PSYCHOLOGY INTERN CHECKLIST (revised 9/15/19)
REQUIRED FORMS AND STEPS FOR VA PROCESSING:
· INTERNS SHOULD BEGIN TO COMPLETE ALL FORMS 90 DAYS BEFORE THEIR TRAINING YEAR
· THE VA FORM 10-2850D MUST BE TYPED BEFORE PRINTING, SIGNING AND SENDING

· PLEASE RETURN ALL COMPLETED MATERIALS TOGETHER 

· PLEASE KEEP COPIES OF ALL FORMS YOU COMPLETE FOR YOUR PERSONAL RECORDS
· PLEASE FAX ALL PAPERWORK TO OUR SECURE FAX AT 612-725-1232 
· SENDING FORMS ELECTRONICALLY IS NOT SECURE;  PLEASE PROTECT YOUR PERSONAL INFORMATION
· IF you do choose to scan, Diane.Omalley@va.gov  is your point of contact for this initial paperwork
· HR will also send you additional paperwork at several points in time – please respond promptly.
	 Check if completed
	Form/Process
	Explanation of Form


	
	Appointment Letter            

(aka “Without Compensation” letter)
	This form indicates you are not a VA paid employee, but rather are on a paid stipend funded through the National VA Office of Academic Affiliations (OAA) with access to health insurance and limited other benefits including Annual Leave and Sick Leave.  To complete the letter you must:
· Fill out all areas
· Sign and date the form


	
	Application form 10-2850D

	Please complete all four pages and sign on page 3 and page 4.  Section IV is completed by the VA department – you can leave this blank.
· Note:  The application is an internal VA process.  You have already applied through APPIC and Matched.  This application is for ‘on-boarding’ purposes to allow you to see patients.

	
	Resume
	Please attach resume with completed application
· Note:  The resume is also required to give additional information for ‘onboarding’ to be allowed to see patients, but also to put on internal VA forms to allow you access to computers etc.



	
	Completion of the Trainee Qualifications and Credentials Verification Letter (TQCVL)
	The Director of Training at your graduate program will provide documentation that the Interns have provided him or her with documentation that you:
a. Have satisfactory health to perform the duties of the clinical training program;
b. Have had tuberculosis screening as required by the Center for Disease Control (CDC) or VA standards.  NOTE: In cases in which the trainee has not had required tuberculosis screening, the VA facility will provide the screening.
c. Have had hepatitis B vaccination or have signed declination waivers; NOTE:  In cases in which the trainee has not had a hepatitis B vaccination, the VA facility will provide the screening.
If more than one student is coming from the same school, only one TQCVL letter is required.  All students’ names can be on Page 3. The graduate program Director of Training must fill in form & send to NWI. 

	
	TMS Required Training
	Please sign up in the VA’s Talent Management System (TMS), create a password and complete the assigned training.  This must be done prior to coming as it is part of the process of getting you computer access and patient access.   Please follow the directions on the handout to access the TMS site, then register and complete your classes.    https://www.tms.va.gov/SecureAuth35/
When completing TMS training it will ask for your TMS “Point of Contact” or POC and other info. Note that the “OMA” location actually means any of the training sites for the purposes of TMS.

POC:   Terry Logston terry.logston@va.gov 402-995-3530.  
VA location: OMA   Trainee type: Associated Health   Specialty/Discipline: Psychology
The course you will take is called Mandatory Training for the Trainee (MTT) which includes you signing the “Rules of Behavior” (ROB).   Human resources will have you complete additional training in TMS.
The documentation of the MTT and ROB (along with fingerprinting and PIV card) are required for access to the VA computer system.  If you have done the MTT before, you will have to complete the “MTT Refresher” and each year thereafter.  Thus, most of you have to complete the MTT Refresher course about May or June of your Internship year, or one year from when you did it prior to starting the internship or get shut out of the computer at that time.
The bottom of the website has instructions for accessing TMS from your non-VA computer:

https://www.nebraska.va.gov/nemprov/Student_Training_Information/Psychology_Internship.asp


	
	Finger Print Process
	Trainees are required to have their fingerprints on file.  Fingerprints must be “adjudicated” in order to get a PIV card which is a prerequisite for access to the VA computer system.  Fingerprints must be done no sooner than 90 days before the intended start date per the PIV process.  But don’t wait too long after this 90 day marker to get this done to give time for other processes to then unfold.
Fingerprinting can be done at this VA or at any other VA in the US.  

· If doing it at this VA, 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.

· When scheduling an appointment, you must select VHA as your organization and AFFILIATE as the applicant type
· If making arrangements for fingerprints through another VA, you will to need to request a courtesy fingerprint for use by NWI.  The address to give them is: VA Nebraska Western Iowa Health Care System (NWIHCS), 4101 Woolworth Ave, Omaha, NE 68105. 
· You will need to have the following information to make sure the results get back to NWI:  
Security Office Identifier (SOI) # VAF5 and Submitting Office Number (SON) # 1445.  
Be sure to contact the other (non-NWI) VA office first though to verify their process.


	
	Request Form Sponsor 
	Please Complete.  Note:  This is an internal VA form that is part of getting you a PIV card, which in turn allows you access to the computer.  




