Application Forms Instructions

Attached please find two forms, OF 612 (Optional Application for Federal Employment) and OF 306 (Declaration for Federal Employment) Please answer each question as completely and as accurately as possible.  If the requested information is not provided, you will not be processed through Human Resources or granted access to the VA computer system thus delaying the first clinical day.  

Students will have pictures taken for identification badges and be fingerprinted on the day of orientation prior to the start of clinical rotation.

OPTIONAL FORM 612

Complete ALL information.  If a portion does not apply to you, mark it as N/A.

Leave items 1, 2, and 3 blank.  

Please PRINT clearly so every item is legible.

Work Experience:  

Must be complete for the last 5 years from the current month.  This includes any position you have held in the past 5 years.

If there is a period of unemployment, please include the dates and reason for unemployment

If you are employed intermittently at the same job you must list each period of employment and unemployment

Education:

You must list the high school from which you graduated

All colleges and universities you have attended whether or not a degree was awarded.

Other Qualifications – Leave Blank

General:

If you are not a U.S. citizen or have dual citizenship, you must show your passport or green card to our Human Resource Management Service.

Applicant Certification:  Sign with full name, i.e., first, middle, last names.  Date the form.

OPTIONAL FORM 306

Complete ALL information.  If a portion does not apply to you, mark it as N/A.

Please PRINT clearly so every item is legible.

Background Information:

If the answer to question 9 or 11 is yes, you must provide a thorough explanation of the violation including date, time, event description, place, court involved and address of the police department that handled the incident.

If the answer to question 13 is yes, you must provide the type, length, and the amount of the delinquency or default and the steps you are taking to resolve the indebtedness.

Continuation Space.  If there is not enough space to describe any incident, attach an additional sheet of paper to continue the explanation.

Applicant Certification:  Sign with full name, i.e., first, middle, last names.  Date the form.

