Overall Instructions

To:  Residents/Fellows scheduled to rotate at Central Texas Veterans Health Care System

Please follow these detailed instructions prior to beginning your rotation:

1.  Overall Instructions.
2.  VA Information Security Awareness FY09 and VHA Privacy Policy Training FY08.  Both are mandatory before you can be given computer access.  Print out completion certificates and return both with your packet.   If you do not return your certificates with your packet, you will not have computer access when your rotation begins. 
3. Human Resources Management Service (HRMS) VA In-Processing Instruction Sheet for Residents.  Ensure that all steps are followed prior to reporting.
4.  Appointment Affidavit Standard Form 61:   Print name above “Oath of Office” and Sign.  DO NOT get notarized.  

5.  Acknowledgement Form – Conflict of Interest:  Read VHA Handbook 1660.3 and sign, date, and return Acknowledgement Form 19-21009.  Keep VHA Handbook 1660.3.

6.  Application for Residents Form 10-2850b.  Complete ALL blocks.  If something is Not Applicable, put N/A.  Review your application and make sure all items are answered. Any gaps between residency and/or employment, must be explained.  Before you can rotate at CTVHCS, this form has to be signed and approved by the VA Chief of Staff and Director.  Be sure to sign page 4 and return all 4 pages with this packet.

7.  Department of Veterans Affairs National Rules of Behavior:  Read/complete/sign last page.
8.  Clinical Trainee Registration Form 10-0410:  Complete all items.

9.  Fingerprint Check:  Complete all items and sign.

10.  CTVHCS Self-Study Orientation and Information Guide:  Read and take test on pages 22-24.  Return pages 22-24.

11.  Government Ethics.   Either view “Ethics Most Wanted: Residents Version” on line at http://www.va.gov/oaa/videos.asp or view the enclosed handbook.  Complete Government Ethics Acknowledgement Form and return.  Keep Ethics handout.

12.  Return the entire packet to the address below.  If you have any questions, please call me at 254-743-0013.

Nancy Beimer

Administrative Officer

Education Service (14)

1901 Veterans Memorial Drive

Temple, TX  76504

Phone:  254-743-0013

Email:  Nancy.beimer@va.gov
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VA INFORMATION SECURITY AWARENESS FY09 TRAINING

AND

VHA PRIVACY POLICY TRAINING FY09
EXTERNAL WEBSITE

NOTE:  THIS IS MANDATORY TRAINING THAT MUST BE COMPLETED ANNUALLY.  UPON COMPLETION, A CERTIFICATE OF COMPLETION MUST BE PRINTED OUT FOR EACH COURSE AND RETURNED WITH THIS PACKET OF INFORMATION.   COMPUTER ACCESS CANNOT BE GIVEN WITHOUT CYBER SECURITY AND PRIVACY TRAINING.
To complete FY 09 Information Security and VHA Privacy Training, please go to the following link:  https://www.ees-learning.net/librix/loginhtml.asp?v=librix
Once you get to the website, you will be asked the following question:

1.  Ready to go to the VALO campus?

Answer--YES

2.  Click here to self enroll.  Fill out required info. (You must create your own username and password and it must be at least 8 characters.)  Station # is 674, division is VHA.

3.  Once you are brought to the VALO homepage, click on Catalogs tab on left side of page.

4.  Click on Catalogs again.

5.  At the top of the page search for cyber security or privacy training.  Once you click on the class you are looking for, click the enroll button, then confirm enrollment.  (You can add more than one class before you begin your courses)

6.  Go to course sessions.

7.  Click on the course you want to take, it may take a few moments to launch the course.

8.  Once you have completed the course and the quizzes, there will be instructions for printing your certificates.  

Your certificates can be printed from My Courses tab, then click on the Records/Transcripts link.  Please note that it can take up to one day for certificates to be ready to print.  If you do not complete your training in advance, please print the Records/Transcript Report to verify to Education that you have completed your mandatory training.  

