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CHAPTER 2. PRELIMINARY PROCEDURES





2.01  OVERVIEW





	Performance of compliance surveys involves:





	a.  Selection of schools and training establishments to be surveyed and individual beneficiaries to be reviewed.  (See par. 2.02 through 2.04.)





	b.  Review of records maintained by VA, schools and training establishments, and SAAs (State approving authorities).  (See par. 2.05; and ch. 3, 4, and 5.)





	c.  Personal visits to schools and training establishments.  (See ch. 3, 4, and 5.)





	d.  Reports and correspondence with school and training establishment officials, the appropriate SAA, and other VA elements.  (See ch. 6, 7, and 8.)





2.02  SCHEDULE OF COMPLIANCE SURVEYS (38 U.S.C. 3693)





	a.  General.  Each ESU (Education Services Unit) will establish and maintain a schedule of compliance surveys to ensure that surveys are made at the intervals required, as well as whenever they are determined to be necessary by the ELR (Education Liaison Representative).  A forecast schedule for each fiscal year will be prepared before the beginning of the fiscal year.  This schedule must meet the minimum requirements stated below, based on the number of schools and training establishments which were active in April of the fiscal year preceding the fiscal year for which the schedule is prepared.





	(1)  Begin with the schools routinely scheduled for survey in the fiscal year being considered.  This information may be obtained from OLAF (On-Line Approval File), or from computer-based or paper files maintained at the ELR's discretion.  Delete from the schedule any schools which became inactive.





	(2)  Add newly active schools, flight schools, the required number of training establishments, and other surveys determined to be necessary by the ELR, plus additional surveys if needed to reach the minimum required percentages.  Add any surveys scheduled but not completed in the previous fiscal year and any follow-up surveys, but do not count these in the minimum required percentages.  The number of surveys scheduled may be adjusted as required during the course of the year.





	(3)  The schedule should indicate the approximate date (at least the month) the survey will be performed.  Successive surveys at a school or training establishment generally should not be scheduled at the same time of year.  Survey visits delayed for any reason will be initiated as early as possible.





	(4)  Provide a copy of the compliance survey forecast schedule, to include the approximate dates at which surveys are expected to be performed, to the appropriate SAA before the beginning of each fiscal year.  The cover letter should inform the SAA that the survey forecast is being provided for administrative convenience; that the schedule is subject to some variance; and that it should not be disseminated to schools or training establishments.





	b.  Scheduling Requirements.  Conduct a minimum schedule of compliance surveys as follows:





	(1)  Survey at least 33 percent of active IHL (institutions of higher learning), NCD (non-college degree), and correspondence schools each year, regardless of the number of VA beneficiaries enrolled.





	(2)  Survey all active flight schools each year.





	(3)  Survey 10 percent of active OJT/APP (on-the-job/apprenticeship) training establishments each year.





	(4)  Conduct simultaneous surveys for all types of training if a school chosen offers more than one type.  Prepare a separate report and claim a separate end product for each facility code.  Count simultaneous surveys in the percentage required for each type of training surveyed.





	(5)  Conduct a compliance survey at each newly approved school (not training establishment) when it becomes active for the first time.  Include the survey in the percentage required for that type of training.





	(6)  Conduct follow-up compliance surveys at schools and training establishments where serious deficiencies have been found either in approval criteria or in reporting requirements.  (See subpar. d(3) below.)  Do not include the surveys in the percentage required for that type of training.





	(7)  Conduct a compliance survey at any school or training establishment where there are, in the judgment of the ELR, indications of potentially serious deficiencies either in approval criteria or in reporting requirements.  This decision should take into account the number of beneficiaries as well as the nature of the potential deficiencies, and should be documented in the narrative report.  Include the survey in the percentage required for that type of training.





	c.  Active Institutions.





	(1)  Identify the active schools and training establishments for the forecast schedule by reviewing the RCS 20-0260, Education Trainees at Active Institutions Under Title 38 and Title 10, and COIN EDU 290, Compliance Report, for April.  The programs listed below are not included in these reports.





�symbol 183 \f "Symbol" \s 10 \h��	Flight;


�symbol 183 \f "Symbol" \s 10 \h��	Chapter 30 correspondence and on-the-job/apprenticeship;


�symbol 183 \f "Symbol" \s 10 \h��	Chapter 1606 correspondence, on-the-job/apprenticeship, and Coast Guard;


�symbol 183 \f "Symbol" \s 10 \h��	Chapter 32/Section 903 correspondence and on-the-job/apprenticeship; and


�symbol 183 \f "Symbol" \s 10 \h��	Section 901.





	(2)  Until automated reports to identify all active institutions are available, ELRs must make every effort to identify by alternate means schools and training establishments offering education or training under the programs listed above.  Contact the appropriate RPO (Regional Processing Office) with claims processing responsibility for the program.  For section 901 cases, contact the Waco regional office.  Consult listings locally maintained based on receipt of copies of out-of-system awards.  (See pt. IV, par. 12.14)  Review SAA supervisory reports.  In exceptional cases, direct contact with schools is permissible.





	d.  Maintaining and Updating the Survey Schedule.





	(1)  Prepare a list on paper, in electronic format, or using OLAF records of facilities to be surveyed by year, or annotate the RCS 20-0260 with the year that each facility is to be surveyed.  (For instructions on using OLAF for survey scheduling see pt. IX, par. 7.06m. and n.)  As surveys are completed, annotate the list or the RCS 20-0260 with the date of completion, the tentative date of the next survey, and the reason for the survey.  VA Form 22-1925, Record of Compliance Surveys, has been discontinued.  However, at the ELR's discretion, current supplies may be used until exhausted.  All paper or electronic systems set up at local option must, at a minimum, perform the following functions:





	(a)  Identify schools (and training establishments, at ELR's discretion) to be routinely scheduled for survey during the next three fiscal years.





	(b)  Produce a printed forecast compliance survey schedule for the next fiscal year, including approximate date and reason for survey.





	(c)  Allow modification of the current year's forecast schedule, including addition, deletion, change of date, and change of reason.





	(d)  Produce a printed list of  schools surveyed within the past three fiscal years, including date and reason for survey.





NOTE:  Final printouts or archive records of survey schedule controls will be maintained and disposed of in accordance with RCS VB-1, Part I, item number 07-662.020.





	(2)  If a survey reveals no serious deficiencies, the tentative date of the next survey will be 3 years from the fiscal year in which the survey was completed.  It is not necessary to establish a tentative date of next survey for OJT/APP training establishments, since many of them may not remain active long enough for a routine schedule to be useful.  At the ELR's discretion, a tentative date of next survey may be established for those training establishments which have been continually active in the past.





	(3)  Conduct a follow-up survey if serious deficiencies were found.  Survey facilities with serious deficiencies at least yearly until a survey has been completed without serious deficiencies.  The survey specialist will recommend an interval for the follow-up survey in Section III of the narrative (e.g., "within 6 months," "in the next fiscal year").  The final decision on when to conduct the follow-up survey rests with the ELR.  If the ELR schedules the follow-up at a different interval, the reasons must be specified in a memorandum attached to the survey report.  Annotate the list of surveys or RCS 20-0260 with the tentative date of the next survey.





2.03  NUMBER OF CASES TO BE REVIEWED DURING SURVEY





	a.  In general, the cases of at least 10 percent of the veterans and eligible persons currently enrolled under chapters 30, 32, 35 and 1606 in a school or training establishment shall be reviewed.





	(1)  The maximum initial sample size will be 50 cases.





	(2)  The minimum initial sample size will be 10 cases or the total number of veterans and eligible persons currently enrolled, whichever is less.





	b.  If discrepancies are found in a significant proportion of the cases, the initial sample of cases will be expanded.  Generally, a high discrepancy rate will lead to systematic expansion of the sample until a preliminary determination can be made as to whether a substantial pattern of errors exists.  (See par. 5.01.)





2.04  SELECTION OF CASES





	a.  Compliance Survey Listing, COIN EDU 289.





	(1)  Compliance Survey Listing, COIN EDU 289, is generated by Hines DPC (Data Processing Center) during end-of-month processing in October, December, and March of each year and mailed directly to ROs.  The listing includes selected master record information for all cases which were paid during the month with the exception of those under the programs listed below.  For instructions on obtaining worksheets or listings of cases not included in the listing, see subparagraph b. below.





�symbol 183 \f "Symbol" \s 10 \h��	Chapter 30 correspondence and on-the-job/apprenticeship


�symbol 183 \f "Symbol" \s 10 \h��	Chapter 1606 correspondence, on-the-job/apprenticeship, and Coast Guard


�symbol 183 \f "Symbol" \s 10 \h��	Chapter 32/section 903 on-the-job/apprenticeship


�symbol 183 \f "Symbol" \s 10 \h��	Section 901





	(2)  Cases of students training under chapter 35 may be selected from the Compliance Survey Listing.  It is permissible, however, to continue to request VA Form 22-1936, Compliance Survey Worksheet for Eligible Students Pursuing Training Under Chapter 34 or 35, for students training under chapter 35.  See subparagraph c. below.





	(3)  The Compliance Survey Listing is sorted by facility code to facilitate selection of cases for compliance surveys.  After the list of payees at a particular facility code, a blank line is inserted for separation.  For each particular facility code, payees are grouped by terminal digits, i.e., all file numbers ending with the same two digits are listed together.  Payees are listed randomly within each terminal digit group, but the groups are arranged in ascending numerical order from 00 to 99.  The listings contain master record information in columns under the following headings: FACILITY, ZIP CODE, FILE NUMBER, AMOUNT PAID, PERIOD FOR, TRNG TIME, A/R DED, FIRST TWO ADDRESS LINES, and BENEFIT PAID.  Use the three columns described below to select cases for review during compliance surveys:





	(a)  FACILITY.  The eight character facility code is shown in this column in a format different from the normal one.  The first two characters ( rather than the last two) are the State code, the third character is the profit-status code, the fourth character is the type-of-facility code, and the remaining characters are the name code.  There are no spaces.  For example, the facility code normally written "3 1 0007 40" appears on COIN EDU 289 as "40310007."





	(b)  FILE NUMBER.  The eight or nine digit file number of the payee is shown in this column.  A leading zero will be placed before any seven digit file number.





	(c)  FIRST TWO ADDRESS LINES.   Because the suffix for chapter 35 cases is not shown in the FILE NUMBER column, the payee's name as shown in this column should be used to identify the proper payee.





	b.  Out-of-System Awards.  Beneficiaries who receive out-of-system payments are not included on COIN EDU 289.  Chapter 30 trainees in apprenticeship, OJT, and correspondence are paid out-of-system using PC (personal computer) programs at the RPO.  Preprinted worksheets with identifying data, award data, and certification data can be produced for these trainees.  They should be requested by memorandum to the Adjudication Officer at the RPO, identifying the school or training establishment by facility code and name.  Copies of all other out-of-system awards are furnished to the ELR having jurisdiction over the location of the school or training establishment for use in selecting compliance survey cases.  (See pt. IV, par. 12.14.)





	c.  VA Forms 22-1936.  VA Forms 22-1936 may be requested for chapter 35 beneficiaries only.  These worksheets are preprinted with identifying data and certification data from the Education Master File.  Submit requests, using VA Form 22-8371, Compliance Survey and Facilities Code Sheet, to indicate the schools for which worksheets are needed, to Hines DPC by the date specified on the monthly Schedule of Operations.  (Instructions for sending VA Form 22-8371 using OLAF are in pt. IX, par. 8.03.)  Generally, worksheets should be requested for 100 percent of the eligible persons enrolled.  Few schools have large numbers of eligible persons, and requesting worksheets for all of them saves time if the survey is expanded.  Hines DPC will prepare the worksheets and forward them to the RO on or shortly after the date indicated on the Schedule of Operations.  A listing by course code will be furnished by the DPC for facility codes having profit status code 2 or 3 and type codes 5 through 8.





	d.  Initial Selection of Cases.  Since the cases on the listings are in numerical order by terminal digits, select the sample for review during the compliance survey in a way which does not prejudice the randomness of the sample.  To accomplish this, simply select cases using a set pattern (e.g., every case, or every other case, or every third case) until the desired number of cases has been selected.  A similar pattern should be used to select cases from among the preprinted worksheets or out-of-system awards.  At least one case should be selected from each listing or set of preprinted worksheets containing cases for the facility code(s) to be surveyed.





	e.  Selection of Cases for Expanded Surveys and 100 Percent Audits.  





	(1)  If additional cases are needed to expand the compliance survey, continue the procedures in paragraph 2.04d to select the cases.  Cases may be selected from no more than two previous lists.





	(2)  Requests for lists of cases for the performance of a 100 percent review should be referred to the Education Field Operations Staff (223A).





	f.  Retention of Listings.  The Compliance Survey Listings should be retained for one year.  Only three listings should be on hand at any one time.  For example, when COIN EDU 289 for March 1997 is received, dispose of the March 1996 listing in accordance with RCS VB-1, part I, item 13-062.000.





2.05  REMOTE REVIEW OPTION





	a.  General.  To make more efficient use of time and funds expended for travel, ELRs have the option of conducting remote compliance reviews at those IHL and NCD facilities willing and able to participate.  The remote review is based on documents submitted by the school and VA records.  The remote review can be used as a means of shortening time on site, even when the survey site visit is done as usual.  Schools are not required to participate, and the ELR is not required to conduct any survey by remote review even at participating schools.  The remote review is necessarily less extensive than a review during a site visit.  It is not intended to replace the site visit, but rather to supplement it.  ELRs are encouraged to take advantage of the remote review option.  However, its use in any particular case depends on the ELR's best judgment.





	b.  Soliciting Participants.  After IHL and NCD schools have been surveyed once on site, solicit their participation in remote reviews.  (See Figures 2-1 and 2-2.)  Note that these are only examples, and may be altered to suit local circumstances.)  Depending on local circumstances, you may wish to solicit all or only some of these schools; however, the widest participation is desired.  Assure schools that remote reviews are optional, and are intended to supplement, rather than replace, personal contact.





NOTE:  Report time spent in soliciting participation in DOOR as "Other Measured Hours."





	c.  When to Conduct Remote Reviews and Site Visits  Since remote reviews allow for the more efficient use of travel time and funds, the remote review option may be used (even when a site visit is necessary) in all instances where the school is willing and able to cooperate.  Otherwise, the entire survey will be conducted on site.  Site visits should be targeted where there is a greater possibility of problems.  When a site visit is not necessary to complete the survey, but is requested by the school, it will be treated as a liaison visit.  (See pt. IX, par. 9.16d.)  A site visit is necessary when any of the following conditions exists, whether a preliminary remote review is done or not:





	(1)  The school is newly approved, and has become active for the first time.





	(2)  The last compliance survey site visit took place more than five years ago.





	(3)  The previous compliance survey disclosed serious discrepancies in an area involving non-beneficiary records, or other records difficult to check remotely.





EXAMPLES:





�symbol 183 \f "Symbol" \s 10 \h��	Differing tuition charges or refund policies for VA and non-VA students


�symbol 183 \f "Symbol" \s 10 \h��	Violation of 85 percent beneficiary enrollment restriction


�symbol 183 \f "Symbol" \s 10 \h��	Misleading advertising





	(4)  The remote review discloses possible discrepancies which cannot be resolved to the survey specialist's satisfaction by telephone contact or by submission of additional documents.





	(5)  An allegation of possible fraud has been received.  (See par. 6.06.)





	(6)  The compliance survey specialist has decided that a site visit is necessary to complete the survey.  The school's compliance history, the certifying official's training and experience, and the results of liaison visits or SAA supervisory visits must be taken into account in making this decision.





	d.  Instructions for conducting remote reviews are incorporated in chapters 3 and 4.
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Dear [Name of Certifying Official]:





The Department of Veterans Affairs (VA) is modernizing the performance of compliance surveys.  The most significant change is to offer the option of remote compliance reviews.  Your participation is requested, but it is not mandatory.





To conduct a remote review, we would request that you submit to this office copies of specified documents regarding each student to be surveyed.  At a minimum, these would include a copy of the transcript and the program plan (also referred to as curriculum check sheet, degree audit checklist, degree plan, etc.).  You have the option to submit them by mail or by fax.





In many cases, the remote review will be used as a preliminary review of documents before the regular on-site visit.  It may, however, be completed without a visit to your school being considered necessary.  In the latter case, you may request a visit to discuss the results.





It is anticipated that during the review of documents conducted in this office, questions may arise concerning a student's enrollment.  We believe that these issues probably can be resolved with a phone call to you for clarification and/or explanation of a particular issue.  In some cases, we may request that you submit copies of additional documents.





As for the privacy question, although Public Law 93-380 (Buckley Amendment) restricts access to student records, Title 38, United States Code, Section 3690(c) provides that records and accounts of VA beneficiary students must be made available for review "notwithstanding any other provision of law."  The effect is to allow VA to examine necessary records which may be otherwise restricted under PL 93-380.  The privacy of items submitted will be maintained, and appropriate disposal will be made of those not retained for record purposes.





We would appreciate it if you would advise us of your institution's willingness to participate in this process.  You may use the suggested format shown in the enclosure.  Our office will determine whether a regular survey or remote review will be conducted in a particular case.  Any concerns or questions you may have are welcome.  A reply envelope is enclosed for your convenience.  You may also contact [Name], Education Liaison Representative, at [telephone number].








Sincerely yours,











[NAME]


Veterans Services Officer








Enclosures











Figure 2.1.  Sample Remote Review Solicitation Letter
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SUGGESTED FORMAT FOR REPLY








TO:		EDUCATION SERVICE UNIT ([Mail routing symbol])





FROM:	NAME AND ADDRESS OF SCHOOL:





									


									


									





	Yes, I would like to be considered for the remote survey option.  I understand that I may have to mail or fax copies of transcripts, progress records, attendance records (non degree programs only), degree plans, drop/add forms, and other documents.  I also understand that even if my school is selected for this option, a visit by a VA representative could be necessary.





	No, I would not like to be considered for the remote survey option.





	Reasons (optional):							


										


										


										


										





Comments and/or Questions:							


										


										


										


										














SIGNATURE:							





PRINTED NAME:						





TITLE:							























Figure 2.2.  Sample Attachment to Remote Review Solicitation Letter
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2.06  CONTROLS FOR COMPLIANCE SURVEYS IN PROGRESS





	a.  Local Controls.  Use locally devised procedures for control of those earlier phases of the compliance survey process not under formal end product control.  Automated systems using applications on PC workstations are preferred, but paper-based systems may be used at the ELR's discretion.  These control procedures must include frequent periodic review and follow-up actions to ensure timeliness.





	(1)  When compliance survey worksheets are requested from DPC Hines or the RPO, a local control (e.g., copy of VA Form 22-8371 or a log) for receipt of the worksheets will be established.





	(2)  If the remote review option is exercised, controls must be established for reply to the request for remote review documents, for replies to requests for additional information, and for completion of the remote review itself.





	b.  Work-In Progress Subsystem (WIPP) Controls.  When the site visit is completed, or when the remote review is completed if no site visit is necessary, use pending issues established in the WIPP Subsystem to control for response to referrals and for completion of the survey report.  Use EPC (End Product Code) 800 for education compliance surveys at institutions other than flight schools.  For flight schools use EPC 810.  For compliance surveys under the Service Members Occupational Conversion and Training Act (SMOCTA), see M22-5, chapter 8.  Instructions on the use of WIPP EPC controls in pt. IX, par. 9.02 through 9.14 apply to their use for compliance surveys as well.  Additional instructions are found in M22-3, Revised, chapter 6.





	(1)  Date of Claim.  The date of claim for a compliance survey is the date the site visit was completed, or the date the remote review is completed if no site visit is necessary.  





	(2)  Delay Time.  Controls must be established without undue delay.  Establish or clear the pending issue control within 7 days of the date of claim.  If all issues are resolved (e.g., if no referrals for action are necessary) and the report is completed within 7 days from the date of claim, end product credit may be taken by a one-time action using the WCLR (Work Cleared) command.  Otherwise, establish a pending issue under the appropriate end product code, using the WEST (Work Establishment) command.





	(3)  Timeliness.  Generally, the survey report will be completed within 30 days from the receipt of all responses to referrals.  However, there are no current formal timeliness standards for completion of compliance surveys.  Instead, this area is required to be covered in the Systematic Analysis of Operations (SAO) on Overall Timeliness of Processing.  (See M22-3, par. 4.12 and 4.13.)  For timeliness of response to referrals, see ch. 6 below.





	c.  OLAF Controls.  OLAF CS (Compliance Survey) records are optional.  They contain the information previously contained on  discontinued VA Form 22-1925, Record of Compliance Surveys, and may be used in a similar way as a control device.  Instructions for the use of these screens are found in Circular 22-96-2, OLAF (On-Line Approval File), dated March 8, 1996.
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