
VA-STEP Program Execution Timeline
Facility 

Proposal

Before a Facility can 
use VA-STEP, they 
must first submit a 

proposal using 
instructions located on 

the SharePoint site. 
Renew every 5-years.

Determine 
Needs

Work with Recruiters, 
Occupational Leads, HR, 
and Facility Leadership to 
determine shortages and 

available positions at 
projected graduation 

dates.

Position 
Management

Work with the HR, RMC, 
and the Occupational 

Leadership to build/verify 
STEP positions/create 

MSS Actions for 
Appointments. 

Instructions are located 
on the SharePoint site

Preceptors 
Availability

Validate pool of 
available occupational 
preceptors and ensure 
required training and 

any annual reoccurring 
training is up-to-date.

Prepare Ad 
Material

Update marketing 
material, prepare 

USAJobs Announcement 
(if applicable) etc. 

templated Marketing 
material located on the 

SharePoint site

Market & 
Advertise

Widespread distribution 
of marketing material to 

facility recruiters, 
affiliates, network 

connections, social 
media platforms, etc.

July 31st of the 
year prior to 

when you want 
the program to 

start

Accomplish 6 
Months before 

advertising 
starts. 

Establish/Verify 
positions 3-6 

Months prior to 
advertising 
positions.

Prior to 
advertising 
positions. 

Accomplish 2 
Weeks before 

advertising 
starts. 

Accomplish 2-3 
Months prior to 

application 
close date.  

https://va-ams-info.intelliworxit.com/wp-content/uploads/2024/08/VA-STEP-Facility-Registration-Procedures.pdf
https://va-ams-info.intelliworxit.com/va-step-coordinator/
https://va-ams-info.intelliworxit.com/va-step-coordinator/


VA-STEP Program Execution Timeline (cont.)
Receive/Review 

Applications

Use Internal 
procedures for 

selecting participants if 
using USAjobs. If using 
AMS, use application 
review and scoring 

procedures located on 
the SharePoint site.

Select 
Participants

Using internal process 
and minimum eligibility 
requirements to select 

participants. After 
selection, notify HR and 

provide required 
documents. Instructions 
on the SharePoint site. 

  

Onboard/Assign 
Preceptors

Work with HR to confirm 
onboarding, work with 

timekeepers, and assign 
preceptor. Assign 
orientation and 

didactic/classroom 
schedule to participant. 

Additional facility specific 
requirements.

Validate Pay & 
HRSmart Coding

Work with Finance to 
ensure the student is 
being paid at the SOP 
guided levels. Validate 

with HR that the 
HRSmart Coding for the 
STEP aligns with SOP 

requirements. 

Respond to 
Audits

The STEP program 
manager will conduct 
annual audit requests. 

Coordinate with 
applicable local agencies 

to ensure data is 
received by the national 

program office.  

Review Local 
Policies

Review Continuity of 
Operations 

procedures/guidance to 
ensure all data is up to 

date. 

Complete 
scoring/selection 
6 months prior 
to anticipated 

STEP start date.

Complete 
scoring/selection 
5 Months prior 
to anticipated 

STEP start date

Immediately 
upon notification 
that onboarding 

is complete.

2 Weeks after 
onboard date. 

Due: July 31st 
each year.

Annually at the 
discretion of the 

facility. 

https://va-ams-info.intelliworxit.com/wp-content/uploads/2024/06/VASTEP-Application-Review.pdf
https://va-ams-info.intelliworxit.com/wp-content/uploads/2024/06/VASTEP-Selection-Decision-Instructions.pdf
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