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To:	All PIs or designated Coordinator
From: 	Susan Lim
	HR/Operations Coordinator

RE:	VA Required Forms and SIBCR Required Forms

The following forms are SIBCR required forms to be completed before or upon hire of a new employee.
A.  Employee Request form – A request form must be completed with a job description attached.  
B.  Reference Check Form – At least two to three references must be contacted before an employee is hired.  Please complete this form with notes from references.

The VA Puget Sound Health Care System requires the following three forms to be complete for all employees including WOC employees.  These forms will be renewed annually.
Once complete please send the forms to SIBCR, S-151F.
A.  Functional Categories Assessment Form – Please complete the form by checking the most appropriate box, signing and obtaining your employee’s signature.  
B.  Scope of Work – Every individual regardless of the type of work they do must have a research-specific scope of work.  This form includes administrative, human study, animal study, laboratory work, health services and other duties.  This Scope of Work is person-specific, not-project specific.  Please complete these forms by checking all items that apply to your employees research activities (performing or most likely to perform).  
C.  Competency Assessment Form – This form is for initial and ongoing competency assessment of employees.  This assessment form will be used throughout the employment of an individual.  Initial assessment, in a new position, will include validation of essential core job functions (organizational competencies), accountabilities, and high-risk job functions.  This assessment should include the employee’s self assessment.  Please complete this form with your employee during the first 30-60 days of employment.


