Human Resources Management Service VA In-Processing Instruction Sheet for Residents/Students
1.  Prior to your rotation, complete all actions requested on “Overall Instructions” Page.

2.  Prior to the first day of your initial VA assignment, make certain you have completed:

Information Security Awareness and VHA Privacy training (web-based).  THIS IS MANDATORY.  YOU WILL NOT BE GIVEN COMPTUER ACCESS UNTIL BOTH OF THESE COURSES ARE COMPLETED.  Print out the certificates and include them with your application packet.

3.  ID Badge/Fingerprinting/Parking.

      a.  If you are rotating in Temple:   At least 3 weeks prior to the first day of your first VA assignment, report to Human Resources Management Service (HRMS), Room C166, Building 162 for fingerprinting, ID badge photography, and vehicle registration forms.  NOTE:  Reporting to HRMS 3 weeks prior to rotation is mandatory to ensure fingerprinting requirements are electronically submitted, finalized, and results received back into VA prior to your rotation.  You cannot begin your rotation at VA until the process has been completed.  On the first day of your first VA assignment, report to HRMS to pick up your ID Badge, and you will also be directed to your Service ADPAC to receive your computer access and verify codes.
     b.  If you are rotating in Austin:  At least 3 weeks prior to the first day of your first VA assignment, report to the Austin VA Administration, Room 109, for fingerprinting and ID badge photography.  For vehicle registration, report to VA Security in Austin.  Computer training will be coordinated by your respective service’s ADPAC.   NOTE:  Reporting to Austin VA Administration 3 weeks prior to rotation is mandatory to ensure fingerprinting requirements are electronically submitted, finalized, and results received back into VA prior to your rotation.  You cannot begin your rotation at VA until the process has been completed.

     c.  If you are rotating in College Station:   At least 3 weeks prior to the first day of your first VA assignment, your orientation and computer training should be conducted in Temple (coordinate with your Clinic Coordinator at the VA in College Station for information).  While you are in Temple, you will report to Human Resources Management Service (HRMS), Room C166, Building 162 for fingerprinting and ID badge photography.                                                        

NOTE:  Reporting at least 3 weeks prior to rotation is mandatory to ensure fingerprinting requirements are electronically submitted, finalized, and results received back into VA prior to your rotation.  You cannot begin your rotation at VA until the process has been completed.
