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CENTRAL OFFICE - HEALTH SERVICES DIVISION
RECORDS OF THE ASSISTANT DIRECTOR'S OFFICE

The Division (HSD) is responsible for programs covering inmates' physical health. There are six
BOP medical facilities, in addition to medical staff at each institution. The Division also
oversees Bureau-wide safety and environmental health, health promotion for staff members, and
the Drug Free Workplace program. The Division office where files are maintained includes two
subject file series, one for the HSD Assistant Director and the other for the Medical Director.

1. Controlled Correspondence
Division copy of correspondence assigned by the Executive Secretariat. Files also
include drafts of administrative remedies prepared for Office of General Counsel.

Disposition: Temporary. Destroy when 5 years old.

2. Litigation Case Files
Correspondence, memoranda, copies of court documents and SENTRY data regarding
issues such as placement of an inmate with medical problems, inmate allegations of
mistreatment, and nonfulfillment of the service requirement by an individual who had
received government assistance in financing his medical education. The General
Counsel's office maintains the official case files.

Disposition: Temporary. Destroy upon close of case or when no longer needed for
reference, whichever is later.

3. Region and Institution Files
Correspondence, memoranda, reports and other documentation concerning topics such as
long-range planning for medical facilities; resources, design and staffing for a new
facility; kidney transplants; site audits; and requests for exceptions to the procedures
manual.

Disposition: Temporary. Destroy when 5 years old.



Assistant Director’s Subject Files

Documentation covering topics such as the efforts of an interagency committee on
minority careers in health and science, BOP task force on medical and mental health care,
draft procedures for medical exams at Metropolitan Correction Centers, addiction
medicine, budget and population issues, organ transplants, staffing guidelines and
professional organizations.

Disposition: Temporary. Destroy when 10 years old.

Medical Director’s Subject Files

Documentation covering suggested clinical guidelines on topics such as AIDS and
specific drugs. There are also files for doctors by name, awards panel meeting minutes,
and inmate’s congressional correspondence on high profile medical cases.

Disposition: Temporary. Destroy when 3 years old or when no longer needed for

reference, whichever is later.

Chronological File

Copies of outgoing correspondence and memoranda sent from Chief Health Professionals
for Assistant Director’s signature.

Disposition: Temporary. Destroy when 2 years old.

Electronic Version of Records Created by the Electronic Mail and Word Processing

Applications for items 1-6 of the Assistant Director's Office schedule.

Disposition: Temporary. Delete after record keeping copy has been produced.



