[image: image1.jpg]



VA Student Rotation Checklist
**This sheet is for your records only; questions contact Education at 618-997-5311 ext. 54409** 

* All steps must be completed in order

1) Paperwork Printed and Completed (Turned into Education):
____ Application 
____OF-306 (Declaration for Federal Employment)
____WOC Letter Information
____ Fingerprint Forms

____Proof of Negative TB Test, NOTE: School will confirm other immunization in
       the TQCVL

___Complete training in the Talent Management System (TMS) website before
      you start your                                                                                                                                
internship, instructions attached to student in processing email.  
Please bring completed certificate when turning in paperwork to Education      Department.  
          ____Set-up appointment to be fingerprinted no later than 45 days before rotation begins. ----- for appointment, contact Andrew Ray at (618)997-5311 ext. 54013, Andrew.Ray1@va.gov
Please be sure to bring two forms of picture I.D to fingerprint   appointment


Acceptable Primary Source Document:

· US Passport, Driver’s License, Permanent Resident Card or Alien Registration Receipt (Form I-551), Foreign Passport, US Military ID/Veterans ID, US Military Dependent ID, or Employment Authorization Document that contains photograph.

Acceptable Secondary Source Document

· Social Security Card issued by the SSA, An original or certified copy of a birth certificate issued by a state, county, municipality authority, possession or outlying possession of the US bearing an official seal, Voter’s Registration Card, ID Card issued by a federal, state, or local government agency or entity, provided it contains a photograph, US Coast Guard Merchant Mariner Card, Certificate of US Citizenship (Form N-560 or N-561), Certificate of Naturalization (N550 or N-570), U.S. Citizen ID Card, ID Card for Use of Resident Citizen of the US (Form I-179), Certification of Birth Abroad or Certification of Report of Birth issued by Department of State (Form FS-545 or DS 1350), Temporary Resident Card (From I-688), Employment Authorization Card (Form I-688A), Reentry Permit (Form I-327), Refugee Travel Document (Form I-571), Employment Authorization Document Issued by Department of Homeland Security, Employment Authorization Document issued by DHS w/Photograph (Form I-688B), Driver’s License issued by a Canadian Government entity, Native American Tribal Document.
***NOTE – If you are a returning student and have been fingerprinted less than 1 yr. ago – you do not need to make a fingerprint/picture appointment. ***

Please note that step 1 must be completed and done 45 days prior to your student rotation.  If step 1 is not completed 45 days prior to your student rotation you will not be allowed to do your student rotation with the Marion VA Medical Center.
2) ID badge requirements:
____Once student is completely vetted the Education Department will process the computer access and ID badge requests as necessary for the students based on number of days and level of computer access needed per the student’s rotation requirements. NOTE: Should your student status change at any point, the VA Education point of contact must be contacted within 24 hours.
3) Last Day of rotation with Marion VA – complete the following:

___ Trainee Satisfaction Survey - http://www4.va.gov/oaa/surveys/

___ Turn’s in ID badge to PIV Office - if issued one

___ Contact Service POC/Preceptor to terminate computer access
The Education Department is in MOD 5.  MOD 5 is located behind the hospital. Turn onto to Commander Drive towards the hospital.  At the T turn right and continue behind the hospital.  MOD 5 will be located on your left.  Parking is on around the curve behind the hospital.
