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Please distribute this alert to any users within your agency who are responsible for personnel administration.


Employee Personnel Information 

· Information regarding the release of public information and the procedure for exempting employees from the disclosure of public information (where applicable)
· Revision includes additional job codes that have been excluded from public disclosure


Right To Know Law (RTKL) requests for employee personnel information are regularly received by the Office of Administration.  In accordance with Management Directive 505.18(4)(g) (hereafter “personnel information”), the commonwealth responds to these requests by providing the employee personnel information generally considered public information. 

Data considered public information includes the employee’s first and last name; agency and organization name; headquarter agency address and telephone number; job (class) code and (class) name; bargaining unit; pay schedule, level and scale group; biweekly salary; hourly rate; and years of service.

The personal identification exemption of the RTKL, 65 P.S. § 708(b)(6)(ii), prohibits the release of an employee’s home address, home phone number, social security number and personal e-mail addresses.  However, this personal identification exemption does not protect the name, position, salary, compensation, employment contract or length of service of a public official or an agency employee.  

Employee Request for Exemption from Disclosure of Public Information Form

In very limited situations, employees may be exempt from the disclosure of public information under the RTKL based on the following reasons.

· Disclosure of the information “would be reasonably likely to result in a substantial and demonstrable risk of physical harm to or the physical security of an individual.” 65 P.S. §67.708(b)(1)(ii) 

· Disclosure would be reasonably likely to jeopardize or threaten public safety or preparedness or public protection activity and the information is maintained in connection with the military, homeland security, national defense, law enforcement or other public safety activity. 65 P.S. §67.708(b)(2)

· Disclosure would be reasonably likely to endanger the safety or physical security of a building, public utility, resource, infrastructure, etc. 65 P.S. §67.708(b)(3)

Employees who meet these exceptions must complete an Employee Request for Exemption from Disclosure of Public Information form (OA HRSC-10), stating the reason for non-disclosure and the effective date.  

The Employee Request for Exemption from Disclosure of Public Information form (OA HRSC-10) is available to employees through agency HR offices and employee self service at www.myWorkplace.state.pa.us or www.myHRonline.state.pa.us > Job & Career > Disclosures.  The approval of these requests will exempt employees from being included in RTKL responses as well as the transparency website (PennWATCH) which will be available in December of 2012.

Exemptions Established

The commonwealth has already established the following RTKL exemptions:

a. First name is not displayed for groups of employees that meet the following criteria.

· H1 and H3 Bargaining Units 

· Employees in the following job classes:
	Job Code
	Job Title/Description

	46020
	Parole Investigator

	46030
	Parole Agent 1

	46040
	Parole Agent 2

	46050
	Director Bureau Central Services Probation Parole

	46051
	Director Office of Field Probation and Parole Supervision

	46052
	Director Bureau of Offender Reentry Coordination

	46053
	Regional Probation And Parole Director

	46054
	Director Office of Re-Entry and Quality Assurance

	46110
	Parole Supervisor

	46131
	Probation And Parole Deputy District Director

	46132
	Probation And Parole District Director 1

	46133
	Probation And Parole District Director 2

	46197
	Sexual Offenders Assessment Board Investigator

	46230
	Institutional Parole Assistant

	46300 
	Parole Hearing Officer

	47051 
	Parole Manager 1

	47052 
	Parole Manager 2

	47090
	Probation And Parole Board Secretary

	47150 
	Pardons Case Specialist

	70810
	Special Investigator 1

	70820
	Special Investigator 2






b. Personnel information will not be released for groups of employees that meet the following criteria:

· Public Welfare
	Job Code	
	Job Name

	30421
	Frnsc Regsted Nrs



· Insurance
	Job Code	
	Job Name

	04100
	Chf Ins Frd Exmn Div

	04110
	Chf Ins Fl Invstgn Enf

	70820
	Special Investigator 2

	70830
	Special Investigator 3



· Corrections
	Job Code	
	Job Name

	30421
	Frnsc Regsted Nrs

	70825
	Corr Crml Invtgr

	70826
	Corr Crml Invtgr Supv



· State Police
	Job Code	
	Job Name

	70501
	Liquor Enforcement Officer Trainee 

	70502
	Liquor Enforcement Officers 



· Health
	Job Code
	Job Name

	3924G
	Hlth Fac Qlty Exmr Psycl Srvs

	39250
	Hlth Fac Qlty Exmr Supv

	3924D
	Hlth Fac Qlty Exmr Soc Wrk

	3924C
	Hlth Fac Qlty Exmr Ntrtn

	3924A
	Hlth Fac Qlty Exmr Nrsng

	3924F
	Hlth Fac Qlty Exmr Intllctl Dsblts





· Attorney General
	Job Code
	Job Name

	99700
	Special Agent 1

	99710
	Special Agent 2

	99720
	Special Agent 3

	99730
	Special Agent 4

	99500
	Narcotics Agt 1

	99510
	Narcotics Agent 2

	99520
	Narcotics Agent 3

	99530
	Narcotics Agent 4

	99531
	Narcotics Agent 5

	99511
	Senior Narcotics Agent

	99711
	Sr Spc Agt

	99731
	Spc Agt 5 Oag



· Revenue
	Job Code	
	Job Name

	70851
	Criminal Tax Investigator 2

	70853
	Criminal Tax Investigator Supervisor

	70820
	Special Investigator 2

	70830
	Special Investigator 3




· Employee Groups
	Job Code
	Job Name

	G
	National Guard

	X
	Fed Bus Assoc , Resident Worker  A,  Resident Worker B, or Youth Delinquent Center  Youth Forestry Camp Training Program Worker (YDC Youth Worker), Non Comm Employee




· Employee Sub-groups
	EMP_SUB_GRP
	Job Name

	R1
	Health Registrars

	U9
	Volunteers






The Employee Request for Exemption from Disclosure of Public Information form (OA HRSC-10) does not need to be completed by these employees.  If your agency identifies additional employee groups that may require this exemption, send a request in writing to Rafael Perez-Bravo, Director, OA-HR Service Center.

Form Routing Procedures

The Employee Request for Exemption from Disclosure of Public Information form (OA HRSC-10) is available to employees through ESS > Job & Career > Disclosures.  Employees are directed to return the form to their agency HR office.  HR offices should consult with their agency legal office and send a response to the employee regarding the resolution of their request.  Agency HR offices and legal offices are expected to provide a response to the employee within 15 business days regarding the status of the request.  

After a decision is made to approve a request, agency HR offices should submit all approved exemptions via E-PAR for centralized processing into SAP.  The HR Service Center will maintain all exemption records on the IT0002 to ensure compliance with commonwealth policies when answering RTKL requests for employee personnel information.  Only users with authorization to IT0002 will have visibility to this indicator. 


Questions? 
If you have any questions regarding this alert, contact the HR Service Center’s Business Information & Support Division at 877.242.6007, Option 4.



1

1

