WOC APPLICATION CHECKLIST FOR NEW APPLICANTS

Individuals who are not paid employees of this VA Healthcare system and have been appointed to render services to the VA Pittsburgh Healthcare System must apply for an appointment on a Without-Compensation (WOC) basis.  Please complete all of the attached forms using the checklist that follows: 

[image: image1.emf] 

 

            1.   OPTIONAL APPLICATION FOR FEDERAL EMPLOYMENT (OF-612)

a. Complete the entire application.

b. Sign and date where indicated on page 2, Section G.
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APPLICANT’S STATEMENT OF SELECTIVE SERVICE REGISTRATION STATUS  (Male applicants)

a. Check proper Registration Status.

b. Sign and date where indicated.
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Sign and date INTELLECTUAL PROPERTY AGREEMENT.

4. EMPLOYMENT ELIGIBILITY VERIFICATION (Form I-9) 

a. Sign and date the form where indicated. 

b. Provide supervisor/designee with required documents

c. Have supervisor/designee sign and date the certification line where indicated.

5. DECLARATION FOR FEDERAL EMPLOYMENT (Form OF 306)

a. Complete the entire form.

b. Sign and date line 17b “Appointee’s Signature” where indicated on the second page.

6. QUESTIONNAIRE FOR NON-SENSITIVE POSITIONS (Form SF 85)

a. Complete the entire form.

b. Sign, print full name and date where indicated on the “Authorization for Release of Information” on page 6.

7. Print name, sign and date the POLICY PROHIBITING PATIENT ABUSE.

8.   APPOINTMENT AFFIDAVITS

a. Complete the form where indicated.

b. Sign the “Signature of Appointee” line where indicated.

c. Form does NOT have to be notarized.

9.   FORM 1: RESEARCH STAFF INFORMATION

a. Complete the entire form. 

b. Sign where indicated on page 6.

c. Have the principal investigator sign where indicated on page 6.

            10.    MANDATORY TRAINING FOR ALL WOC EMPLOYEES

                        All Employees requesting a WOC appointment must complete the following 3 training courses

                        and submit a copy of the completion certificates with the New WOC packet.

                         a. VA Cyber Security Awareness Training.
                         b. VHA Privacy Policy Training.

                         c. VA Research Data Security and Privacy Training.

                              Training Link:  https://www.lms.va.gov/plateau/user/login.jsp
Please follow the instructions carefully and complete all forms in the packet before submitting them to the Research Office.  Incomplete packets will be returned to you thereby causing a delay in the beginning or continuation of the Research projects to which you have been appointed.  Please send completed packets to Chris Brining, Research Office.  Thank You.
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