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Section A. Pur pose and Scope

The purpose of this INSTRUCTION is to explain the procedures for the collection
and mai ntenance of race and national origin data for the Conmm ssioned Corps of
the Public Health Service (PHS). The responsibilities of various officials in
coll ecting and mai ntai ning these data are also set forth.

Section B. Authority

As stated in Subchapter CC26.1, |INSTRUCTION 6, "Equal Enploynent Opportunity:
Di scrimnation Conplaints Processing," of this Manual, it is PHS policy that
there shall be no discrinmnation on the basis of race, color, religion, sex, or
national origin in the admnistration of the PHS Commi ssi oned Corps. To assure
conpliance with this policy, PHS is authorized to collect and nmmintain
race/ national origin data pursuant to its general statutory and regul atory
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authority to adm ni ster the PHS Comni ssi oned Cor ps personnel system(section 215

of the

PHS Act (42 U.S.C. 216)).

Section C.__ Background

| npl ementation of Policy Directive 15. To assure equality of enpl oyment,
an effective data base for positive equal opportunity program managemnment
and evaluation of prograns is necessary. To assist in acconplishing
this, the Department of Health and Human Services (DHHS) and PHS have
i ssued instructions inplenmenting the requirenents of U. S. Departnment of
Commerce Statistical Policy Directive 15, "Race and Ethnic Standards for

Statistics and Administrative Reporting.” The purpose of Policy
Directive 15 is to standardize the definitions of race/national origin
(ethnic) data which are collected and published by Federal agencies. In

accordance with this directive, the race/national origin data designators
for PHS comm ssioned officers in the PHS Conm ssioned O ficer Personnel
Data File (COPDF) and in the PHS Commi ssioned Officer Data System were
converted to the race/national origin categories specified in Policy
Directive 15 (see Section F., bel ow).

Effective Date. The race/national origin codes and definitions specified
in Policy Directive 15 are effective January 1, 1981. By agreenent with
t he Department of Commerce, all existing reports nust conply with the new
standards by May 1, 1981.

Section D. Procedures

Active Duty Officers. Active duty PHS comm ssioned officers have the
right to request review of their race/national origin designation under
the Privacy Act of 1974 (5 U S.C. 552a et seq.). If an officer
deternmines that his/her designation is inaccurate, he/she nmay request
that it be corrected. To facilitate a pronpt response, officers should
specify that they are seeking access to their race/national origin
designation and, to ensure proper identification, they should include
either their Social Security Numbers or PHS serial nunbers. Officers
should also state that this information is Jlocated in the PHS
Commi ssioned Officer Personnel Data System (09-37-0002). Addi ti onal
i nformati on concerning the release of information under the Privacy Act
is contained in Subchapter CC26.1, INSTRUCTION 7, of this Manual.
Oficers who wish to obtain their race/national origin designations
shoul d submit their requests in witing to:
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Di rector
Commi ssi oned Personnel Operations Division
O fice of Personnel Managenent
O fice of Managenent, PHS
Room 4- 35, Parkl awn Buil di ng
5600 Fi shers Lane
Rockville, Maryland 20857
2. Applicants. Individuals submitting applications for appointnment to the
PHS Commi ssi oned Corps will be requested to identify their race/national
origin. An appropriate form for providing this information will be
i ncluded in the application packet. Upon conpleting the form it should
be forwarded to CPOD for processing, together wth Form PHS-50,
"Application for Appointment as a Conmissioned Officer in the United
States Public Health Service," at the address specified in the
application packet. Applicants will be inforned that the collection of
race/ national origin data is voluntary at this stage, however it is
requi red when called to active duty (see Section D.3., below).
3. Oficers Called to Active Duty. VWhen called to active duty, PHS

commi ssioned of ficers, including officers under the Conm ssioned O ficer
St udent Trai ning and Extern Program (COSTEP) and Seni or COSTEP prograns,
will be provided a copy of Form PHS-6177, "Race and National Origin
Identification" (see Exhibit 1). The officer nust be infornmed that the
collection of these data is required and that if he/she declines to
provide the data, even after being counseled by his/her inmediate
supervi sor or authorized official on the matters described in Section
D.3.d., below, the officer will be coded as deened appropriate by his/her
i medi at e supervi sor/authorized official. The follow ng procedures will
be used in submitting Form PHS-6177:

a. The officer wll submt Form PHS-6177 to his/her immediate
supervi sor/authorized official.

b. The officer's imediate supervisor/authorized official will
determ ne, through visual observation, whether he/she agrees with
t he designation nade by the officer.

C. If the officer's i mediate supervisor/authorized official believes
these data to be correct, he/she will forward the form in a
confidential and secure manner (i.e., use an opaque envel ope and
state on the face of the envelope "Personal Data: LIMTED
VI EW NG- - TO BE OPENED BY ADDRESSEE ONLY") to the followi ng address:
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Commi ssi oned Personnel Operations Division
ATTN: EOB/ TRANSACTI ONS SECTI ON

O fice of Personnel Managenent

O fice of Managenent, PHS

Room 4- 35, Parkl awn Buil di ng

5600 Fishers Lane

Rockville, Maryland 20857

d. In unusual ci rcumst ances wher e t he officer's i medi ate
supervi sor/authorized official disagrees with the officer's
race/ nati onal origin designation, or where the officer has declined
to provide the data, the officer's i medi ate supervisor/authorized
official will counsel the officer on the follow ng:

(1) Purpose for which these data are being collected;
(2) Need for data accuracy;
(3) PHS recognition of the sensitivity of the these data; and

(4) Existence of procedures to prevent unauthorized access to these
dat a.

If after counseling, the officer declines to change the designation
the officer's i medi ate supervisor/authorized official will accept
the officer's designation (if provided) but will indicate on the
formthat in his/her judgnent the designation made by the officer is
i naccur at e. Such indication made by the officer's inmediate
supervi sor/authorized official will not be entered into the system
of records. The formwill then be forwarded in the manner and to
the address specified in Section D.3.c., above.

In those instances where an officer declines to provide these data
as requested, even after being counseled on the natters described in
Section D.3.d., above, the officer's i medi ate supervi sor/authorized
official will conplete a Form PHS-6177 for such officer. Such
officer will be coded based on what the officer's imediate
supervi sor/authorized official visually perceives to be the
officer's ~correct classification. The officer's inmmediate
supervi sor/authorized official will indicate on Form PHS-6177 t hat
the of ficer declined to nake a designation. Such indication made by
the officer's i medi ate supervisor/authorized official will not be
entered into the system of records. In such instances, the
of ficer's imediate supervisor/authorized official will notify the
of ficer of the category that was sel ected and recorded for himher
After notifying the officer, the inmmediate supervisor/authorized
official will forward FormPHS-6177 in the manner and to the address
prescribed in Section D.3.c., above.
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e. If a conpl eted Form PHS-6177 is not received on an officer within 30
days of his/her call to active duty date, the officer's PHS
agency/program will be notified by the Staffing Services Branch,
CPOD, of the need for these data and the requirenment that it be
submitted to the address specified in Section D.3.c., above.

Section E. Responsibilities
1. Deputy Assistant Secretary for Equal Enploynent Qpportunity (EEQ . The

Deputy Assistant Secretary for EEO, O fice of the Assistant Secretary for

Personnel Adm nistration (ASPER), has prime responsibility for the

establ i shnment, updating, and mai ntenance of the automated race/nationa

originidentification file, including the rel ease of any reports derived
fromit. Requests for all reports based on the race/national origin data
must have the written approval of the Deputy Assistant Secretary for EEQ,

ASPER, or an individual in PHS assigned this responsibility.

2. Director, CPOD. The Director, CPOD, is responsible for the foll ow ng:

a. Furni shing race/national origin data to the system of records.

b. Destroyi ng FormPHS-6177 after these data have been entered into the
appropriate system of records.

C. Ensuring that race/national origin datais collected on all officers
called to active duty in the PHS Comi ssi oned Corps.

d. Ensuring that all individually identifiable disclosures of
race/ national origin data from system of records 09-37-0002 are
either in conpliance with the specific routine uses established for
that system and stated in the published system notice, or are in
conpliance with other disclosures expressly permtted by Section
3(b) of the Privacy Act of 1974.

3. Commi ssioned O ficers Systens Branch (COSB). COSB, Division of Systens

Research and Devel oprment, Enpl oyee Systens Center, ASPER, nmmintains the
departnmental automated statistics relating to conm ssioned officers.
COSB is responsible for the foll ow ng:

a. Provi di ng race/ nati onal origin data on PHS comni ssi oned officers in
conpliance with congressional, presidential, departnmental, or other
official directives or requests.

b. Mai nt ai ni ng these data in a secure and confidential manner.
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C. Rel easing these data in aggregate form for statistical purposes
only, and insofar as possible, protecting against the statistica
di sclosure of information where an individual officer my be
i dentified.

4, | medi ate Supervisors/Authorized Oficials. | medi ate supervisors/
aut horized officials are responsible for the follow ng:

a. Det er mi ni ng whet her they, through visual observation, agree with the
race/ national origin data submtted by officers.

b. Submi ssion of race/national origin data on officers who decline to
conplete Form PHS-6177, and informing each officer of the
desi gnati on assi gned.

C. Forwardi ng Form PHS-6177, and where relevant, a statenent of
di sagr eenment with an officer's self-identification, in a
confidential and secure manner to the address prescribed in
Section D.3.c., above.

Section F. Race and National Origin Categories

Al t hough Policy Directive 15 requires that individuals enployed in Puerto Rico,
Guam or Hawaii identify both their race and | ocati on of enploynent (i.e., Puerto
Ri co, Guam or Hawaii), it will be unneccesary to collect this information
directly from PHS conmi ssioned officers because the PHS Conmi ssioned Corps
Personnel Data Systemwill identify those officers on duty in such |ocations,
match it with their race/national origin category, and convert it to the
requi rements of Policy Directive 15.

An officer's race/national origin will be identified by one of the follow ng
categories. The al phabetic code designation is located at the |l eft nargin. The
nanme of the category is underscored and the category's definition follows the
nane of the category.

Code Cat egory
A Anerican I ndian or Al askan Native. A person having origins in

any of the original peoples of North America and who nmintain
cultural identificationthrough community recognitionor triba
affiliation.

B Asian or Pacific Islander. A person having origins in any of
the original peoples of the Far East, Southeast Asia, the
I ndi an subcontinent, or the Pacific |slands. This area
includes, for exanmple, China, India, Japan, Korea, the

Phi |'i ppi ne |slands, and Sanpa.
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o

Cat egory

Bl ack, not of Hispanic origin. A person having origins in any
of the bl ack racial groups of Africa. Does not include persons
of Mexi can, Puerto Rican, Cuban, Central or South American, or
ot her Spanish cultures or origins (see Hispanic).

Hi spanic. A person of Mexican, Puerto Ri can, Cuban, Central or
Sout h American, or other Spanish cultures or origins. Does not
i ncl ude persons of Portuguese culture or origin

White, not of Hispanic origin. A person having origins in any
of the original peoples of Europe, North Africa, or the Mddle
East . Does not include persons of Mexican, Puerto Rican,
Cuban, Central or South American, or other Spanish cultures or
origins (see Hispanic). Also includes persons not included in
ot her categories.
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EXHIBIT I

RACE AND NATIONAL ORIGIN IDENTIFICATION
(For PHS Commissioned Corps Use)

(Please read Privacy Act Statement on reverse and Instructions below before completing form.)

Name Suo_cial.ééc‘urily Number PHS Nuimb—er

INSTRUCTIONS

The categories below are designed to identify your basic tacial and national origin category. if you are of mixed
racial andfor national origin, identify yourset! by the category with which you mos! closely identily yourself,
Please circie the letter next 1o the appropriale category. CIRCLE ONE CATEGORY ONLY.

NAME OF CATEGORY DEFINITION OF CATEGORY
(Circle ONE Letter)

A American indian or A person having origins tn any of the original peopiss of North America and
Alaskan Native who maintaing cultural identificatien through community recognition or
tribat affihation.
B Asian or Pacific A person having origins in any of the original pecples of the Far East,
Islander Southeast Asia, the Indian suhcontinent, or ihe Pacitic Istands. This area in-
cludes, tor example, China, India, Japan, Korea, the Philippine lsltands and
Samoa.
C Black not of A person having origins in any of the black racial groups ot Atrica. Does not
Hispanic Origin include persons of Mexican, Puerto Rican, Cuban, Central or South
American, ar other Spanish cultures or origins {see Hispanici.
D Hispanic A persan of Mexican, Puerto Rican, Cuban, Central or South American, or

other Spanish cultures or origins. Does not include persons of Portuguese
culture or origin.

E White not of A person having origins in any of the original peoples of Europe, North
Hispanic origin Africa, or the Middle East. Does not include persons of Mexican, Puerto
Rican, Cuban, Ceniral or Scuth American, or other Spanish cullures o!
origins {See Hispanic). Also inciudes perscns not included in other
categories.

Signature of Individuat Named Above

Concur:

Signaluré of immediate Supervisor/Aumorized Official

i.d in my judgment designation made by individual named above is inac-
curale.

L Individual has been counseleo as to need for accuracy but has
declined to change designation.

0 individual declined self identification and above data is based on

supervisory observation.

Signature of Immediate Supéir"\}i'éorlAuthorized Official

PHS-B177 (11/80)

Ed
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EXHIBIT I continued

PRIVACY ACT STATEMENT

Privacy Act Notice for Race and National Origin Identification for PHS Commissioned Corps Use PHS-6177
{11/80)

Records System: PHS Commissioned Cfficer Personnel Data System {09-37-0002)

Authority for Collection of Information: Solicitation of this information is authorized by the genera! statutory
anu regulatory authority to administer the Commssioned Corps 42 U.5.C. 216.

Purposes and Uses: This information wiil be used to determine compliance with PHS policy that there will be
no discrimination on the basis of race, color, sex, or national origin in the administration of the Commissioned
Corps personnel system,

Information Regarding Disclosure of Your Social Securily Account Number. Under Executive Order 9397,
“Numbering System for Federal Accounts Relaling to Individual Persons,” agencigs are required to use the
Social Security Number (SSN) as the means of identifying individuals in agency personnel information systems,
Thus, solicitation of your SSN is authorized by this order 50 that agencies by being able to identify you, can en-
sure that the data furnished is accurately recorded for each employee in the personnet system.”1t will be used for

this purpose only.

Effect of Nondisclosure: The furnishing of these data is voiuntary, However, the furnishing of accurate in-
diwvidual data is essential to successfu! compliance with the above mandates. If you choose not toefurnish these
dula, your agency is authorized to identily your race and national origin as that which the agency visually
percewes to be your correct classification,
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