
Name of Volunteer ________________ Date___________ 

Department Of Veterans Affairs Voluntary Services Orientation Checklist 

 Steps to fill out Application for Voluntary
Service

➢ Fill out Application for Voluntary Service.

➢ Fill out Orientation Answer Sheet. To access the
training manual, Log on to the following web site:

http://www.boise.va.gov/giving/index.asp

❖ Scroll down to where it says VA Voluntary Service 
Orientation Booklet. Questions are in the back of
each training module. Fill out the answer sheet in 
the packet. Mark the answer that most accurately 
answers the questions. 

➢ Read Privacy and HIPAA Focused Training, and
VA Privacy & Information Security Awareness
& Rules of Behavior for Volunteers, sign the
Certificate of Completion.

➢ Read and sign Voluntary Service Dress Code

➢ Declaration for Federal Employment.  Volunteers
are considered employees without compensation.
Please fill out the form, in preparation to be
fingerprinted if you are 18 or older.

➢ Read & sign Personal Identification Verification
Card (PIV) Training Document.

➢ Fill out highlighted areas on the Request for
Personal Identity Verification Card.

Before proceeding, email Voluntary Service 
      BOIVoluntaryService@va.gov  

to schedule an appointment to go over your 
completed packet. If you do not have email please 
call 422-1176.     

Employee Health TB Test 

Date Given: __________________ 

Date Read: __________________ 

Please date, initial and return to volunteer. 

Human Resources received paperwork: 

Date: ___________________________ 

Received by: _____________________ 

Please date, sign and return to volunteer. 

 Steps to complete Volunteering Process

 Blood Draw for Tuberculosis

➢ We will get your test done when your fingerprints clear
and you come back in for the picture for your badge.

➢ You must be tested no later than 2 weeks after you start
volunteering.

 Background check (required) for 18 and over.

➢ An appointment will be made for you to have your
fingerprints taken. You will return your packet 30 
minutes prior to fingerprinting to Voluntary Service. You 
will go to Human Resources, (Bldg. 24). 

➢ Bring the Declaration for Federal Employment and a
copy of your volunteer application (form 10-7055), and
this checklist.

➢ Fingerprinting takes on average about 10 to 15 business
days to be processed.

 Volunteer Badge

➢ After your fingerprints come back we will contact you in
regards to getting your ID badge. You will need to set an
appointment up for your photo ID (Bldg. 24) (208) 422-
1000, ext. 7211. Bring two forms of legal ID to the
appointment.

 Volunteer Hours

➢ You will receive 12 hours of volunteer work for
completion of this process.

➢ Voluntary Service will give you a code so you can enter
your hours in the computer in the Escort/Messenger
room on the days you are volunteering.

➢ If working after hours or on the weekend please keep
track of your hours and at the end of the month turn
them in to the Voluntary Service Office.

 Flu Shot (Required) to volunteer.

 Procedure for Leaving Voluntary Service

➢ Notify your supervisor when you decide you will no
longer be volunteering.

➢ Return your ID badge and vest/jacket to Voluntary
Service, Building 85A, Room 1102.

_______________________________________ 
 Volunteer signature and date 
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