WOC STATUS-3 ---INSTRUCTION/CHECKLIST

This is the Instruction and Checklist for the VA-Research Work without Compensation (WOC) employment position.  Please use this checklist as a guide in completing the forms, the documents for the WOC application should be arranged in the order listed below.  The WOC application is required to be renewed on an annual basis, please save your documents in your personal files.
 FORMCHECKBOX 
 1. Form-52 Personnel Action. This form must be completed by all WOC applicants. Please complete all the sections indicated by the “X”.
 FORMCHECKBOX 
 2. WOC Form Attachment-A: This form is the main form and must be completed by everyone requesting a research WOC employment position.

 FORMCHECKBOX 
 3. Form 10-2850, Application For Physician, Dentist, Podiatrist, Optometrist, and Chiropractors: This form must be complete by applicants with any of the above degrees.
 FORMCHECKBOX 
 4.  Form 10-2850a; Application for Nurses and Nurse Anesthetist:  This form must be completed by applicants with professional degrees in nursing.
 FORMCHECKBOX 
 5. Form 10-2850c Application for Associated Health Occupations: This form must be completed by applicants with other professional health degrees.

 FORMCHECKBOX 
 6. Form 612, Application for Federal Employment:  This Form must be completed by everyone requesting a WOC employment position. 

 FORMCHECKBOX 
 7. Form 306-Declaration for Federal Employment: This form is required to be completed by everyone requesting a WOC employment position. Please ensure that you sign both boxes 17a and 17b.
 FORMCHECKBOX 
 8.  Professional License/Certificates: Please provide copies of these documents.

 FORMCHECKBOX 
 9. US Visa/Passport: WOC applicants who were born outside the United States must provide a copy of current US Visa, or Passport, or US Naturalization Certificate.

 FORMCHECKBOX 
 10. Form-61 Appointment Affidavit: This form is required to be completed by everyone . Complete all the sections indicated by the “X”.
 FORMCHECKBOX 
 11. Form-I-9: Appointment Affidavit: This form is required to be completed by everyone requesting a WOC employment position.

 FORMCHECKBOX 
 12. Form-87 Fingerprinting. This form must be completed by everyone applying for a research WOC position.  Please contact the VA-HR Dept in Martinez at 925-372-6755 or Sacramento at 916-843-9069 to schedule a fingerprinting appointment as soon as possible.

 FORMCHECKBOX 
 13. Form-85 Background Information: This form must be completed by all WOC applicants.
 FORMCHECKBOX 
 14. Form-1, Degree Verification Information:  This form must be completed and signed by everyone requesting a VA WOC position.
 FORMCHECKBOX 
 15. Form-2, Scope of Practice:  This form must be completed by everyone requesting a WOC employment status except physicians.  It must be signed by the WOC applicant and supervisor.  It must list all the applicant’s assigned duties for the research project, additional duties can be added in the “Miscellaneous” section of the form. The “Requested” column must be initialed by the applicant, and the “Granted” column must be initialed by the supervisor. 
 FORMCHECKBOX 
 16. Resume/CV. This must include address, phone number, and email address. All WOC applicants are required to submit a current Resume or CV with the WOC application.
All original documents must be mailed to the address below:
VA Research Office (151)
10535 Hospital Way

Mather CA 95655
