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Office of Special Counsel for Immigration Related Unfair 
Employment Practices (OSC) 
4. NAME OF PERSON WIT 

Gary Wong, 
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6. AGENCY CERTIFICATION 

TELEPHONE NUMBER 

202-514-4224 
DATE ARCHIVIST OF THE UNITED STATES 
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I hereby certify that I am authorized to act for this agency in matters pertaining to the disposition of its records and that the 
records proposed for disposal on the attached ___ page(s) are not needed now for the business for this agency or will not be 
needed after the retention periods specified; and that written concurrence from the General Accounting Office, under the 
provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, 
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• • Department of Justice: Civil Ri~hts Division, Office of Special Cdunsel for Immigration 
Related Unfair Employment Practices ("OSC"): Employment Information System (EIS) 

The Department of Justice is the principal federal agency charged with enforcing federally­
protected civil and constitutional rights. 

The work of OSC can be divided into three major areas: (1) protecting U.S. citizens and work 
authorized immigrants from employment discrimination based upon national origin and 
citizenship or immigration status, unfair documentary practices during the employment 
eligibility verification process, and retaliation, (2) preventing unlawful discrimination through 
outreach, and (3) providing advice and counsel on policy issues affecting the civil rights of U.S. 
citizens and immigrants. 

Employee Information System (EIS)is an electronic system used to track demographic and other 
general information from calls made to the OSC employer hotline or the employee hotline, both 
of which are nationally distributed toll free numbers. 

1. Inp 

During the pR e call, a separate data input form called "OSC Hotline Intake Form" is 
completed to col t data and information. The data from the form is then entered into EIS. The 
beginning and endin ates for the data are usually the date the call was received. When follow­
up calls are made, the en ate of the data may be as much as 72 hours after the first phone call. 

A percentage of the forms (about %) also include specific data relative to the Department of 
Homeland Security's E-Verify progra which is an internet-based employment eligibility 
system. Currently, EIS does not accomm ate specific types of E-Verify calls; however, input 
forms relating to such calls are analyzed and acked manually in a monthly spreadsheet. 

Disposition for all intake forms: TEMPORARY, troy/delete in 90 days after being entered 
into system. 

2. Master File 

The principal information recorded in the system includes: date of cal,l, name of person taking 
call, immigration status, location, ethnic background of caller [ ethnicity is tracked only if caller 
volunteers the information], type of business, type of discrimination experienced; particular 
employment issue (hiring, firing, etc.), action taken and agencies to which caller was referred. 

Disposition: TEMPORARY, Cut off at end of fiscal year. Destroy/delete 10 years from the date 
information is entered in EIS. 

erate ad hoc OSC Hotline statistical tracking reports to determine the number 
of calls received in icular time period, the top five issues received, the number of 
completed intake forms, 

Disposition: delete when superseded or obsolete. 

115-109 PREVIOUS EDITION NOT USABLE STANDARD FORM 115 (REV. 3-91) 
Prescribed by NARA 36 CFR 1228 




