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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 

A. In accordance with the Louisiana Public Records Act (“PRA”) (R.S. 44:1 et 
seq., it shall be the policy of the Louisiana Department of Health (LDH) that 
all records are subject to disclosure under the PRA, with the exception of 
certain records specified in this policy, as provided by the statutory exceptions to the 
PRA as set forth in R.S. 44:1 or 44:4.1 or in other applicable state or federal law. 

B. As mandated by the PRA, any person of the age of majority shall have the legal 
right to inspect, copy, reproduce or obtain a reproduction of any public record. 

C. The PRA shall be liberally interpreted so as to extend rather than restrict access 
to public records by the public. 

D. All public records shall be preserved for at least the period of time specified for 



42.2 Page 2 
 
 

such records in formal records retention schedules developed and approved by the 
State Archivist and Director of the Division of Archives, Records Management and 
History, of the Department of State. However, in all instances in which a formal 
retention schedule has not been executed, a public record shall be preserved and 
maintained for a period of at least three years from the date on which it was made. 
In LDH, records shall be retained for at least the periods of time shown on the office 
or facility’s Records Retention Schedule of this policy. Documents related to 
services in a time of disaster shall be retained for 3 years after the disaster is closed 
out. 

E. Examination of public records shall be conducted during regular office or work 
hours. 

II. PURPOSE 
 

A. The purpose of this policy is to provide guidelines for the custodians of public 
records within LDH for the release of information from LDH records and for the 
retention of such records in conformity with legal requirements. This policy is 
strictly limited to the disclosure and retention of information contained in records of 
LDH offices, divisions and/or facilities. 

B. The basic purpose of the PRA is to implement the inherent right of the public to be 
reasonably informed as to what public records contain and to the manner, basis, 
and reasons upon which governmental affairs are conducted, while at the same 
time balancing that right against the necessity for the custodian of the public 
records to act in the public interest by protecting and preserving public 
records against unreasonable dangers of loss or damage, or acts detrimental to 
the integrity of public records. 

III. APPLICABILITY 

This policy shall apply to all documents, records, and information pertaining to LDH 
unless specifically exempted by statute as outlined in this policy. 

IV. EFFECTIVE DATE   
 
The effective date of this revised policy is October 10, 2014. 
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V.   EXCEPTIONS  
 
The PRA subjects all records of LDH to disclosure unless they are specifically excepted from disclosure by 
one of the identified exceptions set forth in R.S. 44:4 or 44:4.1 or in other applicable state or federal law. 

VI. RESPONSIBILITIES OF THE RECORDS CUSTODIAN 
 
The custodian shall provide copies of public records to persons who request them.  It shall be the 
responsibility of the custodian to abide by the statutory provisions of the PRA. As defined by the 
PRA, the custodian is the “public official or head of any public body having custody or control of a 
public record, or a representative specifically authorized by him to respond to requests to inspect 
any such public records”.  

In LDH, the custodian of records shall be designated by the appointing authority for each 
office and facility at which public records are maintained.  

a. Requests for public records preferably should be made in writing, 
should include the date of the request and the signature of the 
requester, and should identify the records being requested as 
specifically as possible.  Verbal requests, whether made in person 
or by telephone, may be accepted as well, but the custodian should 
strongly encourage the requester to put the request in writing in 
order to protect the rights of LDH and of the requester. 

 
b. Immediately upon receipt of a public records request, the custodian or 

any other member of LDH staff should forward the request to the LDH 
Bureau of Legal Services, using email or fax if necessary.  The Bureau of 
Legal Services will send a letter to the requester acknowledging receipt 
of the request by LDH and stating the date upon which it was received by 
LDH.  The letter will also identify any potential confidentiality or legal 
privilege issues that are likely to be raised with regard to the records 
being requested. 

c. The custodian must extend reasonable comfort and facility to persons 
exercising the right of reviewing records; however, nothing contained 
herein shall prevent the custodian from protecting the records from 
alteration or defacement while they are being examined. The 
custodian or a designee must accompany the person reviewing a record 
at all times while they have the record so as to protect it against 
removal or alteration of any part of the record. 

 
d. The custodian should not question the person requesting examination of 
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a public record as to the purpose of the request. The fact that the 
person may volunteer the purpose does not constitute detailed inquiry 
by the custodian or by the court into the person’s motive. 

e. The custodian shall inquire from persons applying for a public record 
their age and identification and request that they sign a register.  If the 
request is not made in writing or does not include the date of the request, 
the register should indicate the date of the request. 

f. If any file contains information that is not part of the public records, the 
custodian must separate the nonpublic information before making the 
record available for examination.  If any record responsive to a public 
records request contains information which is considered confidential 
under the PRA and/or other applicable law, such confidential information 
must be thoroughly redacted before the record is disclosed.  If there is 
any doubt as to the confidentiality of any information contained in a 
responsive record, the LDH Bureau of Legal Services should be consulted 
to assist with that determination. 

g. A fee may be charged for copies of public records according to the 
Uniform Fee Schedule adopted by the Commissioner of Administration 
(LDH Policy No. 74.1). The Fee Schedule at present is 25 cents per page. 
Copies may be furnished without charge or at a reduced charge to 
indigent citizens of the state or to persons whose use of such copies is 
limited to a public purpose, including but not limited to use in a 
hearing before any governmental regulatory commission. 

h. Should information be requested which the custodian questions as to 
whether or not it is public, the custodian shall, within three days of 
receipt of the request for such information, exclusive of Saturdays, 
Sundays, and legal public holidays, notify the person making such 
request of his determination and the reasons therefore in writing. 
Assistance in determining whether a document is a public record may be 
obtained by contacting the LDH Bureau of Legal Services. A legal opinion 
may be required in such a determination; therefore, prompt attention to 
requests is important. 

i. If a record is not immediately available because of its active use at that 
time, the custodian shall certify this in writing to the person and further 
fix a day and hour within three days, exclusive of Saturdays, Sundays, 
and legal public holidays, for the exercise of the right granted by the law. 

j. Any person who has been denied access to a public record may institute 
proceedings for the issuance of a writ of mandamus, injunctive or 
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declaratory relief, together with attorney’s fees, costs and damages, in 
the district court for the parish in which the office of the custodian is 
located.  Further details outlining the enforcement and penalties upon 
violation of the PRA are found in R.S. 44:37, and may be obtained through 
the Division of Human Resources, Training and Staff Development. 

VII. DISCIPLINARY ACTIONS 
Violations of this policy may result in disciplinary action up to and including dismissal. 

VIII. REFERENCES 
LDH- Policy #74 – Uniform Fee Schedule for Copies of Public Records 

IX. REVISION HISTORY 
Date Revision 
July 1, 1991 Policy created 
April 4, 2011 Policy revised 
October 10, 2014 Policy revised 
January 29, 2020 Policy reviewed 
May 29, 2024 Policy reviewed 
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ATTACHMENT A- Human Resources Records Retention Schedule 

 

 



 

 



 

 



 

Human Resources Record Disclosure Guidelines 
 
 
The following items found in a personnel record have been deemed confidential and should not be 
released for examination:  
 
A.  Records Excepted by Statute  
 

1.  Medical/health records, claim forms, life insurance applications, requests for payment 
of benefits and all other health records of an employee and their dependents enrolled 
in the State Employees Group Benefits Program (R.S. 44.12).  

2. All medical records of an employee, all records of payment of compensation to an 
employee or his dependent, records with respect to the rehabilitation of an injured 
employee, employer reports of injury, claims by an employer or his dependent and 
other records which would ascertain the identity of the injured employee or his 
dependent in a Worker’s Compensation action (R.S.23:1293). 

 
3.  Personnel evaluation reports/comments used by the supervisor/employer to determine 

rating (R. S. 44.31). The fact that a rating is satisfactory, unsatisfactory or needs 
improvement is not considered to be covered under privacy provisions, but the actual 
written documents containing the rating comments are protected.  

 
4.  Home address and telephone number of an employee if they have requested that the 

information be confidential.  
 
 

B.  Records Deemed to be Protected by the Louisiana Constitution  
 

1.  An employee’s W-4’s, L-4, or other tax withholding forms  

2.  Garnishments/wage assignments  

3.  Loan applications  

4.  Payroll deductions  

5.  Designated beneficiaries for life insurance and retirement benefits  

6.  Applications for employment for persons who are not appointed to positions in the 
public service  

7.  Any and all other information of a personal nature which has no bearing on state 
business  

8.  Any medical records furnished by or to the Department to establish an applicant’s or 
employee’s fitness for employment.  



 

C.  There are conditions under which the records listed in Articles A and B above may be 
released. These conditions are listed below:  
 
1.  The records specified in Articles A and B above may be released to persons other 

than the affected employee with the written consent of the employee or as required by 
law or the courts.  

2.  Information relating to dependents and beneficiaries may be provided to the 
dependents and beneficiaries of deceased employees. Requests for such information 
may be required to be in writing.  

 
3.  In all cases, an employee shall have unlimited access to any and all information 

contained in or pertaining to their own personnel record. 42.1 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Attachment B- Office of Behavior Health 

 
 
 
 



 

 
 
 
 
 
 



 

 
 
 
 
 
 



 

 
 
 
 
 
 
 
 
 



 

Attachment C- East Louisiana Mental Health System 

 



 

 
 
 



 

 
 
 
 



 

 



 

 



 

 
 



 

Attachment D- LA Commission for the Deaf 

 
 
 
 
 
 



 

 
 
 
 
 
 
 
 



 

 
 
 
 
 
 
 
 



 

 
 
 
 
 
 
 
 
 
 
 



 

Attachment E- Office of Aging and Adult Services 

 



 

 



 

 
 



 

 
 
 



 

Attachment F- Materials Management/Procurement Support 

 
 
 
 
 



 

Attachment G- Planning and Budget 

 
 



 

Attachment H- Health Services Financing 

 
 



 

 
 
 
 
 
 
 
 
 
 



 

  
 
 
 
 
 
 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Attachment J- Pinecrest Supports and Services Center 
 

 



 

 
 



 

 
 



 

 
 
 



 

 
 
 



 

 
 
 



 

 
 



 

 
 
 



 

 



 

 
 



 

 
 



 

 
 
 



 

 
 



 

 
 
 



 

 
 
 



 

 
 
 



 

 
 



 

 



 

 
 



 

 
 



 

 
 



 

 
 



 

 
 



 

 
 



 

 
 



 

 
 



 

 
 



 

 
 



 

 
 



 

 
 



 

 
 



 

 
 



 

 
 



 

 
 



 

 
 

 



 

 
 
 



 

 
 
 



 

 
 



 

 
 
 



 

 
 
 



 

 
 
 



 

 
 



 

 
 
 



 

 
 
 



 

 
 



 

 
 



 

 
 
 



 

 
 
 



 

 
 
 



 

 
 
 



 

 
 



 

 
 
 



 

 
 
 



 

 
 
 



 

 
 
 



 

 
 
 
 



 

 
 



 

 
 
 



 

 
 



 

 
 



 

 
 
 



 

 
 
 



 

 
 
 



 

 
 



 

 
 
 



 

 
 
 



 

 
 
 



 

 
 
 



 

 
 
 



 

 
 



 

 
 
 



 

 
 
 
 



 

 



 

 
 
 



 

 
 
 



 

 
 
 



 

 
 
 



 

 
 
 



 

 
 
 



 

 
 
 



 

 
 
 



 

 
 
 



 

 
 



 

 
 
 



 

 
 



 

 
 
 
 



 

Attachment K- Public Health 

 
 
 
 



 

 
 
 
 
 
 
 
 
 
 



 

 
 
 
 
 
 
 
 
 
 



 

 
 
 
 
 
 
 
 



 

 
 
 
 
 
 
 
 
 
 
 
 



 

 
 
 
 
 
 
 
 
 
 



 

 
 
 
 
 
 
 
 
 
 
 



 

 
 
 
 
 
 
 
 
 
 
 
 



 

Attachment L- Villa Feliciana Medical Complex 
 

 
 
 
 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 
 



 

Attachment M- Central Louisiana State Hospital 
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