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1. About this document

1.1 Purpose

Employment and Support Service (ESA) Disabled Military Personnel referrals must be administered clerically.  These referrals will be dealt with at Bootle MSC only.

1.2 Applicability

This guide applies to all Atos Healthcare Administrative Staff dealing with ESA Disabled Military Personnel referrals at Bootle MSC.

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.

1.4 References

1. IB, IIDB, SDA Rework Procedures (MED-IBIIDBSDARP01)

2. Rejections Procedure (MED-RP01)

2. Introduction
The Department for Work and Pensions (DWP) and Ministry of Defence (MOD) have agreed to develop initiatives to improve how military personnel with incapacities or disabilities gain entitlement to benefit. 

One such initiative involves the design of a process for dealing with claims for ESA from military personnel who are so severely disabled that they have been placed in the highest MOD disability category.  
As such, claimants are seen as likely to be within the ESA Support Group criteria, the new process aims to use the existing medical discharge evidence from the MOD to streamline the Work Capability Assessment (WCA) process.

3. Receipt of Referral
The Authority will make referrals to Bootle MSC using the ESA 55 and will include all relevant clerical documents tagged inside, including the MOD Discharge Medical report

These referrals will be marked with ‘MOD Referral’ in the special indicator box of the ESA 55.

3.1 Registration

On receipt of the referral you must register the referral on SMART using one of two referral codes:

· MODESA SG1 (Initial Referral)

· MODESA SG2 (Rework Referrals) – See Section 5 for further details

Once the referral has been registered, you will check that all the appropriate documents are enclosed in the case file and that the relevant sections of the ESA 55 are completed (refer to Section 3.2 Rejection Procedure for further details). 

If all details are correct, the case file will be referred to the Health Care Professional (HCP), who will look at the medical evidence and provide an opinion as to whether the claimant can be treated as meeting the Support Group criteria.

Following registration, the system will activate the referral activity to A300.
You will pass the case file to the HCP – Refer to Section 4 for the next action.
3.2 Rejection Procedure

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 Case File or Form as necessary.  Refer to the Rejections Procedure (MED-RP01) for further information.
3.2.1 When to invoke rejection procedures

When the Customer makes an ESA Disabled Military Personnel referral, the Clerical Referral to Medical Services side of the ESA55 will be used.  The following fields must be completed.  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

· GP Details

· DO ID and Contact Telephone Number

· First Day of Incapacity

· Diagnosed Cause of Incapacity

· Referral Details 

· Notes

3.2.2 Carrying out the rejection

If it is deemed necessary to reject the referral back to the referring Customer Office,  carry out the rejection procedure as described in the Rejections Procedure (MED-RP01) 
An R1 (clerical rejection form) should be completed and enclosed within the ESA55 prior to returning it to the Customer.

Return case file to the Customer.

4. Case File returned from the HCP
The HCP will complete the ESA86 MOD and return the case file to you on the Administration Team.  
Update the CSD Outcome screen on SMART:

· Referred to MA - Enter ‘Y’ 

· Enter the Doctor Id

· Complete the Exempt field (taking details the ESA 86 MOD) (Y or N)
· If Support Group is ‘Y’, you will also enter the Prognosis

· Prognosis – Enter ‘Not in longer term’
Note: The prognosis will always be the maximum, i.e. ‘Not in the longer term’.

If the Support Group is No, you will enter ‘N’ in the Exempt field, nothing is required in Prognosis.

The case file then needs to be referred for audit, follow Section 4.1.

4.1 Referral for Audit

All ESA Disabled Military Personnel referrals will be audited.

Once the case file is returned from the HCP, you will update SMART to P750.
Pass the ESA55 to the Audit Administrator, who will refer the file to a HCP to be audited.
Once the referral has been audited and the HCP has returned the referral to the Audit Administrator, the Audit Administrator will clear the referral.
4.2 Clearance
To clear the referral:

· Update SMART to C100
· Return case file to the DWP.

Where the evidence on the ESA86 MOD is not seen to automatically place the claimant in the Support Group, DWP will make a new referral via MSRS.  They will attach all relevant paperwork as a supporting case file. 
5. Rework
On processing ESA Disabled Military Personnel Rework Referrals, you must also refer to the IB, IIDB, SDA Rework Procedures (MED-IBIIDBSDARP01) in conjunction with the process described below.
If you receive a Rework referral (the referral code on the ESA55 will be prefixed with an ‘R’ to indicate rework).
You will register the referral as:

· MODESA SG2

You will enclose an ESA86 MOD– (the ESA86 MOD can be accessed from LiveLink) in the ESA55.

You will refer the case file to the HCP that originally provided the opinion.  Once returned from the HCP, you will clear the referral - refer to the IB, IIDB, SDA Rework Procedures (MED-IBIIDBSDARP01) for further details.

Return case file to the DWP.
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.
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_______________________
Date:_____________
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