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Department of the Army

OFFICE OF THE DEPUTY CHIEF OF STAFF for personnel, G-1

United States Army civilian human resources agency, southwest region

29 ARNOLD avenue

fort riley, kansas  66442-5004


August 4, 2005


PECP-SWR-A


MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Access and Unauthorized Release of Personal, Sensitive, Confidential Information 
                   – Guidance Memo No. SWR-05-04

1.  Southwest Region employees have access to and may be privy to advance or preliminary information concerning personnel actions.  Southwest Region personnel may know of pending issues, or can access official information on particular matters from documents and data maintained in Official Personnel Folders (OPFs), the Defense Civilian Personnel Data System (DCPDS), and other automated applications.  This access, available to our employees because of the nature of our work, comes with a big responsibility.  

2.  As HR professionals, we are responsible for handling and maintaining personal, sensitive, and confidential information under restrictions imposed by Department of Army ethical standards.  Our higher chain of Command has trust and confidence in us that we will comply with standards and requirements for confidentiality.  Accordingly, you are reminded that:  


a.  You are not to retrieve, access, copy, print, gather, or even look at any other employees’ information unless it is in the performance of your assigned duties.  


b.  You are not to share, discuss, or divulge information with the employee concerned, family members, friends, colleagues, and/or other persons who do not have an official “need to know”.  
3.  It is very important that every Southwest Region employee adhere to these requirements.  If it is determined that any Southwest Region employee has compromised or violated this trust and confidence, that employee will be held personally accountable and appropriate disciplinary action will be taken.  
4.  I expect your total commitment to ensure that personal, sensitive, or confidential information is not improperly accessed or released.  Our personal and professional credibility is at stake as well as the trust and confidence from Commanders, managers, supervisors, and fellow employees.  
5.  POC:  Lucy P. Gonzalez, Office of the SW Regional Director, telephone (785) 239-0015, Lucy.P.Gonzalez@us.army.mil.  
                                                                        //signed//






Mary M. Rodriguez






CHR Regional Director
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