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ROUTINE USES OF RECORDS MAINTAINED IN THE
SYSTEM, INCLUDING CATEGORIES OF USERS AND
PURPOSES OF SUCH USES:

1. Disclosure may be made to the
Office of Personnel Management for
salary approval.

2. Disclosure may be made to a
congressional office from the record of
an individual in response to an inquiry
from the congressional office made at
the request of that individual.

3. Disclosure may be made to the
Department of Justice, or to a court or
other tribunal from this system of
records, when (a) HHS, or any
component thereof; or (b) any HHS
employee in his or her official capacity;
or (c) any HHS employee in his or her
individual capacity where the
Department of Justice (or HHS, where it
is authorized to do so) has agreed to
represent the employee; or (d) the
United States or any agency thereof
where HHS determines that the
litigation is likely to affect HHS or any
of its components, is a party to litigation
or has an interest in such litigation, and
HHS determines that the use of such
record by the Department of Justice, the
court or the tribunal is relevant and
necessary to the litigation and would
help in the effective representation of
the governmental party, provided,
however, that in each case HHS has
determined that such disclosure is
compatible with the purpose for which
the records were collected.

POLICIES AND PRACTICES FOR STORING,
RETRIEVING, ACCESSING, RETAINING AND
DISPOSING OF RECORDS IN THE SYSTEM:

STORAGE:
Records are stored in file folders.

RETRIEVABILITY:
Records are retrieved by name.

SAFEGUARDS:

1. Authorized users: Access limited to
system manager and staff. Other one-
time and special access by other
employees is granted on a need to know
basis as specifically authorized by the
system manager.

2. Physical safeguards: Records are
stored in local cabinets in offices which
are locked during off-duty hours.

3. Procedural safeguards: Access to
the files is strictly controlled by
employees who maintain the files.
Records may be removed from files only
at the request of the system manager or
other authorized personnel.

RETENTION AND DISPOSAL:

Records are retained and disposed of
under the authority of the NIH Records
Control Schedule contained in NIH
Manual Chapter 1743, Appendix 1—

‘‘Keeping and Destroying Records’’
(HHS Records Management Manual,
Appendix B–361), item 2300–320–1,
which allows records to be destroyed
after a maximum period of 2 years after
completion of grants associate
appointment.

SYSTEM MANAGER AND ADDRESS:
Director, HSA Development Programs,

NIH, Building 31, Room 5B35, 9000
Rockville Pike, Bethesda, MD 20892.

NOTIFICATION PROCEDURE:
Write to the System Manager to

determine if a record exists. The
requester must also verify his or her
own identity by providing either a
notarization of the request or a written
certification that the requester is who he
or she claims to be and understands that
the knowing and willful request for
acquisition of a record pertaining to an
individual under false pretenses is a
criminal offense under the Act subject
to a five thousand dollar fine.

RECORD ACCESS PROCEDURE:
Same as notification procedure above.

Requesters should also reasonably
specify the record contents being
sought. Individuals may also request
listings of accountable disclosures that
have been made of their records, if any.

CONTESTING RECORD PROCEDURE:
Write to the official specified under

the notification procedures above, and
reasonably identify the record and
specify the information being contested,
the corrective action sought and your
reason for requesting the correction,
along with supporting information
showing how the record is inaccurate,
incomplete, untimely, irrelevant. The
right to contest records is limited to
information which is incomplete,
irrelevant, incorrect, or untimely
(obsolete).

RECORD SOURCE CATEGORIES:
The subject individual, educational

institutions attended by the individual,
personal references; and the Office of
Personnel Management.

SYSTEMS EXEMPTED FROM CERTAIN PROVISIONS
OF THE ACT:

None.
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SYSTEM NAME:
Administration: Health Records of

Employees, Visiting Scientists, Fellows,
Contractors and Others who Receive
Medical Care Through the Employee
Health Unit, HHS/NIH/ORS.

SECURITY CLASSIFICATION:
None.

SYSTEM LOCATION:
Building 10 and 13, NIH, 9000 Rockville

Pike, Bethesda, MD 20892;
Westwood Building, 5333 Westbard

Ave., Bethesda, MD 20892;
Parklawn Building, 5600 Fishers Lane,

Rockville, MD 20857;
Rocky Mountain Laboratories,

Hamilton, Montana 59840.

CATEGORIES OF INDIVIDUALS COVERED BY THE
SYSTEM:

Employees, fellows, visiting
scientists, relatives of inpatients,
visitors, contractors, and others who
receive medical care through the
Employee Health Unit.

CATEGORIES OF RECORDS IN THE SYSTEM:
Medical records.

AUTHORITY FOR MAINTENANCE OF THE SYSTEM:
5 U.S.C. 7901.

PURPOSE(S):
1. For medical treatment;
2. Upon researcher request with

individual’s written permission, release
of record for research purposes to
medical personnel;

3. Upon request by HHS personnel
offices for determination of fitness for
duty, and for disability retirement and
other separation actions;

4. For monitoring personnel to assure
that safety standards are maintained.

ROUTINE USES OF RECORDS MAINTAINED IN THE
SYSTEM, INCLUDING CATEGORIES OF USERS AND
THE PURPOSES OF SUCH USES:

1. Disclosure may be made to Federal,
State, and local government agencies for
adjudication of benefits under
workman’s compensation, and for
disability retirement and other
separation actions.

2. To district office of OPEC,
Department of Labor with copies to the
U.S. Office of Personnel Management
for processing of disability retirement
and other separation actions.

3. Upon non-HHS agency request, for
examination to determine fitness for
duty with copies to requesting agency
and to the U.S. Office of Personnel
Management.

4. Disclosure may be made to a
congressional office from the record of
an individual in response to any inquiry
from the congressional office made at
the request of the individual.

5. The Department of Health and
Human Services (HHS) may disclose
information from this system of records
to the Department of Justice, or to a
court or other tribunal, when (a) HHS,
or any component thereof; or (b) any
HHS employee in his or her official
capacity; or (c) any HHS employee in
his or her individual capacity where the
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