


VA Paperwork
The following is a detailed instruction list for nursing, respiratory therapy, and surgical technology students and instructors seeking appointments at the Raymond G. Murphy VA Medical Center in Albuquerque.  A without compensation (WOC) appointment is required to complete clinical rotations at the medical center.  The paperwork process involved in receiving an appointment is time consuming and requires attention to detail.  Rushing through the forms at the last minute will not serve you well as whatever time is saved at the beginning will be used later making corrections.  The process is the process, and it takes time.  Feel free to call or e-mail me if you have questions along the way.  Tammy.Novak@va.gov
60 DAYS BEFORE ORIENTATION 
I need in my office (A028 in the basement of building 1—NOT Human Resources):
1. From the school a letter of good standing (on letterhead) that includes:
a. List of student names with middle initials
b. A statement that the students are in good standing
c. A statement that the students will be completing clinical rotations from x date to y date at the Raymond G.  Murphy VA Medical Center (use dates that the paperwork will be turned in)
d. The expected date of graduation/program completion for the students
2. From the school a list of students that includes for each:
a. Full name
b. Date of birth
c. Social Security Number (for this reason this list may NOT be e-mailed)
d. Country of citizenship
3. From the school an equivalent list for instructors who are not already in the system
4. From the school a letter of employment and good standing (on letterhead) for the instructors not already in the system
5. From instructors not yet in the system official sealed transcripts (must be sent directly to HR at HRMS, Mail Stop 05, Raymond G.  Murphy VA Medical Center, 1501 San Pedro SE, Albuquerque, NM 87108)
6. From everyone
a. Declaration for Federal Employment—OF 306
b. Electronic Fingerprint Capture Form—this is not available on line.  The electronic part has to do with how the fingerprints are “captured”. This form is to be on yellow paper.
c. Point of Contact Information Form—also a local form and not available on line
7. From everyone Optional Application for Federal Employment—OF 612 (despite the name, this is NOT optional) 
8. From instructors and licensed students (e.g., MSN/NP or RN to BSN) not yet in the system Application for Nurses and Nurse Anesthetists—VA form 10-2850a

The following forms must be completed and submitted together 60 Days Prior to start of clinical
· Declaration for Federal Employment—OF 306
· Complete the QUESTIONNAIRE FOR NON-SENSITIVE POSITIONS—SF 85
· Do NOT turn this in. The point of filling this out is to have all of the information that you need at hand when you fill in the electronic background check in the e-QIP system.
· Electronic Fingerprint Capture Form—this is not available on line.  The electronic part has to do with how the fingerprints are “captured”. This form is to be printed yellow paper. Please obtain, complete, and return to your clinical coordinator.
· Point of Contact Information Form—this is not available on line. Please obtain from your clinical coordinator, complete, and return to your clinical coordinator.
·  Optional Application for Federal Employment—OF 612 (despite the name, this is NOT optional) 
· Only for instructors and licensed trainees (e.g., MSN/NP or RN to BSN) not yet in the system Application for Nurses and Nurse Anesthetists—VA form 10-2850a
· Computer Access Request- Complete the computer access request Page 1. Fill out ONLY sections 1, 2, 3, 4, 6, 10.
· Read, initial, and sign the National Rules of Behavior  
https://www.ees-learning.net/librix/loginhtml.asp?v=librix
· Mandatory Training for Clinical Trainees - Complete and print the completion certificate. Turn in to your clinical coordinator.
· PIV Form-. Before completing this form, review information below on how to fill out form, prior to completing it. Return completed form to your clinical coordinator. 


· One day after the initial paperwork is submitted for the student(s) and/or instructor(s) the clinical coordinator will let the students know to contact the NMVAHCS’s Human Resource Department at 505-265-1711 ext 2244.
· (new) Student (s) and/or Instructor(s) must make an appointment to be fingerprinted prior to coming to the NMVAHCS.
· We encourage the student(s)/instructor(s) to coordinate their fingerprinting appointment with their “Non-PIV” photo.

Specifics Items for Completing the PIV Form
-In section II # 2- Please have the student or the clinical coordinator write the name of the unit they will be assigned, such as 3A, SCI etc. Do not worry about the mail routing symbol.
-In section II #3FYI….if you are with a program other than a nursing school, please delete nursing student and type in the correct student reference, such as Respiratory Therapy Student etc. (The PDF  does allow data to be modified and saved)
-In Section II #5 and #6, we will need the schools’ clinical coordinators to place their telephone numbers and emails in those boxes to ensure that they are aware that the student(s) and/or instructor(s) need to come to the VA ASAP once the notification is sent by the PIV office to get their photo taken or pick up their card. 
- Please ensure that the student(s) and/or instructors regularly check their voice mails and emails as this is the means of notification for the background checks, in addition to the new ID process. 
-The PIV Cards must be returned to the NMVAHCS (PIV Office-Building 57) by the schools after premature separation or at graduation and returned to me in person or by Fed Ex






Computer Access Request Form
a. Complete your portion of the computer access request.  Fill in ONLY boxes 1, 2, 3, 4, 6, and 10—do not complete any other portions of the form.  If your school gives you one that is already partially completed, great.  If not, still fill in only the listed boxes.  
b. Read, initial, and sign the National Rules of Behavior (school should provide)
i. Do not list an office phone
ii. Your position is whatever kind of student you are followed by the letters WOC
Hints: For both computer courses the page behind the last page of the course will have a place to click on “exit course”.  Do that.  The page that you should now see has tiny letters and a tiny certificate icon.  Click on the letters and a certificate should appear.  Print the certificate.
At this point also complete Questionnaire for Non-Sensitive Positions (SF 85).  Do NOT turn this in to me.  Keep this.  You will need it when completing your on-line background check via e-QIP.  You will need to enter all of the information on the SF 85 into the computer system.  This works much better if you have all of the information at hand.  The e-QIP system is not forgiving if you need to stop and look up information or if you have gaps in historical information.  If you have completed a background check in e-QIP for any federal agency, please let me know when your initial paperwork is turned in.  At times the system is not cooperative when it sees that someone has already submitted information.  This can be worked out, but it is better to know at the beginning rather than first in the midst of an argument with a computer.
A note to new instructors: you will need to complete a credentialing process called VetPro.  After your initial paperwork is submitted, HR will give you more detailed instructions.  VetPro completion is done via computer and may be done from home.  VetPro requires numbers and dates for all licenses ever held, even if now expired.  You will need to be able to account for your job history (includes times of schooling, unemployment, staying at home) with breaks of no longer than 30 days.  It often takes longer to get an instructor through the HR process than it does to get a student through the process.  If you know that it will be difficult to get an official transcript, employment confirmation, license numbers, etc., please start to work on these as soon as possible.

ONE to TWO WEEKS BEFORE ORIENTATION
Sometime this week or next you should receive an e-mail from Human Resources stating that you have been entered into the e-QIP system.  If you are coming through the system as an individual, you will receive the e-mail closer to your appointment day than if you are coming to the VA as part of a group or class of students, i.e., the bigger the group, the farther out the e-mail.  You may not complete the electronic background check until HR enters you into the e-QIP system.  HR uses the e-mail that you provide on the Point of Contact Information form to notify you.  Do not panic if you don’t receive this e-mail by the end of week two.  Check with your classmates to see if they have received an e-mail.  If they have, let me know, and I will talk with HR to see if there is a problem (sometimes an e-mail doesn’t work or a letter/number was misread).  If no one in class has received an e-mail and it is less than a week before you are to come for orientation, have one person in class or an instructor e-mail or call me, and I will talk with HR.
If you are trying to get into e-QIP and it is asking questions to which the system should NOT know the answer (e.g., What is your favorite color?), you are not in the system.  If you received an e-mail from HR and this is happening, call HR at the number in the e-mail you were sent.  
If you are trying to get into e-QIP and it is asking questions that have answers from the Point of Contact Information Form, you are in the system.  If it won’t let you in, make sure your answers are exactly what you put on the Point of Contact Information Form (e.g., if it asks where you were born and you wrote that you were born in Santa Fe when you were really born in Albuquerque, the system will be expecting Santa Fe as the answer). Try typing in your answers in all lower case letters.  Sometimes that helps.  If it still won’t cooperate with you, call the HR number in the e-mail you were sent.  It may be that someone in HR misread what you wrote on the form and typed in the wrong answer.
This is the time you will need the SF 85 you completed.  Having gathered all of that information will let you work through the electronic version much more smoothly.  Please read the instructions carefully as you are working through the electronic form.  The form will show you at the end if there are any errors.  If there are, please go back and correct them.  Do not have a gap of more than 30 days in your history. Also, you will need to end your place of residence list with “present”. Note that you may not enter a month and “present” on the same line. 
Completing the electronic background check is a three step process:
1. Print a copy for yourself. (Bring this to orientation in case there are changes that need to be made on the electronic version and you need it as a reference.)
2. Print the signature pages—do NOT sign them.  Bring them to orientation so that you may sign them in the presence of HR staff.
3. Release the document to the agency.  You will have to scroll to the bottom of the page to do this. Once you have released the document look for the word “Farewell”. This tells you that the release is complete.
If after completing the electronic background check, you receive an e-mail or phone call from HR, or your school, stating that there are corrections to be made, please make those corrections ASAP.  Having this form completed correctly is a requirement for remaining in clinical here.  Even if notification of the need for corrections comes toward the end of your rotation, make the corrections.  This is not an optional activity.  Having an open background check can be problematic when returning to a federal agency for clinical or when applying for a federal job.  You might work for the federal government some day, even if you do not plan to do so now.

General Notes:
--The two local forms and the OF 612 are available from your school, as are the computer access forms.  Your school may give you a packet that includes all of the forms.  If not, the OF 306 and SF 85 may be downloaded at opm.gov  . Also, there are links to OF306 and SF 85 from www.albuquerque.va.gov  (click on jobs and then nursing clinical rotation). VA 10-2850a may be found on the right side of the jobs page of www.albuquerque.va.gov  or at http://www.va.gov/vaforms.
--When you come to orientation bring a picture ID that includes a signature.  This is needed in order for you to be fingerprinted. If you have not been fingerprinted ahead of orientation, you must be fingerprinted on orientation day. If you do not have a proper ID you will be sent home to get one.
--The VA does not issue badges to students.  It is important that you wear your school issued student ID at all times when on VA property.  This means you need to wear your badge to orientation. Your badge must be worn above your waist.
--It is wise to keep a copy of all paperwork for yourself, but make certain that what you submit is the original and not the copy.
Hints on Completing the Forms:
· Type or write neatly.  Some forms are scanned into computers, and that magnifies sloppiness. The Office of Personnel Management (final arbiter over the forms) will not guess. If your information is not legible, it will be considered wrong.
· Use black ink.
· When writing a date, use the format mm/dd/yyyy.
· If you make a mistake, draw one line through the error and initial and date it.  Do not use white out or obscure what you wrote first.
· Exception—if you make a mistake on the date associated with a signature, e.g., question 17a on OF 306, do not draw a line through the date. Re-sign and re-date above or below the first signature and date.
· Your position is “nursing student”, “nurse practitioner student”, “respiratory therapy student” or “surgical technology student”.  Please be consistent across forms.
· Albuquerque (and any other city or town) needs to be spelled out.
· Use physical addresses if they exist, not P.  O.  Boxes. This applies even if you don’t get your mail at your physical address.
· Names of schools need to be spelled out.  (UNM, SFCC, CNMCC, etc.  don’t mean much to the people in other parts of the country who process the forms.)
· Schools have addresses, and U.S. addresses have Zip Codes. (UNM’s Zip Code is 87131.)
· Phone numbers need to have area codes included.
· Middle names must be spelled out unless the form specifically asks for an initial.
· If you do not have a middle name, write NMN where a middle name is requested.  Do this on all forms.
· If you have a middle initial only, indicate that on a separate piece of paper to be included with your first four forms.  That paper needs to have your full name and social security number on it.
· If you have a double last name be consistent about whether it is hyphenated or not.
· Supervisors listed need to have full names and phone numbers indicated.  (When filling out the electronic background check and no name is available, “contact human resources” is an option.)
· OF 306 question 5--If you have had more than one name, indicate that where asked.  There are questions about this on both SF85 and OF 306.  For question 5 you will need to explain each name you list, e.g., former married name, name before adoption. Write out each name fully. Do not list only those parts that changed, e.g., Mary Jane Doe and Smith. Instead, write Mary Jane Doe and Mary Jane Smith.  If you have had more than one surname and one counts as a maiden name write “nee” (meaning “born”) or “maiden name” by that one.  If you have had no other names, i.e., you have always used the name on your birth certificate; write “none” in the space. 
· OF 306 question 6 --put a number in each space. Do NOT use the word “same” or put quotation marks.
· OF 306 question 7--Those who check NO to the question about being male born after December 31, 1959 need to SKIP parts b and c.  This means that ALL WOMEN NEED TO SKIP PARTS B and C, as do men born before 1 January 1960 unless they are registered with the Selective Service. 
· OF 306 questions 9-13--If you answer “yes” to any of the questions about arrests, back taxes, etc., be sure to provide in area 16 an explanation for each “yes”. Include in the explanation the outcome of the process, e.g., case pending—hearing set for mm/dd/yyyy, case closed, repayment plan in place, completion of court ordered education on mm/dd/yyyy.
· OF 306 question 14—agency is interpreted as the local facility, i.e., New Mexico Veterans Affairs Health Care System. If you have a relative who works for the Medical Center, the person’s agency, job title, and relationship to you need to be indicated where requested. Don’t use abbreviations.
· OF 612 Section B--If you have no related work experience, write N/A.
· OF 612 Section C—This work experience does not have to be related to health care.
· OF 612 Section D--For school information, even though the form asks for year, indicate both month and year.
· When asked about high school, indicate whether you received a diploma or a GED.  Listing the name of the school and a date is not enough. 
· If you have post high school education that has not yet resulted in a degree, do not put a future date. In the box for degree put “pending”.
· If you have post high school education at a college but have not and will not receive a degree from that institution, put “none” in the box for degree.
· When asked about semester or quarter hours, add up what you have so far in a program and write that number in the appropriate box.  If you have completed degree programs, indicate the number of hours you took in order to receive each degree.
· Each degree needs to be listed separately, even if more than one degree was received from the same institution.
· Any degree you have received needs to be spelled out and area of concentration indicated (yes, you listed a major, but that isn’t enough). A.A.S., B.A., M.S., or even Bachelor of Arts is not enough. What the Office of Personnel Management wants is full descriptions, e.g., Bachelor of Arts in history or Master of Science in mechanical engineering. Write small.
· If you did not declare a major for a particular school, you may put N/A in the box for major.
· The degree you received or will receive is NOT the major. Nursing is a major. Associate of Science in Nursing is not.
· Please be consistent in listing job and educational histories. What you write on the forms needs to be consistent and needs to match what you enter into e-QIP. The electronic background check (eQIP) asks you to go back five years with work and education. If you have listed on OF 612 either work or education back more than five years, go ahead and enter that into eQIP so that what is entered into eQIP matches what was written on the 612.
· OF 612 Sections E, F, and G—write N/A in each section for which you do not have additional information.
· OF 612 Section H question 5b—unless you are a former federal employee check NO. Do this even if you left questions 4 and 5a blank. 
· Men who were born after December 31, 1959 and have reached their 18th birthday need to provide their selective service numbers.  If you don’t know yours, go to the Selective Service web site and track it down.  If you are male, born after 12/31/59, and not registered with Selective Service, you will need to explain why you are not, e.g., not a citizen, became a citizen after age 26, or not yet 18.
· If you are not a dual citizen, indicate that by answering N/A rather than leaving the area blank.
· If you are not a U.S. citizen there is an extra level of permission that is needed for you to complete a clinical rotation here.  It is workable but takes extra time.  Proof of residency and permission to work in the U.S. are required.  Make sure that the school indicates your proper citizenship on the list that it sends me.
· Until you are actually appointed (i.e., fingerprinted and sworn in), you are an applicant.  Do NOT sign anywhere that asks for an appointee signature.


I know this is a lot of work.  I appreciate the time you are taking.  Call or e-mail if you have questions.

Tammy Novak, MSN, RN
Nursing Education 14N
Raymond G.  Murphy VA Medical Center
1501 San Pedro SE
Albuquerque, NM 87108
505-265-1711 ext 2548 
Tammy.Novak@va.gov
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