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Hello everyone! Welcome to 217.  Below are instructions to assist you when filling out the required information for the clinical rotation at the VA.  Please fill out all forms as instructed on the web site.  The VA will not allow you to have patient contact until all forms are submitted.  Most of them can be accessed on the web sites listed below.  The forms need to be completed by June 25th for those students entering in the fall and by the first Friday in December for those students entering in the spring.  The VA needs them in advance so all process checks can be completed before the start of the clinical rotation.  Please follow the instructions below and those on the website when completing the paperwork.  The forms may take over 2 hours to complete so please allow enough time.  Thank you for your help.    

	INSTRUCTIONS FOR COMPLETION OF VA FORMS                                                                                     
	Done

	Please access the website: 

http://www.san-diego.med.va.gov/Education/trainee/registration.htm

Fill out the following forms listed below from this web site.  Print 2 copies to give to your clinical instructor.
	

	1. Fill out the following forms as directed on the VA website above
	

	 A. OF 306:  Declaration for Federal Employment 
	

	 B. VA Form 10-0410:  Clinical Trainee Registration Form 
	

	 C. Trainee Statement of Commitment
	

	 D. From the VA website, log on to the required site to complete the following courses.  Follow the instructions on the website.  Once on the site, click the “click to enroll in VALO” and complete the form as directed.  Use the following information:  Station:  664, Division:  VHA.  Once logged into the VALO system, click on Catalogs, click on Catalogs again, click on Mandatory/Required Training Catalog and take the two courses listed below.  
	

	A. VHA Privacy Policy and Cyber Security Awareness courses:  

B. Upon completion of the programs, take the test, and print the certificates for each course.  
	

	2.  Authorization for Internet Access
	

	      A.  Fill out form and submit to the nursing office by the above dates.  Make sure all grayed 
            areas are completed and the form is dated and signed on the front and back. 
            Please print clearly.  
	

	3.  Mandatory Training Packet
	

	This can be accessed on the VA web site and is also on the schools nursing web site. Please read the information prior to your clinical orientation.  When completed, sign the appropriate space on the “Trainee Processing Checklist”.   It is your responsibility to become familiar with the information contained in this publication.  Verification that you have been furnished with the required Mandatory Training information and that you have read and understand the contents is required before you can have patient contact at the facility.  
	

	4.  ADDITIONAL FORMS AND BOOKLETS
	

	1. Nursing Orientation Booklet.  This is on the schools web site.  Please print a copy.  This must be read before the start of your clinical rotation.  It is your responsibility to become familiar with the information contained in this booklet.  Please bring this with you to the clinical facility during your rotation.  
	

	2.  Trainee Processing Checklist:  Once you have completed all the information, initial the “S” box, and sign and date the bottom of the form.  Submit the completed form with all necessary attachments by the dates indicated above.  
	

	3.  Fingerprinting:  This is now required at the VA and will be completed on the day of orientation.  Please bring your drivers license and Permanent Resident Card (if applicable).  
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	Trainee* Processing Checklist

	LAST NAME, FIRST NAME (Please Print)
	Start date:

	
	

	SERVICE/Section (Please Print)

	Nursing Service:  Palomar College Student Nurse

	Welcome to the VA San Diego Healthcare System. Log on to this web site:
http://www.san-diego.med.va.gov/Education/Trainee
Follow the directions on the Web site and as instructed by your school.  Thank you.

	
	Instructions
	S
	F

	1. Police and Security MANAGEMENT:    

A. Parking permits

B. Fingerprinting

2. This will be completed on the day of orientation.
	A pictured ID Badge must be worn at all times while in a VA facility.  Students must have drivers license and Permanent Residents Card with you for fingerprinting.  
	
	

	3. vha privacy policy and Cyber Security Awareness courses– Must be completed before having patient contact.  Information is on the VA website.  It can also be accessed from the website below:  https://www.vcampus.com/vcekpvalo/servlet/ekp/login

	Upon completion of the VHA Privacy Policy and Cyber Security Awareness Courses, please print out certificate for both courses.   Submit with this checklist.
	
	

	4. OF 306; Declaration for Federal Employment (Print from website)
	Complete form, make two copies and submit with this checklist.
	
	

	5. Trainee Statement of Commitment (Print from website)
	Read and sign form, make two copies and submit with this checklist.
	
	

	6. VA Form 10-0410; Clinical Trainee Registration Form (Print from website) 
	Complete form, make two copies, and submit with this checklist.  
	
	

	7. Respiratory Fit Test:  Not applicable for Palomar N217 students
	Per Discussion with Carole Hair
	
	

	8. Authorization for Internet Access;  Obtained from the nursing office
	Complete form.  Sign and date both sides and submit as instructed.  
	
	

	9. Nursing orientation booklet.  Print copy from the Palomar College nursing web site.  Please read before the start of your clinical rotation.  
	Please bring a copy of this booklet to the VA facility during your clinical rotation.  
	
	

	10. Mandatory Training Packet (Read on website and print if needed)
	Your signature (below) on this document certifies that you have been furnished with the required Mandatory Training information and that you have read and understand the contents.  
	
	

	· Infection Control
· Environment of Care
· Life Safety Training
· No Fear Act
· Prevention of Sexual Harassment
· Ethical Conduct
· Diversity 
	· Compliance and Business Integrity 
· Patient Safety
· Patient Record Flags
· Preventions of Violence in the Workplace
· U. S. Constitution
          Affirming the Commitment
	
	
	


I certify that I have completed all the steps listed above and submitted the required forms and have received the Mandatory Training information and will comply with the contents and requirements at the facility.  
_________________________________________________________________                              ___________________________


Signature of Trainee                                                                                                                                Date

I certify that the trainee listed above has completed all applicable items on this list and has received a thorough orientation to the best of my ability.

_________________________________________________________________                              ____________________________

Signature of Affiliation Program instructor                                                                                            Date

















