Court Services and Offender Supervison Agency
for the Digtrict of Columbia
Office of the Trustee

Washington, DC 20004

MEMORANDUM

TO Al'l Enpl oyees
Court Services and O fender Supervision Agency
O fice of the Trustee
Adul t Probation
Board of Parole

FROM David A. LeVeck
Di rector
O fice of Security

SUBJECT: Saf eguardi ng of Background I nvestigation Files

DATE: June 2, 1999

Ref erence nmenorandum from the Trustee, subject: Enployee
Background I nvestigati ons dated November 23, 1998. The
menor andum st ated that background i nvestigati ons woul d be
conducted on all enployees of the Court Services and

Of fender Supervision Agency.

PURPOSE: The purpose of this nmenmorandumis to outline
the policy for safeguardi ng background investigation
files.

| NFORMATI ON: Each Background Investigation file contains
personal information (e.g., information collected from
references, close associ ates, enployers, neighbors,
institutions of higher education, as well as police
departnment jurisdictions and the mlitary).

POLI CY: Investigative reports are not part of the
Official Personnel Folder, but are maintained in separate
security files, which are retained by the O fice of
Security. Unless a file is being reviewed, it is
physically secured at all tinmes to prevent inadvertent or



unl awf ul disclosure. Access to or discussions of
investigative files will be [imted to only those
individuals with an official need to know. In addition,
shoul d anot her Federal Agency be conducting an

i nvestigation on an individual, an investigator fromthat
Agency may review that background investigation file.
However, the investigator is required to furnish the

O fice of Security with a release of information form
signed by the individual, prior to reviewing the file.
Furthernmore, the Ofice of Security is not authorized to
permt anyone to review or have access to his or her

i ndi vi dual background investigation file. However, the
O fice of Personnel Managenent, which conducts our
investigations will, upon a witten request from an

i ndi vi dual, provide that individual a copy of his or her
i nvestigation.

STORAGE: \When background investigation files are not in
use they will be physically secured at all tines in a

| ock bar filing cabinet or a General Services

Adm ni stration approved security container. Access to

t hese cabinets and containers are limted to only those

i ndividuals with assigned responsibilities for review and
mai nt enance of the files.

Shoul d you have any questions regarding the rel ease of
background i nvestigation information, please do not
hesitate to contact Carol Snyder or nyself at (202) 220-
5750.

cc: Jay Carver
Trust ee

Monty W | ki nson
Deputy Director

JimWIIianms
Associ ate Director
Managenent and Adm ni stration

Susan Shaffer
Di rector
Pretrial Services Agency



