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Volunteer dentist contacts ADO or 

service unit CEO or dental director

Service Unit CEO requests pre-

employment suitability determination 

from HR

HR specialist mails (1) manual 

fingerprint card, OF-306 (Declaration for 

Federal Employment), and Child Care 

Addendum to dentist

Dentist completes fingerprint card at 

local police station (unless near service 

unit where electronic fingerprinting 

capabilities exist)

Dentist mails fingerprint card, OF-306, 

and Child Care Addendum back to HR 

specialist

HR specialist scans fingerprint card to 

the Office of Personnel Management 

(OPM) database

The HR specialist reviews the fingerprint 

results, the OF-306, and Child Care 

Addendum and determines clearance 

(additional information may be 

required)

HR specialist contacts service unit CEO 

and Area credentialing specialist of 

status of pre-employment suitability 

determination

If volunteer has been cleared, 

credentialing specialist mails out 

"Statement of Understanding & 

Release" and credentialing application

Volunteer completes credentialing 

application, including statement of 

understanding and release, and submits 

with license, DEA license, and dental 

diploma to credentialing specialist

Credentialing specialist submits 

Purchase Card (P-Card) to pay for 

queries

P-Card goes through the approval 

process at the Area Office

Credentialing specialist queries NPDB, 

state dental license website, DEA 

website, dental school, and OIG 

exclusion database

Credentialing specialist sends out peer 

review forms to 3 peers listed on 

credentialing application

Peers complete review forms, send to 

credentialing specialist

Credentialing specialist submits 

credentialing checklist  and clearance to 

service unit CEO and/or clinical director

Clinical director or dental director 

provides volunteer with Area Dental 

Privilege Request Form

Volunteer dentist completes Privilege 

Request Form, submits to dental 

director or clinical director

Dental director or clinical director 

completes their portion of Privilege 

Request Form approving/modifying 

requested privileges

If additional information is needed for 

privileges, the volunteer dentist 

provides that information to the 

clinical/dental director

Service unit clinical director convenes 

medical staff meeting, recommends 

credentialing and privileging of provider

Service unit CEO forwards 

credentialing/privileging packet to 

service unit governing body for review

Governing body convenes, votes on 

credentialing/privileging of volunteer 

dentist

Service unit CEO notifies clinical director 

and/or dental director

Dental director and/or clinical director 

notifies volunteer dentist and 

determine entry on duty date
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