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Research WOC appointee: An individual who performs research-related duties without any direct monetary compensation from the Department of Veterans Affairs.

Individuals requiring WOC appointments include but are not limited to, fellows, residents, university employees, VA employees, other non-VA employees working at the VA, visitors, visiting scientists who are not compensated by the VA for their employment and minors over the age of 14 (who may work in non-hazardous areas. Hazardous being exposure to radioactive materials, biohazards and acute toxins. Restricted areas include Animal Care Service).
There are two types of WOCs:
1. Non-Patient Care WOC: An individual who has no contact or involvement with Human Subjects in the course of their research related duties.

2. Patient Care Research WOC: An individual who has any type of contact with Human Subjects in the course of their research related duties.

The WOC process: Steps 1-3 are done at your initial appointment and steps 4-5 are done within 5 or 10 business days, depending on your Citizen status.
1. Access the Research website www.va.gov/visn8/nfsg/research/committe
2. To apply for WOC “all forms must be printed out entirely and submitted at the appointment.
3. The individual then contacts the WOC Coordinator to set up an appointment date and time to process the application. This process takes 30-45 minutes. The WOC Coordinator also starts the Computer Access process (if applicable). The computer access forms are in the WOC application. The WOC Coordinator then hand carries the sealed application to Human Resource and hand it to the Human Resource Specialist. The process takes 5 business days for US Citizens and 10 business days for Non-US Citizens.

4. Then the Human Resource Assistant calls the WOC Coordinator to pick up the badge and acceptance letters. This process usually takes 1-2 days.

5. If the WOC needed Computer Access the WOC Coordinator then faxes of the Computer Access Forms to the appropriate persons (the WOC Coordinator must wait until she receives the request for Badge pick up because the Human Resource Assistant initially inputs the individual into the computer and that is the WOC Coordinators cue that that step has been done). It usually takes 1-2 days for the forms to be processed. The WOC Coordinator then emails the New WOC regarding coming to the office for passwords. CPRS access time frame depends on when the class is available. CPRS Access is given in the class.

WOC Certification Requirements:

1. VHA Privacy Policy Training (HIPPA) https://www.ees-learning.net
2. Cyber Security  https://www.ees-learning.net
3. Good Clinical Practice Overview (Only for Human Studies)
       https://www.ees-learning.net
4. Mandatory Review Fair (Bingo Card) this training can not be done on line.
5. Viewing of Ethics Video http://vaww.gc.va.gov/ethics/webtraininghome.htm
All of the instructions and locations regarding getting these training are in the WOC Application. All of these Certifications must be updated annually to keep the WOC status. All Certificates must be forwarded to the WOC Coordinator.
SHORT TERM APPOINTMENT REQUIREMENTS

· 30 Days – Instead of the three-day orientation, attend the Mandatory Review Fair

· Mandatory Review Fair – once a month in auditorium 8:30 am to 11:30

· If there is no fair during that time, there is no requirement to attend

· For short term (week) – A letter from PI

Proper ID

Sign-in at the Research Office – sign-out when they leave

HIPPA, Ethics Video (must complete)
Mandatory Review Fair (if occurs during period)

Current Contacts:

1. Shelley Jenkins, WOC Coordinator X4204

2. Betty Britt, Human Resource Specialist X6001

3. Penelope Whitmore, Human Resource Assistant X6044
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