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SYSTEM NAME: 

Employee Locator and Emergency Notification Records. 
 
SYSTEM LOCATION: 

Office of Administration and Information Management, Office of Government Ethics, Suite 500, 
1201 New York Avenue, NW., Washington, DC 20005–3917. 
 
CATEGORIES OF INDIVIDUALS COVERED BY THE SYSTEM: 

Current employees of the Office of Government Ethics. 
 
CATEGORIES OF RECORDS IN THE SYSTEM: 

This system contains information regarding the organizational location, telephone extension, 
and hours of duty of individual OGE employees. The system also contains the home address and 
telephone number of the employee and the name, relationship, and telephone number of an individual 
or individuals to contact in the event of a medical or other emergency involving the employee. The 
system contains an additional freeform ‘‘note’’ field for personal medical information for employees 
who choose to voluntarily complete it. 
 
AUTHORITY FOR MAINTENANCE OF THE SYSTEM: 

5 U.S.C. App. (Ethics in Government Act of 1978). 
 
PURPOSE(S): 

Information is collected for this system in order to identify an individual for OGE officials to 
contact, should an emergency of a medical or other nature involving the employee occur while the 
employee is on the job. Also, these records may be used by authorized OGE personnel to contact 
individuals working from home or at an authorized alternative worksite or, on infrequent occasions, to 
contact individuals absent from work about work-related issues. 
 
ROUTINE USES OF RECORDS MAINTAINED IN THE SYSTEM, INCLUDING CATEGORIES OF USERS AND 
THE PURPOSES OF SUCH USES: 

These records and the information contained therein may be used: 
 

a. To disclose information to another Federal agency, to a court, or a party in 
litigation before a court or in an administrative proceeding being conducted 
by a Federal agency, either when the Government is a party to a judicial or 
administrative proceeding or in order to comply with a subpoena issued by a 
judge of a court of competent jurisdiction. 

 
b. To provide information to officials of labor organizations recognized under 5 

U.S.C. chapter 71 when relevant and necessary to their duties of exclusive 
representation concerning personnel policies, practices, and matters affecting 
working conditions. 

 
  



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

Records are maintained in paper and/or electronic form. 
 
RETRIEVABILITY: 

These records are retrieved by the name of the individual on whom they are maintained. 
 
SAFEGUARDS: 

Paper records are maintained in locked file storage areas or in specified areas to which only 
authorized personnel have access. Electronic records are maintained in a secured electronic system 
accessible only to onsite OGE employees. An individual OGE employee has access only to his or her own 
record. In addition, individual records in the system are available to authorized OGE personnel whose 
duties require access. 
 
RETENTION AND DISPOSAL: 

In accordance with the applicable OGE records disposal schedule, these records are retained as 
long as the individual is an employee of OGE. Disposal of paper records is by shredding, and disposal of 
electronic records is by deletion. 
 
SYSTEM MANAGER(S) AND ADDRESS: 

Deputy Director, Office of Administration and Information Management, Office of Government 
Ethics, Suite 500, 1201 New York Avenue, NW., Washington, DC 20005–3917. 
 
NOTIFICATION PROCEDURE: 

OGE employees wishing to inquire whether this system of records contains information about 
them may access the system directly or contact the Deputy Director, Office of Administration and 
Information Management, Office of Government Ethics. Individuals wishing to make such an inquiry 
must furnish the following information for their records to be located and identified: 
 

a. Full name. 
 
RECORD ACCESS PROCEDURES: 

All current OGE employees have full access to and complete control over their individual record 
and may access the information at any time, or they may contact the Deputy Director, Office of 
Administration and Information Management, Office of Government Ethics. Individuals must furnish the 
following information for their records to be located and identified: 
 

a. Full name. 
 

Individuals requesting access must also follow OGE Privacy Act regulations regarding verification 
of identify and access to records (5 CFR part 2606). 
 
CONTESTING RECORD PROCEDURES: 

OGE employees have full access to and complete control over their individual record and may 
amend information at any time, or they may contact the Systems Manager. Individuals must furnish the 
following information for their records to be located and identified: 



 
a. Full name. 

 
Individuals requesting amendment must also follow OGE’s Privacy Act regulations regarding 

verification of identity and amendment of records (5 CFR part 2606). 
 
RECORD SOURCE CATEGORIES: 

Information in this system of records is obtained from: 
 

a. The individual on whom the record is maintained. 
 
EXEMPTIONS CLAIMED FOR THE SYSTEM: 

None. 
 
 


