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Louisiana Department of Health (LDH) 

Policy Number 69.3 

Content Explanation of the LDH Online Policy Issuance 
System 

Effective Date 
 

February 18, 2014 

Inquiries to Human Resources, Training and Staff 
Development 
P.O. Box 4818 
Baton Rouge, Louisiana 70821-4818 
(225) 342-6892 
(225) 342-6477 FAX 

 

LDH is committed to fostering, cultivating and preserving a culture of equity, diversity and 

inclusion.  Our human capital is the most valuable asset we have. The collective sum of the 

individual differences, life experiences, knowledge, inventiveness, innovation, self-expression, 

unique capabilities and talent that our employees invest in their work represents a significant 

part of not only our culture, but our Department’s reputation and achievement as well. 

  
If there is a discrepancy between an LDH Policy and a Program Office or facility policy, the LDH 

policy shall govern/overrule/supersede the conflicting section within the Program Office or 

facility policy. 

I. POLICY STATEMENT 
The Louisiana Department of Health Policy Manual provides written guidance to staff 

responsible for effecting departmental policy.  The LDH Policy Manual is maintained on the LDH 

Policy Website and may be accessed by anyone having internet access.  The Division of Human 

Resources is responsible for coordinating and managing the LDH policy issuance system.  

Appointing authorities (both statutory and delegated) are responsible for ensuring that policies 

under their jurisdiction are reviewed periodically and updated as needed to address changing 

circumstances.  Appointing authorities are the officers and employees who are authorized by 
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statute or by lawfully delegated authority to make appointments to positions in the State 

Service. 

II. PURPOSE 
This policy provides a uniform system to create, update and review policies. Agencies shall 

comply with this policy, following a step-by-step review/approval process that includes the 

Division of Human Resources, Bureau of Legal Services, LDH Program Offices, the LDH 

Undersecretary, the Executive Management Team and final approval by the Secretary or the 

Civil Service Commission. 

III. APPLICABILITY 
This policy is applicable to all LDH policies and procedures which  are initiated by the Office of 

the Secretary/Office of Management and Finance (Personnel Area 307).  

IV. PROCEDURES – NEW AND REVISED POLICIES 
Steps in the Policy Issuance System  
A. The policy issuance system consists of the following major steps: 

1. Step 1:  Initiating Section 
a. The Initiating Section (meaning the office, division or section that 

initiates the policy) prepares a draft in standard policy format 
(Attachment A) along with an Explanation of the Policy 
(Attachment B).   

b. It is the responsibility of the Initiating Section to obtain the 
respective appointing authority’s approval of the draft prior to 
submitting it to the Division of Human Resources. 

c. The Initiating Section must submit the completed draft of the 

policy electronically to the Division of Human Resources along 

with an Explanation of the Policy (Attachment B). 

2. Step 2:  Division of Human Resources 
a. The Division of Human Resources determines that the draft 

conforms to the standard policy format and assigns an 
appropriate policy number and category whereby the policy can 
be identified in the LDH Policy Manual. The policy numbers are 
sequential numerals followed by a decimal indicating the version 
currently in use (for example, 1.1).   Subsequent versions are 
indicated by sequential decimal numbers (for example, 1.2).  

   b. The Division of Human Resources reviews the draft policy   
    to determine its impact on human resources policies/procedures  
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    and whether changes need to be made in either the proposed  
    policy or human resources policies/procedures to ensure  
    consistency in LDH operations.  Any issues resulting from   
    the Division of Human Resources’ review shall be    
    resolved by the Division of Human Resources in consultation with  
    the Initiating Section. 

 c. Once the draft is in final format, the Division of Human Resources 

 forwards it, along with the Explanation of the Policy (Attachment 

 B) to the Bureau of Legal Services for their review and 

 comment.  

3. Step 3:  Bureau of Legal Services Review 
 a. Rulemaking - As part of their review, the LDH General Counsel or 

designee shall determine whether the draft policy falls under the 
rule definition of the Louisiana Administrative Procedure Act 
(APA) which requires publication in the Louisiana Register.  If it is 
the opinion of the General Counsel or designee that the draft 
policy must be promulgated under the provisions of the APA, the 
General Counsel or designee will coordinate this process with the 
Initiating Section in accordance with LDH Policy #63 Rulemaking 
Procedures.   

b. Upon completion of their review of the draft policy, the Bureau of 

Legal Services will forward their comments to the Division of 

Human Resources. The Division of Human Resources is 

responsible for incorporating any changes resulting from the 

Bureau of Legal Services’ review into the updated draft of the 

policy. 

4.  Step 4:  Review by the Program Office Executives, Compliance Director, 

 Facility Management Director (or their designees) – The Division 

 of Human Resources is responsible for incorporating any 

 changes resulting from these reviewers’ comments into the 

 updated draft of the policy. 

5. Step 5:  Executive Approval 
  a. The Executive  Management Team (EMT) is defined as the LDH 

Secretary, the Surgeon General and the positions reporting 
directly to the LDH Secretary.  HRTSD forwards the final version of 
the policy along with the Explanation of Policy (Attachment B) and 
an Executive Approval Sheet (Attachment C) to the Executive 
Management Team and the Secretary.  If they are in agreement 
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with the policy, they will indicate their approval by signing the 
Executive Approval Sheet. 

  b. Upon approval by the Secretary, the policy (unless it requires 

approval by the Civil Service Commission) is posted by the Division 

of Human Resources on the LDH Policy Website.  Staff will be 

advised of the availability of the new or revised policy by the 

Bureau of Media and Communications (BMAC). 

B. Policies Requiring Approval by the Civil Service Commission 
A policy that requires approval by the Civil Service Commission prior to its issuance will 

be returned to the Division of Human Resources following internal approval by the 

Secretary.  The Division of Human Resources will forward the final policy to the Civil 

Service Commission.  Upon approval by the Commission, the Division of Human 

Resources will post the policy on the LDH Policy Website.   

C. Effective Date of Policies 
 1.  The Initiating Section may set an effective date depending upon   

   administrative or program needs. 
 

2. The effective date of a policy requiring approval by the Civil Service 

 Commission shall be the date the policy is approved by the Commission. 

  3. If neither the Initiating Section nor the Civil Service Commission sets an  
   effective date, the policy shall become effective on the date that the  
   Secretary approves the policy. 
  
D. Policy Updates 

 1. Policy updates are those that do not change the substantial meaning of  

   the policy.   

 2. Policy updates may be made by the Division of Human Resources without 

   going through the formal policy issuance process.    

 3. Policy updates shall be noted in the REVISION HISTORY section of the  

   policy but shall not cause the effective date of the policy to change. 

 4. Reasons for policy updates include, but are not limited to: 

  a. Updating references or clarifying language. 

  b. Updating policies to incorporate procedures that are already in  

    place. 
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  c.   Incorporating the provisions of amended Civil Service Rules or  

    other amended laws and regulations where no managerial   

    discretion is allowed. 

 E. Timeframes for Processing Policies 
 It is important that policies be processed in a timely manner.  Therefore, the 

 Division of Human Resources will generally place a two-week turnaround for the 

 review process unless a shorter turnaround is necessary due to a deadline, 

 emergency, etc.  The Division of Human Resources is responsible for monitoring 

 the timeliness of the policy issuance process. 

V. POLICY REVIEW 
The Division of Human Resources will ensure that all policies are reviewed annually and record 

the results in the REVISION HISTORY section of the policies. 

VI. VIOLATIONS 
Violations of this policy may result in corrective action or disciplinary action.  Corrective action 

includes Improvement Letters (Civil Service Rule 12.9), verbal counseling,  documented 

counseling, and/or reprimand.  Disciplinary actions are Suspension without Pay, Reduction in 

Pay, Involuntary Demotion and Dismissal (Civil Service Rule 12.3).  Any disciplinary action taken 

is at the sole discretion of the Appointing Authority. 

VII. REFERENCES 
LDH Policy #63 Rulemaking Procedures 

VIII. REVISION HISTORY 

Date Revision 

April 1, 1976 Policy created 

January 27, 1977 Policy revised 

March 1, 1983 Policy revised 

February 18, 2014 Policy revised 

October 9, 2018 Policy updated (Section V added on Page 4) 

February 12, 2020 Policy updated (Section I on Page 1) 

September 11, 2020 Policy updated (Section IV on Pages 2-3) 

September 20, 2020 Policy updated (Section IV on Page 3) 

December 7, 2020 Policy updated (Section IV on Page 3) 

June 15, 2021 Policy updated (Section IV C on Pages 3-4) 
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August 16, 2021 Policy updated (Section IV D.4 on Page 4) 

July 11, 2024 Policy updated (Section IV on Pages 2 – 5) 

August 15, 2024 Policy updated 

July 30, 2025 Policy reviewed 
      
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Attachment A 
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(Policy Title) 

 
 
 

 
 
 
 

Louisiana Department of Health (LDH) 

Policy Number  

Content  

Effective Date 
 

 

Inquiries to  

 

LDH is committed to fostering, cultivating and preserving a culture of equity, diversity and 

inclusion.  Our human capital is the most valuable asset we have. The collective sum of the 

individual differences, life experiences, knowledge, inventiveness, innovation, self-expression, 

unique capabilities and talent that our employees invest in their work represents a significant 

part of not only our culture, but our Department’s reputation and achievement as well. 

  
If there is a discrepancy between an LDH Policy and a Program Office or facility policy, the LDH 

policy shall govern/overrule/supersede the conflicting section within the Program Office or 

facility policy. 

Note:  These sections are suggestions only.  Policy sections may be 

rearranged, deleted or added as needed. 
 

I. POLICY STATEMENT 

II. APPLICABILITY 
This policy applies to…  

III. DEFINITIONS 

IV. POLICY PROVISIONS 
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V. RESPONSIBILITIES 

VI. VIOLATIONS 
Violations of this policy may result in corrective action or disciplinary action.  Corrective action 

includes Improvement Letters (Civil Service Rule 12.9), verbal counseling,  documented 

counseling, and/or reprimand.  Disciplinary actions are Suspension without Pay, Reduction in 

Pay, Involuntary Demotion and Dismissal (Civil Service Rule 12.3).  Any disciplinary action taken 

is at the sole discretion of the Appointing Authority. 

. 
 

VII. REFERENCES 
 

VIII. REVISION HISTORY 
Date Revision 

 Policy created 

 Policy revised 
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Attachment B 

EXPLANATION OF POLICY 

 

POLICY NUMBER:   

SUBJECT:  

CONTENT:  

EFFECTIVE DATE:   

EXPLANATION:  

 

Why is the new/revised policy necessary?   

 

 

What are the major highlights?   

 

 

How will the policy be implemented? 

 

 

 

 

 

 

            


