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Application Checklist for VA North Texas Health Care System
Welcome to the Dallas VAMC!  We trust that your experience here will be rewarding.  We care about your safety, and have arranged the following orientation to assist you in your transition to the Dallas VAMC.  

We require that all items on this checklist be completed prior to beginning your experience here.
Your clinical rotation to the VA Dallas Medical Center will not be authorized until the required documentation is received and reviewed by Service Education Clinical Program Coordinator and the Human Resources Department.  If you should have any questions regarding the application materials, you may contact your Service Education Clinical Program Coordinator. 
Step 1: Please bring the required documentations to your designated Education Clinical Program Coordinator.
Department of Veterans Affairs Application for Resident/Fellow Service Specific Forms

· Form 10-0410 - VA Clinical Trainee Registration
· VANTHCS Pharmacy Card  
· Apply for a National Provider Identifier (NPI)
· Print Certificate for Mandatory Training for Trainees Module II (Mandatory-Complete Annually)
· VANTHCS Trainee Registration Form
· Computerized Patient Record System Training

Application Reviewed by Service: 

Service Reviewed:   
Yes     



No

Completion Date:____________________________Staff Name:_________________________________
Step 2: After service reviewed, please bring the following documents to Human Resources, Building 05.
Department of Veterans Affairs Application for Resident /Fellow Human Resources Forms

· Form 10-2850D – Application for Health Professions Trainees

· Form SF-61 - Appointment Affidavits 
· Form OF-306 - Declaration of Federal Employment 
· Form VA-0711- Request for Personal Identity Verification Card
Special Attention:
1. Please be sure to bring with you two (2) forms of exact matching personal identification along with the completed application package with you to VANTHCS. 
2. Please note that the name on the identification must match exactly (If one ID has a full middle name, and the other has a middle initial, then the initial must match). 
3. One State or Federal ID must contain a photograph. 
4. Both IDs must be original documents and currently valid, not expired. 
5. Examples of acceptable identification includes: State-Issued Drivers License, Social Security Card, U.S. Passport, State Voter Registration Card, and School ID with photograph, etc.

· OFI Form 86C - Special Agreement Check (SAC) 

· Special Agreement Check (SAC) Adjudication Results  

· Form I-9 – Complete Section 1, Print and Sign Employment and Eligibility Verification

· Appointment Letter - In the second sentence list the date of your first class this year and the date of your graduation. 

Step 3: Human Resources Clearance.
Please complete the following steps in the order that they are listed.  
1. Listed on Resident  Qualifications and Credentials Verification Letter:
Yes     

No
2. Received a completed Application Package:
 


Yes     

No
3. SAC:  


Yes     

No

N/A

4. Non PIV Card:    

Yes     

No

N/A

Completion Date:____________________________ HR Staff Name:______________________________
Step 4: Safety Clearance. Please go to Safety, Building 07 for Respiratory FIT Testing.
Respiratory FIT Testing:   

 Yes     

No

Completion Date:____________________________ Safety Staff Name:___________________________
Step 5: Please go to your Designated Service Specialty for Orientation.
Service Orientation: 


Yes     

No
Completion Date:____________________________ Staff Name:________________________________
Step 6: Please send one copy to Education Office 141 for Record.
Date Received:_______________________________Staff Name:________________________________
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