Health Professions Trainees Checklist

Student Name:

School:
Program of Study:

IMPORTANT: Ensure you read before completing the Checklist

-All paperwork, training, and fingerprinting must be completed and turned into the Sioux Falls VA at least 7 weeks(49 days) prior to training
start date.

-Incomplete or incorrectly completed forms will be returned, and can cause a delay in training.
-All forms must be typed, hand written forms will not be accepted, nor will pictures of forms be accepted.
-For instructions on how to complete each form, please review the HPT form guide found on the Sioux Falls VA Health Professions Trainees site.

*V A Employees do not need to complete the OF 306, the Fingerprint Form, the fingerprinting appointment, nor the TMS Training.

-All paperwork and training are to be completed prior to your fingerprinting appointment. All paperwork will be
printed and brought with on the day of your appointment. Bring all forms to the HPT Onboarding Specialist in
Building 01 Room 017 either prior to or after your fingerprinting appointment.

Application for Health Professions Trainees
https://www.va.gov/vaforms/medical/pdf/vha-10-2850d-fill.pdf
Instructions to complete this form are on pages 7-10 of the HPT Form Guide

WOC Appointment Letter

https://www.siouxfalls.va.gov/documents/WOC-Appointment-Letter.pdf
Instructions to complete this form are on page 10 of the HPT Form Guide

OF 306 Declaration for Federal Employment *
http://www.opm.gov/forms/pdf_fill/0of0306.pdf
Instructions to complete this form are on pages 12-14 of the HPT Form Guide

TMS Training*

https://www.siouxfalls.va.gov/documents/HPT-Form-Guide.pdf

Instructions to create an accounts are on pages 15-16 of the HPT form Guide

The training must be completed; there is no need to print the certificates unless specifically asked to do so.

Fingerprint Form*
https://www.siouxfalls.va.gov/documents/Fingerprint_Request_Form.pdf
Bring 2 copies. 1 for your fingerprinting appointment and 1 for the Education Department

Fingerprinting Appointment*

Create an account and schedule at https://www.va-piv.com/
https://www.siouxfalls.va.gov/documents/HPT-Form-Guide.pdf Instructions on pages 18-20 of HPT Form Guide DO
NOT schedule more than 120 days (about 4 months) before start date!

Ensure you bring two forms of ID with you to any appointment with the PIV oftice.

-When scheduling the Fingerprinting Appointment, ensure you are allotting enough time in your schedule to turn in all
of your paperwork for review and acceptance with the Sioux Falls VA Education Department.

Fingerprinting Appointment Date & time*

E-mail this date & time to vhasuxStudentRequest@va.gov

HPT Onboarding Specialist Office hours: 7:30am-4:00pm.
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