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Getting Settled Into The VA

Yelena Kholodenko is your primary contact point for practical matters. Her office is on 3E of Building 500 and her phone number is 310-478 3711, x 48354. 

A) Pager

1) To make sure that your pager number, phone number, email address are listed correctly in the computer system, logon to "DHCP"-->PPP option. Sam Garcia at Sepulveda can help you to obtain a VA pager and a DHCP account.

B) Badge


VA Badge


West LA VA

1) First, get a letter that states that you are a VA employee and need a badge/parking.

2) Then, go to the campus police department (Get a map.  It’s north of Wilshire Blvd, Bldg 236)

3) Ask the police department for a parking sticker and an access card, so that you can park in the MD parking lot.

4) You might have to return to the police department at a later date so that you can obtain a permanent badge

Sepulveda VA

1) Sam Garcia 818-891-7711 x5474will assist you with the process.  Your ID badge will be obtained from the campus police at the Sepulveda VA.


UCLA Badge

1) You will need to see Mark Lucas to fill out paperwork to give you a UCLA appointment.  Once this is established, he will provide you with an ID form that you will take to the ID office in CHS.  

2) If you want, you can use your Bruin ID as a debit card.  (You can put money on your card and use it around campus and some Westwood Village merchants.).  This will also double as a library card.

3) Once you’ve signed up for classes, you can also use your ID to gain access to the graduate student lounge, located on the third floor of the Biomedical Library (in UCLA Medical Center).  It’s full of medical students, but it’s pretty nice.

C) Parking

VA fellows must make their own arrangements for parking in Westwood/UCLA


West LA VA

1) VA:  See above for permit/sticker

Sepulveda VA

1) Parking is not as much of a problem.  There are some parking spaces that require an MD parking sticker.  However, plenty of parking spaces (just as close to the main buildings) do not require a sticker.

D) Telephone


West LA VA

1) Pick a phone in the office and claim it as your number.

2) For long distance phone access, go to telecommunications X43229, Bldg 218 Rm 124

It helps to have a letter from the department (Yelena Kholodenko) stating you are on staff and eligible to have long distance access. 

3) Voicemail:  You need to talk to the telephone representative to ask them to clear out the pre-existing voicemail account (if there is one) so you can create your new voicemail.  We're still trying to figure out who this is. Again, you can check with Sam Garcia. 

Sepulveda VA

1) See Sam Garcia for all phone questions and he will set up your long-distance access number and voicemail account.

E) Clinic
1) West LA fellows:  GIM fellows call Dr. Jeff Spina for scheduling at 310-478-3711   X 40076.  Be sure to check your clinic schedule monthly to ensure accuracy.

2) Sepulveda fellows:  Dr. Wendell Ching (GIM section chief) will schedule your clinic. 

(Dr. Lisa Altman for Women’s Health Fellows)

F) VA Computer Codes


West LA VA

1) Go to IRM Service Bldg 218, Room 226 to apply for access for patient care, email

2) Call Mr. Ware to obtain NT account.  310-478-3711 X41211.

Sepulveda fellows

1) Sam Garcia will assist you with all computer codes.

G) VA Email

1) You may have email accounts established on: VISTA/DHCP, Microsoft Outlook, BOL (see below)

H) VA Keys

1) Ask Yelena Kholodenko for a key to the fellow’s office at the WLA VA, if you are a WLA fellow. At Sepulveda ask Sam Garcia.

2) At WLA, ask one of the second year fellows for keys to the cabinets.

I) VA Desk


1) WLA:  Ask Yelena to assign you a desk. 

2)  Sepulveda:  One will be assigned to you.

J) VA Numbers:


1) WLA VA Fellow’s Office Fax Number: 310-268-4604

2) WLA VA GIM Office Fax Number: 310-268-4933

3)  Sepulveda VA Office Fax Number: 818-895-5838


4) Telephone Number: WLA: Pick one. Sepulveda: One will be assigned

K) VA Address:


1) WLA:  11301 Wilshire Blvd, 111G, LA, CA 90073. (Fellow’s Room 3233)
     Sepulveda: 16111 Plummer Street (152), Building 25, Sepulveda, Calif.  91343


2) WLA:  Pick up your mail in the mailroom.  Drop off mail in the mailbox at the main

 entrance of Building 500.  

    Sepulveda:  Mailboxes are housed in the Center of Excellence (COE)

3) You also will have a mailbox at Broxton on the third floor.  Please check this box regularly. 

L) VA Photocopier

WLA:  There are two copiers you can use.

· Room 3240 (ask Yelena for a copy code)

· In the Medicine Department (the code is 3208). 
Sepulveda:  Use the copier in the COE. Sam Garcia will give you instructions. The code 
is 5488.

UCLA:  There are 3 photocopy machines at Broxton Plaza.  Mark Lucas will assign you a code.  If you require a copy card for the UCLA libraries, please see Victor Gonzalez or Mark Lucas; they can provide you with a form to obtain a card. 

M) WLA VA Medicine Small Library:  Contains a few of the main HSR and medicine journals


For after-hours use, the code for the library door is 3521.

Getting Started With Classes

A) School of Public Health Tuition

1) Sign up for classes through URSA.  www.ursa.ucla.edu.  You will obtain info from UCLA about accessing your URSA account.

2) Obtain the fee reduction form (“Academic Appointee Reduced Fee Enrollment Application”) EACH QUARTER and fill it out.  If this is not done, you will automatically be charged the full tuition price of approximately $1,250 per quarter.  Completing the required paperwork reduces the tuition cost to about $450 per quarter.  After completion, it generally takes 2-3 business days for the credit to appear in your account. Make 6 copies of the form, so you will have one for each quarter that you take classes.  You need the course numbers, which you will find on ursa.  You will also need to write your “payroll title” (“Resident Physician/Subspec IV-IX”), date of hire (July 1 of your start year), and title code (2726) on the form.  You can confirm that this information is correct for you on your pay stub.  

3) Once you have filled out the form, go to the Dean’s office (room 12-138) in the Center for Health Sciences (UCLA Medical Center) and drop off the form in Ricky Lee’s mailbox.  Alternatively, you can drop off the form directly to Ricky Lee at his office in the Dean’s Office on the 4th floor of the Bank of America Building on Westwood Boulevard (near Burger King in Westwood).  Ricky’s phone number is (310) 794-8197.

4) Make sure you complete this process every quarter, at least a month before the tuition bill is due. 

5) You don’t qualify for the Wooden Center (Gym) when you obtain the fee reduction.  You can apply for the Wooden Center as housestaff or student, though. If you get a Bruin card from the main campus office (tell them you’re a grad student in the school of public health, this will allow you to use the Wooden Center for free.)

6) You can only take 3 classes per quarter if you obtain the fee reduction.

7) Also, fill out the health insurance fee waiver (on the web).  As housestaff, you already have health insurance coverage.  (Attend housestaff orientation to obtain the information about your health/dental insurance policy). Questions regarding health insurance can be directed to Rose Ziff or Hillary Stotter in the Housestaff Office (310) 825-8307.  If you have a child during fellowship, it is imperative that you let Rose or Hillary know within 30 days of the child’s birth in order to have them included on your insurance.  They will make sure you complete the necessary paperwork to add your child to the housestaff insurance policy.  Other notes, your spouse can be included in your coverage.  Compared to other health plans, UCLA Housestaff coverage is quite generous.  If you get treated at a UCLA facility and receive a bill, DO NOT PAY IT.  Bring the bill immediately to Rose Ziff and she will take care of it for you.

B) Registration

1) See above, URSA

2) For a description of classes, look at each department’s website.  The bulletin (the brochure from the School of Public Health) also has course descriptions.

C) Public Release Waiver

1) Go to the School of Public Health’s Student Affairs Office every quarter to sign the form.  If you don’t, the university will put a hold on your account.

D) Exams

1) Consider taking the epidemiology exam at the end of the summer to try to waive out of Epi 100.  You will receive info from the School of Public Health about test dates.  Pay attention.

Also, remember that the summer Clinical Scholars Biostats course counts toward graduation requirements for Biostats A and B, but that you must petition the department to receive credit (this may only apply to epi majors, I’m not sure).  Complete a blue petition form that can be picked up in the School of Public Health Student Affairs Office, and ask Mark Elliot (or whoever teaches the summer course) to write a letter stating that you passed the course. He has a form letter on file for this, and must forward it to the head of the biostats department, and your school of public health advisor.  The petition committee will then review the request (and rubberstamp approval) at their next meeting.  The process takes about 3 months, so don’t wait until graduation.
E) Books:  The procedure for VA fellows will be as follows:

1)
Request an LVO for books from Mark Lucas (or designated GIM staff person)

Please provide him/her with what you will be purchasing and the total dollar amount.  Allow one working day for LVO’s.

2)
Obtain an LVO (hard copy) from Mark (or designated person).

3)
Take to bookstore with UCLA ID to purchase books.

There are some courses that require the purchase of readers at copy centers off campus.  These course readers can also be obtained via LVO following the same procedure as above.

Going Places
A) Budget:  For the past year, our travel budget to meetings has been $400/year.  We receive $250/year to cover registration fees for meetings.  Notification of travel funding is generally received in January from the VA Office of Academic Affiliations.

B) Directions: 

1) If you want to attend a meeting, let Vera Snyder-Schwartz know so that she can approve distribution of funds.  Think far in advance (1-2 months, if you are coordinating your travel with friends/colleagues anyone outside the VA.  The process may take several weeks.)

2) You will need to pay the costs and the VA will reimburse you afterwards.  Keep all receipts!  However, Vera needs to know before you go and approve the travel or else you will not get reimbursed.  Yelena Kholodenko (WLA VA), Ismelda Canelo (Sepulveda VA) or Sam Garcia (Sepulveda VA) will help you with submitting the reimbursement forms.

3) FYI (WLA Fellows)

The following info sounds complicated, but all you really have to do is tell Ismelda/Vera/Yelena  that you want to travel and then (maybe) tell Carter/Ardella in the WLA travel office your preferences.  However, this extensive information may be helpful to you if a lot of time passes and you don't know what's going on.

--The travel/conference form ("Request. Authorization. And Certification of Training, called a sf182) must be signed by 5 people (that's why you have to start early):  Here's how it works--You tell Ismelda or Vera that you want to travel to a conference and you fill out a different form that they send to you (apparently, it's is also available and downloadable from the VA website).  Then, the "Request" form goes to Yelena at WLA VA.  She obtains signatures from 5 people (Fellowship Director, VP of Primary and Ambulatory Care, Chief of Staff, ACOS of Education, VP of Admin Services). After Yelena gets the approval from all of the people mentioned above, then you can call Carter in Travel to make your travel arrangements or Yelena may help you make the travel arrangements.  

--You must book your airfare through the VA travel office, on a refundable, government ticket (which might cost a lot, depending on your travel destination.)  If not, the VA might not cover the travel expenses.  Once your forms are approved, you can talk with the VA travel agent (WLA=Carter or Ardella) at X83402. 

Other Stuff

A) Retirement Accounts


VA trainees are not eligible for VA retirement benefits.

B) Internet Service

Home--Bruin Online:  Dial-up internet service for UCLA students:  www.bol.ucla.edu
1) Sign up for a BOL account online at www.bol.ucla.edu (this is free)

2) Buy the software (~$10) from the Main Student Bookstore (Located Ackerman Student Union).  If you have your own Internet service provider (i.e. DSL, Cable modem), you probably don’t need to by the BOL software
3) A UCLA e-mail address can also be established this way and/or by visiting 123 Kirkhoff Hall.

UCLA Biomed Library IMF (Instructional Microcomputing Facility): This computer lab is on the 2nd floor of the Biomed Library.  It is open the same hours as the Biomedical Library.  You must have your Bruin Online account activated in order to register for computer use.  Full details are available at: http://www.library.ucla.edu/libraries/biomed/imf/index.htm  

A full list of all campus computer labs is available at: http://www.computerlabs.ucla.edu/Map.asp 
.

Words of Wisdom:  “Create your own reality” --anonymous fellow, "Don't assume anything"—second anonymous fellow.

This is the fourth draft of the Survival Guide.  We've tried our best to ensure that the information above is accurate and current and apologize, in advance, for any mistakes.  We'd like to keep this document updated every year for the new fellows.  Please make note of any errors and feel free to make corrections directly to this document, which is available on the West LA VA fellow's computer in the fellow's room.
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