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[bookmark: _Hlk28606956]Once a site has recruited and selected a fellow, this guide is designed to provide assistance with the logistics of Advanced Fellowship onboarding.  Advanced Fellow onboarding is a multistep process that requires proactive collaboration among many facility departments to be successful.  Please use this guide to support your facility’s process.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                     
INFORM RELEVANT FACILITY OFFICES
· LOCAL PROCESSING CONTACTS (Varies, based on your local facility’s process)
· Remember that background checks and credentialing could add several weeks to the onboarding process. We suggest initial contact with the following local contacts starting at least 90 days prior to the anticipated fellow appointment date
· Designated Education Officer (DEO)
· Human Resources (HR)
· Fiscal
· Credentialing (Medical Staff Office, Nursing Office, or Human Resources as appropriate)
· Follow-up often with these critical points of contact 
GATHER/COMPLETE ONBOARDING DOCUMENTATION
We suggest planning a minimum of 60 days for documentation, which includes gathering fellow documents, completing a range of forms and routing several of these for signatures.
· CURRENT CV
· TQCVL FORM TQCVL Guide
· This form does not need to be uploaded in the database, but it must be attested by the DEO in the OAA Support Center database that it is complete and kept on file at your site.
· Health Professions Trainees (HPT), including Advanced Fellows, do not have Position Descriptions, physical standards, or qualification standards and should therefore NOT require a VA physical examination. 
· 10-2850D  APPLICATION FOR HEALTH PROFESSIONS TRAINEES Application for Health Professions Trainees (10-2850d)
· Completed and signed by the fellow applicant 
· signed by DEO
· ADVANCED FELLOWSHIP NOMINATION LETTER Advanced Fellow Nomination Letter
· Completed and signed by Program Director
· Also signed by
· VA Facility Director
· Designated Education Officer (DEO)

· ADVANCED FELLOW NOMINATION WORKSHEET
· Advanced Fellow Nomination Worksheet
· Not required to be signed or uploaded but can be used for internal use
· Formerly the Nomination Checklist
· Your DEO may still require it before certifying in the database
· OTHER FORMS as required by your facility (Please confirm with your local education office)
· CREDENTIALING 
· Current clinicians not interrupting or participating in accredited primary training program- should be credentialed and privileged through VETPRO as licensed independent practitioner or appropriate status for that profession. If the Advanced Fellowship learning plan includes development of clinical skills, should be issued dependent privileges for those specific activities. 
· Current clinician who is interrupting, participating in a primary residency program (e.g. a mid-residency surgeon or a psychologist pursuing both clinical and research fellowship), or psychologist who is pre-licensure. Do not VETPRO. The TQCVL described below is sufficient to document credentials verification, but all clinical activities must be supervised.  Once pre-licensure psychologists become licensed, please VETPRO as soon as possible.
· If the candidate is currently a clinician (has current licenses etc), even if not intending to engage in clinical activity during the advanced fellowship, they must still go through clinical credentialing and privileging/VETPRO. 
· If the candidate has been a clinician, even if not now clinically qualified, and being appointed as a post-doc scientist, then background check must include national practitioner databank and related clinical suitability checks to assure that no undisclosed relevant issues are present.  Past licenses are declared on the VA 10-2850D.
· Human Resources
· If the candidate is a non-clinician scientist, has never been a clinician, background verifications are done by HR, not by medical staff office/ VETPRO.
· Initiate background investigation
· DETERMINING PAY AMOUNT 
· Associated Health and Nursing  
· Associated Health and Nursing trainee stipend rates are found on the following link:  http://vaww.oaa.med.va.gov/DBReports/LocBasedStipends.aspx 
· Physicians and Dentists 
· Guidance for determining physician and dentist PGY level is found at http://www.va.gov/oaa/archive/af_pgy_guidance.pdf The physician (PGY) stipend schedules are kept in the local VAMC Associate Chief of Staff for Education office therefore each site needs to check with their local office for those pay rates
UPLOAD DOCUMENTATION TO OAA SUPPORT CENTER ADVANCED FELLOWSHIP DATABASE  
· CREATE FELLOW NOMINATION FILE
· THREE documents must be uploaded to OAA Support Center Database
· Current Fellow CV
· Advanced Fellow Nomination Letter
· Application for Health Professions Trainees (10-2850d)
· We will accept partial nominations at any time, but approvals cannot occur until all the required information is present and the file is certified by the Designated Education Official 
· APPROVAL/CERTIFICATION OF THE NOMINATION
· OAA requires the full nomination packet as listed above to be complete, uploaded and certified no less than 45 days prior to the fellow’s anticipated start date. 
· The approval/certification chain starts with the Program Director and ends with the DEO or OAA.
· Your fellow cannot start without the official OAA approval memo. 
· Once the DEO certifies, the official OAA approval memo can be generated and is housed in the document section for you to pull down and send to your HR and Fiscal staff. This is a requirement; your fellow cannot be onboarded unless this step occurs. 
· HR and Fiscal cannot fully onboard the fellow without the OAA approval memo. It may take HR several weeks to onboard the fellow. 
· The following programs require OAA review of the fellow’s nomination (the database will convert to OAA review once the Program Director certifies): 
· Polytrauma Brain Injury Rehabilitation
· Psychiatric Research/Neurosciences
· OAA will notify you when the fellow is approved, and the approval memo is in the file.
· GENERATE THE APPROVAL MEMO
· Fellows cannot start until you receive the OAA approval memo and they are fully onboarded by Human Resources staff in your facility.
· Approval memos must be forwarded to the following facility offices to ensure that your fellow can start fellowship and be paid as planned
· Human Resources 
· Fiscal
OTHER
· CONDITIONAL/TENTATIVEOFFER LETTERS
· Sent by either you or your site’s HR or program office
· Send conditional hire email, pending approval of nomination 
· Note: While OAA can't issue this type of letter, program directors can make a written offer to a candidate, offering the appointment but stating that it is conditional on satisfactory verification of application information and determination of eligibility and suitability for VA appointment.
· CHANGES IN START DATE
· Work closely with Human Resources and if something happens and the fellow cannot start on the planned start date:
· Send an email to Kimberly.uhl@va.gov  with a brief explanation and updated date
· OAA will issue a new approval memo you can download and route as needed
· QUALIFICATIONS REVIEW
· If you need a position commitment or a qualification review; send a separate e-mail to Kimberly.uhl@va.gove so we know to look for the submission and can do the requested review.
RESOURCES
· Handbook http://vaww.va.gov/vhapublications/ViewPublication.asp?pub_ID=3179
· OAA Advanced Fellows web page https://www.va.gov/OAA/Advanced_Fellowships/Home.asp
· FAQ http://vaww.oaa.med.va.gov/faqs/Details.aspx?TID=37&CAT=6
· Advanced Fellowships Database http://vaww.oaa.med.va.gov/
· Facility-Locality-Based Stipend Rates for Associated Health and Nursing http://vaww.oaa.med.va.gov/DBReports/LocBasedStipends.aspx
· Allocation, Stipend & Estimated Benefits for Associated Health and Nursing http://vaww.oaa.med.va.gov/DBAHealth/ahRptAllocPlan3.aspx 
· Salary Tables http://www.va.gov/oaa/archive/af_pgy_guidance.pdf
· Job Codes for Health Professions Trainees  http://vaww.oaa.med.va.gov/DBReports/PayCodes.aspx
· TQCVL https://www.va.gov/OAA/TQCVL.asp   
· HRSMART Codes https://vaww.itsupportservices.va.gov/HRSmart/
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