CLINICAL STUDENT PROCESSING CHECKLIST
The Wm. Jennings Bryan Dorn VA Medical Center has 79 Educational Affiliation Agreements with 48 educational institutions supporting 21 disciplines. In FY07, approximately 450 students participated in affiliated education programs such as Audiology and Speech Pathology, Chaplain Services, Dental Auxiliaries, Dietetics, Imaging, Laboratory, Nursing, Optometry, Pharmacy, Rehabilitation, and Social Work. 
**PLEASE READ AND FOLLOW ALL INSTRUCTIONS CAREFULLY**

All students wanting to perform a clinical training assignment at the William Jennings Bryan Dorn VA Medical Center must complete the items contained in this checklist.  Once ALL checklist items are complete, the entire packet of original printed items must be returned to the Education Service Line at least two weeks before the scheduled clinical training date.  
Getting Started:

Print this Clinical Student Processing Checklist.  Follow all instructions carefully.  Each item is linked to a form or training resource.  Select and complete per the “Special Instructions” and any other instructions on the form or training resource.  Return all forms as one packet in the same order as outlined on this checklist.  Place the initialed copy of this checklist on top. This will ensure your paperwork is processed in a timely manner.  

NOTE: Items with “*” are forms that can be completed online and then printed.  Make sure to sign and date where necessary.
	Initial

when complete
	Checklist Item
(Return these items only)
	Special Instructions

	
	1. Educational Institution Verification Letter (Sample) 
	Provide sample to your school official for completion and return with your packet. 

	
	*2. Application - OF 612
	This is NOT optional, complete sections A, H and I. Complete and print pages 3 and 4 only.

	
	*3. Fingerprint Submission Form 
	Complete entire form.

	
	*4. Request for Personal Identity Verification Card - VA Form 0711
	Complete and print Page 1 ONLY, SECTION 1 - APPLICANT INFORMATION Items 1 - 9. NOTE: The day you come for finger printing and ID badge you must present two forms of identification as listed on page 5 of this form.

	
	*5. Registration Form 
	Complete entire form.  You will need to review the WJB Dorn Guide for Fellows, Residents, Associated Health Trainees and Students and initial proper item on student registration form.  

	
	*6.  VA National Rules of Behavior
	Read only if not obtaining computer access.  Complete and return page G-8 ONLY.

	
	7.  VHA Privacy Policy FY08 training certificate  (See NOTE below)
	ALL MUST complete this training and print certificate.  (Website Instructions)

	
	8.  Cyber Security Awareness FY08 training certificate (See NOTE below)
	ALL MUST complete this training and print certificate.  (Website Instructions)

	 (NOTE: The training courses for items 7 and 8 can be found and completed by accessing the link provided and creating a login and password.  Be sure to print certificates and turn in with your packet).


NOTE: Incomplete student processing packets will not be processed and you will not be able to start your clinical training on time. 

Deliver complete packet of forms in person to Tom Wiseman in Building 103 room 2C105. (Building adjacent to the EMERGENCY entrance, same level as the Dorn VAMC Library). 

OR (if time allows)
Send completed processing packet to the following address: 
     Wm. Jennings Bryan Dorn VA Medical Center

     Attn: Tom Wiseman (141)

     6439 Garners Ferry Road

     Columbia, SC 29209

For assistance contact Tom Wiseman at thomas.wiseman@va.gov or 803-776-4000 ext 4193.

