
   
 

Updated June 2026 

Workflow for Visiting Scholar Requests 

Step 1: Department Receives Request from Faculty Member to Host a Visiting 
Scholar 

Department Responsibilities: 
• Complete Document A: Visitor Request Form (required) 
• Complete Document B: Sponsor Agreement Form (required) 
 

 

Note: If the visitor will be at Ohio State for longer than six months and/or will require a J-1 visa, 
contact HR Global Services before completing the packet. 

Step 2: Department Sends Welcome Email to Visitor (template provided) 

Visitor Responsibilities: 
• Complete Document C: Application for Clinical Access Form (required) 
• Submit a current CV (required) 
• Submit a copy of their passport and current visa (required) 

 

 

 

Step 3: Initiate First Advantage Background Check 

The departmental contact initiates a First Advantage background check through 
hrconnection.osu.edu. 

Important Notes: 
• The department’s HR representative must confirm successful completion of the First 

Advantage check. 
• The First Advantage check does not replace the required FBI/BCI background check. The 

FBI/BCI background check must be completed through ID Processing upon the visitor’s 
arrival. 

• Visitors will be fingerprinted, and results are typically available within 24 hours. 
• Following approval by ID Processing, the visitor may obtain a Med Center badge 

 

 

 

 

Step 4: Prepare Letter of Invitation 

The departmental contact drafts a Letter of Invitation (template available) on department 
letterhead and routes it for signature by the sponsoring faculty member. 

Step 5: Send Visitor Requirements Packet 

The departmental contact sends the Requirements Email (template available) and includes: 
• Signed Letter of Invitation 
• Required Immunization List (required) 
• Document F: Confidentiality Statement (required) 
• HIPAA training slides and assessment questions (required) 

 

 

 

 

 
 

https://hrconnection.osu.edu/


   
 

Step 6: Confirm HIPAA Completion 

Department Responsibilities: 
• Grade the HIPAA assessment. 
• Verify a passing score of 80% or higher. 
 

 

Step 7: Obtain Department Chair Approval 

The departmental contact sends the Chair Approval Email (template available). 

Attachments should include: 
• Required Immunization List 
• Visitor's immunization documentation (in English) 
• Document H: Clinical Access Request – Approval Document (required) 

 

 

 

Note: The Department Chair must complete, sign, and date Section I of Document H and return it 
to the departmental contact. If using an electronic signature, make sure the unlock box is checked 
so that OGH can add a signature. 

Step 8: Submit Packet to the Office of Global Health 

Required Documents: 
• Document A: Visitor Request Form (required) 
• Document B: Sponsor Agreement Form (required) 
• Document C: Application for Clinical Access Form (required) 
• Document F: Confidentiality Statement (required) 
• Document H: Clinical Access Request – Approval Document (required) 

 

 

 

 

 

Additional Requirements: 
• Include the visitor’s HIPAA assessment score, but not the test itself. 
• Do not send vaccination records. The Department Chair confirms on Document H that they 

have reviewed them, and they meet OSU requirements. 

 

 

Step 9: Office of Global Health Review 

The Office of Global Health reviews the application packet for completeness and accuracy. Upon 
approval, the Chief Medical Officer (CMO) or International Administrator will sign Document H and 
return it to the departmental contact. 

Step 10: Final Distribution 

The departmental contact distributes the approved Document H to the appropriate personnel and 
offices as needed. Please note that if you are requesting OR access, you must coordinate that with 
Sarah DeBord, contact Sarah.DeBord@osumc.edu, and will need the signed approval form from 
the OGH to submit it to her. 
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