DAY ONE

Selection
Any
Occupation

Decision
Points

*T5 or Wage Grade Occupation h

¢ Title 38 Occupation Other: Fee Basis, WOC,

¢ Hybrid Title 38 Occupation Contract

e Tentative Offer )
N

*Set pay - which method: pay table, set pending board, Market Pay?
¢ Retired Annuitant waiver of dual compensation needed?
e Recruitment Incentive documents needed?

¢ Pay flexibilities: AMER, HPR, Above Minimum Rate - other. Nurses: RN Pay Setting Tool - COVID 19)

Initial
Screening for
Elll

¢ Describe expectations for physical, background investigation, fingerprints and pending review of Selective Service
Registration, LEIE, NPDB. Complete LEIE and Selective Service, NPDB review.

e Initiate VetPro for Title 38 and Hybrid Title 38

*Send any required and minimal TMS requirement or Rules of Behavior, for access outside the firewall to
candidate

e |nitiate HR Smart, Position Manager builds position and annotates COVID-19 if applicable

DAY TWO

Title 38 and
Hybrid Title
38

e Follow pay setting progress: Nurse, MD/DDS/Pod and get signed by COB

¢ Follow Medical Staff Office progress closely (VetPro) to ensure completion

e Ensure incentives are signed

¢ Obtain signatures for approved pay for occupations without board requirement
e Ensure Dual Comp documents together for CHRO review and signed by COB

N

e Complete document special hiring authority if used (Medical Support Authority, Direct Hire, Schedule A, etc.)

eEnsure incentives, Above Minimum Rate of Grade, Dual Comp and other pay flexibilities to be implemented upon
hire are signed by COB

J
eReview all documents: HRSmart entries, special hiring authority documentation, incentives, pay flexibility N\
documents (AMER, Dual Comp, HPR, etc.)

e Review HR Smart field and Recruitment Tracker
eSchedule 1st day of work, and TB test as applicable
¢ Obtain signed Rules of Behavior (even if hard copy). Supervisor to initiate user provisioning for systems access

and other interim suitability measures

Title 38 or
Hybrid Title 38

Updated 1/7/2021

e |deally, make firm offer on Day Two J
DAY THREE START DATE
N
e Done - start today!
J

¢ |deally, start today! Otherwise, confirm all Medical Staff/VetPro requirements are signed and
complete

¢ Appoint temporarily pending completion of full credentialing. Once all credentialing
requirements and PSB for Full Title 38 are complete the expedited appointment can be
converted to the approriate permanent appointment.

J

* Make Firm Offer if not done already: ideally the intent is staff will start by day 3.

e Ensure tracking of employees is in place for future follow up of Fingerprints, physicals, drug testing, temporary
apointments, etc.

e Ensure manager has given HR specific instructions regarding where to send employee on Day 1

e Virtual NEO if employee starts on Day Three

o Mark USAS with new-hire start date

Consolidated List of
Expedited Onboarding
Processes for COVID-19
Hires

Nurse Pay Under COVID
Pandemic

RN Pay Statement of
Understanding Pend
Boarding

Dual Comp Waiver
Attch 1

Attch 2

Re-employed Annuitant
Job Aid

Sched A COVID Hiring
Authority

FEHB existing guidance re
Temp Appts

HRSmart Fee Basis

HRSmart Job Aid 900 -
Position & Recruitment

Tracking
Position Manager Job Aid

Waive Bi-Weekly Pay
Limit
Market Pay Flexibilities

3R's for Temporary
Appointments

T38 Group Recruitment
and Retention

Emergent Credentialing
& Privileging

Deferral of Pre-
Employment Drug
Testing

Deferral of Pre-
Placement Physical Exam

VHA Interim Suitability
and Fingerprint Guidance
10-19-2020

TB Testing for New
Clincial Staff 4-6-2020

Oath of Office and I-9
Verification Virtual

I-9 Guidance ICE

First shift is ideally Day #3 of process: Oath of office,
1-9 and identity vetting, badge under COVID procedures and TB
test. Enlist support of supervisors (Best Practice) for Oath and
Identity vetting. Code new-hire into HR Smart

Welcome aboard!
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