HHS Privacy Impact Assessment (PIA)

Date of this Submission: 11/24/2003

HHS Agency:
 PSC – FOHS 

Title of System or Information Collection: Employee Assistance Program Information System (EAPIS)

Is this System or Information Collection new or is an existing one being modified?  No Change

Identifying Numbers (Use N/A, where appropriate)

Unique Project Identifier Number:  009-91-01-45-02-1020-00-110-031

System of Records Number:
09-90-0010


OMB Information Collection Approval Number and Expiration Date: N/A

Other Identifying Number(s):  DOCID: fr07mr97-105

Description

1. Provide an overview of the system or collection and indicate the legislation authorizing this activity.

This system contains a written or electronic record on each EAP 

client. These records typically contain demographic data such as client 

name, date of birth, grade, job title, home address, telephone numbers, 

and supervisor's name and telephone number. The system includes records 

of services provided by HHS staff and services provided by contractors.

AUTHORITY FOR MAINTENANCE OF THE SYSTEM:

5 U.S.C. 7361, 7362, 7901, 7904; 44 U.S.C. 3101.

2. Describe the information the agency will collect and how the agency will use the collected information. Explain how the data collected are the minimum necessary to accomplish the purpose for this effort.

The information contained in each record is a documentation of the nature and extent of the client's problem(s). When the intervention plan includes referral(s) to the treatment or other facilities outside the EAP, the record also documents this referral information.

The information contained in each record is also used for monitoring the client's progress in resolving the

problems(s).

Anonymous information from each record is also used to prepare statistical reports and conduct research that

helps with program management.

3.   Explain why the information is being collected.   

This information is necessary for the clinician to formulate and implement an intervention plan for resolving

the problem(s).

4.   Identify with whom the agency will share the collected information.  

PII is not shared (except as required by law) with anyone outside of HHS.

5.   Describe how the information will be obtained, from whom it will be collected, what the suppliers of information and the subjects will be told about the information collection, and how this message will be conveyed to them (e.g., written notice, electronic notice if a web-based collection, etc.).  Describe any opportunities for consent provided to individuals regarding what information is collected and how the information will be shared.

Information in this system of records is: (1) Supplied directly by the individual using the program, or (2) supplied by a member of the employee's family, or (3) derived from information supplied by the employee, or (4) supplied by sources to/from whom the individual has been referred for assistance, or (5) supplied by Department officials (including drug testing officers), or (6) supplied by EAP counselors, or (7) supplied by other sources involved with the case.

Clients of the EAP will be informed in writing of the confidentiality provisions. Secondary disclosure of information, which was released, is prohibited without client consent.

6.   State whether information will be collected from children under age 13 on the Internet and, if so, how parental or guardian approval will be obtained. (Reference: Children’s Online Privacy Protection Act of 1998)  

No Information is collected on the Internet. 

7. Describe how the information will be secured. 

Information in the system is protected by management, operational, and technical security controls commensurate with the level of sensitivity of the system.

8. Describe plans for retention and destruction of data collected.   

Records are retained until three years after the client has ceased contact with the EAP or until any litigation is finally resolved. This will be true whether or not the client has terminated employment with HHS or another agency contracting with HHS for EAP services.

Only an HHS EAP Administrator will destroy files on HHS employees and their family members, with a witness present, and only after the required period of maintenance. The witness must be an HHS employee familiar with handling confidential records and, whenever possible, another EAP staff member. This includes electronic deletions. Written records will be destroyed by shredding or burning.

9. Identify whether a system of records is being created under section 552a of Title 5, United States Code (the Privacy Act), or identify the existing Privacy Act system of records notice under which the records will be maintained.        
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