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North Florida/South Georgia Veterans Health System

RESEARCH SERVICE
Without Compensation (WOC) Appointment

APPLICATION INSTRUCTIONS
PLEASE READ BEFORE FILLING OUT ANY DOCUMENTS!
Refer to the “WOC Application Packet Index” (given to you by the WOC Coordinator)
for a list of all documents required to apply for your WOC appointment.

1. Fill out all required forms in the WOC application packet and sign where applicable.
· You must complete all federal employment applications enclosed,

· I-9 Employee Verification Form (NOT OPTIONAL),
· OF306 - Declaration for Federal Employment (NOT OPTIONAL),
· Complete the Physician, Nurse or Associated Health application only if applicable. If a license (MD, RN, Etc.) is not required to do the Research work, you do not need to fill out the application.
· Complete the Education Verification form, and provide a copy of your résumé and professional license(s) (if applicable).
· For all Non U.S. Citizens,
· the Principal Investigator you are working for must complete and sign the 
WOC Non-Citizen Memorandum. This signed memo is MANDATORY.
· you must attach a copy of your current, valid Passport or Visa and, one of the following: I-20, Employment Authorization ID Card, or I-94. 
· Have your Principal Investigator complete and sign the WOC Position Description and WOC Patient Contact Statement.
· Complete the Scope of Practice (Human/Animal), Computer Access Application, WOC Computer Access Information for Information Security Officer, Research Scope of Practice for CPRS (if applicable), and WOC Experience Working with Animals. Both you and your Principal Investigator should sign and date these forms, except for WOC Computer Access Info for ISO form.
·  [If you WILL NOT be working with animals, check the appropriate box on this form, sign and date, and have the Principal Investigator sign and date. If you WILL be working with animals, also complete, sign and date the Animal Contact Health Questionnaire].
· Schedule an appointment with your Principal Investigator for your orientation, bring the Guide for Orientation of New Employees for the PI to fill out and sign. Also bring the Research Employee Safety Orientation Agreement** for you and the PI to read, sign and date.
**Attend the Research Employee Safety Orientation, held on the fourth Wednesday of each month (unless otherwise noted) from 9:00am to 10:00am in the Research Service Conference Room, E-526, 5th floor of the Gainesville VAMC. At the end of the training, sign and date the Research Employee Safety Orientation Certification provided by the Research Safety Officer. 
2. Complete ALL of the mandatory training and print certificates to be submitted with the WOC application. (See Item #2: WOC Mandatory Training Instructions). NOTE: The Human Protection Training is only needed if you will be working on a Human Research Study, which includes data studies.)
3. Read the VA Intellectual Property Agreement, sign and date it.
4. Read, sign and date the VA National Rules of Behavior.
5. E-mail the WOC Coordinator (Wanda.Thomas@va.gov) to schedule an appointment for application processing. Please bring all of application paperwork to your appointment. Incomplete paperwork will not be accepted. Use the WOC Application Packet Index as a guide to help you prepare and organize your paperwork.
· NOTE: All paperwork must be completed and turned in to the WOC Coordinator before it can be sent to HR for processing.
· Prior to beginning any work on VA property, WOC’s are required to have in their possession a valid VA photo ID. This form of identification cannot be obtained until the WOC paperwork has been completely processed.

If you have any questions regarding the application or to make an appointment, please contact the WOC Coordinator at 376-1611, ext. 4204.
