
VA R&D Employee Appointment Requirements 

Welcome to the Portland VA Medical Center Research and Development Service. All VA R&D employees (or employees with current WOC or paid  VA appointment in another service, including fellows, residents or post-docs) are asked to complete the following items consistent with VA regulations prior to receiving keys or Proxcard access to VA research areas, accessing patient medical files for research, and/or participating in VA research projects.  

Once ALL applicable items have been completed, checked off and the form is signed, please return with all related attachments to the Research Office Front Desk (Bldg. 101, Room 502).  
*Non-U.S. citizens – please bring your visa or green card so we may copy for Human Resources. THANK YOU!
__________________________________________________________________________________________________
I. Contact Information (Contact Research Office Front Desk, ext. 55125, with questions.)
 FORMCHECKBOX 
 Contact Information Form 
 FORMCHECKBOX 
 Education Verification Form (Contact Education & VetPro Coordinator, ext. 56385, with questions.)

 FORMCHECKBOX 
 If keys are needed, acknowledgement of Receipt of Key Memo.

__________________________________________________________________________________________________
II. Training Modules (Contact Research Office Front Desk, ext. 55125, with questions) 
Submit copies of your training certificates to the R&D Office with your completed packet.

 FORMCHECKBOX 
 If you will have access to VA research areas, General Safety Training Module   - PRINT CERTIFICATE

 FORMCHECKBOX 
 If you will work in “wet” laboratory, Biosafety Training  - PRINT CERTIFICATE
 FORMCHECKBOX 
 If you will work in lab licensed for radioactivity Radiation Safety Training  - PRINT CERTIFICATE
 FORMCHECKBOX 
 If you will work on human research, CITI Basic Course in Protection of Human Subjects - PRINT CERTIFICATE 

(Contact Human Subjects Training Coordinator, ext. 52800, with questions.)
 FORMCHECKBOX 
 If you will work with animal research, see R&D web site– FOLLOW INSTRUCTIONS ON WEBSITE

*If you are a WOC (Without Compensation) employee, a Talent Management System (TMS) account will be created for you once the completed paperwork has been turned into the Research Office for processing, not beforehand.  You will be required to complete the following training within 7 business days of receiving your TMS login information from Dick Lightfoot.  

· VA Privacy and Information Security Awareness and Rules of Behavior

· Privacy and HIPAA Training

__________________________________________________________________________________________________ 
III. Laboratory and Animal Research: Skip to item V if not working in wet lab or with animals.
 FORMCHECKBOX 
 Scope of Work for Animal/Laboratory Study Staff 
__________________________________________________________________________________________________
IV. Without Compensation (WOC) Appointment: 
 FORMCHECKBOX 
 Intellectual Property Agreement
 FORMCHECKBOX 
 Research WOC Application
          FORMCHECKBOX 
 OF 306 Form          
__________________________________________________________________________________________________
** Principal Investigator Assurances: I take responsibility for training this employee in all necessary areas, including knowledge of the protocol(s) on which they will work and safety in the conduct of their job. 

Employee Name ___________________________    Principal Investigator Name _____________________________



 
(please print)





       
 (please print)

__________________________________________
_____________________________________________

Employee Signature




Principal Investigator Signature
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