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Subject individual means that indi-
vidual to whom a record pertains.

System of records means any group of
records under the control of OSC from
which a record is retrieved by personal
identifier such as the name of the indi-
vidual, number, symbol or other unique
retriever assigned to the individual.
Single records or groups of records
which are not retrieved by a personal
identifier are not part of a system of
records. See 5 U.S.C. 552a(a)(b).

§1830.3 Requirements for making Pri-
vacy Act requests.

(a) Submission of requests. A request
for OSC records under the Privacy Act
must be made in writing. The request
must be sent:

(1) By email to: foiarequest@osc.gov; or

(2) By mail to: U.S. Office of Special
Counsel, Chief Privacy Officer, 1730 M
Street NW, Suite 218, Washington, DC
20036-4505.

(3) Both the request letter and enve-
lope or email should clearly be marked
“Privacy Act Request.”” A Privacy Act
request is deemed received by OSC
when it reaches the Chief Privacy Offi-
cer.

(b) Description of records sought. Re-
questors must describe the records
sought in enough detail for OSC to lo-
cate them with a reasonable amount of
effort, including, where known, data
such as the date, title or name, author,
recipient, and subject matter of the re-
quested record.

(c) Proof of identity. OSC requires
proof of identity from requestors seek-
ing their own files, preferably a govern-
ment-issued document bearing the sub-
ject individual’s photograph. OSC re-
quires a signed consent from the sub-
ject individual to release records to an
individual’s representative.

(d) Freedom of Information Act proc-
essing. OSC also processes all Privacy
Act requests for access to records
under the Freedom of Information Act,
5 U.S.C. 552, by following the rules con-
tained in part 1820 of this chapter.

§1830.4 Medical records.

When a request for access involves
medical records that are not otherwise
exempt from disclosure, OSC may ad-
vise the requesting individual that OSC
will only provide the records to a li-

§1830.5

censed health care professional the in-
dividual designates in writing. Upon re-
ceipt of the designation, the licensed
health care professional will be per-
mitted to review the records or to re-
ceive copies by mail upon proper
verification of identity.

§1830.5 Requirements for requesting
amendment of records.

(a) Submission of requests. Individuals
may request amendment of records per-
taining to them that are subject to
amendment under the Privacy Act and
this part. The request must be sent:

(1) By email to: foiarequest@osc.gov; or

(2) By mail to: Chief Privacy Officer,
U.S. Office of Special Counsel, 1730 M
Street NW, Suite 218, Washington, DC
20036-4505.

(3) Both the request letter and enve-
lope or email should be clearly marked
“Privacy Act Amendment Request.”
Whether sent by mail or email, a Pri-
vacy Act amendment request is consid-
ered received by OSC when it reaches
the Chief Privacy Officer.

(b) Description of amendment sought.
Requests for amendment should in-
clude the identification of the records
together with a statement of the basis
for the requested amendment and all
available supporting documents and
materials. The request needs to articu-
late whether information should be
added, deleted, or substituted with an-
other record and clearly articulate the
reason for believing that the record
should be corrected or amended.

(c) Proof of identity. Rules and proce-
dures set forth in §1830.3 apply to re-
quests made under this section.

(d) Acknowledgement and response. Re-
quests for amendment shall be ac-
knowledged by OSC no later than ten
(10) business days after receipt by the
Chief Privacy Officer and a determina-
tion on the request shall be made
promptly.

(e) What will not change. The Privacy
Act amendment or correction process
will not be used to alter, delete, or
amend information which is part of a
determination of fact or which is evi-
dence received in the record of a claim
in any form of an administrative ap-
peal process. Disagreements with these
determinations are to be resolved
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