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System Name:  Temporary Employee Performance and Training Record, USDA/FS.

  System Location:  Records in this system are maintained at Forest Service Headquarters in
Washington, D.C., the 9 Regional Offices, 8 Forest and Ranger Experiment Stations, the Forest Products
Laboratory, the Institute of Tropical Forestry, 123 Forest Supervisor Offices, and 673 District Ranger
Offices.  The address for the Headquarters is Forest Service, U.S. Department of Agriculture, 12th and
Independence Avenue, SW., Washington, D.C., 20250; the addresses for Regional Foresters, Forest and
Range Experiment Stations, Forest Products Laboratory, Institute of Tropical Forestry, and Forest
Supervisors are listed in 36 CFR 200.2, Subpart A; and addresses for District Rangers are in the
telephone directory of the applicable locality under the heading, United States Government, Department
of Agriculture, Forest Service.

  Categories of individuals covered by the system:  Forest Service Employees with temporary
appointment.

  Categories of records in the system:  Performance evaluations; training planned and completed on a
crew or group basis as well as individually; may also include an employment history and a copy of the
latest hiring action.  The system is similar to the Employee Development Record but less formal.

  Authority for maintenance of the system:  5 U.S.C. 301; 7 CFR 2.60

  Routine uses of records maintained in the system, including categories of users and the purposes
of such uses:  Respond to reference checks from potential employers or supervisors, and referral of
performance records to schools or colleges when the individual was recruited through a special student
employment program.  Disclosure may be made to a congressional office from the record of an
individual in response to an inquiry from the congressional office made at the request of that individual.

  Policies and practices for storing, retrieving, accessing, retaining, and disposing of records in the
system:

  Storage:  Folders in files of the unit where individual worked.

  Retrievability:  By name.

  Safeguards:  Kept in locked files in locked offices.

  Retention and disposal:  Upon termination of employment, record is transferred to closed files where
it is retained for 3 years and then destroyed.

  System manager(s) and address:  Director, Personnel Management Staff; USDA Forest Service: 1621
N. Kent St., Arlington, VA 22209.  (Mailing address--USDA Forest Service, Washington, D.C. 20250.)

  Notification procedure:  Any individual may request information concerning himself from this system
from the unit where he worked.

  Record access procedures:  Use same procedures as for requesting Notification.

  Contesting record procedures:  Use same procedures as for requesting Notification.



  Record source categories:  Information is this system comes from the temporary employee and his
supervisors.
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