Birmingham VA Medical Center

Associated Health—Paid Trainees

Service point of contact will:                                    (90 Days Prior to the Start of Traineeship)
· Arrange for the trainee’s interview with the service, if needed. 
· Contact the incoming trainee and obtain their name, date of birth, Social Security number (SSN), address, phone number, and e-mail address. 
· Complete a Paid Trainee Appointment Request Form and submit it to Anita Barnes in Human Resources (HR).
· Advise trainees to maintain copies of all documents submitted during application process.

Trainee will:                                                                (60 Days Prior to the Start of Traineeship)
· Go to http://www.southeast.va.gov/VISN7/Residents/Birmingham_Residents.asp
· Click the appropriate ‘Associated Health Category’.
· Complete the following required forms for the application process:
· OF 10-2850d, Application for Health Professional Trainees.
· OF 306, Declaration of Federal Employment.
· Respirator Questionnaire. 
· Complete the training for residents/trainees who are new to the facility and have never completed the mandatory training modules. The course is titled "VHA Mandatory Training for Trainees."   Print and follow the TMS Instructions for Self Registration then log on to the website below, complete the training, and print the certificate.  Click here to access the training:   www.tms.va.gov
· Be sure to include a copy of your mandatory training certificate of completion in your application packet provided to your service secretary before you rotate at the Birmingham VAMC.
· Submit the original application documents and a copy of the mandatory training certificate of completion to the service point of contact 50 days before the anticipated start date of your training.  Retain a copy of the materials you submit.  See Associated Health Contact Information.

Service point of contact will:                            (min. 50 Days Prior to the Start of Traineeship)
· Complete an electronic SF-52, Request for Personnel Action.
· Submit a copy of the electronic SF-52 to Education Service along with all required ‘original signature’ documents completed by the trainee (OF 10-2850d and OF 306) and mandatory training certificate of completion.

Education Service will:				 (min. 45 Days Prior to the Start of Traineeship)
· Submit all required documents received from the service point of contact to Human Resources.
· Credit trainees on stipend in the Talent Management System (TMS) for completion of all mandatory training requirements. 
· Provide trainee’s mandatory training completion date and/or certificate to HR.

Human Resources will:      		(Minimum of 40 Days Prior to the Start of Traineeship)
· Contact Personnel Security (ext. 5958, 5817) to schedule fingerprinting for the trainee.
· Contact the Employee Health Unit (EHU, ext. 6785) about health requirements and to schedule a physical for the trainee. 
· If the trainee can provide documentation of the first PPD within a year, then EHU will administer the second PPD within 30 days of the trainee being cleared to start the traineeship.
· If the trainee has not had a TB skin test within the year, then a two-step test will be required prior to the trainee being cleared to start the traineeship.

Trainee will:
· Report as scheduled for fingerprinting to Room 2208, 2nd floor, with the following:
· Two forms of identification – a driver’s license or U.S. passport, AND Social Security card.  Legal documentation supporting a name change must be presented if the names on the identification are different.
· Permanent resident card (if applicable).
· Report as scheduled for his/her physical to the Employee Health Unit (EHU), room 1235, 1st floor.  Documentation of a TB test within the last 12 months should be brought to EHU when the trainee arrives for the physical.

Service point of contact will:
· Instruct the trainee to attend BVAMC New Employee Orientation.

Trainee will:
· Attend BVAMC New Employee Orientation (NEO) in the Education Resource Center, 3rd floor, room 3608.  NEO is held in room 3608 unless otherwise indicated. 

Service point of contact will:
· Provide a service level orientation, including Radiation Safety, if needed.  
· Maintain documentation of service level orientation in the trainee’s file within the service.
· Track the number of hours and the salary of the trainee to ensure that the salary does not exceed the allocated amount.  
· Track the number of trainees and their schools during the fiscal year for submission to Education Service in the fall.

*Resident Credential Verification Letters (RCVLs) must be completed for trainees in Optometry and Pharmacy and sent to Shannon Williams, Education Service.  She will have them signed by the BVAMC Director and Chief of Staff.  The RCVLs must be signed before the trainees can rotate at the BVAMC.  
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