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Section A. Pur pose and Scope

1. This |INSTRUCTION prescribes the requirements for establishnment and
mai nt enance of the official personnel folder (OPF) for comm ssioned officers
of the Public Health Service (PHS).
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2. This INSTRUCTI ON does not apply to unofficial personnel files which may be
establ i shed and nmai ntained at the facilities to which officers are assi gnhed.
These wunofficial records my consist of training records, financia
managenment records, travel and transportation docunents, approval of outside
activity requests, and ot her docunents used solely by personnel enployed at
a field station. See Federal Reqgister, Volume 48, No. 2|9, pages 5| 756
t hrough 51 757, dated Novenber |0, |983.

3. For information on the Privacy Act, see | NSTRUCTI ON 7, Subchapter CC26.1, of
this manual, "Rights and Responsibilities of PHS Conm ssioned Officers Under
the Privacy Act of 1974."

Section B. Authority

Aut hority to admnister the PHS Conm ssioned Corps includes the authority
governi ng the custody, use, and preservation of PHS records, papers, and property
(42 U.S.C. 216(b)). Authority to maintain the OPF for PHS comm ssi oned officers
has been del egated to the Director, Conm ssioned Personnel Operations Division
(CPOD), Ofice of Personnel Managenment (OPM), Ofice of Managenent (OM), PHS

Section C. Purpose and Use of OPFE

The OPF is the official depository for the records and reports of personne

actions effected during an officer's service in the PHS Conmi ssioned Corps. The
personnel action reports and other docunents, filed as permanent records in the
folder (see Section H of this INSTRUCTION), give legal force and effect to
personnel actions, are used to determine eligibility or entitlenments of de-
pendents, and establish an officer's rights and benefits under the pertinent | aws
and regul ati ons governing service in the PHS Conm ssi oned Cor ps.

Section D. Establishment and Miintenance of OPF

CPOD mai ntains an OPF for each officer in active, inactive, and retired status.
The OPF is established when the officer is appointed. It is naintained by CPOD
until two years after the officer's comrission is terninated or he/she dies,
except that in the case of the deceased of fi cer who has a desi gnated beneficiary
receiving an annuity or other benefit fromPHS, the OPF is nmaintained until the
annuity paynments or benefits termnate (see Section H of this | NSTRUCTI ON

concerning disposition of OPFs after the CPOD retention period). |[|f, however,
there is an action pending settlenent at the end of the retention period (e.g.,
col l ection of indebtedness, litigation, or request for correction of records),

the OPF will be retained by CPOD until the case is settled.
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Section E. Right to Contest and Anend Records

If an officer believes that information in his/her OPF is not accurate, tinely,
conplete, or relevant and necessary to acconplish a departnental function, the
of ficer may request that the infornation be corrected or del eted, provided that
the correction sought is a matter of fact as opposed to one of judgnent.
Requests for correction should be submitted in witing to:

Director

Conmi ssi oned Personnel Operations Division/ OPM OM
Attention: Privacy Act Coordinator

Room 4- 35 Par kl awn Bui | di ng

Rockville, MD 20857

For detailed information on rights, duties, and responsibilities of PHS com
m ssi oned of ficers under the Privacy Act of 1974, see | NSTRUCTI ON 7, Subchapter
CC26.1, of this manual.

Section F. Saf equardi ng OPF

1. Custody. Responsibility for exercising custody over and ot herw se ensuring
the safekeeping of an officer's OPF is assigned to the Chief, Officer
Services Branch (0SB), CPOD. Adm ttance to the area where the OPFs are
stored is |limted to authorized CPOD staff nenbers only.

2. Access to OPF. CPOD enploys safeguards to prevent disclosure fromthe OPF
in accordance with this INSTRUCTION and the Privacy Act requirenents.

a. Oficer's Access.

(I') An individual's access to his/her PHS Comi ssi oned Corps OPF wil |
be i n accordance with the policy and procedures established by the
Department of Health and Human Services (DHHS) Privacy Act
Regul ations (45 CFR Part 5b.5), and the Privacy Act system of
records notice for the PHS comrissioned officer's OPF
(09-37-0002).

(2) An officer may personally review the contents of his/her OPF in
the presence of a CPOD staff nenber who is able to advise,
counsel, or answer questions that the officer may have with re-
spect to the OPF contents. Materials secured as privileged com
nmuni cations will be maintained as confidential (see exenption
identified in the Privacy Act system of records for the PHS
conmi ssi oned officer's OPF (09-37-0002)).

(3) An OPF will not be transferred outside CPOD in order to provide
access of the individual to his/her record. If access by the
i ndividual to his/her record in CPOD is not possible, access wll
be provided by mailing a copy of the record desired to the
i ndi vidual in accordance with established procedures.
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b. Disclosure to Individuals OGther than Oficer.

(I') The OPF or information fromit will not be released to anyone
ot her than the individual to whomit pertains without the witten
consent of the individual, except that such release nmay be nade
without the consent of the officer as prescribed by DHHS
Regul ations (45 CFR Part 5b.9(b)); and as described in the pur-
poses and routine use sections of 09-37-0002, the Privacy Act
system of records for the PHS conmi ssioned officer's OPF. A PHS
of ficial and/or an enployee of DHHS who is not a CPOD staff nem
ber, who has a need for information from an officer's OPF will
contact the CPOD categorical placenent officer who will determ ne
if the request for the OPF constitutes a legitimte need, and if
so, what arrangenents will be nade for review of the OPF. All
other individuals outside DHHS will contact the Chief,
Transactions Section, OSB, CPOD, Room4-35 Parkl awn Bui |l di ng, 5600
Fi shers Lane, Rockville, MD 20857.

(2) Wienever disclosure is appropriate, the information to be dis-
cl osed shall be reviewed for accuracy, rel evance, tineliness, and
conpl eteness prior to nmaking the disclosure. |If the file includes
either an anendnment, or a statenment from the individual
di sagreeing with the information in his/her record, that amendnent
or statement of disagreenent shall be disclosed only if the
original information which is amended, or to which the statenent
applies, is disclosed.

(3) The OPFs will not be released for reviewat a |l ocation outside of
CPOD, except when authorized by the Chief, 0SB, or the Director,
CPOD.

(4) To avoid |loss or damage in transit, the OPFs which are approved
for release outside CPOD and are being delivered by nmil or
messenger will be securely packaged and seal ed. The envel ope wil |
be [|abeled "ADM N STRATI VE-CONFIDENTIAL - TO BE OPENED BY
ADDRESSEE ONLY."  The person receiving the folder will be in-
structed to use the sanme process in returning the folder, in-
cluding instructions about safeguarding the folder while in the
i ndi vidual's possession. CPOD will include an appropriate en-
vel ope with the OPF for return of the OPF to CPOD in accordance
with these instructions.

3. Lost or Destroyed OPFs. Lost or destroyed OPFs will be reconstructed by
maki ng copies of all docunents which the officer may furnish, and by uti-
lizing the service record card (Form PHS-1873-1), payroll records, chrono-
| ogi cal personnel order files, and the automated and microfilmed records
mai nt ai ned by CPOD.
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Section G Accounting of Disclosure From OPF

1. When Accounting is Required. An accounting of disclosure froman OPF or the
release of information from the OPF is required by CPOD policy when
di scl osure is nade:

a. To of ficers and/ or enpl oyees of DHHS, other than enpl oyees of CPOD, who
have a need for the record in the performance of their duties (see
Section F.2.b, above, concerning who makes this deternination);

b. When required to be disclosed under the Freedom of Information Act and
DHHS Freedom of I nformati on Regul ation (45 CFR Part 5);

C. Wth the witten consent of the officer; and
d. As a routine use.

2. System of Accounting.

a. The accounting is recorded and includes the date, purpose of each
di scl osure of a record to any source, and the name and address of the
source to whomthe disclosure is made. The accounting formats used by
CPOD are illustrated in Exhibits | and Il of this | NSTRUCTI ON. Upon
request, individuals are entitled to access to the accounting records
concerni ng thensel ves.

b. Records of accounting are retained indefinitely.

c. For records kept in an officer's OPF, accounting of disclosures should
acconpany the OPF when it is forwarded to the National Personne
Records Center (NPRC) (see Section H, below). The accountings will be
filed in the fourth section of the folder and annotated to indicate
that they are to be retained indefinitely.

Section H.  Contents of OPF

The OPF for the PHS Conmi ssioned Corps is a green hardback fol der divided into
four sections. The officer's name as shown on his/her application for ap-
poi ntment (last nanme first) is typed on the folder tab insert. |If a nane change
occurs during an officer's service, the new nane will be shown on the fol der tab
insert. Such a name change shall be docunented by a personnel order

1. First Section. In this section of the folder records are filed which dea
with the officer's performance as a PHS conmi ssioned officer as docunented
by officials in the supervisory line over the officer. Form PHS- 838,
Commi ssioned O ficers' Effectiveness Report, (COER), is the officia

per formance apprai sal docunent for PHS conmi ssioned officers andis filedin
this section. Also filed in this section are the officer's application for
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appoi ntnent to the PHS Comnmi ssi oned Corps and references submitted with the
application.

2. Second Section. In this section of the OPF, records and reports other than
those relating to the officer's performance, effected during an officer's
service in PHS are filed. This includes docunents supporting the actions.

3. Third Section. 1In this section all correspondence concerning an officer's
status and entitlenments is filed. Included in this section shall be letters
of comendation fromindividuals outside PHS.

4. Fourth Section. |In this section of the folder, records of tenporary val ue
are filed. Papers about an officer which are not specified for filing in
the other three sections of the OPF will be reviewed in CPOD and consi der -
ation given to their disposition. In general, these are docunments |eading
to a formal action but not constituting a record of such action, nor naking
a substantial contribution to the officer's record. Tenporary records will
be retained in the OPF until the folder is forwarded to the NPRC. They will
be evaluated at that tine.

5. Ceneral. At the tinme a folder is forwarded to the NPRC, all papers not
specifically identified for filing anywhere in the OPF will be screened by
CPOD personnel to determ ne whether there is a permanent need for such
records. Papers such as duplicate copies, envel opes, newspaper clippings,
copies of articles, papers witten by the officer, photographs, transmtta
letters, route slips etc., and performance apprai sals other than the COER
will not be placed in the OPF

6. Records Placed in OPF at Tine of Separation, Ternmi nation, or Retirenent.

a. Medi cal  Records. The Privacy Act system of records for PHS
Conmmi ssi oned Corps Medical Records is 09-37-0003. Medi cal records,
i ncludi ng approved sick |eave requests for the subject officer, are
mai ntai ned in the Medical Branch, CPOD in a separate folder on the
foll owing officers:

(I') Active duty,

(2) Tenporary disability retirees,

(3) COSTEP officers, and

(4) CORD officers.

These files are transferred, as a health record, to be placed within
the OPF at the tinme of the officer's separation fromactive duty, in-
cluding retirenent. (Excepti on: A tenporary disability retiree's

records will be retained in CPOD until a final decision is nade and the
retiree's name is renoved fromthe tenporary disability retired list.)
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COSTEP and CORD nedical files are transferred to the OPF when the
officer's conmm ssion is term nated.

b. Pay Records. All pay docunents are filed in a separate folder main-
tained in the Conpensation Branch, CPOD. These files are transferred
as a payroll record, to be placed within the OPF at the tine of the
officer's separation fromactive duty, retirenent, or death.

Section |I. Disposition of OPFs of Fornmer Oficers

Depository for OPFs of Fornmer Officers. The NPRC at St. Louis, Mssouri, is
the depository for OPFs for officers who no |onger hold an appointnent in
the PHS Conmi ssioned Corps (see Section D of this INSTRUCTI ON concerni ng
period of retention by CPOD of records of former officers).

2. PHS Action before Transferring OPF. Before releasing the OPF to the NPRC,
the Chief, OSB, CPOD, or his/her designee, will review the OPF to ensure
that all tenporary records, where appropriate, are renoved.

3. Transnission of Folder. To avoid |oss or damage in transit, folders being
shipped or nailed to the NPRC will be securely packaged and seal ed.

4. Request for Folder of Fornmer Oficer. Requests for the OPFs of fornmer
of ficers from NPRC may be nade only by CPOD. Procedures for obtaining the
OPF are the same as requesting OPFs in the custody of CPOD (see Section F.2
of this I NSTRUCTI ON) .

Section J. Furnishing Transcripts of Service

PHS does not transfer OPFs of former conm ssioned officers to Federal departnents
and agenci es when the officer is enployed as either a civil service enpl oyee or
appoi nted i n one of the other unifornmed services. |nstead, upon request, Federal
agenci es are provided with a statement of conm ssioned service which includes the
grade, date of appointnment and pronotion, dates of active duty service, and the
reason for separation.
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EXH BIT |

ACCOUNTI NG OF DI SCLOSURES UNDER THE PRI VACY ACT

Records System PHS Comm ssioned Corps Personnel Records, HHS/ OASH OM
09- 37- 0002.

This official personnel folder is to be used for official purposes only. |, the
under si gned requester, understand that the contents are confidential and are not
to be disclosed to any unauthorized persons. Unaut hori zed di scl osures may
subj ect the individual responsible to a substantial fine.

O ficer's Nane

REQUESTER S NAME, TITLE AND
ORGANI ZATI ON ADDRESS PURPOSE OF DI SCLOSURE DATE

This accounting shall remain associated with the record to which it pertains.

DEPARTMENT OF HEALTH AND HUMAN SERVI CES T.S. PHS- CC 429 5/ 22/ 84



ccz8.1 OPF PERSONNEL INSTRUCTION 1 PAGE 9

EXHIBIT 11

I
PRIVACY ACT INFORMATION REQUEST E—iﬂ“—fﬂ'“m
ontrol No.

False statements subject to criminal penalties. See Pub. L. 33-579,88 stat, 1802 (5 U.§8.C. 552&(-6;.‘
_ ___ THIS FORM TO BE COMPLETED BY AGENCY
SECTION ] - REQUESTER AND RECORD IDENTIFICATION

1. NAME OF REQUESTER (Pleases pring) d. ADDRESS (Street, city, state, Zip cods) b, TELE NO. {Inciude
area code)

. DESCRIPTION OF RECORD {Title, index number, eotc.)

b. LOCATION OF RECORD ({Office, activity, city, orgenization)

'—
vy
5
o Individual whose record is being sought tF OTHER THAN REQUESTER (applies to ¢, d, e and f below)
W T NAME d. ADDRESS (3rrest, city, state, ZIp code) +. TELE NO. ’Include
- 4 area code)
Q
o
Q
o f. REPRESENTATIVE'S LEGAL CAPACITY rCopy of |g. ACTION REQUESTED
I&.I suthorizing document muar Se attached, ¢. 4.,
court’s guardianship order, powar of attorney, etc,) D FERSONAL ACCESS D FILE DISAGREEMENT STATEMENT
. i
~ !
H—
| I_J REVIEW D AMENDMENT D ZORY
i
4! QOTHEH (Specily; e
h. SIGNATURE OF REQUESTER ]i. DATE
'
SECTION 1l - AGENCY RESPONSE
—— — o
D 8. YSLRA REQUEST MAS BEEN RECE!VED AND IS {7] 4. #E NEED ADDITIONAL INFORMATION TO RPESPOND
BEING PROCESSED. WE WILL RESPOND WITHIN Lo TO YOUR REQUEST. PLEASE PAGVIDE THE TQLLOW
30 DAYS. NG NFORMATION /See remarks).
D b. THE RECIRD YOU REQUESTED 'S ATTACHED, :] ®. THE MECORD YOU REQUESTED IS EXEMPT FROM
— —_ DISCLOSURE UNDER THE LAW, PLEASE SEE
T NO FEE i__duemyT § _ FEE, ATTACHED EXFLAMATION,
€. WE DO HAVE THE RECORD. FOR PERSONAL
D ACCESS, PLEASE CALL OR WRITE THE PERSON D f. WE CONDY HAVE YOUR RECORD IN GQUR FILES,
WHOSE NAME APPEARS BELOW, FOR & COPY
SUBMIT 8

9. REMARKS

ACTION TAKEN ON RECORD REQUEST
{ltems marked with an "' X'* apply to your requesi.}

h. SIGNATURE OF QFFICIAL . TITLE OF OFFICIAL
|
' i. ADDRESS OF OFFICIAL T T k. DATE
™
SECTION 111 - FOR AGENCY USE ONLY
9. REQUEST RECEIVED: b. IQENMTITY ESTABLISHED IN PERSON:
8y loaTe AFFRQVED BY CATE
z
- |
g : €. ACTION ASSIGNED TO: " d. DATE &. RESPONSE DUE 2ATE
i
oE
O I FEE DATA g. NON-COLLECTIBLE COSTS
[ AMSUNT DUE DATE RECEIVED
+Z
s -
& U.5. GOVERNMENT PRINTING CFFICZs 1375-632-463 G"?.P'-TII "ﬁhﬁofrmff.i&{ﬂ
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