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System name:
Personnel Management Code of Conduct and Employee Performance Files.

System location:
Securities and Exchange Commission, Operations Center, 6432 General
Green Way, Mail Stop 0-1, Alexandria, VA 22312-2413.

Categories of individuals covered by the system:
SEC employees, past and present.

Categories of records in the system: The system of records includes
information in the following categories of records: (a) Adverse
action cases, regulatory appeal files, grievances and complaints
relating to an employee; (b) Code of Conduct files-established under
SEC employee conduct regulations (17 CFR 200.735-1 et seq.):Rule 4--
Outside employment material; Rule 5--Employee securities transactions;
Rule 6--Actions in cases of personal interests; Rule 7--

Negotiations for private employment; Rule 8--Practice by former
members and employees of the SEC; Rule 9--Employee debts; Rule 11--
Statements of employment of and financial interest (GS 16"s and
above); Rule 12--Statement of employment and financial interest
(Special Employees); (c) Investigatory materials gathered in
connection with the individual®s initial appointment to the agency as
well as materials gathered in connection with investigations into
allegations of employee misconduct.

Authority for maintenance of the system: 5 CFR parts 315, 351, 430,
451, 511, 735, 752, 771, Civil Service Regulations promulgated
thereunder and 17 CFR 200.735-1 et seq.

Routine uses of records maintained in the system, including

categories of users and the purposes of such uses:

These records and the information contained in these files may be used
for the following:

1. Assigned Office of Personnel Staff uses records in category
(b) above to verify employee compliance with SEC Conduct
Regulations.

2. Any of the above records may be used by the Commission in
connection with any action or proceeding brought by an employee
before another agency or a court of law to review personnel action
taken by the Commission or the Commission®s failure to take action.

3. In any proceeding where the Federal securities laws are in
issue or in which the Commission or past or present members of its
staff is a party or otherwise involved in an official capacity.

4. A record from this system of records may be disclosed as a
““routine use"" to a Federal, State or local governmental authority
maintaining civil, criminal or other relevant enforcement
information or other pertinent information, such as current
licenses, 1T necessary to obtain information relevant to an agency
decision concerning the hiring or retention of an employee, the



issuance of a security clearance, the letting of a contract, or the
issuance of a license, grant or other benefits.

5. A record from this system of records may be disclosed to a
Federal, State or local governmental authority, in response to its
request, in connection with the hiring or retention of an employee,
the issuance of a security clearance, the reporting of an
investigation of an employee, the letting of a contract, or the
issuance of a license, grant, or other benefit by the requesting
agency, to the extent that the information is relevant and necessary
to the requesting agency"s decision on the matter.

6. As a data source for management information for production of
summary descriptive statistics and analytical studies in support of
the function for which the records are collected and maintained or
for related personnel management functions or manpower studies; may
also be utilized to respond to general requests for statistical
information (without personal identification of individuals) under
the Freedom of Information Act or to locate specific individuals for
personnel research or other personnel management functions.

7. For referral to another agency to determine whether the
conduct of an employee may have violated a criminal statute.

8. To aid in responding to inquiries from Members of Congress,
the press or others concerning personnel action with respect to a
specific employee. Records iIn this system may, in the discretion of
the Commission®s staff, be disclosed to any person during the course
of any inquiry or investigation conducted by the Commission staff,
or in connection with civil litigation, if the staff has reason to
believe that the person to whom the record is disclosed may have
further information about the matters related therein, and those
matters appeared to be relevant at the time to the subject matter of
the inquiry. 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:

Records are kept in folders in file cabinets. A computer listing of
employee securities holdings is stored under an ID number system to
which only the members of the Personnel Office and Data Processing
Staffs who are responsible for administering the systems have access.

Retrievability:
Records are indexed by employee name. Data on computer listing is
retrieved by special ID number as described above.

Safeguards:

Materials are pulled and refiled by Office of Personnel

staff only and the office containing the records is locked each
evening. The computer listing is meaningless without access to the ID
numbers which are kept under lock.



Retention and disposal:

Records in category (a) are retained 2 years and then discarded.
Records in category (b) are kept for 5 years and then discarded. When
employee leaves the SEC, his/her conduct files are stored for 2 years
by the Office of Records and then destroyed; the computer listing of
his/her securities transactions is destroyed upon his/her separation
from the SEC. The Rule 6 file, established when a former employee
returns to practice before the SEC, is retained indefinitely.

System manager(s) and address:

Associate Executive Director, Office of Administrative and Personnel
Management, Securities and Exchange Commission, Operations Center, 6432
General Green Way, Mail Stop 0-1, Alexandria, VA 22312-2413.

Notification procedure:

All requests to determine whether this system of records contains a
record pertaining to the requesting individual may be directed to the
Privacy Act Officer, Securities and Exchange Commission, Operations
Center, 6432 General Green Way, Mail Stop 0-5, Alexandria, VA 22312-
2413.

Record access procedures:

Persons wishing to obtain information on the procedures for gaining
access to or contesting the contents of these records may contact the
Privacy Act Officer, Securities and Exchange Commission, Operations
Center, 6432 General Green Way, Mail Stop 0-5, Alexandria, VA 22312-
2413.

Contesting record procedures:
See Record access procedures above.

Record source categories:

Records in category (a) are obtained from the supervisor/manager(s)
initiating action, employee concerned and his/her designated
representative; and other individuals making complaints; records in
category (b) are obtained from employee concerned. Employee concerned
submits information re: Rules 2-6 and 9-10. Both alleged creditor and
employee concerned submit information in Rule 7 (employee debts) file.
Information in category (c) is gathered, where practicable, from the
individual as to whom the information pertains and other individuals
including former employers and associates, friends, coworkers,
relatives, neighbors. Information may also be received from Federal,
State or local law enforcement authorities or other governmental
agencies.



