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6325-01

OFFICE OF PERSONNEL MANAGEMENT

Privacy Act of 1974; Publication of Notice of Systems of Records

and Proposed New Routine Uses

AGENCY:: Office of Personnel Management.

ACTION: Notice; publication of the eight Governmentwide systems of records managed by the Office
of Personnel Management, proposing routine uses for various systems of records, the amending of one
of OPM’ s Governmentwide systems of records, and making needed administrative changes

necessitated by various changesin office titles.

SUMMARY: Therevisionsresult from areview of agency information practices conducted in
accordance with the President’s May 14, 1998, memorandum on privacy and information in federa
records. Therevisions reflect the changes and clarify OPM’s Governmentwide systems of records.
This notice provides an accurate and compl ete text with administrative changes of the Office of

Personnel Management’ s notices for its eight Governmentwide systems of records. This notice



proposes to add one identical routine use to three systems of records and a separate routine use to one
system of records. In addition, records that are presently in one of OPM’s systems of records will be
moved to another system of records for administrative purposes. These actions reflect the
administrative changes that have occurred in the Office’ s reorgani zation since the last publication of
these notices on June 15, 1996, and more importantly, makes readily available in one issue of the
Federal Register an accurate and complete text of the Office notices most widely used by individuals

and Privacy Act officers.

DATES: The notice with the administrative (non-substantive) changes are effective on [date of
publication in the Federal Register]. The proposed routine uses will become effective without further

notice, on [60 days from the publication date] unless comments dictate otherwise.

ADDRESSES: Written comments may be sent delivered to: Assistant Director for Workforce
Information, Room 7439, U. S. Office of Personnel Management, 1900 E Street, NW., Washington,

DC 20415.

FOR FURTHER INFORMATION CONTACT: John Sanet, Privacy Act Advisor, Office of

Workforce Information, (202) 606-1955.

SUPPLEMENTARY INFORMATION: The Office of Personnel Management (the Office) last

published its Governmentwide systems notices on July 15, 1996. To conform with a reorganization and



name change of some Governmentwide systems managers offices since the prior publication, this
notice reflects revised internal designation of the system managers and their respective offices. In
addition, we propose to add one identical routine use to three systems of records, to add one routine
use to one system of records, and to move records relating to the Fair Labor Standards Act from
OPM/Central-2 to OPM/GOV T-9 system of records. This change will not affect any Privacy Act
rights afforded individual s who are the subject of such records; we propose to make the change for
administrative purposes only. The Governmentwide system is being updated and expanded to cover
these FL SA records. The present OPM/Central-2, Complaints and Inquiries Records system, will
continue to exist and will contain records relating to the processing and adjudication of a complaint
made to OPM under our regulations, except for Fair Labor Standard Act claims and complaints. A

revised OPM/Central-2 notice will be published in the future.

The first proposed routine use is offered to allow relevant records within the OPM/GOVT-1, Generd
Personnel Records; OPM/GOV T-2, Employee Performance File System Records; and OPM/GOV T-
10, Employee Medical File System Records of individuas who formerly worked for the Panama Canal
Commission, to be accessible by the Republic of Panama. This routine use is needed because the
individuals involved are no longer Federal employees because the Panama Canal Commission is no
longer a Federal agency. Access to the employment records, however, is required to make
employment decisions on these individuals. These records that are needed by the Republic of Panama
are often stored at the National Personnel Records Center in St. Louis, Missouri. This routine use will

allow the records to be provided to the Republic of Panamafor use primarily when those individuals



are employed by Panama. The identical routine use is being proposed as routine use “mm” for
OPM/GOVT-1, routineuse “q” for OPM/GOVT-2, and routine use “w” for OPM/GOVT-10. The
other routine use proposed would alow certain relevant information contained in the OPM/GOV T-10
system of records to be made available when individuals have contracted an ilIness or potentially been
exposed to health hazards while employed in the Federal workforce. Thisroutine use will apply in
those limited cases where access and review of individuals' recordsis necessary. Such access and
review will facilitate any necessary treatment of those individuals. Thisroutine useisidentical to one

aready in existence for OPM/GOVT-1, and is being proposed as routine use “x” for OPM/GOV T-10.

The system report, as required by 5 U.S.C. 552a(r), has been submitted to the Committee on

Governmental Affairs of the United States Senate, the Committee on Government Reform and

Oversight of the House of Representatives, and the Office of Management and Budget.

Following is a complete text of these eight Office of Personnel Management systems of records.

Office of Personnel Management

Janice R. Lachance

Director



OPM GOVT- 1

Syst em Nane:

General Personnel Records.

System Locat i on:

Records on current Federal enployees are |located at the Ofice
and with Personnel O ficers or other designated offices of the
| ocal installation of the departnent or agency that currently
enpl oys the individual. Wen agencies determ ne that
duplicates of these records need to be located in a second
office, e.g., an admnistrative office closer to where the
enpl oyee actually works, such copies are covered by this
system Forner Federal enployees' Oficial Personnel Fol ders
(OPFs) are located at the National Personnel Records Center,
Nat i onal Archives and Records Admi nistration, 111 W nnebago
Street, St. Louis, Mssouri 63118. Records not considered

| ong-termrecords, but which nay be retained in the OPF or
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el sewhere during enploynent, and which are also included in
this system my be retained by agencies for a period of tine

after the enpl oyee | eaves service.

The use of the phrase "long-term to describe those records
filed on the right-hand-side of OPFs is used throughout this
noti ce because these records are not actually permanently
retained. The term"tenporary” is used when referencing
short-termrecords filed on the |eft-hand-side of OPFs and al
other records not filed in the OPF, but covered by this

noti ce.

NOTE 1-The records in this systemare "owned" by the Ofice of
Per sonnel Managenent (O fice) and should be provided to those
O fice enpl oyees who have an official need or use for those
records. Therefore, if an enploying agency is asked by an

O fice enployee to access the records within this system such

a request shoul d be honored.

Cat egories of Individuals Covered by the System



Current and former Federal enployees as defined in 5 U S. C
2105. (Volunteers, grantees, and contract enpl oyees on whom

t he agency naintains records nay al so be covered by this

systen).

Cat egories of Records in the System

Al'l categories of records may include identifying information,
such as nane(s), date of birth, hone address, nailing address,
soci al security nunber, and hone tel ephone. This system
includes, but is not limted to, contents of the OPF as
specified in OPMs Operating Manual, "The Gui de to Personnel

Recor dkeeping." Records in this systemare--

a. Records reflecting work experience, educational |evel
achi eved, and specialized education or training obtained

out si de of Federal service.

b. Records reflecting Federal service and docunmenti ng work
experience and specialized education received while enpl oyed.
Such records contain information about past and present

positions held; grades; salaries; duty station |ocations; and
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notices of all personnel actions, such as appoi ntnents,
transfers, reassignnents, details, pronotions, denotions,
reductions-in-force, resignations, separations, suspensions,
O fice approval of disability retirenent applications,

retirenent, and renoval s.

c. Records on participation in the Federal Enployees' G oup
Li fe I nsurance Program and Federal Enpl oyees Health Benefits

Pr ogr am

d. Records relating to an Intergovernnental Personnel Act

assi gnment or Federal -private sector exchange program

NOTE 2- Sone of these records may al so becone part of the
OPM CENTRAL-5, Intergovernnmental Personnel Act Assignnent

Record system

e. Records relating to participation in an agency Federal

Executive or SES Candi date Devel opnment Program

NOTE 3- Sone of these records may al so becone part of the

OPM CENTRAL- 3, Federal Executive Devel opnent Records; or
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OPM CENTRAL- 13, Seni or Executive Service Records systens.

f. Records relating to Governnent-sponsored training or
participation in an agency's Upward Mbility Program or other
personnel program designed to broaden an enpl oyee's work
experiences and for purposes of advancenent (e.g., an

adm ni strative intern program

g. Records contained in the Central Personnel Data File (CPDF)
mai nt ai ned by OPM and exact substantive representations in
agency manual or automated personnel information systens.
These data el ements include nany of the above records al ong

wi th handi cap and race and national origin codes. A
definitive |ist of CPDF data elenents is contained in OPM s
Operating Manual, The Guide to the Central Personnel Data

File.

h. Records on the Senior Executive Service (SES) maintai ned by
agencies for use in making decisions affecting incunbents of
t hese positions, e.g., relating to sabbatical |eave prograns,
reassi gnnents, and details, that are perhaps unique to the SES

and that may be filed in the enployee's OPF. These records
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may al so serve as the basis for reports submtted to OPM for
i npl enenting OPM s oversight responsibilities concerning the

SES.

i. Records on an enployee's activities on behalf of the
recogni zed | abor organi zati on representi ng agency enpl oyees,
i ncl udi ng accounting of official time spent and docunentation

in support of per diemand travel expenses.

NOTE 4- Al ternatively, such records nay be retained by an
agency payroll office and thus be subject to the agency's
internal Privacy Act system for payroll records. The
OPM GOVT-1 system does not cover general agency payr ol

records.

j. To the extent that the records listed here are al so

mai nt ai ned in an agency el ectronic personnel or m croform
records system those versions of these records are considered
to be covered by this systemnotice. Any additional copies of
t hese records (excluding performance ratings of record and
conduct-rel ated docunents maintained by first |ine supervisors

and managers covered by the OPM GOVT-2 system) naintai ned by
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agencies at field/admnistrative offices renbote fromwhere the

original records exist are considered part of this system

NOTE 5-1t is not the intent of OPMto limt this system of
records only to those records physically within the OPF
Records may be filed in other folders located in offices other
than where the OPF is located. Further, as indicated in the
records | ocation section, sone of these records may be
duplicated for maintenance at a site closer to where the

enpl oyee works (e.g., in an admnistrative office or
supervisors work folder) and still be covered by this system
In addition, a working file that a supervisor or other agency
official is using that is derived from OPM GOVT-1 is covered
by this systemnotice. This system also includes working
files derived fromthis notice that managenent is using inits

per sonnel managenent capacity.

k. Records relating to designations for |unp sum death

benefits.

|. Records relating to classified information nondi scl osure

agreenents.
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m Records relating to the Thrift Savings Plan (TSP)
concerning the starting, changing, or stopping of
contributions to the TSP as well as the how the individual

wants the investnents to be nade in the vari ous TSP Funds.

Aut hority for Maintenance of the Systemincludes the follow ng

Wi th any revisions or amendnents:

5 U S C 1302, 2951, 3301, 3372, 4118, 8347, and Executive

Orders 9397, 9830, and 12107.

Pur poses:

The OPF and ot her general personnel records files are the
official repository of the records, reports of personnel
actions, and the docunents and papers required in connection
with these actions effected during an enpl oyee' s Feder al
service. The personnel action reports and other docunents,
sonme of which are filed as long-termrecords in the OPF, give
| egal force and effect to personnel transactions and establish
enpl oyee rights and benefits under pertinent |aws and

regul ati ons governi ng Federal enpl oynent.
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These files and records are mai ntai ned by OPM and t he agenci es
for the Ofice in accordance with Ofice regul ati ons and
instructions. They provide the basic source of factual data
about a person's Federal enploynment while in the service and
after his or her separation. Records in this system have
vari ous uses by agency personnel offices, including screening
qual i fications of enployees; determning status, eligibility,
and enpl oyee's rights and benefits under pertinent |aws and
regul ati ons governi ng Federal enploynent; conputing |ength of
service; and other information needed to provi de personnel
services. These records and their automated or m crof orm
equi val ents may al so be used to |ocate individuals for

personnel research

Routine Uses of Records Maintained in the Systens, Including

Cat egories of Users and the Purposes of Such Uses:

These records and information in these records nmay be used--

a. To disclose information to Governnent training facilities
(Federal, State, and local) and to non-Governnent training

facilities (private vendors of training courses or prograns,
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private schools, etc.) for training purposes.

b. To disclose information to education institutions on

appoi ntment of a recent graduate to a position in the Federal
service, and to provide college and university officials with
i nformati on about their students working in the Student Career
Experi nent Program Vol unteer Service, or other simlar
prograns necessary to a student's obtaining credit for the

experience gai ned.

c. To disclose information to officials of foreign governnents
for clearance before a Federal enployee is assigned to that

country.

d. To disclose information to the Departnent of Labor,
Department of Veterans Affairs, Social Security

Adm ni stration, Departnent of Defense, or any other Federal
agenci es that have special civilian enployee retirenent
progranms; or to a national, State, county, nunicipal, or other
publicly recognized charitable or incone security,

adm ni stration agency (e.g., State unenpl oynent conpensation

agenci es), when necessary to adjudicate a cl ai munder the
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retirement, insurance, unenploynent, or health benefits
prograns of the O fice or an agency cited above, or to an
agency to conduct an analytical study or audit of benefits

bei ng pai d under such prograns.

e. To disclose to the Ofice of Federal Enployees Goup Life
| nsurance, information necessary to verify election,
declination, or waiver of regular and/or optional life

i nsurance coverage, eligibility for paynent of a claimfor
life insurance, or to TSP el ection change and desi gnati on of

beneficiary.

f. To disclose, to health insurance carriers contracting with
the O fice to provide a health benefits plan under the Federal
Enpl oyees Health Benefits Program information necessary to
identify enrollnment in a plan, to verify eligibility for
paynent of a claimfor health benefits, or to carry out the

coordination or audit of benefit provisions of such contracts.

g. To disclose information to a Federal, State, or |ocal

agency for determ nation of an individual's entitlenent to

15



benefits in connection with Federal Housing Adm nistration

progr ans.

h. To consider and sel ect enployees for incentive awards and
ot her honors and to publicize those granted. This may incl ude
di scl osure to other public and private organi zations,

i ncl udi ng news nedi a, which grant or publicize enpl oyee

recognition.

i. To consider enployees for recognition through quality-step
i ncreases, and to publicize those granted. This nmay include
di scl osure to other public and private organi zations,

i ncl udi ng news nedi a, which grant or publicize enpl oyee

recognition.

j. To disclose information to officials of |abor organizations
recogni zed under 5 U.S.C. chapter 71 when rel evant and
necessary to their duties of exclusive representation
concerni ng personnel policies, practices, and natters

af fecting working conditions.

k. To disclose pertinent information to the appropriate
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Federal, State, or |ocal agency responsible for investigating,
prosecuting, enforcing, or inplenmenting a statute, rule,

regul ation, or order, when the disclosing agency beconmes aware
of an indication of a violation or potential violation of

civil or crimnal |aw or regul ation.

|. To disclose information to any source from which additional
information is requested (to the extent necessary to identify
the individual, informthe source of the purpose(s) of the
request, and to identify the type of information requested),
when necessary to obtain information relevant to an agency
decision to hire or retain an enpl oyee, issue a security

cl earance, conduct a security or suitability investigation of
an individual, classify jobs, let a contract, or issue a

Iicense, grant, or other benefits.

m To disclose to a Federal agency in the executive,

| egi slative, or judicial branch of government, in response to
its request, or at the initiation of the agency naintaining
the records, information in connection with the hiring of an
enpl oyee, the issuance of a security clearance, the conducting

of a security or suitability investigation of an individual,
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the classifying of jobs, the letting of a contract, the
i ssuance of a license, grant, or other benefits by the
requesting agency, or the lawful statutory, admnistrative,
i nvestigative purpose of the agency to the extent that the
information is relevant and necessary to the requesting

agency' s deci si on.

n. To disclose information to the O fice of Managenent and
Budget at any stage in the |egislative coordination and
cl earance process in connection with private relief

| egislation as set forth in OVMB G rcul ar No. A-19.

0. To provide information to a congressional office fromthe
record of an individual in response to an inquiry fromthat

congressional office nade at the request of the individual.

p. To disclose information to anot her Federal agency, to a

court, or a party in litigation before a court or in an

or

adm ni strative proceedi ng bei ng conducted by a Federal agency,

when the Governnent is a party to the judicial or

adm ni strative proceedi ng.
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g. To disclose information to the Departnent of Justice, or
a proceedi ng before a court, adjudicative body, or other
adm ni strative body before which the agency is authorized to

appear, when:

1. the agency, or any conponent thereof; or

2. any enpl oyee of the agency in his or her official
capacity; or

3. any enployee of the agency in his or her individual
capacity where the Departnent of Justice or the agency has
agreed to represent the enpl oyee; or

4. the United States, when the agency determ nes that
litigation is likely to affect the agency or any of its

conponent s,

is a party to litigation or has an interest in such
litigation, and the use of such records by the Departnment of
Justice or the agency is deened by the agency to be rel evant
and necessary to the litigation provided, however, that in
each case it has been determ ned that the disclosure is
conpati ble with the purpose for which the records were

col | ect ed.
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r. By the National Archives and Records Administration in

records managenent inspections and its role as Archivist.

s. By the agency maintaining the records or by the Ofice to

| ocate individuals for personnel research or survey response,
and in the production of sunmary descriptive statistics and
anal ytical studies in support of the function for which the
records are collected and maintained, or for related workforce
studies. Wile published statistics and studi es do not
contain individual identifiers, in some instances, the

sel ection of elenents of data included in the study nay be
structured in such a way as to nmake the data individually

identifiable by inference.

t. To provide an official of another Federal agency

i nformati on needed in the performance of official duties
related to reconciling or reconstructing data files, in
support of the functions for which the records were coll ected

and mai nt ai ned.

u. When an individual to whoma record pertains is nentally

i nconpetent or under other legal disability, information in

20



the individual's record may be disclosed to any person who is
responsi ble for the care of the individual, to the extent
necessary to assure paynent of benefits to which the

individual is entitled.

v. To disclose to the agency-appoi nted representative of an
enpl oyee all notices, determ nations, decisions, or other

witten comuni cations issued to the enployee, in connection
with an exam nation ordered by the agency under fitness-for-

duty exam nation procedures.

w. To disclose, in response to a request for discovery or for
appearance of a witness, information that is relevant to the
subj ect matter involved in a pending judicial or

adm ni strative proceeding.

Xx. To disclose to a requesting agency, organi zation, or

i ndi vi dual the home address and ot her relevant information on
t hose individuals who it reasonably believed m ght have
contracted an illness or m ght have been exposed to or
suffered froma health hazard while enployed in the Federa

wor kf or ce
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y. To disclose specific civil service enploynent information
requi red under | aw by the Departnment of Defense on individuals
identified as nenbers of the Ready Reserve to assure

conti nuous nobilization readi ness of Ready Reserve units and
menbers, and to identify denographic characteristics of civil

service retirees for national energency nobilization purposes.

z. To disclose information to the Departnent of Defense,
Nat i onal Cceani c and Atnospheric Admi nistration, U'S. Public
Heal th Service, Departnent of Veterans Affairs, and the U. S.
Coast CGuard needed to effect any adjustnments in retired or
retai ned pay required by the dual conpensation provisions of

section 5532 of title 5, United States Code.

aa. To disclose information to the Merit Systens Protection
Board or the Ofice of the Special Counsel in connection with
appeal s, special studies of the civil service and other nerit
systens, review of O fice rules and regul ations, investigation
of alleged or possible prohibited personnel practices, and
such other functions pronmulgated in 5 U S.C. chapter 12, or as

may be aut horized by | aw.
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bb. To disclose information to the Equal Enpl oynent
Qpportunity Conm ssion when requested in connection with

i nvestigations of alleged or possible discrimnation practices
in the Federal sector, exam nation of Federal affirmative

enpl oynent prograns, conpliance by Federal agencies with the
Uni f orm Gui del i nes on Enpl oyee Sel ection Procedures, or other

functions vested in the Conm ssion.

cc. To disclose information to the Federal Labor Rel ations

Aut hority (including its CGeneral Counsel) when requested in
connection wth investigation and resolution of allegations of
unfair | abor practices, in connection with the resol ution of
exceptions to arbitrator's awards when a question of materi al
fact is raised, to investigate representation petitions and to
conduct or supervise representation elections, and in
connection with nmatters before the Federal Service |npasses

Panel .

dd. To disclose to prospective non-Federal enployers, the

followi ng informati on about a specifically identified current

or fornmer Federal enpl oyee:
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(1) Tenure of enploynent;

(2) Gvil service status;

(3) Length of service in the agency and the Governnent; and

(4) When separated, the date and nature of action as shown on
the Notification of Personnel Action--Standard Form 50 (or

aut hori zed exception).

ee. To disclose information on enpl oyees of Federal health
care facilities to private sector (i.e., other than Federal,
State, or |ocal governnent) agencies, boards, or commi ssions
(e.g., the Joint Comm ssion on Accreditation of Hospitals).
Such disclosures will be nade only when the disclosing agency
determnes that it is in the Governnent's best interest (e.g.,
to conply with law, rule, or regulation, to assist in the
recruiting of staff in the conmunity where the facility
operates or to avoid any adverse publicity that may result
frompublic criticismof the facility's failure to obtain such
approval, or to obtain accreditation or other approval

rating). Disclosure is to be made only to the extent that the

24



information di sclosed is relevant and necessary for that

pur pose.

ff. To disclose information to any nenber of an agency's

Per f ormance Revi ew Board or ot her panel when the nmenber is not
an official of the enploying agency; information would then be
used for approving or recomrendi ng sel ection of candi dates for
executive devel opnment or SES candi date prograns, issuing a
performance rating of record, issuing performance awards,

nom nating for meritorious and di stingui shed executive ranks,
and renoval, reduction-in-grade, and other personnel actions

based on performance.

gg. To disclose, either to the Federal Acquisition Institute
(FAI') or its agent, information about Federal enployees in
procurenent occupations and ot her occupati ons whose i ncunbents
spend the predom nant anount of their work hours on
procurenent tasks; provided that the information shall only be
used for such purposes and under such conditions as prescribed

by the notice of the Federal Acquisition Personnel Information

System as published in the Federal Reqgister of February 7,

1980 (45 FR 8399).
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hh. To disclose relevant information with personal identifiers
of Federal civilian enpl oyees whose records are contained in
the Central Personnel Data File to authorized Federal agencies
and non-Federal entities for use in conputer matching. The
mat ches will be perfornmed to help elimnate waste, fraud, and
abuse in Governnmental prograns; to help identify individuals
who are potentially in violation of civil or crimnal |aw or
regul ation; and to collect debts and overpaynents owed to
Federal, State, or |ocal governnents and their conponents.

The information disclosed may include, but is not limted to,

t he nanme, social security nunber, date of birth, sex,
annual i zed salary rate, service conputation date of basic
active service, veteran's preference, retirenent status,
occupational series, health plan code, position occupied, work
schedule (full tinme, part tinme, or intermttent), agency
identifier, geographic location (duty station |ocation),
standard netropolitan service area, special program

identifier, and submitting office nunber of Federal enpl oyees.

ii. To disclose information to Federal, State, l|ocal, and
prof essional |icensing boards, Boards of Medical Exam ners, or

to the Federation of State Medical Boards or a simlar non-
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governnent entity which maintains records concerning

i ndi vi dual s* enpl oynent histories or concerning the issuance,
retention or revocation of |licenses, certifications or

regi stration necessary to practice an occupation, profession
or specialty, in order to obtain information relevant to an
Agency deci sion concerning the hiring retention or term nation
of an enpl oyee or to informa Federal agency or |icensing
boards or the appropriate non-governnent entities about the
health care practices of a termnated, resigned or retired
heal th care enpl oyee whose professional health care activity
so significantly failed to conformto generally accepted
standards of professional nedical practice as to raise
reasonabl e concern for the health and safety of patients in

the private sector or from anot her Federal agency.

jj. To disclose information to contractors, grantees, or
vol unteers performng or working on a contract, service,
grant, cooperative agreenent, or job for the Federal

Gover nnent .

kk. To disclose information to a Federal, State, or |ocal

governmental entity or agency (or its agent) when necessary to
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| ocate individuals who are owed noney or property either by a
Federal, State, or |ocal agency, or by a financial or simlar

institution.

Il. To disclose to a spouse or dependent child (or court-
appoi nted guardi an thereof) of a Federal enployee enrolled in
t he Federal Enployees Health Benefits Program upon request,
whet her the enpl oyee has changed froma self-and-famly to a

self-only health benefits enroll nent.

mm To disclose information to the Ofice of Child Support
Enf orcenent, Administration for Children and Fam|i es,
Departnent of Health and Hunan Servi ces, Federal Parent
Locat or System and Federal O fset Systemfor use in |ocating
i ndi viduals, verifying social security nunbers, and
identifying their incomes sources to establish paternity,
establish and nodify orders of support and for enforcenent

action.

nn. To disclose records on forner Panama Canal Conm ssSion
enpl oyees to the Republic of Panama for use in enploynment

matters.
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Policies and Practices of Storing, Retrieving, Safeguarding,

and Retaining and D sposing of Records in the System

St or age:

These records are maintained in file folders, on lists and
forms, mcrofilmor mcrofiche, and in conputer processable

storage nedi a.

Retrievability:

These records are retrieved by various conbi nati ons of nane,
birth date, social security nunber, or identification nunber

of the individual on whom they are naintai ned.

Saf eguar ds:

Paper or mcrofiche/mcrofilmed records are |located in | ocked
metal file cabinets or in secured roons with access limted to
t hose personnel whose official duties require access. Access
to conmputerized records is limted, through use of access

codes and entry logs, to those whose official duties require
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access.

Ret enti on and Di sposal:

The OPF is nmaintained for the period of the enpl oyee's service
in the agency and is then transferred to the Nati onal

Per sonnel Records Center for storage or, as appropriate, to

t he next enploying Federal agency. Oher records are either
retained at the agency for various lengths of time in
accordance with the National Archives and Records

Adm ni stration records schedul es or destroyed when they have

served their purpose or when the enpl oyee | eaves the agency.

a. Long-termrecords. The OPF is nmaintained by the enpl oying

agency as long as the individual is enployed with that agency.

Wthin 90 days after the individual separates fromthe Federal
service, the OPF is sent to the National Personnel Records
Center for long-termstorage. In the case of admnistrative
need, a retired enpl oyee, or an enpl oyee who dies in service,

the OPF is sent to the Records Center within 120 days.
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Destruction of the OPF is in accordance with General Records

Schedule-1 (GRS-1).

b. O her records. Qher records are retained for varying
periods of time. Generally they are maintained for a m ninmm

of 1 year or until the enployee transfers or separates.

c. Records contained on conputer processable nedia within the
CPDF (and in agency's automated personnel records) may be
retained indefinitely as a basis for |ongitudinal work history
statistical studies. After the disposition date in GRS-1,
such records should not be used in making deci sions concerning

enpl oyees.

Syst em Manager and Address:

a. Assistant Director for Wirkforce Information, Ofice of
Merit Systens Oversight and Effectiveness, Ofice of Personnel

Managenment, 1900 E Street, NW, Wishington, D.C. 20415.

b. For current Federal enployees, OPM has del egated to the

enpl oyi ng agency the Privacy Act responsibilities concerning
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access, anmendnment, and di sclosure of the records within this

system noti ce.

Noti fi cati on Procedure:

| ndi vi duals wi shing to inquire whether this system of records
contains information about them should contact the appropriate

O fice or enploying agency office, as follows:

a. Current Federal enployees should contact the Personnel
O ficer or other responsible official (as designated by the
enpl oyi ng agency), of the local agency installation at which

enpl oyed regarding records in this system

b. Former Federal enpl oyees who want access to their Oficial
Personnel Fol ders shoul d contact the National Personnel
Records Center (GCvilian), 111 Wnnebago Street, St. Louis,

M ssouri 63118, regarding the records in this system For

ot her records covered by the systemnotice, individuals should

contact their former enpl oying agency.

| ndi vi dual s must furnish the following information for their
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records to be |ocated and identified:

a. Full nane.

b. Date of birth.

c. Social security nunber.

d. Last enpl oying agency (including duty station) and
approxi mate date(s) of the enploynent (for forner Federal
enpl oyees).

e. Signature.

Record Access Procedure:

| ndi vi dual s wi shing to request access to their records should
contact the appropriate OPM or agency office, as specified in
the Notification Procedure section. Individuals must furnish
the following information for their records to be | ocated and

identified:

a. Full nane(s).
b. Date of birth.
c. Social security nunber.

d. Last enpl oying agency (including duty station) and
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approxi mate date(s) of enploynent (for fornmer Federal

enpl oyees).

e. Signature.

| ndi vi dual s requesting access nust also conply with the

O fice's Privacy Act regulations on verification of identity

and access to records (5 CFR 297).

Cont esting Record Procedure:

Current enpl oyees wi shing to request anendnent of their
records should contact their current agency. Forner enployees
shoul d contact the system manager. |Individuals nmust furnish
the followng information for their records to be | ocated and

identified.

a. Full nane(s).

b. Date of birth.

c. Social security nunber.

d. Last enploying agency (including duty station) and
approxi mat e date(s) of enploynent (for former Federal
enpl oyees).

e. Signature.
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| ndi vi dual s requesting anendnent nust also conply with the
Ofice's Privacy Act regulations on verification of identity

and anendnment of records (5 CFR 297).

Record Source Categories:

Information in this systemof records is provided by--

a. The individual on whomthe record is maintained.

b. Educational institutions.

c. Agency officials and other individuals or entities.

d. O her sources of information for |ong-termrecords

mai ntai ned in an enpl oyee's OPF, in accordance wi th Code of
Federal Regul ations Part 293, and OPM s (Operating Manual, "The

Qui de to Personnel Recordkeeping."
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OPM GOVT- 2

Syst em Nane:

Enpl oyee Performance File System Records.

System Locat i on:

Records maintained in this systemmay be | ocated as foll ows:

a. In an Enpl oyee Performance File (EPF) maintained in the
agency office responsi ble for maintenance of the enpl oyee's
O ficial Personnel Folder (OPF) or other agency-designated
office. This includes those instances where the agency uses

an envelope within the OPF in lieu of a separate EPF fol der.

b. In the EPF of Senior Executive Service (SES) appoi ntees
where the agency elects to have the file maintained by the
Performance Revi ew Boards required by 5 U S. C. 4314(c)(1), or

the adm nistrative office supporting the Board.

c. In any supervisor/mnager's work fol der maintained in the
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of fice by the enpl oyee's i medi ate supervi sor/ manager or,
wher e agenci es have determ ned that records nmanagenent is
better served, in such folders maintained for

supervi sors/ managers in a central adm nistrative office.

d. In an agency's el ectronic personnel records system

e. In an agency m crofornmed EPF.

NOTE 1-Originals or copies of records covered by this system
may be located in nore than one location, but if they becone
part of an agency internal system(e.g., admnistrative or
negoti ated grievance file), those copies then woul d be subject
to the agency's internal Privacy Act inplenmentation gui dance

regarding their use within the agency's system

NOTE 2-The records in this systemare "owned" by the Ofice of
Per sonnel Managenent (Ofice) and should be provided to those
O fice enpl oyees who have an official need or use for those
records. Therefore, if an enploying agency is asked by an

O fice enployee for access to the records within this system
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such a request should be honored.

Cat egories of Individuals Covered by the System

Current and former Federal enployees (including SES

appoi nt ees) .

Cat egories of Records in the System

Records in this system wherever they are nuaintained, may

i nclude any or all of the foll ow ng:

a. Annual sunmmary performance ratings of record issued under
enpl oyee apprai sal systens and any docunent that indicates
that the rating is being challenged under adm nistrative
procedures (e.g., when the enployee files a grievance on the

rating received).

b. A docunent (either the summary rating formitself or a form

affixed to it) that identifies the job elenments and the

standards for those el enents upon which the rating is based.
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c. Supporting docunentation for enployee ratings of records,
as required by agency rating systens or inplenenting
instructions, and which may be filed physically with the
rating of record (e.g., productivity and quality control
records, records of enployee counseling, individual

devel opnent plans, or other such records as specified in
agency issuances) and nmi ntained, for exanple in a work fol der

by supervisors/ managers at the work site.

d. Records on SES appraisals generated by Performance Revi ew
Boards, including statenents of w tnesses and transcripts of

heari ngs.

e. Witten recommendati ons for awards, renovals, denotions,
denials of within-grade increases, reassignnents, training,
pay i ncreases, cash bonuses, or other perfornance-based
actions (e.g., nomnations of SES enpl oyees for Meritorious or

Di stingui shed Executive), including supporting docunentati on.

f. Statenents nmade (letter on or appended to the performance
rati ng docunent) by the enployee (e.g., a statenent of

di sagreenent with the rating or reconmendation), in accordance
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wi th agency performance plans and i nplenmenting instructions,
regarding a rating given and any recommendati ons made based on

t hem

NOTE 3-When a reconmendati on by a supervi sor/ manager or a
statenent nmade by the enployee regarding the rating issued (or
a copy) becones part of another Governnentw de system or
internal agency file (e.g., an SF 52 when the action is

ef fected or when docunents or statenents of disagreenent are
placed in a grievance file), that docunent then becones
subject to that systemlis notice and appropriate Ofice or

enpl oyi ng agency Privacy Act requirenents, respectively, for

the system of records covering that file.

g. Records created by Executive Resource Boards regarding
performance of an individual in an executive devel opnent

program

h. Records concerning performance during the supervisory or
manageri al probationary period, the SES appoi nt nent
probati onary period, or the enployee's initial period of

probation after appointnent.
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i. Notices of commendations, recommendations for training,
such as an | ndividual Devel opnent Pl an, and advice and

counseling records that are based on work performance.

j . Copies of supervisory ratings used in considering enpl oyees
for pronotion or other position changes originated in
conjunction with agency nerit pronotion prograns when
specifically authorized for retention in the EPF or work

f ol der.

k. Performance-related material that nay be maintained in the
work folder to assist the supervisor/manager in accurately
assessi ng enpl oyee performance. Such material may include
transcripts of enploynent and training history, docunentation
of special licenses, certificates, or authorizations necessary
in the performance of the enployee duties, and ot her such
records that agencies determ ne to be appropriate for

retention in the work fol der.

|. Standard Form 7B cards. (Wile the use of the SF 7B Card
system was cancel l ed effective Decenber 31, 1992, this system

notice will cover any of those cards still in existence.)
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NOTE 4-To the extent that performance records covered by this
system are maintained in either an EPF, supervisor/ manager
work folder, or an agency's electronic or mcroformrecord
system they are considered covered under this system of
records. Further, when copies of records filed in the

enpl oyee' s OPF are mai ntai ned as general records related to
performance (item k above), those records are to be considered

as being covered by this systemand not the OPM GOVT-1 system

This notice does not cover these records (or copies) when they
becone part of a grievance file or a 5 CFR Parts 432, 752, or
754 file (docunents nmaintained in these files are covered by
the OPM GOVT-3 system of records, while grievance records are
covered under an agency-specific systen), or when they becone
part of an appeal or discrimnation conplaint file as such
docunents are considered to be part of either the system of
appeal records under the control of the Merit Systens
Protection Board (MSPB) or discrimnation conplaints files
under the control of the Equal Enploynment Qpportunity

Comm ssi on (EEQC).

When an agency retains copies of records fromthis systemin
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anot her system of records, not covered by this or another OPM
MSPB, or EEOC Governnent-w de systemnotice, the agency is
solely responsible for responding to any Privacy Act issues

rai sed concerning these docunents.

The O fice has adopted a position that when
supervi sors/ managers retain personal "supervisory" notes,

i.e., information on enpl oyees that the agency exercises no
control and does not require or specifically describe inits
performance system which remain solely for the personal use
of the author and are not provided to any other person, and
which are retained or discarded at the author's sole

di scretion, such notes are not subject to the Privacy Act and
are, therefore, not considered part of this system Should an
agency choose to adopt a position that such notes are subject
to the Act, that agency is solely responsible for dealing with
Privacy Act matters, including the requisite systemnotice,

concerning them

Aut hority for Maintenance of the Systemincludes the follow ng

wi th any revisions or amendnents:
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Sections 1104, 3321, 4305, and 5405 of title 5, U S. Code, and

Executive Order 12107

Pur pose:

These records are maintained to ensure that all appropriate
records on an enpl oyee's perfornmance are retained and are

avai lable (1) to agency officials having a need for the
information; (2) to enployees; (3) to support actions based on
the records; (4) for use by the Ofice in connection with its
personnel managenent evaluation role in the executive branch;

and (5) to identify individuals for personnel research.

Routi ne Uses of Records Maintained in the System Including

Cat egories of Users and the Purpose of Such Uses:

a. To disclose information to the Merit Systens Protection
Board or the Ofice of Special Counsel in connection with
appeal s, special studies of the civil service and other nerit
systens, review of O fice rules and regul ati ons,

i nvestigations of alleged or possible prohibited personnel

practices, and other functions as promulgated in 5 U. S. C
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chapter 12, or for such other functions as may be authorized

by | aw.

b. To disclose information to the EEOCC when requested in
connection with investigations into alleged or possible

di scrimnation practices in the Federal sector, exam nation of
Federal Affirmative Action prograns, conpliance by Federal
agencies with the Uniform Guidelines on Enpl oyee Sel ection

Procedures, or other functions vested in the Conmm ssion.

c. To disclose information to the Federal Labor Rel ations

Aut hority (including its CGeneral Counsel) when requested in
connection wth the investigation and resol ution of

al l egations of unfair |abor practices, in connection with the
resol ution of exceptions to arbitrator's awards where a
guestion of material fact is raised, and matters before the

Federal Service |npasses Panel.

d. To consider and sel ect enployees for incentive awards,
qual ity-step increases, merit increases and performance
awar ds, or other pay bonuses, and other honors and to

publicize those granted. This may include disclosure to
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public and private organizations, including news nedia, which

grant or publicize enpl oyee awards or honors.

e. To disclose information to an arbitrator to resol ve
di sputes under a negotiated grievance procedure or to
of ficials of |abor organizations recognized under 5 U S. C
chapter 71 when rel evant and necessary to their duties of

excl usi ve representation.

f. To disclose to an agency in the executive, |egislative, or
judicial branch, or to the District of Colunbia s governnent
in response to its request, or at the initiation of the agency
mai ntai ning the records, information in connection with hiring
or retaining of an enpl oyee; issuing a security clearance;
conducting a security or suitability investigation of an

i ndi vidual; classifying jobs; letting a contract; issuing a
license, grant, or other benefits by the requesting agency; or
the lawful statutory, adm nistrative, or investigative

pur poses of the agency to the extent that the information is

rel evant and necessary to the decision on the nmatter.

g. To disclose, in response to a request for discovery or for
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appearance of a witness, information that is relevant to the
subj ect matter involved in a pending judicial or

adm ni strative proceedi ng.

h. To disclose information to a congressional office fromthe
record or an individual in response to an inquiry fromthat

congressional office made at the request of the individual.

i. To disclose information to another Federal agency, to a
court, or a party in litigation before a court or in an

adm ni strative proceedi ng bei ng conducted by a Federal agency,
when the Governnent is a party to the judicial or

adm ni strative proceeding.

J. To disclose information to the Departnent of Justice, or in
a proceedi ng before a court, adjudicative body, or other
adm ni strative body before which the agency is authorized to

appear, when:

1. the agency, or any conponent thereof; or

2. any enpl oyee of the agency in his or her official
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capacity; or

3. any enployee of the agency in his or her individual
capacity where the Departnent of Justice or the agency has

agreed to represent the enpl oyee; or

4. the United States, when the agency determ nes that
litigation is likely to affect the agency or any of its

conponent s,

is a party to litigation or has an interest in such
l[itigation, and the use of such records by the Departnent of
Justice or the agency is deened by the agency to be rel evant
and necessary to the litigation, provided, however, that in
each case it has been determ ned that the disclosure is
conpatible with the purpose for which the records were

col | ect ed.

k. By the National Archives and Records Administration in

records managenent inspections and its role as Archivist.

|. By the Ofice or enploying agency to |ocate individuals for
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personnel research or survey response and in produci ng sunmary
descriptive statistics and anal ytical studies to support the
function for which the records are coll ected and nai nt ai ned,

or for related workforce studies. Wile published statistics
and studies do not contain individual identifiers, in sone

i nstances the selection of elenents of data included in the
study may be structured in such a way as to nake the data

individually identifiable by inference.

m To disclose pertinent information to the appropriate
Federal, State, or |ocal governnent agency responsible for

i nvestigating, prosecuting, enforcing, or inplenenting a
statute, rule, regulation, or order, where the agency

mai ntai ning the record becones aware of an indication of a
violation or potential violation of civil or crimnal |aw or

regul ati on.

n. To disclose information to any nenber of an agency's

Perf ormance Revi ew Board or other board or panel when the
menber is not an official of the enploying agency. The

i nformati on woul d then be used for approving or recomendi ng

performance awards, nom nating for meritorious and
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di stingui shed executive ranks, and renoval, reduction-in-

grade, and ot her personnel actions based on performnce.

0. To disclose to Federal, State, |ocal, and professional
I i censi ng boards or Boards of Medical Exam ners, when such
records reflect on the qualifications of individuals seeking

to be |icensed.

p. To disclose to contractors, grantees, or volunteers
perform ng or working on a contract, service, grant,

cooperative agreenent, or job for the Federal Governnent.

g. To disclose records on fornmer Panama Canal Conmi ssion

enpl oyees to the Republic of Panama for use in enpl oynent

matters.

Policies and Practices of Storing, Retrieving, Safeguarding,

and Retaining and D sposing of Records in the System

St or age:

Records are maintained in file fol ders, envel opes, and on
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magneti c tapes, disks, mcrofilm or mcrofiche.

Retrievability:

Records are retrieved by the nane and social security nunber

of the individual on whom they are naintai ned.

Saf eguar ds:

Records are maintained in file folders or envel opes, on

el ectronic nedia, magnetic tape, disks, or mcroforns and are
stored in | ocked desks, netal filing cabinets, or in a secured
roomwth access limted to those whose official duties

requi re access. Additional safeguarding procedures include
the use of sign-out sheets and restrictions on the nunber of
enpl oyees able to access el ectronic records through use of

access codes and | ogs.

Ret enti on and Di sposal:

Records on former non-SES enpl oyees will generally be retained

no longer than 1 year after the enpl oyee | eaves his or her
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enpl oyi ng agency. Records on fornmer SES enpl oyees may be

retained up to 5 years under 5 U. S.C. Sec. 4314.

a. Sunmmary performance appraisals (and related records as the
agency prescribes) on SES appointees are retained for 5 years
and ratings of record on other enployees for 4 years, except
as shown in paragraph b bel ow, and are di sposed of by
shreddi ng, burning, erasing of disks, or in accordance with
agency procedures regardi ng destruction of personnel records,
including giving themto the individual. Wen a non-SES

enpl oyee transfers to anot her agency or | eaves Federal

enpl oynment, ratings of record and subsequent ratings (4 years
old or less) are to be filed on the tenporary side of the OPF

and forwarded with the OPF.

b. Ratings of unacceptabl e perfornmance and rel ated docunents,
pursuant to 5 U S.C. 4303(d), are destroyed after the enpl oyee
conpletes 1 year of acceptable performance fromthe date of

t he proposed renoval or reduction-in-grade notice.

(Destruction to be no later than 30 days after the year is

up.)
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c. Wien a career appointee in the SES accepts a Presidenti al
appoi ntment pursuant to 5 U. S.C. 3392(c), the enployee's
performance fol der remains active so |ong as the enpl oyee
remai ns enpl oyed under the Presidential appointnent and el ects

to have certain provisions of 5 US. C. relating to the Service

apply.

d. When an i ncunbent of the SES transfers to another position
in the Service, ratings and plans 5 years old or |ess shall be

forwarded to the gaining agency with the individual's OPF.

e. Sone performance-rel ated records (e.g., docunents

mai ntai ned to assist rating officials in appraising
performance or recomendi ng renedial actions or to show that
the enployee is currently licensed or certified) may be

destroyed after 1 year.

f. Wiere any of these docunents are needed in connection with
adm ni strative or negotiated grievance procedures, or quasi-
judicial or judicial proceedings, they may be retained as

needed beyond the retention schedul es identified above.
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g. Generally, agencies retain records on former enpl oyees for

no longer than 1 year after the enpl oyee | eaves.

NOTE 5- When an agency retains an electronic or mcroform
version of any of the above docunents, retention of such
records |longer than shown is permtted (except for those
records subject to 5 U S.C 4303(d)) for agency use or for

hi storical or statistical analysis, but only so long as the
record is not used in a determination directly affecting the
i ndi vi dual about whomthe record pertains (after the nanual

record has been or should have been destroyed).

Syst em Manager and Address:

a. Assistant Director for Wirkforce Information, Ofice of
Merit System Oversight and Effectiveness, Ofice of Personnel

Managenment, 1900 E Street, NW, Wshington, D.C. 20415.

b. For current Federal enployees, OPM has del egated to the
enpl oyi ng agency the Privacy Act responsibilities concerning
access, anmendnent, and disclosure of the record within this

system noti ce.

54



Noti fication Procedure:

I ndi viduals wi shing to inquire whether this system contains

i nformati on about them should contact their servicing
personnel office, supervisor/mnager, Perfornmance Revi ew Board
of fice, or other agency designated office maintaining their
performance-rel ated records where they are or were enpl oyed.

| ndi vi dual s must furnish the following information for their

records to be |ocated and identified:

a. Full nane(s).
b. Social Security nunber.

c. Position occupied and unit where enpl oyed.

Records Access Procedure:

| ndi vi dual s wi shing access to their records should contact the
appropriate office indicated in the Notification Procedure
section where they are or were enployed. Individuals nust
furnish the following information for their records to be

| ocated and identified:
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a. Full nane(s).
b. Social security nunber.

c. Position occupied and unit where enpl oyed.

| ndi vi dual s requesting access to records nust also conply with
the O fice's Privacy Act regul ations on verification of

identity and access to records (5 CFR 297).

Cont esting Record Procedure:

I ndi vi dual s wi shing to request amendnent to their records
shoul d contact the appropriate office indicated in the
Notification Procedure section where they are or were

enpl oyed. Individuals nust furnish the follow ng information

for their records to be |located and identifi ed:

a. Full nane(s).
b. Social security nunber.

c. Position occupied and unit where enpl oyed.

| ndi vi dual s requesting anendnent nust also conply with the

Ofice's Privacy Act regulations on verification of identity
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and anendnment of records (5 CFR 297).

Records Source Categori es:

Records in this system are obtained from

a. Supervi sors/ managers.

b. Performance Revi ew Boar ds.

c. Executive Resource Boards.

d. O her individuals or agency officials.

e. O her agency records.

f. The individual to whomthe records pertain.
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OPM GOVT- 3

Syst em Nane:

Records of Adverse Actions, Performance Based Reduction in

Grade and Renoval Actions, and Term nati on of Probationers.

System Locati on:

These records are |l ocated in personnel or designated offices

in Federal agencies in which the actions were processed.

Cat egories of Individuals Covered by the System

Current or former Federal enployees (including Senior

Executive Service (SES) enpl oyees) agai nst whom such an action

has been proposed or taken in accordance with 5 CFR Parts 315

(Subparts Hand I), 432, 752, or 754 of the Ofice's

regul ati ons.

Cat egories of Records in the System
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This system contai ns records and docunents on: (1) the
processi ng of adverse actions, performance based reduction in
grade and renoval actions, and (2) the term nation of

enpl oyees serving initial appointnment probation and return to
their former grade of enpl oyees serving supervisory or
manageri al probation. The records include, as appropriate,
copies of the notice of proposed action, materials relied on
by the agency to support the reasons in the notice, replies by
t he enpl oyee, statenents of w tness, hearing notices, reports,

and agency deci si ons.

NOTE- Thi s system does not include records, including the
action file itself, conpiled when such actions are appealed to
the Merit Systens Protection Board (MSPB) or beconme part of a
di scrimnation conplaint record at the Equal Enpl oynent
Qpportunity Conmi ssion (EECC). Such appeal and discrimnation
conplaint file records are covered by the appropriate NMSPB or

EEQOC system of records.

Aut hority for Maintenance of the Systemincludes the follow ng

wi th any revisions or amendnents:
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5 U S.C 3321, 4303, 7504, 7514, and 7543.

Pur pose:

These records result fromthe proposal, processing, and
docunent ati on of these actions taken either by the Ofice or
by agenci es agai nst enpl oyees in accordance with 5 CFR Parts
315 (Subparts Hand 1), 432, 752, or 754 of the Ofice's

regul ati ons.

Routi ne Uses of Records Maintained in the System Including

Cat egories of Users and the Purposes of Such Uses:

a. To provide information to officials of |abor organizations
recogni zed under 5 U.S.C. chapter 71 when rel evant and
necessary to their duties of exclusive representation
concerni ng personnel policies, practices, and natters

affecting work conditions.

b. To disclose pertinent information to the appropriate
Federal, State, or |ocal agency responsible for investigating,

prosecuting, enforcing, or inplenenting a statute, rule,
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regul ation, or order, when the disclosing agency beconmes aware
of an indication of a violation or potential violation of

civil or crimnal [aw or regul ation.

c. To disclose information to any source from whi ch additiona
information is requested for processing any of the covered
actions or in regard to any appeal or admnistrative review
procedure, to the extent necessary to identify the individual,
informthe source of the purpose(s) of the request, and

identify the type of information requested.

d. To disclose information to a Federal agency, in response to
its request, in connection with hiring or retaining an

enpl oyee, issuing a security clearance, conducting a security
or suitability investigation of an individual, or classifying
jobs, to the extent that the information is rel evant and

necessary to the requesting agency's decision on the matter.

e. To provide information to a congressional office fromthe

record of an individual in response to an inquiry fromthat

congressional office nmade at the request of that individual.
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f. To disclose information to another Federal agency, to a
court, or a party in litigation before a court or in an

adm ni strative proceedi ng bei ng conducted by a Federal agency,
when the Governnent is a party to the judicial or

adm ni strative proceedi ng.

g. To disclose information to the Departnent of Justice, or in
a proceedi ng before a court, adjudicative body, or other
adm ni strative body before which the agency is authorized to

appear, when:

1. the agency, or any conponent thereof; or

2. any enpl oyee of the agency in his or her official

capacity; or

3. any enployee of the agency in his or her individual
capacity where the Departnent of Justice or the agency has

agreed to represent the enpl oyee; or

4. the United States, when the agency determ nes that

litigation is likely to affect the agency or any of its
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conponent s,

is a party to litigation or has an interest in such
litigation, and the use of such records by the Departnent of
Justice or the agency is deened by the agency to be rel evant
and necessary to the litigation, provided, however, that in
each case it has been determ ned that the disclosure is
conpatible with the purpose for which the records were

col | ect ed.

h. By the National Archives and Records Administration in

records managenent inspections and its role as Archivist.

i. By the agency maintaining the records or the Ofice to

| ocate individuals for personnel research or survey response
and in producing summary descriptive statistics and anal yti cal
studies in support of the function for which the records are
coll ected and maintained, or for related workforce studies.
Wi | e published statistics and studies do not contain

i ndividual identifiers, in sonme instances the sel ection of

el ements of data included in the study may be structured in

such a way as to make the data individually identifiable by
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i nf erence.

j. To disclose, in response to a request for discovery or for
appearance of a witness, information that is relevant to the
subject matter involved in a pending judicial or

adm ni strative proceedi ng.

k. To disclose information to the Merit Systens Protection
Board or the Ofice of the Special Counsel in connection with
appeal s, special studies of the civil service and other nerit
systens, review of O fice rules and regul ati ons,

i nvestigations of alleged or possible prohibited personnel
practices, and such other functions, as pronulgated in 5
U.S.C 1205 and 1206, and as specified in 5 U S. C. 7503(c) and

5 U S C 7513(e), or as may be authorized by | aw

|. To disclose information to the EEOCC when requested in
connection with investigations into alleged or possible

di scrimnation practices in the Federal sector, exam nation of
Federal affirmative enpl oynent prograns, conpliance by Federa
agencies with the Uniform Cuidelines on Enpl oyee Sel ection

Procedures, or other functions vested in the Conmm ssi on.
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m To disclose information to the Federal Labor Rel ations
Aut hority or its General Counsel when requested in connection
with investigations of allegations of unfair |abor practices

or matters before the Federal Service |npasses Panel.

n. To provide an official of another Federal agency

i nformati on he or she needs to know in the perfornmance of his
or her official duties or reconciling or reconstructing data
files, in support of the functions for which the records were

col |l ected and mai nt ai ned.

0. To disclose information to the Departnent of Labor,
Department of Veterans Adm nistration, Social Security

Adm ni stration, Departnent of Defense, or any other Federal
agenci es that have special civilian enployee retirenent
prograns; or to a national, State, county, municipal, or other
publicly recognized charitable or inconme security,

adm ni stration agency [e.g., State unenpl oynent conpensation
agenci es], when necessary to adjudicate a clai munder the
retirement, insurance, unenploynent, or health benefits
prograns of the O fice or an agency to conduct an anal yti cal

study or audit of benefits being paid under such prograns.
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p. To disclose to contractors, grantees, or volunteers
perform ng or working on a contract, service, grant,

cooperative agreenent, or job for the Federal Governnent.

Policies and Practices for Storing, Retrieving, Safeguarding,

and Retaining and D sposing of Records in the System

St or age:

These records are maintained in file folders, in automated

media, or on mcrofiche or mcrofilm

Retrievability:

These records are retrieved by the nanmes and social security

nunber of the individuals on whom they are maintained.

Saf eguar ds:

These records are nmaintained in | ocked netal filing cabinets

or in automated nedia to which only authorized personnel have
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access.

Ret enti on and Di sposal:

Records docunenting an adverse action, performance-based
removal or denotion action , or covered actions agai nst
probati oners are di sposed of not sooner than four years nor
| ater than seven years after the closing of the case in
accordance with each agency's records disposition nmanual.

Di sposal is by shredding, or erasure of tapes (disks).

Syst em Manager and Address:

Chief, Ofice of Enployee Relations and Health Services,
Ofice of Wirkforce Relations, Ofice of Personnel Managenent,
1900 E Street, NW, Washington, D.C. 20415 for actions taken
under Parts 432, 752 (Subparts A through D only), and 754.
Assi stant Director for Executive Policy and Services, Ofice
of Personnel Managenent, 1900 E Street, NW, Washington, D.C.
20415 for actions taken agai nst SES appoi nt ees under Subparts
E and F, of Part 752. Associate Director for Enploynent

Service for actions taken under Part 315.
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Noti fication Procedure:

I ndi vi dual s receiving notice of a proposed adverse, renoval,

or denotion action nust be provided access to all docunents
supporting the notice. At any tinme thereafter, individuals
subject to the action will be provided access to the conplete
record. Individuals should contact the agency personnel or
designated office where the action was processed regardi ng the
exi stence of such records on them They nust furnish the
following information for their records to be | ocated and

identified:

a. Nane.

b. Date of birth.

c. Approxinmate date of closing of the case and kind of action
t aken.

d. Organi zational conponent invol ved.

Record Access Procedure:

| ndi vi dual s agai nst whom such actions are taken nust be

provi ded access to the record. However, after the action has
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been cl osed, an individual may request access to the official
file by contacting the agency personnel or designated office
where the action was processed. Individuals nust furnish the
following information for their records to be | ocated and

identified:

a. Nane.

b. Date of birth.

c. Approxinmate date of closing of the case and kind of action
t aken.

d. Organi zational conponent invol ved.

I ndi vi dual s requesting access nust also followthe Ofice's
Privacy Act regulations on verification of identity and access

to records (5 CFR 297).

Cont esting Record Procedure:

Revi ew of requests fromindividual s seeking anendnent of their
records that have or could have been the subject of a
judicial, quasi-judicial, or admnistrative action wll be

l[imted in scope. Review of amendnent requests of these
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records will be restricted to determning if the record
accurately docunents the action of the
agency ruling on the case, and will not include a review of

the nerits of the action, determ nation, or finding.

I ndi vi dual s wi shing to request amendnent of their records to
correct factual errors should contact the agency personnel or
designated office where the actions were processed.

| ndi vi dual s nmust furnish the following information for their

records to be |ocated and identified:

a. Nane.

b. Date of birth.

c. Approxi mate date of closing of the case and kind of action
t aken.

d. Organi zational conponent invol ved.

| ndi vi dual s requesting anendnent nust also follow the Ofice's
Privacy Act regulations on verification of identity and

anmendnent of records (5 CFR 297).

Record Source Categories:
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Information in this systemof records is provided:

a. By supervisors/ nanagers.

b. By the individual on whomthe record is maintained.
c. By testinony of wtnesses.

d. By other agency officials.

e. By other agency records.

f. Fromrel ated correspondence from organi zati ons or persons.
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OPM GOVT- 4

[ Reser ved]
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OPM GOVT-5

Syst em Nane.

Recruiting, Exam ning, and Pl acenent Records

System Locat i on:

Associ ate Director for Enploynent Service, Ofice of Personnel
Managenent, 1900 E Street, NW, Washington, D.C 20415, OPM
regi onal and area offices; and personnel or other designated
of fices of Federal agencies that are authorized to nake

appointments and to act for the Ofice by del egated authority.

Cat egories of Individuals Covered by the System

a. Persons who have applied to the Ofice or agencies for
Federal enploynment and current and forner Federal enployees
subm tting applications for other positions in the Federal

servi ce.

b. Applicants for Federal enploynment believed or found to be
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unsui tabl e for enpl oynent on nedi cal grounds.

Cat egories of Records in the System

In general, all records in this systemcontain identifying

i nformation including name, date of birth, social security
nunber, and hone address. These records pertain to assenbl ed
and unassenbl ed exam ni ng procedures and contain information
on both conpetitive exam nations and on certain nonconpetitive
actions, such as determ nations of time-in-grade restriction
wai vers, waiver of qualification requirenent determ nations,

and variations in regulatory requirenents in individual cases.

This systemincludes such records as --

a. Applications for enploynent that contain information on
wor k and education, mlitary service, convictions for offenses
against the law, mlitary service, and indications of
specialized training or receipt of awards or honors. These
records may al so include copies of correspondence between the

applicant and the O fice or agency.
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b. Results of witten exans and indications of how information
in the application was rated. These records al so contain
informati on on the ranking of an applicant, his or her

pl acenent on a list of eligibles, what certificates
applicant's nanes appeared on, an agency's request for Ofice
approval of the agency's objection to an eligible's
qualifications and the Ofice's decision in the matter, an
agency's request for Ofice approval for the agency to pass
over an eligible and the Ofice's decision in the matter, and
an agency's decision to object/pass over an eligible when the
agency has authority to make such deci si ons under agreenent

with the Ofice.

c. Records regarding the Ofice's final decision on an
agency's decision to object/pass over an eligible for
suitability or nedical reasons or when the objection/pass over
deci sion applies to a conpensable preference eligible with 30
percent or nore disability. (Does not include a rating of
ineligibility for enpl oyment because of a confirmed positive

test result under Executive Order 12564.)

d. Responses to and results of approved personality or simlar
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tests adm nistered by the O fice or agency.

e. Records relating to rating appeals filed with the Ofice or

agency.

f. Registration sheets, control cards, and rel ated docunents
regardi ng Federal enpl oyees requesting placenent assistance in
vi ew of pending or realized displacenent because of reduction
in force, transfer or discontinuance of function, or

reor gani zati on.

g. Records concerning non-conpetitive action cases referred to
the Ofice for decision. These files include such records as
wai ver of time-in-grade requirenents, decisions on superior
qualification appointnents, tenporary appointnents outside a
regi ster, and enpl oyee status determ nations. Authority for
maki ng deci sions on many of these actions has al so been

del egated to agencies. The records retained by the Ofice on
such actions and copies of such files retained by the agency
submitting the request to the Ofice, along with records that
agencies maintain as a result of the Ofice's del egations of

authorities, are considered part of this system of records.
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h. Records retained to support Schedul e A appoi ntnents of
severely physically handi capped individuals, retained both by
the Ofice and agencies acting under the Ofice del egated

authorities, are part of this system

i . Agency applicant supply file systens (when the agency
retains applications, resunes, and other related records for
hard-to-fill or unique positions, for future consideration),
along with any pre-enpl oynent vouchers obtained in connection
wi th an agency's processing of an application, are included in

this system

] . Records derived fromthe Ofice-devel oped or agency-

devel oped assessnent center exercises.

k. Case files related to nedical suitability determ nations

and appeal s.

|. Records related to an applicant's exam nation for use of
illegal drugs under provisions of Executive Order 12564. Such
records may be retained by the agency (e.g., evidence of

confirmed positive test results) or by a contractor |aboratory
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(e.g., the record of the testing of an applicant, whether

negative, or confirmed or unconfirnmed positive test result).

NOTE 1-Only Routine Use "p" identified for this system of
records is applicable to records relating to drug testing
under Executive Order 12564. Further, such records shall be
disclosed only to a very limted nunber of officials within

t he agency, generally only to the agency Medical Review
Oficial (MO, the admnistrator of the agency Enpl oyee

Assi stance Program and any supervi sory or managenent offici al
wi thin the enpl oyee's agency having authority to take the

adverse personnel action against the enpl oyee.

NOTE 2-The O fice does not intend that records created by
agencies in connection with the agency's Merit Pronotion Pl an
program be included in the term"Applicant Supply File" as
used within this notice. It is the Ofice's position that
Merit Pronotion Plan records are not a system of records

wi thin the neaning of the Privacy Act as such records are
usually filed by a vacancy announcenent nunber or sone ot her
key that is not a unique personnel identifier. Agencies my

choose to consider such records as within the nmeaning of a
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system of records as used in the Privacy Act, but if they do
so, they are solely responsible for inplenenting Privacy Act
requi renents, including establishment and notice of a system

of records pertaining to such records.

NOTE 3-To the extent that an agency utilizes an aut omated
medi umin connection with maintenance of records in this
system the autonmated versions of these records are considered

covered by this system of records.

Aut hority for Maintenance of the Systemincludes the follow ng

wi th any revisions or amendnents:

5 U .S C 1302, 3109, 3301, 3302, 3304, 3305, 3306, 3307, 309,
3313, 3317, 3318, 3319, 3326, 4103, 4723, 5532, and 5533, and

Executi ve Order 9397

Pur pose:

The records are used in considering individuals who have
applied for positions in the Federal service by making

determ nations of qualifications including nedical
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qualifications, for positions applied for, and to rate and
rank applicants applying for the same or simlar positions.
They are also used to refer candi dates to Federal agencies for
enpl oyment consi deration, including appointnent, transfer,

rei nstatenent, reassignnent, or pronotion. Records derived
fromthe Ofice-devel oped or agency-devel oped assessnent
center exercises may be used to determ ne training needs of
partici pants. These records nay al so be used to |ocate

i ndi vidual s for personnel research.

Routi ne Uses of Records Maintained in the System Including

Cat egories of Users and the Purpose of Such Uses:

NOTE 4-Wth the exception of Routine Use "p," none of the

QO her Routine Uses identified for this systemof records are
applicable to records relating to drug testing under Executive
Order 12564. Further, such records shall be disclosed only to
a very limted nunber of officials within that agency,
generally only to the agency Medical Review Oficer (MO,
the adm ni strator of the agency's Enpl oyee Assi stance Program
and the managenent official enpowered to recommend or take

adverse action affecting the individual.
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a. To refer applicants, including current and former Federal
enpl oyees to Federal agencies for consideration for
enpl oynent, transfer, reassignnment, reinstatenent, or

pronoti on.

b. Wth the perm ssion of the applicant, to refer applicants
to State and | ocal governnments, congressional offices,
i nternational organizations, and other public offices for

enpl oynent consi derati on.

c. To disclose pertinent information to the appropriate
Federal, State, or |ocal agency responsible for investigating,
prosecuting, enforcing, or inplenenting a statute, rule,

regul ation, or order, when the disclosing agency becones aware
of an indication of a violation or potential violation of

civil or crimnal |aw or regul ation.

d. To disclose information to any source from whi ch additiona
information is requested (to the extent necessary to identify
the individual, informthe source of the purposes of the
request, and to identify the type of information requested),

when necessary to obtain information relevant to an agency
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deci sion concerning hiring or retaining an enpl oyee, issuing a
security clearance, conducting a security or suitability
i nvestigation of an individual, classifying positions, letting

a contract, or issuing a license, grant or other benefit.

e. To disclose information to a Federal agency, in response to
its request, in connection with hiring or retaining an

enpl oyee, issuing a security clearance, conducting a security
or suitability investigation of an individual, classifying
positions, letting a contract, or issuing a |license, grant, or
ot her benefit by the requesting agency, to the extent that the
information is relevant and necessary to the requesting

agency's decision in the matter.

f. To disclose information to the Ofice of Managenent and
Budget at any stage in the |legislative coordination and
cl earance process in connection with private relief

| egislation as set forth in OVMB G rcular No. A-19.

g. To provide information to a congressional office fromthe
record of an individual in response to an inquiry fromthat

congressional office nmade at the request of that individual.
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h. To disclose information to anot her Federal agency, to a
court, or a party in litigation before a court or in an

adm ni strative proceedi ng bei ng conducted by a Federal agency,
when the Governnent is a party to a judicial or adm nistrative

pr oceedi ng.

i. To disclose information to the Departnent of Justice, or in
a proceedi ng before a court, adjudicative body, or other
adm ni strative body before which the agency is authorized to

appear, when:

1. the agency, or any conponent thereof; or

2. any enpl oyee of the agency in his or her official

capacity; or

3. any enployee of the agency in his or her individual
capacity where the Departnent of Justice or the agency has

agreed to represent the enpl oyee; or

4. the United States, when the agency determ nes that

litigation is likely to affect the agency or any of its
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conponents, is a party to litigation or has an interest in
such litigation, and the use of such records by the Departnent
of Justice or the agency is deened by the agency to be

rel evant and necessary to the litigation, provided, however,
that in each case it has been determned that the disclosure
is conpatible with the purpose for which the records were

col | ect ed.

j. By the National Archives and Records Admi nistration in

records managenent inspections and its role as Archivist.

k. By the agency maintaining the records or by the Ofice to
| ocate individuals for personnel research or survey response
or in producing summary descriptive statistics and anal yti cal
studies in support of the function for which the records are
coll ected and mai ntained, or for related workforce studies.
Wi | e published statistics and studies do not contain

i ndividual identifiers, in sonme instances the sel ection of

el ements of data included in the study may be structured in
such a way as to make the data individually identifiable by

i nf erence.
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|. To disclose information to the Merit Systens Protection
Board or the Ofice of the Special Counsel in connection with
appeal s, special studies of the civil service and other nerit
systens, review of Ofice rules and rules and regul ati ons,
i nvestigations of alleged or possible prohibited personnel
practices, and such other functions; e.g., as prescribed in 5

U S. C chapter 12, or as may be authorized by | aw

m To disclose information to the Equal Enpl oynent Opportunity
Comm ssi on when requested in connection with investigations
into alleged or possible discrimnation practices in the
Federal sector, exam nation of Federal affirmative enpl oynent
prograns, conpliance by Federal agencies with the Uniform

Gui del i nes or Enpl oyee Sel ection Procedures, or other

functions vested in the Conm ssion.

n. To disclose information to the Federal Labor Rel ations
Aut hority or its General Counsel when requested in connection
with investigations of allegations of unfair |abor practices

or matters before the Federal Service |npasses Panel.

0. To disclose, in response to a request for discovery or for
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an appearance of a witness, information that is relevant to
the subject matter involved in a pending judicial or

adm ni strative proceedi ng.

p. To disclose the results of a drug test of a Federal

enpl oyee pursuant to an order of a court of conpetent
jurisdiction where required by the United States Governnent to
def end agai nst any chal | enge agai nst any adverse personnel

action.

g. To disclose information to Federal, State, l|ocal, and

prof essional |icensing boards, Boards of Medical Exam ners, or
to the Federation of State Medical Boards or a simlar non-
government entity which maintains records concerning the

i ssuance, retention, or revocation of |icenses,
certifications, or registration necessary to practice an
occupation, profession, or specialty, in order to obtain
information rel evant to an agency deci sion concerning the
hiring, retention, or term nation of an enployee or to inform
a Federal agency or licensing board or the appropriate non-
governnment entity about the health care practice of a

term nated, resigned, or retired health care enpl oyee whose
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prof essional health care activity so significantly failed to
conformto generally accepted standards of professional

medi cal practice as to rai se reasonable concern for the health
and safety of patients in the private sector or from anot her

Federal agency.

r. To disclose information to contractors, grantees, or
vol unteers performng or working on a contract, service,
grant, cooperative agreenent, or job for the Federal

Gover nnent .

Policies and Practices for Storing, Retrieving, Safeguarding,

and Retaining and D sposing of Records in the System

St or age:

Records are nai ntai ned on magnetic tapes, disk, punched cards,

m crofiche, cards, lists, and forns.

Retrievability:

Records are retrieved by the nane, date of birth, social
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security nunber, and/or identification nunber assigned to the

i ndi vi dual on whom t hey are nmi nt ai ned.

Saf eguar ds:

Records are nmaintained in a secured area or automated nmedi a
with access |imted to authorized personnel whose duties

require access.

Ret enti on and Di sposal :

Records in this systemare retained for varying | engths of
tinme, ranging froma few nonths to 5 years, e.g., applicant
records that are part of nedical determ nation case files or
medi cal suitability appeal files are retained for 3 years from
conpl etion of action on the case. Mbst records are retained
for a period of 1 to 2 years. Sone records, such as

i ndi vi dual applications, becone part of the person's permanent
official records when hired, while sone records (e.g., non-
conpetitive action case files), are retained for 5 years.

Sonme records are destroyed by shreddi ng or burning while

magneti c tapes or disks are erased.
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Syst em Manager and Address:

Associ ate Director for Enploynment Service, Ofice of Personnel

Managenent, 1900 E Street, NW, Wishington, D.C. 20415.

Noti fi cati on Procedure:

| ndi viduals wi shing to inquire whether this system of records
contains information about them should contact the agency or
the O fice where application was made or exam nati on was
taken. Individuals nust provide the follow ng information for

their records to be |ocated and identified:

a. Nane.

b. Date of birth.

c. Social security nunber.

d. Identification nunber (if known).

e. Approxi mate date of record.

f. Title of exam nation or announcenent w th which concerned.

g. Geographic area in which consideration was requested.

Record Access Procedure:
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Specific materials in this system have been exenpted from
Privacy Act provisions at 5 U.S.C. (c)(3) and (d), regarding

access to records.

The section of this notice titled "Systens Exenpted from
Certain Provisions of the Act" indicates the kind of materi al
exenpted and the reasons for exenpting them from access.

I ndi vi dual s wi shing to request access to their non-exenpt
records should contact the agency or the Ofice where
application was nade or exam nation was taken. |ndividuals
must provide the followng information for their records to be

| ocated and identified:

a. Nane.

b. Date of birth.

c. Social security nunber.

d. Identification nunber (if known).

e. Approxi mate date of record.

f. Title of exam nation or announcenent w th which concerned.

g. Geographic area in which consideration was requested.

| ndi vi dual s requesting access nust also conply with the
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Ofice's Privacy Act regulations on verification of identity

and access to records (5 CFR 297).

Cont esting Record Procedure:

Specific materials in this system have been exenpted from
Privacy Act provisions at 5 U S. C. 552a(d), regarding
amendnent of records. The section of this notice titled
"Systens Exenpted from Certain Provisions of the Act™

i ndi cates the kinds of material exenpted and the reasons for
exenpting them from anendnent. An individual may contact the
agency or the Ofice where the application is filed at any
time to update qualifications, education, experience, or other

data naintained in the system

Such regul ar adm nistrative updating of records should not be
request ed under the provisions of the Privacy Act. However,

i ndi vi dual s wi shing to request anmendnent of other records
under the provisions of the Privacy Act should contact the
agency or the Ofice where the application was nade or the
exam nation was taken. |Individuals nust provide the follow ng

information for their records to be |located and identified:

91



a. Nane.

b. Date of birth.

c. Social security nunber.

d. Identification nunber (if known).

e. Approxi mate date of record.

f. Title of exam nation or announcenent w th which concerned.

g. Geographic area in which consideration was requested.

| ndi vi dual s requesting anendnent nust also conply with the
Ofice's Privacy Act regulations on verification of identity

and anendnment of records (5 CFR 297).

NOTE 5-1n responding to an inquiry or a request for access or
anmendnent, resource specialists may contact the Ofice's area
of fice that provides exam ning and rating assistance for help

in processing the request.

Record Source Categories:

Information in this systemof records conmes fromthe
i ndividual to whomit applies or is derived frominformation

t he individual supplied, reports from nmedi cal personnel on
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physi cal qualifications, results of exam nations that are nmade
known to applicants, agencies, and Ofice records, and
vouchers supplied by references or other sources that the

applicant lists or that are devel oped.

Systens Exenpted from Certain Provisions of the Act:

This system contains investigative materials that are used
solely to determ ne the appropriateness of a request for
approval of an objection to an eligible' s qualifications for
Federal civilian enploynment or vouchers received during the
processing of an application. The Privacy Act, at 5 U S. C
552a(k)(5), permts an agency to exenpt such investigative
material fromcertain provisions of the Act, to the extent
that rel ease of the material to the individual whomthe

informati on i s about woul d--

a. Reveal the identity of a source who furnished information
to the Governnent under an express prom se (granted on or
after Septenber 27, 1975) that the identity of the source

woul d be held in confidence; or
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b. Reveal the identity of a source who, prior to Septenber 27
1975, furnished information to the Government under an inplied
prom se that the identity of the source would be held in

confi dence.

This system contains testing and exam nation materials used
solely to determ ne individual qualifications for appointnent
or pronmotion in the Federal service. The Privacy Act, at 5
U S. C. 552a(k)(6), permts an agency to exenpt all such
testing or exam nation material and information fromcertain
provi sions of the Act, when disclosure of the material would
conprom se the objectivity or fairness of the testing or

exam nation process. The Ofice has clainmed exenptions from
the requirenments of 5 U S.C. 552a(d), which relate to access

to and anendment of records.

The specific material exenpted include, but are not limted

to, the follow ng:

a. Answer keys.
b. Assessnent center exercises.

c. Assessnment center exercise reports.
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d. Assessor guidance materi al.

e. Assessnent center observation reports.

f. Assessment center sumary reports.

g. O her applicant appraisal methods, such as perfornmance
tests, work sanples and sinulations, mniature training and
eval uati on exercises, structured interviews, and their

associ ated eval uation gui des and reports.

h. Item analyses and simlar data that contain test keys and
item response dat a.

i. Ratings given for validating exam nations.

j. Rating schedules, including crediting plans and scoring
formul as for other selection procedures.

k. Rating sheets.

| . Test booklets, including the witten instructions for their
preparation and automated versions of tests and rel ated
selection materials and their conpl ete docunentati on.

m Test itemfiles.

n. Test answer sheets.
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OPM GOVT- 6

Syst em Nane:

Per sonnel Research and Test Validation Records.

System Locat i on:

Director, Ofice of Personnel Resources and Devel opnent,

Enpl oynment Servi ce, Room 6500, O fice of Personnel Managenent,
1900 E Street, NW, Washington, D.C. 20415-9200; OPMs Service
Centers, and agency personnel offices (or other designated

of fi ces) conducting personnel research.

Cat egories of Individuals Covered by the System

Current and former Federal enpl oyees, applicants for Federal
enpl oynment, current and fornmer State and | ocal governnent

enpl oyees, and applicants for State and | ocal governnent

enpl oynment, selected private sector enployees, and applicants

for sanple conparison groups.
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Cat egories of Records in the System

These records include information on education and enpl oynent
hi story, test scores, responses to test itenms and
guestionnaires, interview data, and ratings of supervisors
regardi ng the individuals to whomthe records pertain.

Addi tional information (race, national origin, disability
status, and background) is collected fromapplicants for

certai n exan nati ons.

Aut hority for Maintenance of the Systemincludes the follow ng

wi th any revisions or amendnents:

5 U S . C 1303, 3301, and 4702.

Pur poses:

These records are collected, maintained, and used by the

O fice or other Federal agencies for the construction,

anal ysis, and validation of witten tests and ot her assessnent
instrunments used in personnel selection and appraisal, other

assessment instruments used in personnel selection and
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apprai sal, and for research on and eval uati on of

per sonnel / or gani zat i onal managenent and staffing nethods,

i ncl udi ng workforce effectiveness studies. Agencies and the
O fice may provide each other with data collected in support
of these functions. Such research includes studi es extending
over a period of tine (longitudinal studies). Private sector
data are used in research only, to evaluate Federal study
resul ts agai nst non-Federal conparison groups. Race and
national origin data are used by the Ofice or other agencies
to evaluate the role and effects of selection procedures in
the total enployee staffing process. Use of these race and
national origin data is limted to such eval uati on, oversi ght
and research projects conducted by the enpl oyi ng agenci es or
the O fice. The records may al so be used by the Ofice or

ot her Federal agencies to |locate individuals for personnel
research. Data are collected on a project-by-project basis
under conditions assuring the confidentiality of the
information. No personnel action or selection is made using

t hese research records.

Routi ne Uses of Records Miintained in the System Including

Cat egories of Users and the Purposes of Such Uses:
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Under normal circunstances, no individually identifiable
records will be provided. However, under those unusual

ci rcunst ances when an individually identifiable record is
required, proper safeguards will be maintained to protect the
information collected fromunwarranted i nvasi on of personal
privacy. Such protection nmust be specified in witing by the
requester and, to the satisfaction of the agency official
responsi bl e for maintaining the data, indicate that the
proposed use of the data is in conpliance with the letter and
spirit of the Privacy Act. Under these circunstances, the

routi ne uses are as foll ows:

a. By the OPM or enpl oyi ng agency mai ntaining the records to

| ocate individuals for personnel research or survey responses
and in the production of summary descriptive statistics and
anal ytical studies in support of the function for which the
records are collected and mai ntained, or for related workforce
studies. Wile published statistics and studi es do not
contain individual identifiers, in sone instances the

sel ection of elenents of data included in the study may be
structured in such a way as to nmake the data individually

identifiable by inference.
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b. To furnish personnel records and information to the Equal
Enpl oyment Cpportunity Comm ssion for use in determning the
exi stence of adverse inpact in the total selection program
reviewi ng allegations of discrimnation, or assessing the

status of conpliance wth Federal |aw.

c. To furnish information to the Merit Systens Protection
Board or the Ofice of the Special Counsel in connection with
actions by offices relating to allegations of discrimnatory

practices on the part of an agency or one of its enpl oyees.

d. To disclose, in response to a request for discovery or for
appearance of a witness, information that is relevant to the
subj ect matter involved in a pending judicial or

adm ni strative proceeding.

e. To disclose information to another Federal agency, to a
court, or a party in litigation before a court or in an

adm ni strative proceedi ng bei ng conducted by a Federal agency,
when the Governnent is a party to the judicial or

adm ni strative proceedi ng.
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f. To disclose information to the Departnent of Justice, or in
a proceedi ng before a court, adjudicative body, or other
adm ni strative body before which the agency is authorized to

appear, when:

1. the agency, or any conponent thereof; or

2. any enpl oyee of the agency in his or her official

capacity; or

3. any enployee of the agency in his or her individual
capacity where the Departnent of Justice or the agency has

agreed to represent the enpl oyee; or

4. the United States, where the agency determ nes that
litigation is likely to affect the agency or any of its

conponent s,

is a party to litigation or has an interest in such
litigation, and the use of such records by the Departnent of
Justice or the agency is deened by the agency to be rel evant

and necessary to the litigation, provided, however, that in
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each case it has been determned that the disclosure is
conpatible with the purpose for which the records were

col | ect ed.

g. To provide information to a congressional office fromthe
record of an individual in response to a request fromthat

congressional office nmade at the request of that individual.

h. To provide aggregate data to non-Federal organi zations
participating in workforce studies. These data will be
limted to individuals associated with the organi zation
requesting the data or to data aggregated for al

organi zations in a study.

i. To disclose information to contractors, grantees, or
vol unteers performng or working on a contract, service,
grant, cooperative agreenent, or job for the Federal

Gover nnent .

J. To disclose research records to a court or other body in

canera when tests and ot her assessnent instrunents are
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i nvol ved.

Policies and Practices for Storing, Retrieving, Safeguarding,

and Retention and D sposing of Records in the System

St or age:

These records are maintained in file folders, disks, magnetic

tape, CD Rom and optical disks.

Retrievability:

Records are generally maintained by project. Personal
information can be retrieved by nane or personal identifier
only for certain research projects such as those involving

| ongi tudi nal studi es.

Saf eguar ds:

Records are kept in locked files in a |ocked roomw th access
limted to authorized staff. Access to tape, disk, and other

files used in data processing will be only by authorized
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staff.

Ret enti on and Di sposal:

Records are retained for 2 years after conpletion of the

proj ect unless needed in the course of litigation or other

adm ni strative actions involving a research or test validation
survey. Records collected for longitudinal studies will be
mai ntai ned indefinitely. Mnual records are destroyed by

shreddi ng or burning and nagnetic tapes and di sks are erased.

Syst em Manager and Address:

Director, Ofice of Personnel Resources and Devel opnent,
Enpl oynent Servi ce, Room 6500, O fice of Personnel Managenent,

1900 E Street, NW, Washington, D.C. 20415-9200.

Noti fi cati on Procedure:

| ndi vi duals wi shing to inquire whether this system of records
contains information about them should contact the system

manager, the OPMregional office servicing the State where
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they are enployed, or their enploying agency's personnel
office. Individuals nmust furnish the follow ng information

for their records to be |located and identified:

a. Full nane.

b. Date of birth.

c. If knowmn, the title, tine, and/or place of the research
study in which the individual participated.

d. Social security nunber.

e. Signature.

Record Access Procedure:

Specific materials in this system have been exenpted from
Privacy Act provisions at 5 U S.C. 552a(d), regardi ng access
to records. The section of this notice titled "Systens
Exenpted from Certain Provisions of the Act" indicates the
kinds of material exenpted and the reasons for exenpting them
fromaccess. Individuals wi shing to request access to non-
exenpt records should contact the appropriate office listed in
the Notification Procedure section. Individuals must furnish

the following information for their records to be | ocated and
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identified:

a. Full nane.

b. Date of birth.

c. If knowmn, the title, tine, and/or place of the research
study in which the individual participated.

d. Social security nunber.

e. Signature.

| ndi vi dual s requesting access nust also conply with the
O fice's Privacy Act regulations on verification of identity

and access to records (5 CFR 297).

Cont esting Record Procedure:

Specific materials in this system have been exenpted from
Privacy Act provisions at 5 U S. C. 552a(d) regardi ng anendnment
of records. The section of this notice titled "Systens
Exenpted from Certain Provisions of the Act" indicates the
kinds of materials exenpted and the reasons for exenpting them
fromanmendnent. Individuals wishing to request anendnent of

any non-exenpt records should contact the appropriate office
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listed in the Notification Procedure section. Individuals
must furnish the followng information for their records to be

| ocated and identified:

a. Full nane.

b. Date of birth.

c. If knowmn, the title, tine, and/or place of the research
study in which the individual participated.

d. Social security nunber.

e. Signature.

| ndi vi dual s requesti ng anendnent nust also conply with the
O fice's Privacy Act regulations on verification of identity

and anendnment of records (5 CFR 297).

Record Source Categories:

I ndi vi dual applicants and enpl oyees; supervisors; assessmnent
center assessors; and agency or Ofice personnel files and
records (e.g., race, sex, national origin, and disability
status data from OPM GOVT-1 and OPM GOVT-7 systens of

records).
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Systens Exenpted from Certain Provisions of the Act:

This system contains testing and exam nation materials that
are used solely to determ ne individual qualifications for
appoi ntnent, career devel opnent, or pronotion in the Federal
service. The Privacy Act, at 5 U S.C. 552a(k)(6), permts an
agency to exenpt all such testing and exam nation material and
information fromcertain provisions of the Act, when the

di scl osure of the material would conprom se the objectivity or
fairness of the testing or exam nation process. The Ofice
has cl ai mred exenptions fromthe requirenments of 5 U. S. C

552a(d), which relates to access to and anendnent of records.

This system contains records required to be maintai ned and
used solely for statistical purposes. The Privacy Act, at 5
U S.C. 552a(k)(4), permts an agency to exenpt all such
statistical records fromcertain provisions of the Act, when
the disclosure of the material would conprom se the
objectivity and fairness of these records. The Ofice has

cl ai mred exenptions fromthe requirenents of 5 U S. C. 552a(d),

which relates to access to and anendnent of records.
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The specific materials exenpted include, but are not limted

to, the follow ng:

a. Answer keys.

b. Assessnent center and interview exercises.

c. Assessnment center and interview exercise reports.

d. Assessor guidance materi al.

e. Assessnent center observation reports.

f. Assessnent center and interview summary reports.

g. O her applicant appraisal methods, such as perfornmance
tests, work sanmples and sinulations, mniature training and
eval uati on exercises, interviews, and reports.

h. Item analyses and simlar data that contain test keys and
itemresponse data.

i. Ratings given for validating exam nations.

j. Rating schedules, including crediting plans and scoring
formul as for other selection procedures.

k. Ratings sheets.

| . Test booklets, including the witten instructions for their
preparation and autonated versions of tests and rel ated
selection materials and their conpl ete docunentati on.

m Test itemfiles.
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n. Test answer sheets.

0. Those portions of research and devel opnent files that could
specifically reveal the contents of the above exenpt

docunent s.

p. Performance appraisals for research purposes.
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OPM GOVT-7

Syst em Nane:

Applicant Race, Sex, National Oigin, and Disability Status

Recor ds.

System Locati on:

Records in this systemmay be | ocated in the follow ng

of fices:

a. Director Ofice of Personnel Resources and Devel opnent,
Enpl oynment Service, Ofice of Personnel Managenent, 1900 E

Street, NW, Wshington, D.C. 20415.

b. Ofice of Diversity, Enploynent Service, Ofice of
Per sonnel Managenent, 1900 E Street, NW, Washington, D.C,

20415.

c. OPMs Service Centers, and any register-holding offices

under the jurisdiction of the Service Center.
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Cat egories of Individuals Covered by the System

Current and fornmer Federal enployees and individuals who have

applied for Federal enploynent, including--

a. Applicants for exam nations adm nistered either by the

O fice or by enployi ng agenci es.

b. Applicants on registers or in inventories by the Ofice and

subject to its regul ations.

c. Applicants for positions in agencies having direct hiring
authority and using their own exam ning procedures in

conpliance with the Ofice regul ations.

d. Applicants whose records are retained in an agency's Equal
Qpportunity Recruitnment file (including any file an agency

mai ntai ns on current enpl oyees from under-represented groups).

e. Applicants (including current and former Federal enpl oyees)
who apply for vacanci es announced under an agency's nerit

pronotion pl an.
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Cat egories of Records in the System

The records include the individual's nane; social security
nunber; date of birth; statement of major field of study; type
of current or forner Federal enploynent status (e.g., career
or tenporary); applications show ng work and educati on
experience; and race, sex, national origin, and disability

st at us dat a.

NOTE- The race and national origin information in this system
is obtained by three alternative nethods: (1) use of an
agency's OVB approved formon which individuals identify

t hensel ves as to race and national origin;

(2) by visual observation (race) or know edge of an

i ndi vidual 's background (national origin); or (3) at the
agency's option, fromthe OPM GOVT-1 systemin the case of
applicants who are current Federal enployees. Disability
status is obtained by use of Standard Form 256, "Self

| dentification of Medical Disability,” which allows for a

description by self-identification of the handi cap.

Aut hority for Maintenance of the Systemincludes the follow ng
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Wi th any revisions or amendnents:

5 U S.C. 7201, Sections 4A, 4B, 15A(1) and (2), 15B(11), and
150(11); Uniform Gui deli nes on Enpl oyee Sel ecti on Procedures
(1978); 43 FR 38297 et seq. (August 25, 1978); 29 CFR 720. 301,

and 29 CFR 1613. 301.

Pur poses:

These records are used by OPM and agencies to --

a. Eval uate personnel /organi zati onal neasurenent and sel ection

met hods.

b. Inplenment and eval uate agency affirmative enpl oynent

progr ans.

c. Inplenent and eval uate agency Federal Equal QOpportunity
Recruitment Prograns (including establishment of mnority

recruitnment files).

d. Enable the Ofice to neet its responsibility to assess an
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agency's inplenentation of the Federal Equal Opportunity

Recrui t nent Program

e. Determ ne adverse inpact in the selection process as
required by the Uniform Guidelines cited in the Authority

section above. (See also "Questions and Answers," on those

Gui del i nes published at 44 FR 11996, March 2, 1979.)

f. Enable reports to be prepared regardi ng breakdowns by race,
sex, and national origin of applicants (by exans taken, and on

the selection of such applicants for enpl oynent).

g. To locate individuals for personnel research.

NOTE 1- These data are maintai ned under conditions that ensure
that the individual's identification as to race, sex, national
origin, or disability status does not acconpany t hat

i ndi vidual"s application nor is otherwi se nade known when the

i ndi vidual is under consideration by a selecting official.

Routi ne Uses of Records Miintained in the System Including

Cat egories of Users and the Purposes of Such Uses:
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a. To disclose information to the Equal Enploynment Qpportunity
Comm ssion (EEOCC), in response to its request for use in the
conduct of an exam nation of an agency's conpliance with
affirmative action plan instructions and the Uniform

Gui del i nes on Enpl oyee Sel ection Procedures (1978), or other
requi renents i nposed on agencies under EECC authorities in

connection wth agency Equal Enploynent Qpportunity prograns.

b. To disclose information to the Merit Systens Protection
Board or the Ofice of the Special Counsel in connection with
t he processi ng of appeals, special studies relating to the
civil service and other nerit systenms in the executive branch,
investigations into allegations of prohibited personnel
practices, and such other functions; e.g., as prescribed in 5

U S. C chapter 12, or as may be authorized by |aw

c. By the Ofice or enploying agency maintaining the records
to |l ocate individuals for personnel research or survey
response and in the production of summary descriptive
statistics and anal ytical studies in support of the function
for which the records are collected and mai ntai ned, or for

rel ated workforce studies. Wile published statistics and
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studi es do not contain individual identifiers, in sone
i nstances the selection of elenents of data included in the
study may be structured in such a way as to nake the data

individually identifiable by inference.

d. To disclose information to a Federal agency in response to
its request for use in its Federal Equal Opportunity
Recruitnment Programto the extent that the information is

rel evant and necessary to the agency's efforts in identifying

possi bl e sources for mnority recruitmnent.

e. To provide information to a congressional office fromthe
record of an individual in response to an inquiry fromthe

congressional office nmade at the request of that individual.

f. To disclose information to another Federal agency, to a
court, or a party in litigation before a court or in an

adm ni strative proceedi ng being conducted by a Federal agency,
when the Governnent is party to a judicial or admnistrative

pr oceedi ng.

g. To disclose information to the Departnent of Justice, or in
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a proceedi ng before a court, adjudicative body, or other
adm ni strative body before which the agency is authorized to

appear, when

1. the agency, or any conponent thereof; or

2. any enpl oyee of the agency in his or her official

capacity; or

3. any enpl oyee of the agency in his or her individual
capacity where the Departnent of Justice or the agency has

agreed to represent the enpl oyee; or

4. the United States, where the agency determ nes that
litigation is likely to affect the agency or any of its

conponent s,

is a party to litigation or has an interest in such

litigation, and the use of such records by the Departnment of
Justice or the agency is deened by the agency to be rel evant
and necessary to the litigation, provided, however, that in

each case it has been determ ned that the disclosure is
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conpati ble with the purpose for which the records were

col | ect ed.

h. To disclose, in response to a request for discovery or for
appearance of a witness, information that is relevant to the
subj ect

matter involved in a pending judicial or admnistrative

pr oceedi ng.

i. To disclose information to contractors, grantees, or

vol unteers performng or working on a contract, service, grant

cooperative agreenent, or job for the Federal Governnent.

Policies and Practices for Storing, Retrieving, Safeguarding,

and Retaining and D sposing of Records in the System

St or age:

These records are maintained in file folders and on nagnetic

t ape and di sks.
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Retrievability:

Records are retrieved by the nane and social security nunber

of the individuals on whomthey are naintained.

Saf eguar ds:

Records are retained in | ocked netal filing cabinets in a
secured roomor in a conputerized system accessi bl e by

confidential passwords issued only to specific personnel.

Ret enti on and Di sposal :

Records are generally retained for 2 years, except when needed
to process applications or to prepare adverse inpact and
related reports, or for as long as an application is stil

under consideration for selection purposes. Wen records are
needed in the course of an adm nistrative procedure or
l[itigation, they may be maintained until the adm nistrative
procedure or litigation is conpleted. Manual records are

shredded or burned and nmagnetic tapes and di sks are erased.
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NOTE 2-When an agency retains an automated version of any of
the records in this system nmaintenance of that record beyond
t he above retention schedules is permtted for historical or
statistical analysis, but only so long as the record i s not
used in a determnation directly affecting the individual
about whomthe record pertains after the prescribed

destruction date.

Syst em Manager and Address:

Director, Ofice of Personnel Resources and Devel opnent,
Enpl oynment Service, Ofice of Personnel Managenent, 1900 E

Street, NW, Wshington, D.C. 20415.

Noti fication Procedure:

Those individuals wshing to inquire if this system contains
i nformati on about them should contact the system nanager;
OPM s Service Centers covering the |ocations where the
application for Federal enploynment was filed; or the
personnel, Equal Enploynment CQpportunity, or Equal Enpl oynment

Qpportunity Recruitnent office or other designated office
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where they took an exam filed an application, or where they
are enployed. Individuals nust furnish the foll ow ng

information for their records to be |located and identifi ed:

a. Nane.

b. Social security nunber.

c. Title of exam nation, position, or vacancy announcenent for
whi ch they fil ed.

d. The OPM or enpl oying agency office where they are enpl oyed
or submtted the information.

e. Signature.

Record Access Procedure:

I ndi vi dual s wi shing to request access to records about

t hensel ves shoul d contact the appropriate office shown in the
Notification Procedure section. Individuals nust furnish the
following information for their records to be | ocated and

identified:

a. Nane.

b. Social security nunber.
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c. Title of exam nation, position, or vacancy announcenent for
whi ch they fil ed.

d. The OPM or enpl oying agency office where they are enpl oyed
or submtted the information.

e. Signature.

An i ndividual requesting access nust also follow OPM s Privacy
Act regul ations on verification of identity and access to

records (5 CFR 297).

Cont esting Record Procedure:

I ndi vi dual s wi shing to request amendnent of their records
shoul d contact the appropriate office shown in the
Notification Procedure section. Individuals nust furnish the
following information for their records to be | ocated and

identified.

a. Nane.
b. Social security nunber.
c. Title of exam nation, position, or vacancy announcenent for

whi ch they fil ed.
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d. The OPM or enpl oying agency office where they are enpl oyed
or submtted the information.

e. Signature.

An i ndividual requesting anendnment nust also follow OPM s
Privacy Act regulations on verification of identity and

amendnent of records (5 CFR 297).

Record Source Categories:

Information is provided by the individual to whomthe record
pertains, on forns approved by the Ofice of Managenent and
Budget or is obtained directly from other agency or OPM
records (e.g., race, sex, national origin, and disability
status data may be obtained fromthe OPM GOVT-1, GCeneral

Per sonnel Records system
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OPM GOVT-8 [ Reserved]
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OPM GOVT-9

Syst em Nane:

File on Position C assification Appeals, Job G ading Appeals,
Ret ai ned Grade or Pay Appeals, and Fair Labor Standard Act

(FLSA) d ains and Conpl ai nts.

System Locat i on:

These records are located at the Ofice of Personnel
Managenent, 1900 E Street NW, Washington, D.C. 20415, OPM
Oversight D vision Ofices, agency personnel offices (or other

designated offices), and Federal records centers.

Cat egori es of Individuals Covered by the System

a. Current and former Federal enpl oyees who have filed a

position classification appeal or a job grading appeal with a

U S. Ofice of Personnel Managenment Oversight Division

Ofice, or wth their agency.
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b. Current and fornmer Federal enpl oyees who have filed a

retai ned grade or pay appeal with a U S. Ofice of Personnel
Managenent Oversight D vision Ofice.

c. Current and former Federal enpl oyees who have filed a claim
or conplaints under the Fair Labor Standards Act (FLSA) with a
U S. Ofice of Personnel Managenent Oversight office or with

t heir agency.

Cat egories of Records in the System

This system of records contains information or docunents
relating to the processing and adjudi cation of a position
classification appeal, job grading appeal, retained grade or
pay appeal, or FLSA claimor conplaint. The records nmay

i nclude information and docunents regardi ng a personnel action
of the agency involved and the decision or determ nation
rendered by an agency regardi ng the classifying or gradi ng of
a position, whether an enployee is to remain in a retained
grade or pay category, the FLSA exenption status of an

enpl oyee, or other FLSA clainms or conplaints. This system may
al so include transcripts of agency hearings and statenents

from agency enpl oyees.
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NOTE 1-This systemnotice al so covers agency files created
when: (a) an enpl oyee appeals a position classification or

j ob grading decision to OPMor within the agency regardl ess of
whet her that agency appeal decision is further appealed to
OPM and (b) an enployee files a retained grade or pay appea
with OPM and (c) FLSA clainms or conplaints submtted to OPM
or to the agency regardl ess of whether the agency decision is

t he subject of an FLSA claimor conplaints submtted to OPM

Aut hority for Maintenance of the Systemincludes the follow ng

wi th any revisions or amendnents:

5 U S. C 5112, 5115, 5346, and 5366, for position
cl assification appeals, job grading appeals, and retained
grade or pay appeals. 29 U S.C 204(f) for FLSA clains and

conpl ai nt s.

Pur pose:

These records are primarily used to docunent the processing
and adj udication of a position classification appeal, job

gradi ng appeal, retained grade or pay appeal, or FLSA claimor
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conplaint. Internally, OPM nay use these records to |ocate

i ndi vi dual s for personnel research.

Routi ne Uses of Records Miintained in the System Including

Cat egories of Users and the Purpose of Such Uses:

These records and information in these records nay be used:

a. To disclose pertinent information to the appropriate
Federal, State, or |ocal governnent agency responsible for
i nvestigating, prosecuting, enforcing, or inplenenting a
statute, rule, regulation, or order, when the disclosing
agency becones aware of an indication of a violation or

potential violation of civil or crimnal |aw or regulation.

b. To disclose information to the Ofice of Managenent and
Budget at any stage in the |egislative coordination and
cl earance process in connection with private relief

| egislation as set forth in OVMB G rcul ar No. A-19.

c. To provide information to a congressional office fromthe

record of an individual in response to an inquiry fromthat
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congressional office nmade at the request of that individual.

d. To disclose information to any source from whi ch additiona
information is requested in the course of adjudicating a
position classification appeal, job grading appeal, retained
grade or pay appeal, or FLSA claimor conplaint to the extent
necessary to identify the individual, informthe source of the
pur pose(s) of the request, and identify the type of

i nformati on request ed.

e. To disclose information to a Federal agency, in response to
its request, in connection with the hiring, retaining or

assi gning of an enpl oyee, issuing a security clearance,
conducting a security or suitability investigation of an

i ndi vi dual, classifying positions, and nmaki ng FLSA exenpti on
status determ nations, or adjudicating FLSA clainms and
conplaints to the extent that the information is rel evant and

necessary to the requesting agency's decision on the nmatter.

f. To disclose information to another Federal agency, to a
court, or a party in litigation before a court or in an

adm ni strative proceedi ng being conducted by a Federal agency,
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when the Governnent is a party to the judicial or

adm ni strative proceedi ng.

g. To disclose information to the Departnent of Justice, or in
a proceedi ng before a court, adjudicative body, or other
adm ni strative body before which the agency is authorized to

appear, when:

1. the agency, or any conponent thereof; or

2. any enpl oyee of the agency in his or her official

capacity; or

3. any enpl oyee of the agency in his or her individual
capacity where the Departnent of Justice or the agency has

agreed to represent the enpl oyee; or

4. the United States, where the agency determ nes that
litigation is likely to affect the agency or any of its

conponent s,

is a party to litigation or has an interest in such
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litigation, and the use of such records by the Departnment of
Justice or the agency is deened by the agency to be rel evant
and necessary to the litigation, provided, however, that in
each case it has been determ ned that the disclosure is
conpati ble with the purpose for which the records were

col | ect ed.

h. By the Ofice or an agency in the production of sunmary
descriptive statistics and anal ytical studies in support of
the function for which the records are collected and

mai nt ai ned, or for related workforce studies. While published
statistics and studies do not contain individual identifiers,
in some instances the selection of elenments of data included
in the study may be structured in such a way as to nake the

data individually identifiable by inference.

i. By the National Archives and Records Administration in

records managenent inspections and its role as Archivist.

j. To disclose, in response to a request for discovery or for
appearance of a witness, information that is relevant to the

subj ect matter involved in a pending judicial or
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adm ni strative proceedi ng.

k. To disclose information to the Merit Systens Protection
Board or the Ofice of the Special Counsel in connection with
appeal s, special studies of the civil service and other nerit
systens, review of O fice rules and regul ati ons,

i nvestigations of alleged or possible prohibited personnel
practices, and such other functions; e.g., as pronulgated in 5

U S. C 1205 and 1206, or as may be authorized by | aw.

|. To disclose information to the Equal Enpl oynment OCpportunity
Comm ssi on when requested in connection with investigations
into alleged or possible discrimnation practices in the
Federal sector, exam nation of Federal affirmative enpl oynent
prograns, conpliance by Federal agencies with the Uniform

Gui del i nes on Enpl oyee Sel ection Procedures, or other
functions vested in the Comm ssion, and to otherw se ensure

conpliance with the provisions of 5 U. S.C. 7201.

m To disclose information to the Federal Labor Rel ati ons
Authority or its General Counsel when requested in connection

with investigations of allegations of unfair |abor practices
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or matters before the Federal Service |npasses Panel.

n. To disclose information to contractors, grantees, or
vol unteers performng or working on a contract, service,
grant, cooperative agreenent, or job for the Federal

Gover nnent .

Policies and Practices for Storage, Retrieval, Safeguards, and

Retenti on and Di sposal of Records in the System

St or age:

These records are maintained in file folders and bi nders and

on index cards, nmagnetic tape, disks, and mcrofiche.

Retri eval

These records are retrieved by the subject's name, and the

name of the enpl oyi ng agency of the individual on whomthe

record i s maintained.

Saf eguar ds:
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These records are located in | ockable netal filing cabinets or
automated nedia in a secured room with access limted to

t hose persons whose official duties require and such access.

Ret enti on and Di sposal:

Records related to position classification appeal, job grading
appeal, retained grade or pay appeal files, and FLSA clains or
conplaints are maintained for 7 years after closing action on
the case. Records are destroyed by shreddi ng, burning, or

erasing as appropri ate.

Syst em Manager and Address:

Assistant Director for Merit Systens Oversight, U S. Ofice

of Personnel Managenent, 1900 E Street NW, Wshington, D.C

20415.

Noti fication Procedure:

| ndi viduals wi shing to inquire whether this systemof records

contains informati on about them shoul d- -

135



a. For records pertaining to retained grade or pay appeals,
contact the system manager or the appropriate OPM Oversi ght

Division Ofice.

b. For records pertaining to a position classification appeal,
j ob gradi ng appeal, or FLSA claimor conplaint where the
appeal was nmade only to OPM contact the system manager or the

OPM Oversight Division Ofice, as appropriate.

c. For records pertaining to a position classification appeal,
a job grading appeal, or FLSA claimor conplaint filed with
both the agency and OPM contact the agency personnel officer,
ot her designated officer, or the system manager, or the OPM

Oversight Division Ofice, as appropriate.

| ndi vi dual s must furnish the following information for their

records to be |ocated and identified:

a. Full nane.
b. Date of birth.
c. Agency in which enpl oyed when the appeal, or FLSA claimor

conplaint was filed and the approxi mate date of the cl osing of
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t he case.
d. Kind of action (e.g., position classification appeal, job
gradi ng appeal, retained grade or pay appeal, or FLSA claimor

conpl ai nt).

Record Access Procedure:

| ndi vi dual s who have filed a position classification appeal,

j ob grading appeal, a retained grade or pay appeal, or FLSA
clai mor conplaint, nmust be provided access to the record.
However, after the appeal or FLSA claimor conplaint has been
cl osed, an individual may request access to the official copy
of the records by witing the official indicated in the
Notification Procedure section. Individuals nust furnish the
followng information for their records to be | ocated and

identified:

a. Full nane.

b. Date of birth.

c. Agency in which enpl oyed when appeal or FLSA cl aimor
conplaint was filed and the approxi mate date of the closing of

t he case.
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d. Kind of action (e.g., position classification appeal, job
gradi ng appeal, retained grade or pay appeal, or FLSA claimor

conpl ai nt).

I ndi vi dual s requesting access nust also follow OPM s Privacy
Act regul ations on verification of identity and access to

records (5 CFR 297).

Cont esting Record Procedure:

Revi ew of requests fromindividual s seeking anendnent of their
records that have previously been or could have been the
subject of a judicial or quasi-judicial action will be Ilimted
in scope. Review of anmendnent requests of these records wll
be restricted to determining if the record accurately
docunents the action of the agency or adm nistrative body
ruling on the case, and will not include a review of the
merits of the action, determination, or finding. Individuals
wi shing to request an anmendnent to their records to correct
factual errors should contact the appropriate official
indicated in the Notification Procedure section. |Individuals

must furnish the followng information for their records to be
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| ocated and identified:

a. Full nane.

b. Date of birth.

c. Agency in which enpl oyed when the appeal or FLSA cl ai mor
conplaint was filed and the approxi mate date of the cl osing of
t he case.

d. Kind of action (e.g., position classification appeal, job
gradi ng appeal, retained grade or pay appeal, or FLSA claimor

conpl ai nt).

| ndi vi dual s requesting anendnent of their records nust al so

follow OPM s Privacy Act regul ations on verification of

identity and anendnent of records (5 CFR 297).

Record Source Categories:

a. Individual to whomthe record pertai ns.

b. Agency and/or OPMrecords relating to the action.

c. Statenents from enpl oyees or testinony of w tnesses.
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d. Transcript of hearings.
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OPM GOVT- 10

Syst em Nane:

Enpl oyee Medical File System Records.

System Locati on:

a. For current enployees, records are |ocated in agency
medi cal , personnel, dispensary, health, safety, or other
designated offices within the agency, or contractors

perform ng a medi cal function for the agency.

b. For former enpl oyees, nost records will be located in an
Enpl oyee Medi cal Fol der (EMF) stored at the National Personnel
Records Center operated by the National Archives and Records
Adm nistration (NARA). In sone cases, agencies nmay retain for
alimtedtine (e.g., up to 3 years) sone records on forner

enpl oyees.

NOTE 1-The records in this systemof records are "owned" by
the Ofice of Personnel Managenment (O fice) and shoul d be

provided to those O fice enpl oyees who have an official need

141



or use for those records. Therefore, if an enploying agency
is asked by an O fice enployee to access the records within

this system such a request should be honored.

Cat egories of Individuals Covered by the System

Current and former Federal civilian enployees as defined in 5

U S . C 2105.

Cat egories of Records in the System

Records maintained in this systeminclude--

a. Medical records, forns, and reports conpl eted or obtained
when an individual applies for a Federal job and is

subsequent |y enpl oyed;

b. Medical records, fornms, and reports conpleted during

enpl oynent as a condition of enploynent, either by the

enpl oyi ng agency or by another agency, State or |ocal
government entity, or a private sector entity under contract

to the enploying agency;
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c. Records and pertaining and resulting fromthe testing of

t he enpl oyee for use of illegal drugs under Executive O der
12564. Such records nay be retained by the agency (e.g., by
t he agency Medical Review O ficial) or by a contractor

| aboratory. This includes records of negative results,
confirmed or unconfirned positive test results, and docunents
related to the reasons for testing or other aspects of test

results.

d. Reports of on-the-job injuries and nedical records, forns,
and reports generated as a result of the filing of a claimfor
Wor kers' Conpensation, whether the claimis accepted or not.
(The official conpensation claimfile is not covered by this
system rather, it is part of the Departnment of Labor's Ofice

of Workers' Conpensation Program (OACP) system of records.)

e. Al other nedical records, fornms, and reports created on an
enpl oyee during his/her period of enploynent, including any
retained on a tenporary basis (e.g., those designated to be
retained only during the period of service with a given
agency) and those designated for long-termretention (i.e.,

those retained for the entire duration of Federal service and
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for sone period of tinme after).

NOTE 2- Records nmi ntai ned by an agency di spensary are incl uded
in this systemonly when they are the result of a condition of

enpl oynent or related to an on-the-job occurrence.

NOTE 3- Records pertaining to enpl oyee drug or al cohol abuse
counseling or treatnent, and those pertaining to other

enpl oyee counsel i ng prograns conducted under Health Service
Program est abl i shed pursuant to 5 U.S.C. chapter 79, are not

part of this system of records.

NOTE 4-Only Routine Use "u" identified for this system of
records is applicable to records relating to drug testing
under Executive Order 12564. Further, such records shall be
di sclosed only to a very limted nunber of officials within

t he agency, generally only to the agency Medical Review
Oficial (MRO, the adm nistrator of the agency Enpl oyee

Assi stance Program and any supervisory or managenment offici al
wi thin the enpl oyee's agency having authority to take the

adverse personnel action against the enpl oyee.
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Aut hority for Maintenance of the Systemincludes the follow ng

wi th any revisions or amendnents:

Executive Orders 12107, 12196, and 12564 and 5 U.S.C. chapters

11, 31, 33, 43, 61, 63, and 83.

Pur pose:

Records in this systemof records are maintained for a variety

of purposes, which include the foll ow ng:

a. To ensure that records required to be retained on a |ong-
termbasis to neet the mandates of |aw, Executive order, or
regul ations (e.g., the Departnent of Labor's Cccupati onal
Safety and Health Adm nistration (OSHA) and OACP regul ations),

are so nmi nt ai ned.

b. To provide data necessary for proper nedical eval uations
and di agnoses, to ensure that proper treatnent is

adm nistered, and to maintain continuity of medical care.

c. To provide an accurate nedical history of the total health
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care and nmedi cal treatnment received by the individual as well
as job and/or hazard exposure docunentation and health
monitoring in relation to health status and clains of the

i ndi vi dual .

d. To enable the planning for further care of the patient.

e. To provide a record of comruni cations anong nenbers of the

health care team who contribute to the patient's care.

f. To provide a | egal docunent describing the health care

adm ni stered and any exposure incident.

g. To provide a nethod for evaluating quality of health care
rendered and j ob-health-protection including engineering
protection provided, protective equipnment worn, workplace

nmoni toring, and nedical exam nonitoring required by OSHA or by

good practice.

h. To ensure that all relevant, necessary, accurate, and
tinely data are avail able to support any nedically-rel ated

enpl oynment deci sions affecting the subject of the records
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(e.g., in connection with fitness-for-duty and disability

retirement decisions).

i. To docunent clainms filed with and the deci sions reached by
the ONCP and the individual's possible reenploynment rights

under statutes governing that program

j . To docunent enployee's reporting of on-the-job injuries or
unheal thy or unsafe working conditions, including the
reporting of such conditions to the OSHA and actions taken by

t hat agency or by the enpl oyi ng agency.

k. To ensure proper and accurate operation of the agency's

enpl oyee drug testing program under Executive Order 12564.

Routi ne Uses of Records Maintained in the System Including

Cat egories of Users and the Purpose of Such Uses:

NOTE 5-Wth the exception of Routine Use "u," none of the
ot her Routine Uses identified for this systemof records are
applicable to records relating to drug testing under Executive

Order 12564. Further, such records shall be disclosed only to
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a very limted nunber of officials within the agency,
generally only to the agency Medical Review Oficial (MO,
the adm nistrator of the agency Enpl oyee Assi stance Program
and the managenent official enpowered to recomend or take

adverse action affecting the individual.

These records and information in these records nay be used--

a. To disclose information to the Departnent of Labor,
Department of Veterans Affairs, Social Security

Adm ni stration, Federal Retirement Thrift Investnent Board, or
a national, State, or |local social security type agency, when
necessary to adjudicate a claim (filed by or on behalf of the
i ndi vidual) under a retirement, insurance, or health benefit

program

b. To disclose information to a Federal, State, or |ocal
agency to the extent necessary to conply with | aws governi ng

reporting of communi cabl e di sease.

c. To disclose information to another Federal agency, to a

court, or a party in litigation before a court or in an
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adm ni strative proceedi ng bei ng conducted by a Federal agency
when the Governnent is a party to the judicial or

adm ni strative proceedi ng.

d. To disclose information to the Departnment of Justice, or in
a proceedi ng before a court, adjudicative body, other
adm ni strative body before which the agency is authorized to

appear, when:

1. the agency, or any conponent thereof; or

2. any enpl oyee of the agency in his or her official

capacity; or

3. any enployee of the agency in his or her individual
capacity where the Departnent of Justice or the agency has

agreed to represent the enpl oyee; or

4. the United States, where the agency determ nes that

litigation is likely to affect the agency or any of its

conponent s,
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is a party to litigation or has an interest in such
litigation, and the use of such records by the Departnent of
Justice or the agency is deened by the agency to be rel evant
and necessary to the litigation, provided, however, that in
each case it has been determ ned that the disclosure is
conpatible with the purpose for which the records were

col | ect ed.

e. To disclose in response to a request for discovery or for
appearance of a witness, information that is relevant to the
subject matter involved in a pending judicial or

adm ni strative proceedi ng.

f. To disclose pertinent information to the appropriate
Federal, State, or |ocal agency responsible for investigating,
prosecuting, enforcing, or inplenenting a statute, rule,

regul ation, or order when the disclosing agency becones aware
of an indication of a violation or potential violation of

civil or crimnal |aw or regul ation.

g. To disclose information to the O fice of Managenent and

Budget at any stage in the |legislative coordination and
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cl earance process in connection with private relief

| egislation as set forth in OVMB G rcular No. A-19.

h. To disclose information to a congressional office fromthe
record of an individual in response to an inquiry fromthe

congressional office nmade at the request of that individual.

i. To disclose information to the Merit System Protection
Board or the Ofice of the Special Counsel, the Federal Labor
Rel ations Authority and its General Counsel, the Equal

Enmpl oynent Qpportunity Comm ssion, arbitrators, and hearing
exam ners to the extent necessary to carry out their

aut hori zed duti es.

J. To disclose information to survey team nenbers fromthe
Joint Conmi ssion on Accreditation of Hospitals (JCAH) when
requested in connection with an accreditation review, but only
to the extent that the information is rel evant and necessary

to neet the JCAH st andards.

k. To disclose information to the Nati onal Archives and

Records Administration in records nanagenent inspections and
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its role as Archivist.

|. To disclose information to health insurance carriers
contracting with the Ofice to provide a health benefits plan
under the Federal Enpl oyees Health Benefits Program

i nformati on necessary to verify eligibility for paynent of a

claimfor health benefits.

m By the agency maintaining or responsible for generating the
records to locate individuals for health research or survey
response and in the production of summary descriptive
statistics and analytical studies (e.g., epidem ol ogical
studies) in support of the function for which the records are
col |l ected and nmintained. Wile published statistics and
studies do not contain individual identifiers, in sone

i nstances the selection of elenents of data included in the
study m ght be structured in such a way as to nmake the data

individually identifiable by inference.

n. To disclose information to the O fice of Federal Enpl oyees
G oup Life Insurance or Federal Retirenent Thrift |nvestnent

Board that is relevant and necessary to adjudi cate cl ains.
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0. To disclose information, when an individual to whom a
record pertains is nentally inconpetent or under other |egal
disability, to any person who is responsible for the care of

the individual, to the extent necessary.

p. To disclose to the agency-appointed representative of an
enpl oyee, all notices, determ nations, decisions, or other
witten comuni cations issued to the enployee, in connection
with an exam nation ordered by the agency under nedi cal

eval uation (fornmerly Fitness for Duty) exam nations

pr ocedur es.

g. To disclose to a requesting agency, organi zation, or

i ndi vi dual the home address and ot her information concerning
those individuals who it is reasonably believed m ght have
contracted an illness or been exposed to or suffered froma

heal th hazard while enployed in the Federal workforce.

r. To disclose information to a Federal agency, in response to
its request or at the initiation of the agency maintaining the
records, in connection with the retention of an enpl oyee, the

i ssuance of a security clearance, the conducting of a
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suitability or security investigation of an individual, the
classifying of jobs, the letting of a contract, or the

i ssuance of a license, grant, or other benefit by the
requesti ng agency, or the lawful, statutory, adm nistrative,

or investigative purpose of the agency, to the extent that the
information is relevant and necessary to the requesting

agency's decision on the matter.

S. To disclose to any Federal, State, or |ocal governnent
agency, in response to its request or at the initiation of the
agency nmi ntaining the records, information relevant and
necessary to the lawful, statutory, adm nistrative, or

i nvestigatory purpose of that agency as it relates to the
conduct of job related epidem ol ogi cal research or the

i nsurance of conpliance with Federal, State, or |ocal

government | aws on health and safety in the work environnent.

t. To disclose to officials of |abor organizations recognized
under 5 U. S.C. chapter 71, anal yses using exposure or mnedical
records and enpl oyee exposure records, in accordance with the
records access rules of the Departnent of Labor's OSHA and

subject to the limtations at 29 CFR 1910.20(e)(2)(iii)(B)

154



u. To disclose the results of a drug test of a Federal

enpl oyee pursuant to an order of a court of conpetent
jurisdiction where required by the United States Governnent to
def end agai nst any chal | enge agai nst any adverse personnel

action.

v. To disclose information to contractors, grantees, or
vol unteers performng or working on a contract, service,
grant, cooperative agreenent or job for the Federal

Gover nnent .

w. To disclose records on forner Panama Canal Conmi ssi on
enpl oyees to the Republic of Panama for use in enploynment

matters.

Xx. To disclose to a requesting agency, organization, or

i ndi vi dual the hone address and other relevant information on
t hose individuals who it reasonably believed m ght have
contracted an illness or m ght have been exposed to or
suffered froma health hazard while enployed in the Federa

wor kf or ce
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Policies and Practices of Storing, Retrieving, Safeguarding,

and Retaining and D sposing of Records in the System

St or age:

Records are stored in file folders, on mcrofiche, in
el ectronic record systens, and on file cards, x-rays, or other

medi cal reports and formns.

Retrievability:

Records are retrieved by the enpl oyee's nane, date of birth
soci al security nunber, or any conbination of those

identifiers.

Saf eguar ds:

Records are stored in | ocked file cabinets or |ocked roons.

El ectronic records are protected by restricted access
procedures and audit trails. Access to records is strictly
limted to agency or contractor officials with a bona need for

the records.
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Ret enti on and Di sposal:

The EMF is nmaintained for the period of the enpl oyee's service
in the agency and is then transferred to the Nati onal

Personnel Records Center for storage, or as appropriate, to

t he next enploying Federal agency. Oher nedical records are
either retained at the agency for various lengths of tinme in
accordance with the National Archives and Records

Adm ni stration's records schedul es or destroyed when they have
served their purpose or when the enpl oyee | eaves the agency.
Wthin 90 days after the individual separates fromthe Federal
service, the EMF is sent to the National Personnel Records
Center for storage. Destruction of the EMF is in accordance
wi th General Records Schedul e-1(21). Records arising in
connection with enpl oyee drug testing under Executive O der
12564 are generally retained for up to 3 years. Records are

destroyed by shreddi ng, burning, or by erasing the disk.

Syst em Manager and Address:

a. Assistant Director for Wirkforce Information, Ofice of

Merit Systens Oversight and Effectiveness, U S. Ofice of

157



Per sonnel Managenent, 1900 E Street, NW, Washington, D.C,

20415.

b. For current Federal enpl oyees, OPM has del egated to the
enpl oyi ng agency the Privacy Act responsibilities concerning
access, anmendnent, and disclosure of the records within this

system noti ce.

Noti fication Procedure:

| ndi vi duals wi shing to inquire whether this systemof records
contains records on them should follow the appropriate

procedure |isted bel ow.

a. Current Enployees. Current enployees should contact their
enpl oyi ng agency's personnel, dispensary, health, safety,

medi cal , or other designated office responsible for

mai ntai ning the records, as identified in the agency's
internal issuance covering this system |ndividuals nust
furnish such identifying information as required by the agency

for their records to be |located and identifi ed.
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b. Former enployees. Forner enployees should contact their
former agency's personnel, dispensary, health, safety,

medi cal , or other designated office responsible for

mai ntai ning the records, as identified in the agency's
internal issuance covering this system Additionally, for
access to their EMF, they should submt a request to the
Nat i onal Personnel Records Center (Cvilian), 111 W nnebago

Street, St. Louis, Mssouri 63118.

Records Access Procedure:

a. Current enployees should contact the appropriate agency
office as indicated in the Notification Procedure section and
furnish such identifying information as required by the agency

to locate and identify the records sought.

b. Former enpl oyees should contact the appropriate agency
office as indicated in the Notification Procedure section and
furnish such identifying information as required by the agency

to locate and identify the records sought. Fornmer enpl oyees
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may al so submt a request to the National Personnel Records
Center (GCvilian), 111 Wnnebago Street, St. Louis, Mssouri,
for access to their EMF. \Wen submtting a request to the
Nati onal Personnel Records Center, the individual mnust furnish
the followng information to | ocate and identify the record

sought :

1. Full nane.

2. Date of birth,

3. Social security nunber.

4. Agency nane, date, and l|location of |ast Federal service.

5. Signature.

c. Individual s requesting access nmust also conply with the
O fice's Privacy Act regulations on verification of identity

and access to records (5 CFR 297).

Cont esti ng Records Procedure:

Because nedi cal practitioners often provide differing, but
equal ly valid nedical judgnents and opi ni ons when naki ng

medi cal evaluations of an individual's health status, review
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of requests fromindividuals seeking anendnent of their
nmedi cal records, beyond correction and updating of the
records, will be limted to consideration of including the
differing opinion in the record rather than attenpting to

determ ne whether the original opinion is accurate.

| ndi vi duals wi shing to anend their records shoul d- -

a. For a current enployee, contact the appropriate agency
office identified in the Notification Procedure section and
furnish such identifying information as required by the agency

to locate and identify the records to be anended.

b. For a fornmer enployee, contact the appropriate agency
office identified in the Notification Procedure section and
furnish such identifying information as required by the agency
to locate and identify the record to be anended. Forner

enpl oyees may al so submt a request to amend records in their
EMF to the system manager. Wen submtting a request to the
system manager, the individual must furnish the follow ng

information to | ocate and identify the records to be anended:
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1. Full nane.

2. Date of birth,

3. Social security nunber.

4. Agency nane, date, and l|location of |ast Federal service.

5. Signature.

c. Individual s seeking anendnent of their records nust also

follow the Ofice's Privacy Act regul ations on verification of

identity and anendnent of records (5 CFR 297).

Records Source Categori es:

Records in this systemare obtained front-

a. The individual to whomthe records pertain.

b. Agency enpl oyee health unit staff.

c. Federal and private sector nedical practitioners and

treatnment facilities.

d. Supervi sors/ managers and ot her agency officials.
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e. O her agency records.
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