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Privacy Indicators - HR 

Overview Privacy indicators exist in People First to protect the information of employees 
who meet certain criteria for the following four categories: ‘Sworn/Certified’, 
‘Restricted Employee’, ‘Restricted Relative’, and ‘Protected Identity’.  For more 
information, refer to Section 119.071, Florida Statutes or see the Administration 
of Public Record Exemptions document at the Department of Management 
Services Human Resource Management website: 

http://www.dms.myflorida.com/index.php/content/download/46062/196571/versio
n/1/file/Prog+Guide+-+AdminPubRecExempt+-+4-4-08.doc 

If an employee or position falls into one or more of these categories, verify that 
the appropriate corresponding privacy indicators are checked in People First. 

Some information of certain State of Florida employees is exempt from public 
records, including firefighters, law enforcement personnel, judges, etc., and their 
spouse or children. The work and/or personal information are protected from 
disclosure in a public records request. 

An employee’s information may also be protected based on certain specific life 
occurrences; such as participating in the witness protection program. 

Authorization The following People First HR role codes can update Privacy Indicators; ‘A’, ‘H’, 
‘U’, ‘X’, and ‘Y’.  The ‘Restricted Relative’ and ‘Protected Identity’ indicators can 
be checked or unchecked by HR role codes at any time on the employee. 

There are two ways for the ‘Sworn/Certified’ and/or ‘Restricted Employee’ 
indicators to be checked on an employee. (1) The ‘Sworn/Certified’ and/or the 
‘Restricted Employee’ indicators can be checked directly on the employee (PAR 
or Personal Info screen).  (2) If either the ‘Sworn/Certified’ and/or the ‘Restricted 
Employee’ indicators are checked on the Position, the system will automatically 
check the corresponding indicator on the employee through an overnight batch 
process.  Agency HR Personnel can uncheck the ‘Sworn/Certified’ and/or the 
‘Restricted Employee’ indicators on the Position.  Agency HR Personnel cannot 
uncheck the ‘Sworn/Certified’ and/or the ‘Restricted Employee’ indicators on the 
employee. 

Note:  Once the ‘Sworn/Certified’ and/or the ‘Restricted Employee’ indicators are 
checked on an employee by either (1) or (2) above, only a member of the DMS 
People First team can uncheck the indicators on the employee. This requires an 
e-mail from the Agency Personnel Officer to the People First Director requesting 
the action. 

 
Process Steps For privacy indicators on an Employee - To verify that the privacy indicator(s) are 

checked correctly in People First for your agency’s employees: 
 
 

http://www.dms.myflorida.com/index.php/content/download/46062/196571/version/1/file/Prog+Guide+-+AdminPubRecExempt+-+4-4-08.doc�
http://www.dms.myflorida.com/index.php/content/download/46062/196571/version/1/file/Prog+Guide+-+AdminPubRecExempt+-+4-4-08.doc�
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Step 1: Select an employee and click on Personal Information Maintenance. 

 

Step 2: Click on Personal Info. 

 

Step 3: Check the box next to the most recent Effective Date.  All four privacy 
indicator check boxes can be checked on this screen by Agency HR 
staff, but only the ‘Restricted Relative’ and ‘Protected Identity’ indicators 
can be unchecked. The ‘Sworn/Certified’ and/or ‘Restricted Employee’ 
indicators cannot be unchecked on the employee by Agency HR 
Personnel. Refer to the Note in the Authorization section. Look to see if 
the appropriate indicator(s) for the employee’s privacy status have been 
checked.  If the indicators are correctly checked, do nothing. If the 
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indicators are not correctly checked; click the ‘Edit’ button, check the 
appropriate indicator(s) for the employee, and click ‘Save’. 

 

  

Process Steps  For privacy indicators on a Position - To verify that the ‘Sworn/Certified Indicator’ 
and/or ‘Restricted Employee Indicator’ check boxes are set correctly in People 
First for your agencies Positions: 

Step 1: To check or uncheck the ‘Sworn/Certified’ and/or the ‘Restricted 
Employee’ indicators on the Position, access the Org Management Tab 
in People First and select Position Maintenance. 

Note: Removing either or both of these indicators on the Position will 
not remove the corresponding indicators on the employee if they are 
already set.  Setting either or both of these indicators on the Position will 
set the corresponding indicators on the employee through an overnight 
batch process. 



Privacy Indicators - HR 

                                                                                                                                                     PI - HR - 4 
  Last Updated on June 27, 2011 

 

Step 2: To verify that the ‘Restricted Employee’ indicator is set correctly on a 
Position, select a Position and click on Position Attributes. 
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Step 3: Select the most recent Effective Date. 
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Step 4: Verify that the ‘Restricted Employee’ indicator is set correctly on the 
Position.  If it’s not, click the Edit button, make the necessary update, 
and click the Save button. 
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Step 5: To verify that the ‘Sworn/Certified’ indicator is set correctly on a Position, 
 select a Position and click Additional Attributes. 

 

Step 6: Select the most recent Effective Date. 
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Step 7: Verify that the ‘Sworn/Certified’ indicator is set correctly on the Position. 
 If it’s not, click the Edit button, make the necessary update, and click the 
 Save button. 
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