NEW NURSING STUDENT CHECKLIST (revised 03/2016)


REQUIRED FORMS AND STEPS FOR VA PROCESSING:

· [bookmark: _GoBack]STUDENTS SHOULD BEGIN TO COMPLETE ALL FORMS 45 DAYS PRIOR TO THE SCHEDULED ROTATION
· ALL FORMS ARE FILLABLE AND MUST BE TYPED BEFORE PRINTING, SIGNING AND SENDING
· PLEASE RETURN ALL COMPLETED MATERIALS AT ONE TIME TO YOUR NURSING INSTRUCTOR. IF DOCUMENTS ARE NOT COMPLETED, THEY WILL NOT BE ACCEPTED.
· If all completed paperwork is not turned in at the same time, your paperwork will not be accepted.
· PLEASE MAKE AND KEEP COPIES OF ALL FORMS YOU COMPLETE FOR YOUR PERSONAL RECORDS & IN CASE THE ORIGINAL COPIES ARE MISPLACED OR LOST.
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	Form/Process
	Explanation of Form


	
	







1. Fingerprinting Process
	
Students are required to have their fingerprints on file (if you’ve been to the VA before, please note that fingerprints expire every year). 
· If doing it at this VA (Omaha), you must make an appointment by logging on to HTTPS://VA-PIV.COM.  You will need to bring either a Driver’s License or Passport to appointment.
· When scheduling an appointment, you must select VHA as your organization and AFFILIATE as the applicant type.

Please note, if making arrangements for fingerprints through another VA, you will to need to request a courtesy fingerprint for Nebraska Western Iowa Health Care System (NWIHCS), 4101 Woolworth Ave, Omaha, NE 68105. You will need to have the following information:  Security Office Identifier (SOI) # VAF5 and Submitting Office Number (SON) # 1445.  Be sure to contact the VA office first though to verify their process.

**To expedite the fingerprinting process, please fill out the Fingerprint Form found on the website prior to coming to get your fingerprints. Please bring the form with you with one form of ID.**

	
	





2. TMS Required Training
	You must sign up in the VA’s Talent Management System (TMS), create a password and completed assigned training in order to obtain computer and patient access.   

· Please follow the directions on the handout to access the TMS site, then register and complete your classes.  
· Be sure to print a copy of your completion certificate and turn it in with your other required VA documents.

**THIS IS A YEARLY REQUIREMENT.   PLEASE CONTACT YOUR VA DEPARTMENT LIAISON EACH YEAR WHEN YOU COMPLETE THIS REQUIREMENT.


	
	
3. Application form 10-2850D
	Please complete all four pages and sign on page 3 and page 4.  This must be returned to your department liaison (Stephanie Pope).  

· Section IV is completed by the VA department – you can leave this blank.


	
	



4. Cyber Security Request
	Please fill out the Cyber Security Request in its entirety. Filling out this form will get your computer access. 

Please note: Your form cannot and will not be submitted if you have not completed the following steps:
· Fingerprints have not been adjudicated (Can take 2 days – 2 weeks after initial fingerprinting appointment completed)
· Online TMS required training.
Turn around for computer codes runs anywhere from 2 weeks – 8 weeks. 


	
	



5. OF – 306 
	
This form is entitled “Declaration for Federal Employment” and is required even though you are not applying for employment.  Be sure to sign BOTH signature blocks on the last page, items 17A and 17B, as both an applicant and an appointee.  This two-page form needs to be submitted every year to ensure there are no changes.  We recommend you save this on your computer for easy access next year, if needed.  This must be returned to your department liaison (Stephanie Pope).

	
	

6. Appointment Letter
	
Also known as a Without Compensation (WOC) appointment letter, this form indicates you are not a VA paid employee.  To complete the letter you must:

· Fill in all fillable fields (leave the effective date blank if it’s blank on your letter)
· Sign and date the form
· Return these forms to your nursing instructor who will return the forms to the VA.


	
	
	
QUESTIONS: Contact Stephanie Pope, MSN, RN 

Nurse Educator/Patient Care Services | Nebraska-Western Iowa Health Care System 
4101 Woolworth Ave, Omaha, NE 68105, Mail Route 118E
Office: 402-995-5171 | Fax: 402-995-3859
E-mail: stephanie.pope1@va.gov






*All forms must be turned in and completed 30 days prior to the start of clinical. No exceptions will be made for late paperwork which could potentially affect your clinical rotation. Please understand the importance of turning in this paperwork to your instructors in a timely manner.
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