Inova eServices Center Compliance Visit

The Inova eServices Center compliance visit is designated to ensure we receive the final compliance
documents needed for your Human Resources file, in the event of an audit. This visit is mandatory
and should be completed as soon as possible. We recommend you complete your eServices
compliance visit on the same day as your Team Member Health (TMH) appointment UNLESS your
TMH appointment is scheduled less than one week before your start date.

If your TMH appointment is less than one week before your start date, please visit the Inova
eServices Center before your scheduled TMH appointment. If you are unable to visit the eServices
Center the same day as your TMH appointment, you must complete the visit no later than the
Wednesday before your start date, to prevent a delay in starting.

When visiting the eServices Center, no appointment is necessary; you can stop by at a time that is
convenient for you. The eServices Center's walk-in hours are 7:30 a.m. to 5:00 p.m., Monday through
Friday. If you will be working as a 100% remote team member, please contact the Onboarding Team
directly via email at: Onboarding@inova.org, to complete your eServices visit remotely.

At the Inova eServices Center, you will complete the following actions:

e |-9 Form Completion - You should bring your original and valid documentation based on the for
instructions below. If you are unable and/or opt not to present your documents at this time,
you will be required to present the original and valid documents to the Inova eServices Center
no later than 72 hours after your start date to prevent employment termination. Below is a list
of acceptable I-9 documentation.


mailto:Onboarding@inova.org

e Show your original professional certification(s) and/or license(s) as required by your job
profile. (Inova only accepts CPR/Heartsaver, BLS, ACLS, and PALS certifications issued by
American Heart Association)

e Verify your home address to ensure your first paycheck is mailed to the correctaddress.

e Potentially take a photo for your Inova badge. (depends on your job location)

e Complete or submit additional paperwork such as fingerprinting, and the Virginia State
Police Special Background Check. (if required for your position)

About the Inova eServices Center

» Location: 8110 Gatehouse Road, Suite 100W, Falls Church, VA 22042
Walk-in Hours: 7:30a.m. - 5:00p.m.; Monday through Friday

Contact: 703-205-2166 or eServices@inova.org

Parking instructions: Parking is available in the garage behind the building
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