Minneapolis VA Medical Center
Requirements for WOC/UNPAID Incoming Associated Health Trainees, Externships, Internships, Medical Students, and Affiliate Instructors 
	EMPLOYEE INFORMATION

	Name:      
	Start date:      

	Position:      
	Department/Service Line:      

	ALL INCOMING RESIDENTS, TRAINEES, STUDENTS, EXTERNS/INTERNS must complete these items
Program Specific Affiliation Agreement MUST be on file with Education  (Q:/Affiliation Agreements)

	 FORMCHECKBOX 
  FL 10-294 Letter of Appointment    (2 versions: 1 for citizens and non-citizens)
 FORMCHECKBOX 
  Fingerprints SAC (Schedule appointment with HR 4 weeks before rotation begins) 
 FORMCHECKBOX 
  E-qip (Background Investigation)  NACI
· If combined length of rotations is greater than 180 aggregate days     

  FORMCHECKBOX 
  OF 306   Declaration of Federal Employment
  FORMCHECKBOX 
  Resume
  FORMCHECKBOX 
  VA ID Badge (School badges do not count)
  FORMCHECKBOX 
  Mandatory Training for Trainees (MTT) Certificates (Effective 7/1/09). Annual Requirements for all trainees. 
       Print National Rules of Behavior and sign  (Printed from MTT Internet site)
  FORMCHECKBOX 
  Enter in Trainee Tracker Database (https://vaww.visn23.med.va.gov/hrthires/HRThires.cfm) 

	MEDICAL/DENTAL RESIDENTS 

Must be listed on Resident Credentials Verification Letter (RCVL) on file in Education. 

The RCVL verifies credentials, physicals, immunizations, and PGY. Residents are not required to have a physical or bring documentation of such, it is on the RCVL. (Q:/Residents Master RCVLs)

	OBSERVERSHIPS- Observership Agreement & Checklist (Q:Forms/Education Observerships)

	VERIFICATION

	 FORMCHECKBOX 
 Service Line 
 FORMCHECKBOX 
 Human Resources Department to enter EOD in Trainee Tracker Database

	December 5, 2011












