GENERAL SERVICES ADMINISTRATION

GSA/HRO-2 (23-00-0004)

System name: Employee Drug Abuse/Alcoholism Files.

System location: The system is located in the personnel offices of GSA 

    at the addresses listed in the appendix for the Office of Personnel 

    following the notice GSA/HRO-7; the Central Office, Office of 

    Personnel at 18th & F Sts. NW, Washington, DC 20405; in the offices 

    of designated counselors; and in the offices of supervisors who have 

    had employees suspected or known to have drug abuse problems 

    (including alcoholism).

Categories of individuals covered by the system: GSA employees who have 

    been suspected or known to have an alcohol abuse or other drug abuse 

    problem.

Categories of records in the system: 

  1. Records of referrals for counseling.

  2. Records of counseling.

  3. Records of referrals for rehabilitative assistance.

Authority for maintenance of the system: Pub. L. 92-255 and 5 U.S.C. 

    7901.

Routine uses of records maintained in the system, including categories 

    of users and the purposes of such uses: a. To document that 

    supervisors have properly dealt with employees whose work is 

    affected by alcohol abuse or other drug abuse.

  b. To communicate information to personnel having a need for the 

  information in connection with their duties; such as medical or health 

  personnel, alcohol or other drug abuse counselors, alcohol or other 

  drug abuse program administrators, and qualified service 

  organizations.

  c. To provide a basis for meeting reporting requirements to the Office 

  of Personnel Management.

  d. To disclose information to the Department of Justice or other 

  appropriate Federal agencies in defending claims against the United 

  States, when the claim is based upon an individual's mental or 

  physical condition and is alleged to have arisen because of the 

  activities of GSA in connection with such individual.

  Such disclosures will be restrictively made; in particular, 

  disclosures of information pertaining to an individual with a history 

  of alcohol or other drug abuse will be limited in compliance with the 

  restrictions of the confidentiality of Alcohol and Drug Abuse Patient 

  Records regulations, 45 CFR part 2.

Policies and practices for storing, retrieving, accessing, retaining, 

    and disposing of records in the system: 

Storage: Paper records in file drawers or cabinets.

Retrievability: Filed alphabetically at each location by name.

Safeguards: When not in use by an authorized person, these records are 

    stored in lockable metal file cabinets or in secured rooms.

Retention and disposal: Records are maintained for 1 year after the 

    employee's last contact with the counselor, or until the employee's 

    separation or transfer, whichever comes first. Records are destroyed 

    by shredding or burning.

System manager(s) and address: The Director of Personnel at 18th & F 

    Sts. NW, Washington, DC 20405. Mailing address: General Services 

    Administration (HP), Washington, DC 20405.

Notification procedure: Current employees may obtain information about 

    whether they are a part of this system of records from their 

    supervisor or from their personnel officer at the appropriate 

    address listed in the appendix for the Office of Personnel following 

    the notice GSA/HRO-7, or from the Director of Personnel at the 

    address noted above, whichever is applicable. Former employees may 

    obtain information from the personnel officers at the addresses 

    listed in the appendix.

Record access procedures: Requests from current employees to gain access 

    to information pertaining to them should be directed to their 

    personnel officer at the appropriate address listed in the appendix 

    for the Office of Personnel following the GSA/HRO-7 notice, or to 

    the Director of Personnel at the address noted above, whichever is 

    applicable. Former employees should direct requests to gain access 

    to information pertaining to them to the appropriate personnel 

    officer at the address listed in the appendix. For identification 

    requirements refer to the agency regulations outlined in 41 CFR part 

    105-64.

Contesting record procedures: GSA rules to access to records and for 

    contesting the contents and appealing initial determination are 

    promulgated in 41 CFR part 105-64, published in the Federal 

    Register.

Record source categories: Supervisors, counselors, personnel 

    specialists, and the employees themselves.

