 

· Travel permits 

· Medical Records Insurance Documents 

· Private Medical reports

· Handicapped Card 

· Phone bills 

· Registered disabled green card 

· Court Summons 

· Rent books 

· P45 

· Forces Certificate

· Payslips 

· TV Licence 

· Med 3/4

· Med 5/10

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 Atos Healthcare, Process Design Team.  Email to R Process Design
QUALITY.DOT  v1.0  28 September 1994

D

Procedure / Guideline Template.DOT  v3   Apr 2001


_1319351687.xls
Case Record Sheet

		TO BE PROCECESSED BY NOMINATED OFFICER ONLY

																																				31/12/1899

		CLERICAL REFERRAL RECORD SHEET

		MSC:

		Name		NiNo.				Benefit Type		BDC/DO Number		Date Received		Mental Health (Y/N)

																																				31/12/1899

																																				31/12/1899

		Questionnaire Action																																		31/12/1899

		Date ESA50/IB50 Issued		B/F date for issue of ESA53/IB53
(4 Weeks from issue date)		Date ESA53/IB53 Issued		Date ESA50/IB50 due back by
(43rd day from issue)		Date ESA50/IB50 Returned		Date cleared to JCP due to non-return of ESA50/IB50 (NOT MH)																								31/12/1899

																																				31/12/1899

																																				31/12/1899

		Initial Filework								FME Gathering																										31/12/1899

		Date referred to HCP		Date returned from HCP		Practitioner ID		Advice from Filework
(FME / Exam / Advice given)		Date of issue of FME		FME BF Date		Date FME Returned																						31/12/1899

																																				31/12/1899

																																				31/12/1899

		Secondary Filework								Filework Output																										31/12/1899

		Date to HCP		Date returned from HCP		Practitioner ID		Advice from Filework (Exam / Advice Given)		Date cleared to JCP with Filework outcome		Date passed to Resource Team																								31/12/1899

																																				31/12/1899

																																				31/12/1899

		Examination Action								Withdrawn																										31/12/1899

		Appointment Details
(Date)		Output Type		Practitioner ID		Date Cleared to JCP following examination action		Date & Reason withdrawn by JCP																										31/12/1899

				PCA																																31/12/1899

				CR1																																31/12/1899

				LCW																																31/12/1899

				WHFRA

				Exam

				UTA

				DNA																																31/12/1899

																																				31/12/1899

		NOTES:														12/31/99				12/31/99																31/12/1899

																12/31/99				12/31/99																31/12/1899

																12/31/99				12/31/99																31/12/1899

																12/31/99				12/31/99																31/12/1899

																12/31/99				12/31/99																31/12/1899

																12/31/99				12/31/99																31/12/1899

																12/31/99				12/31/99																31/12/1899

		Site Manager Action:														12/31/99				12/31/99																31/12/1899

		Date Manual Invoice Raised:						Signed:								12/31/99				12/31/99																31/12/1899

																12/31/99				12/31/99																31/12/1899

																12/31/99				12/31/99																31/12/1899

																12/31/99				12/31/99																31/12/1899

																12/31/99				12/31/99																31/12/1899
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																12/31/99				12/31/99																31/12/1899

																12/31/99				12/31/99																31/12/1899
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																12/31/99				12/31/99																31/12/1899

																12/31/99				12/31/99																31/12/1899

																12/31/99				12/31/99																31/12/1899

																12/31/99				12/31/99																31/12/1899

																12/31/99				12/31/99																31/12/1899

																12/31/99				12/31/99																31/12/1899
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