LESSONS LEARNED
Fire Management Office/Servicing Human Resources Office
· Start the process early.  Process time from appointment request to clearance status is minimum five weeks.  May be longer due to clinic appointment time availability and further evaluation issues. 
· Access to CAS – Complete the CAS access sheet found under forms and fax to CAS Support.  List all of the unit identifiers from PMS-931 for which you have responsibility.  CHS will email your username (always lowercase) and password.

· Print the exam form found in CAS after you request an exam.  This will always be the most current and correct exam form and prints demographic and barcode information specific to the individual.  DO NOT use photocopied exam forms from a previous year or white out a different individuals demographic information.  Do not send individuals to a clinic unless you requested an exam through CAS, provided them with their exam paperwork from CAS, and they have an appointment scheduled by CHS!
· DO NOT PRINT EXAM PAPERWORK TWO SIDED. (Clinics fax paperwork to CHS and two sided printing typically results in CHS receiving only the even numbered pages.)
· Get the exam form to the WLFF as soon as possible (this includes exams scheduled for a Medical Mobile Unit).   If CHS calls the WLFF to schedule their exam and they do not have their exam paperwork, CHS will not schedule the exam to ensure the paperwork has reached the WLFF by their scheduled exam.  CAS will indicate “No paperwork – WLFF to contact CHS”.   Upon receipt of their exam paperwork, WLFF must call CHS at 866-416-5941 between 8:30 a.m. and 7:00 p.m. Eastern Time and ask to speak to a Wildland Firefighter Program scheduler. 

· Within 5 days of requesting an exam through CAS, a CHS scheduler will have made contact with the examinee.  If not, FMO/SHRO checks CAS for scheduling message.  If message “Unable to contact” or “No paperwork – WLFF to contact CHS“- have WLFF call CHS at 866-416-5941 between 8:30 a.m. and 7:00 p.m. Eastern Time and ask to speak to a Wildland Firefighter Program scheduler.  
· Verify WLFF contact information is correct in CAS.   CHS uses current WLFF address for further evaluation letters and phone # to schedule exam.  Always list WLFF cell phone # if available, as this is typically the best number for CHS to reach the examinee.  
· Within 10 working days after receiving the exam CHS will post a clearance determination & date in CAS, check Examinee Report Exam Clearance Rating History for additional information.   If no new Pending FE letter issued, contact your Regional/State Fire MSP Coordinator through established channels.

· FMO/SHRO who require CAS assistance to correct an error in a previously requested exam OR needs to override CAS to request a different employment category exam in the same fiscal year) OR needs to transfer an examinee should email the WLFF Customer Service Representative at wlffcsr@blm.gov with the name and last 4 digits of SSN of the WLFF and a brief message of the action requested.

· “Fantasy Island” exists for transferring WLFF from/to units.  You must inform the WLFF Customer Service Representative at wlffcsr@blm.gov of the departing or receiving WLFF.  This operates on the honor system, so do not request transfer of a WLFF unless you are sure of the unit change.

· If you need clearance information on a WLFF outside of your access rights (e.g. recruiting a WLFF from another agency), contact their current FMO.  CHS cannot provide clearance information to users who do not have authorized access.
· If you think a clinic performed an exam test incorrectly, immediately notify the WLFF Customer Service Representative at wlffcsr@blm.gov. 
· CDL license – At the same appointment, you may be able to have your WLFFs CDL license information completed.  Agency must coordinate with the clinic for the CDL exam after the WLFF exam is scheduled.  WLFF must take to the clinic the completed CDL license form.  Local unit is responsible for reimbursing the clinic directly for the CDL license exam as this is not a CHS exam component.
Wildland Firefighter 
· Start the process early.  Process time from appointment request to clearance status is minimum five weeks.  May be longer due to clinic appointment time availability and further evaluation issues. 
· Get your exam form from your FMO/SHRO as soon as possible (this includes exams scheduled for a Medical Mobile Unit).   If CHS calls you to schedule your exam and you do not have the exam paperwork, CHS will not schedule the exam.  CAS will indicate “No paperwork – WLFF to contact CHS”.   Upon receipt of your exam paperwork, call CHS WLFF at 866-416-5941 between 8:30 a.m. and 7:00 p.m. Eastern Time and ask to speak to a Wildland Firefighter Program scheduler. 

· Fill out the exam form completely.  For all “yes” answers include everything you can remember (e.g. type of injury, dates of surgery in mm/yy format, outcome, diagnosis, prognosis).  Insufficient information leads to further evaluation letters which may cause clearance determination delays.

· You must sign the exam form.  Failure to sign results in clearance determination delays.
· If you receive a voice mail from a CHS appointment scheduler, and, when returning the call get the CHS voicemail; you will need to call (866-416-5941) between 8:30 a.m. and 7:00 p.m. Eastern Time to speak to a Wildland Firefighter Program scheduler.
· If you or your personal health provider faxes information to CHS, use the dedicated WLFF fax line at 703-288-5482.  To ensure your information is coupled with your exam, the fax must contain your name, last 4 digits of SSN, and DOB.  Your fax confirmation sheet shows complete transmission of the information.

· Fill out the exam form provided by FMO/SHRO.  This should always be the most current and correct exam form and has demographic and barcode information specific to the individual.  DO NOT use photocopied exam forms from a previous year or white out a different individuals demographic information.  Do not go to a clinic unless your exam was requested through CAS, you have your exam paperwork from CAS, and you have an appointment scheduled by CHS!
· If you did not receive your Further Evaluation letter AND it has been ten business days since your pending status was posted in CAS, verify with your FMO or SHRO that your address in CAS is correct, AND THEN email your request to the WLFF Customer Service Representative at wlffcsr@blm.gov 
· TB testing (Baseline exam) – if you don’t return 48-72 hours after the exam, you will have clearance determination delays.  If your initial exam was a long distance from your duty station/home, ask the clinic for the TB test results page and have a local EMT read the test within 48 to 72 hours and fax the results to CHS at 703-288-5482.  Please remember - name, last 4 digits SSN, and DOB on the fax.
· If you think a clinic performed an exam test incorrectly, immediately notify your FMO/SHRO.

· CDL license – At the same appointment, you may be able to have your CDL license information completed.  Your agency must coordinate with the clinic for the CDL exam after the WLFF exam is scheduled.  You must take to the clinic the completed CDL license form.  Your local unit is responsible for reimbursing the clinic directly for the CDL license exam as this is not a CHS exam component.
