Nursing Student Guidelines for Clinical Rotations – Loma Linda VA

Sofia Puerto – Affiliations Coordinator – Sofia.Puerto@va.gov.  (909)825-7084.  Ext 2378 or pager 7713

Teresa Jones – Program Assistant – Teresa.Jones4@va.gov.  Ext 6105

1.  Three weeks prior to rotations:  teachers need to contact Sofia Puerto with student names, beginning and ending dates, total # of hours, and name of lead teacher.    For BSN practicum, management, leadership, graduate students, and CRNA students the teacher needs to send the student phone #, and e-mail.   Sofia Puerto will contact them regarding assigned preceptors and other guidelines. 

2. Teresa Jones will coordinate: 
a. For undergraduate students:  computer training (AIS forms), accuchek training, pre/post conference rooms, finger prints, and identification cards.   
b. For Graduate Students: computer training (AIS forms), finger prints, and identification cards
3. No SS# information should be send via e-mail under any circumstances.
4. At the end of each rotation we recommend that each student log in the following site and do the electronic trainee perception survey.  Undergraduate:  turn in the certificate of completion to the clinical instructor.  Instructors can bring those to Teresa Jones.   Graduate: turn in to Sofia Puerto.   From Internet: http://www.va.gov/oaa/lpssurveys/login.asp?surveyid=4    From the VA intranet: http://vaww.va.gov/oaa/  
5. Returning students need to contact Sofia Puerto or Teresa Jones to reactivate computer codes, and fill out selected forms.  
6. Undergraduate management/leadership, practicum and graduate students need to write specific objectives to be accomplished during the rotation and make a schedule to be discussed with assigned preceptor.   An electronic copy needs to be submitted to Sofia Puerto.

7. Undergraduate management/leadership, practicum and graduate students need to discuss projects with Sofia Puerto and assigned preceptor for approval.  A short summary (1-2 paragraphs) is submitted at the end of the rotation to Sofia Puerto.

8. Incident Reports:  In case of accidents or mistakes, inform the Instructor, the Nurse in Charge of the patient, the Nurse Manager and Sofia Puerto.   Instructors are to make sure that the proper forms are filled out, and a note in CPRS is entered. 
9. Parking:   Carpooling is recommended.    The street parking on both Barton and Benton streets is available for students.  More parking is available on the corner of Shepherdson Street.   Cars parked within the VA parking marked yellow or orange (veteran’s parking) will be towed away. 
10. Identification badges are required at all times while on the VA premises.
11. All students are expected to communicate with Sofia Puerto via e-mail every two weeks, and upon completion of the rotation.  Pager 7713.  Phone 825-7084, ext 2378.  
12. All graduate students and CRNA students need to bring the following documents to Sofia Puerto for their initial interview:
a.  Government-issued photo identification card (I.e. drivers license, military identification, passport) 
b. School issued identification card or ID card 
c. Permanent Resident Card (if applicable) 
d. Professional license 
e. CPR card
f. Copies of, or letter from school stating that they have updated records for Physical exam, TB and Hep C
13. All students need to do the following electronic training (please read the entire page).  
a. Sign on http://www.lomalinda.va.gov/Registration_and_orientation.asp
b. Complete, bring  and sign paper copies to Sofia Puerto of all the sessions under Trainees and Students 
· Appointment Affidavit SF-61  

· Application for Health Professions Trainees  (students receiving stipends need to fill out the attached application for employment form instead of this one). 
· Declaration for Federal Employment OF-306  

· Attestation  

· VA National Rules of Behavior (print last page only) 
· Other nursing forms (finger print, wage exempt, trainee, AIS)
· If you will spend more than one year continuously at the VA, you must also complete, print and sign SF 85 Questionnaire for Non-Sensitive Positions. 
· Read the LLVAHCS Orientation Material  
· Complete and Print Certificates of Training.  Click and Log into Employee Education System External On-line Learning (LIBRIX) and     follow instructions below. This mandatory training course is anticipated to take 1.5 - 2 hours to complete, but does not have to be completed in one sitting.
1. If you are a new user, click on "First Time User."  Retain your password for future use.  If you have any password problems contact the Help Desk eeslibrixhelp@va.gov. 

2. Once in the system you will be on the "My Courses Screen" 

3. Click on the "Available Courses" link on the left-hand side bar above "My Courses" 

4. Search for your course by entering "Mandatory Training for Trainees" and click "Search" button
5. Click on the "Sign Me Up" link on the right side of the screen.  Click on your course name link to go to the course
6. Remember to print your Certificate of Completion for each course 

7. Submit certificates to your VA program coordinator
Thanks and we wish for you the best in your clinical experience.

Sofia Puerto PhD, MPH, CCRN, FNP.

Associate Chief, Nursing Education and Research

Loma Linda VA - Trailer 52
(909) 825 – 7084.   ext. 2378.  Pager 7713
August 13, 2009


