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DATE:   01/08/2015

TO: The Citizens of Jefferson Parish

FROM:  The Jefferson Parish Office of Inspector General

RE: JPOIG 2014-0023: Handling of Confidential Information – Electronic Information 
Policy

Please find attached the Jefferson Parish Office of Inspector General’s (JPOIG) Public Release 
of an investigation relating to the release of the JPOIG Confidential Memorandum dated 
04/07/2014 by a staff member of Council District #4 to the media on 04/09/2014. Two separate 
reports resulted from the same nucleus of facts.  

First, report 2014-0023 was issued to Councilmembers and the Parish President to facilitate a
response to broad policy concerns and recommendations arising from the factual circumstances.  
In tandem therewith, the second report 2014-0023A was issued to the Councilman for Council 
District #4 in his capacity as supervisor over the staff member who self-reported to this office the 
release of the JPOIG Confidential Memorandum to the media. This cover letter jointly addresses 
both reports. However, since the reports are quite similar the broader report will be presented in 
full and supplemented in a clear fashion where necessary to include any relevant information 
contained within the Council District #4 specific report.

The reports contain similar findings and recommendations relating to Parish policy, or lack 
thereof, regarding the handling of confidential information and transmitting Parish 
communications via use of private electronic mail.  The reports generally focused on these 
findings:  

1. A confidential JPOIG Supplemental Memorandum was distributed to unintended 
recipients (individuals not designated by JPOIG to receive the report); 

2. A Council staff member forwarded the confidential memorandum received from the 
Parish Attorney to a non-Parish e-mail account; and 

3. A Council staff member forwarded a communication from a non-Parish e-mail account to 
the media.  

Recommendations followed regarding the development of specific policy which would serve to: 

1. Ensure and support the integrity of the process attendant to JPOIG reports;  

2. Raise awareness to the need for internal controls and policies designed to protect 
confidential information;  
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3. Ensure the Parish is able to comply with other relevant provision(s) of law, including 
public records law, by guarding against the use of private electronic mails for Parish 
business.  

Responses
Timely responses were received to the reports by and/or on behalf of the following:1

1. Council Chairman Elton M. Lagasse 
2. Parish President through Jacques L. Molaison, Deputy Chief Operating Officer
3. Councilman E. Ben Zahn, III2

The responses received are discussed in brief below:  

Council Chairman Elton Lagasse 
In his response, Council Chairman Lagasse reiterated his offices commitment to guard the 
confidentiality of information and to generally support the efforts of this office. 

Parish President 
The Parish President responded through his Deputy Chief Operating Officer Jacques L. 
Molaison. The response was appropriately limited to recommendation #3 Use of Private E-mail 
for Parish Communications that was contained in the report directed to the Parish Council and 
Parish President.  Responding to the recommendation, Mr. Molaison wrote: 

“it has been the position of the Jefferson Parish Council that administrative management 
policies apply solely to the administrative officers and employees reporting directly to the 
Parish President, and employees reporting to the Jefferson Parish Council are not 
likewise bound to follow those protocols.”  

Notwithstanding the above, the response from the Parish President’s Office detailed an affirmative 
action taken on the recommendation by amending the Parish Administrative Management Policies 
to resolve broader policy concerns raised in the report relative to use of private e-mails for Parish 
business. The following language has been added to Administrative Management Policy #513: 

“Employee email created, generated or received using the Parish’s email server, which
pertain to Jefferson Parish Government business may become public record regardless of 
their creation or generation using private computers, servers, or email systems. For
tracking purposes, employees should always default to using the Parish email system
for Jefferson Parish Government business, except where exigent circumstances
mandate such use of private equipment and/or servers.”

1 JPCO 2-155.10(9) provides that persons or entities which are the subject of a JPOIG recommendation shall have 
thirty days (30) to submit a written explanation or rebuttal of findings before the report is finalized.  Sub-paragraph 
19 provides that “it shall be the duty of every parish officer, employee” to “cooperate with the inspector general in 
any investigation, audit, inspection, performance review….” 
2 Councilman Zahn received both reports.  
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We commend the commitment and action taken by the Parish President to provide guidance and 
clarification to the employees reporting to the Chief Administrative Officer. The expectation that 
Parish employees are expected to conduct Parish business using Parish emails absent exigent 
circumstances more clearly supports transparency and the Parish’s ability to comply with 
applicable law.    

Councilman E. “Ben” Zahn, III 
There are numerous elements to the response received from Councilman Zahn which is attached 
in full. We will touch on the responses to the findings and recommendations of the report.  
However; and in connection with his response, Councilman Zahn filed a Public Records Request 
(“PRR”) with the Parish Attorney’s Office seeking other e-mails involving the same JPOIG 
Draft Supplemental memorandum.  The response to his PRR was submitted as an “exhibit” to his 
response.  Councilman Zahn contends that records obtained as a result of his PRR indicate a lack 
of due diligence on the part of the JPOIG.  Councilman Zahn also raised concerns that the JPOIG 
effort was too narrow and that it was conducted for political reasons.  The JPOIG will address 
these concerns separately.

Finding: Forwarding of Official Parish E-mail to Non-Parish E-Mail Account

Councilman Zahn acknowledged in his response that it “may be best practice to have a policy in 
place regarding the transmission of public documents to personal email accounts  . . .”  Later in 
his response, Councilman Zahn maintains that “the transmission of the e-mail, while admittedly 
not best practice, does not violate any law or policy in place at the time.” 

Notwithstanding this acknowledgement and recognition, it is not wholly clear whether 
Councilman Zahn will seek to adopt a policy for his Council office which represents best 
practices or to otherwise recommend such a policy be adopted by the Council for Parish 
employees who fall under the supervision of the Council. Councilman Zahn did write that his 
office “looks forward to working with other Council Offices, Human Resources, the Department 
of Ethics and Compliance, and the Parish Attorney’s Office on the development and 
implementation of policies and procedures relative to media requests and the use of private e-
mail.  

Finding: Forwarding Official Parish E-mail to Unauthorized Person 

Councilman Zahn responds the finding related to use of private e-mails by parish employees by 
writing “neither the transmission of the memorandum to a private e-mail account nor the 
accidental transmission of the memorandum to the media were a violation of law or Parish 
policy.”  Councilman Zahn emphasizes that his staffer “was properly in possession of the 
memorandum and as it was a record obtained and prepared by your [the JPOIG] office, (i.e. a 
memorandum, audit, report, etc.), there is no affirmative duty for him to maintain the 
confidentiality.” Councilman Zahn included with his attachments three exhibits identified as 
Exhibit A, B and C.   

Exhibit A was identified to be documents that Councilman Zahn received via PRR No. 0624-14.  
Councilman Zahn notes and relies upon this attachment as it shows that the JPOIG 
“memorandum was transmitted to a non-Parish email account or to a person who may not have 
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been the proper recipient.”  Exhibit B is an opinion dated August 11, 2014 rendered by the Parish 
Attorney wherein she concludes, “The duty to not disclose [a] preliminary report applies only to 
the office of the inspector general.  The subject has no duty to maintain the confidentiality of the 
preliminary report under local or state law, with the exception of any documents or records that 
are otherwise privileged.” Exhibit C contains documents which were attachments to the report.   

Finally, Councilman Zahn writes that he believes that “this investigation is absolutely politically 
motivated as opposed to corrective in nature.”  He also believes that “[t]his is unquestionably a 
targeted attempt to embarrass the District 4 Office and Staff, as well as myself.”  

The reports begins with an acknowledgement that the “case was opened as a result of the 
individual self-reporting the incident to the JPOIG.”  The scope of the investigation and the 
report which followed was, as circumstances permitted, defined in measure by the act of self-
reporting.  The underlying actions, notwithstanding their prevalence, represent those that are 
indicative of policy gaps and effective controls, a point which the Councilman does not appear to 
dispute.  Moreover, it is an area of policy that the Parish President has already taken action to 
correct by amending the Administrative Management Policies; however, these policies are not 
applicable to the Council and council staff.  

Councilman Zahn indicates that the JPOIG failed to pursue due diligence based on the results of 
his PRR. Using the Councilman’s data and our own verification it was determined that across all 
emails (inclusive of the confidential draft and the confidential final) there were 32 emails in total 
that included 37 separate recipients. Considering the 37 recipients 30 were Parish employees 
who were either original recipients or subordinates of original recipients. The issue of 
subordinate recipients is addressed within the main report. Of the 7 remaining recipients, 5 were 
the Commissioners of the Ethics and Compliance Commission; 1 was sent by a Councilman to 
the legal Counsel for East Jefferson Hospital and 1 was sent to the CEO of West Jefferson 
Hospital.  

We fail to see how any of these correspondence rise to the level of a confidential report being 
sent from a parish server to a personal yahoo.com account and then to a member of the media, 
regardless of the intent of the latter.  In both of the other instances the correspondence was sent 
from Jeffparish.net accounts, where a record was created, and the recipients were individuals 
who are arguably entitled to receipt from elected officials in the course of conducting their 
official business. We respectfully disagree with Councilman Zahn’s concerns. 

The JPOIG has reviewed “Councilman Zahn’s “Exhibit C” and compared that with what was 
provided to this office from Council District #4 and/or with what is contained in the parish’s 
archival system and found no material discrepancy in wording. We do acknowledge that the 
process used to scan and redact originals, such as those emails provided by the staffer, does on 
occasion identify fonts differently or fail to properly recognize characters.3 Again, none are 
material.   

3 For instance, we noted that that the header of an email (identified as page #016 in the finalized report) reflects the 
parish email extension of jeffparish.net as jettparish net, where the software’s optical character recognition (“ocr”) 
process recognized the j’s as t’s. There are numerous examples of spacing, punctuation and individual characters not 
being properly recognized.
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Conclusion 
The JPOIG believes that the findings set forth in the reports are supported, and the 
recommendations merit consideration by the Council. It does seem that great emphasis has been 
placed on the rather straight forward findings. We note for those who may not yet be familiar 
with the Inspector General model that a finding based upon supporting material should not be 
misconstrued as a determination that law or policy has been violated.  

In adopting JPCO 2-155.10, the Parish Council charged the Inspector General with providing 
increased accountability and with creating a program of oversight designed to deter illegal acts
among other things. Further, the ordinance specifically charges the Inspector General with the 
authority to “[e]ngage in prevention activities” as well as to report upon findings and 
recommendations.  JPCO 2-155.10(11).  Thus, the purpose of this report is to provide increased 
accountability by identifying the absence of written policy.  

Policies which are directed toward an identified risk serves to protect the Parish from damage, 
regardless of the gravity of the damages.  The purpose of the report was to bring light that there 
is no policy or procedure in place to guard against the release of confidential Parish information 
via its placement onto private emails or otherwise ensure that the Parish can comply with 
pertinent laws relating to public records. 

Further, the JPCO 2-155.10(9)(b) prohibits the Inspector General from “concluding a report or 
recommendation, which contains findings as to the person or entity being reported [on] or who is 
subject of the recommendation,” before providing the “affected person or entity a copy of the 
report or recommendation.”  The person, or entity, is provided thirty (30) working days to 
“submit a written explanation or rebuttal of the findings before the report or recommendation is 
finalized, and such timely submitted written explanation or rebuttal shall be attached to the 
finalized report or recommendation.”  Finally, the ordinance provides that the inspector general 
“shall report its recommendation and results of its findings to the ethics and compliance 
commission.”  

Thus, the opinion rendered by the Parish Attorney is correct insofar as the ordinance strictly 
prohibits the Inspector General from releasing a report until such time as the affected person has 
an opportunity to respond and does not strictly prohibit the affected person from releasing the 
draft report.  While not stated with such specificity or clarity, the ordinance unequivocally 
establishes a process which mandates (1) a draft copy to the affected person; (2) an opportunity 
to respond to the draft and (3) a finalization of the report which would include all responses.  

The JPOIG Confidential Memorandum dated 04/07/2014 was provided to the media by a staff 
member of Council District #4 within 48 hours of its receipt by Councilmembers.  This report 
related to efforts undertaken by the JPOIG to monitor ongoing efforts by the Parish regarding the 
lease of its public hospitals.  The premature release of the report to the media is contrary to the 
very foundation of the system wisely adopted by the Parish and was an affront to the interest of 
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those who should have been given the thirty days provided to reflect, consider, investigate, 
inquire, and respond before the report was made public.   

Ultimately, we are pleased that the Office of the Parish President has strengthened the policies 
applicable to the Parish Administration and that Councilman Lagasse has stated his offices 
commitment to maintaining confidentiality and to the efforts of this office. We are also 
encouraged by Councilman Zahn’s stated intention to work with other entities towards the 
implementation of policies and procedures on media requests and the use of private e-mail and 
look forward to the culmination of those efforts.   
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2014-0023 
Report Generated Parish Wide to both Council 

and the Parish President

Includes an excerpt under Recommendation #2 from the Report Issued to Council District #4. 
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INTRODUCTION 

This is an investigative memorandum relating to the release of the JPOIG Confidential 
Memorandum dated 04/07/2014 by a staff member of Council District #4 to the media on 
04/09/2014.  This case was opened as a result of the individual self-reporting the incident to the 
JPOIG.  This memorandum contains a summary of facts, as reported by the Council District #4 
staff member (“staff member”) or as otherwise established. Related thereto, there are findings 
and recommendations.

This report is one of two reports which will be issued. The instant report addresses broader 
policy concerns and presents recommendations. It is being distributed to those who have 
authority to respond to the policy concerns which are raised. The second report addresses 
findings and presents recommendations related to the conduct of the staff member.  The second 
report is being distributed to the staff member’s supervisor, appointing authority.  

These reports are provided to the appropriate persons for response and comment.  The response 
and comment period is 30 working days.  This report will not be finalized until the expiration of 
the comment period unless responses are earlier received from all recipients, per JPCO 2-155.1-
(9). Thereafter, the reports will be finalized and made public in accordance with JPCO 2-
155.10(9).  

SUMMARY OF FACTS

On 04/08/2014 at approximately 17:05 hours, Inspector General David N. McClintock presented 
a Supplemental Memorandum Draft to Jefferson Parish Councilmembers Elton M. Lagasse, 
Christopher L. Roberts, Ricky J. Templet, Paul D. Johnston, Mark D. Spears, E. “Ben” Zahn, III, 
and Cynthia Lee-Sheng.1 The Supplemental Memorandum was provided as an attachment to the 
communication sent via electronic mail.  Jefferson Parish Attorney Deborah Cunningham-

1  Supplemental Memorandum Draft, Subject:  Hospital Lease – Recommendations Regarding Formal Negotiation 
was presented as part of the JPOIG monitoring of the Parish’s intended lease of its two public hospitals. 

Date of Report: 01/07/2015 INVESTIGATION
PUBLIC RELEASE

Case #2014-0023 

Timeframe: 04/08-09/2014 Report By: Nicholas Hartfield, Agent Status: Final

Subject of Investigation 
Handling of Confidential Information Electronic Information Policy
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Foshee was copied on the communication.  The communication was addressed to each named 
recipient at their respective Parish e-mail address (@jeffparish.net).

The JPOIG Supplemental Memorandum Draft contained the following confidentiality notice:  

“This confidential memorandum is issued by the Inspector General pursuant to 
the authority conferred by JPCO 2-155.10.  It is intended for the sole use of the 
named council members.  It is not intended to be read, disclosed, reproduced, 
distributed, disseminated, in whole or in part by anyone other than the council 
members.  The report contains confidential information, information which would 
not be subject to public records request, and/or information which may be subject 
to other agreements of confidentiality and nondisclosure.” 

On 04/09/2014 at 07:41 hours, Council Aides, the Director of Research and Budget, and 
Research and Budget Legal Analyst were forwarded IG McClintock’s communication by Parish 
Attorney Cunningham-Foshee who wrote “FYI-received last evening.”2 At or about the time the 
communication was received, the communication was forwarded to a personal, non-Parish e-
mail account of the staff member.  

A second e-mail, including the JPOIG draft report as an attachment, was sent by Parish Attorney 
Cunningham-Foshee at 12:42:46 hours to the staff member upon the staff member’s request. At 
or about this time, the second communication was similarly forwarded to the same non-Parish e-
mail account of the staff member. 

The staff member stated that an e-mail response was sent to the Parish Attorney’s first 
communication notifying her that the first communication had been sent without the referenced 
Supplemental Memorandum attached.  The Parish Attorney then responded by forwarding the 
communication a second time with an attachment.

The staff member further explained that Ben Myers, a news reporter for The Times-Picayune, 
contacted him via telephone on that same day stating that he was trying to find someone who had 
a copy of the JPOIG Confidential Memorandum.  The staff member stated Mr. Myers was told 
that these things usually come with restrictions and the e-mail received did not have an 
attachment. Mr. Myers then asked the staff member to send the e-mail received. On 04/09/2014 
at approximately 15:22 hours, the staff member forwarded the e-mail from the personal, non-
Parish e-mail account sent by the Parish Attorney to the Parish e-mail account.. The forwarded
communication to Ben Myers included the statement “No attachment”.   

2  

.
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On 04/09/2014, IG McClintock received information indicating that at least one media outlet had 
been provided a copy of the JPOIG confidential memorandum and that the media outlet will 
likely publish it on 04/09/2014.  On that same day at approximately 17:17 hours, IG McClintock 
notified Councilmembers by electronic mail that the media had purportedly obtained a copy of 
the memorandum. Shortly thereafter, the staff member contacted IG McClintock and self-
reported, taking responsibility for providing a copy of the JPOIG Confidential Memorandum to 
the media. The staff member explained that the staff member believed it was the initial 
communication from the Parish Attorney which did not have the JPOIG Confidential 
Memorandum attached that was being forwarded.  

On 04/16/2014, the staff member was interviewed by Special Agent Nicholas Hartfield.  The 
staff member provided copies of relevant electronic mail communications.

ANALYSIS

These findings raise issues and questions under La. Revised Statute 33:9614 and JPCO 2-155.10.  
These findings also raise compliance issues with regard to other laws, notably the Louisiana 
Public Records Law among them3.

Louisiana Revised Statute 33:9614  

La.Revised Statute 33:9614 provides that records, data and information compiled by an inspector 
general in an investigation, audit or review is confidential and privileged until the matter is 
complete.  However, no privilege established by law shall be deemed waived on any record 
obtained by an inspector general.   Any record or information obtained by an inspector general in 
connection with a matter which is confidential or privileged pursuant to any other provision of 
law shall remain confidential or privileged.  It shall be a misdemeanor punishable by a fine of not 
more than two thousand dollars or imprisonment for not more than one year, or both, for any 
public official, corporation or individual to make public any such information or record.  

Jefferson Parish Code of Ordinances 2-155.10 

Jefferson Parish Code of Ordinances 2-155.10 (9) provides that persons or entities which are the 
subject of a JPOIG recommendation shall have thirty days (30) to submit a written explanation 
or rebuttal of findings before the report is finalized. Sub-paragraph 19 provides that “it shall be 
the duty of every parish officer, employee” to “cooperate with the inspector general in any 
investigation, audit, inspection, performance review…”  

The Supplemental Memorandum Draft was not “complete” when it was disseminated and 
released to the media.  It was presented in draft form to Councilmembers who were each entitled 
to thirty days to consider and comment upon its content. JPCO 2-155.10(9) provides a purposeful 
process which is intended to facilitate and foster a period of confidential review and comment.  
The release of a draft report by any one individual operates to the prejudice of another’s right to 
consider and respond before its publication.  The dissemination and release of the report was a 

3 La.R.S. 44:1 et seq. 
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breach of confidentiality as provided by La. Revised Statute 33:9614 and represented an affront 
to the process established by JPCO 2-155(10). 

Other Compliance Issues: Policy and Procedure 

The Parish’s ability to ensure compliance with other provisions of law is adversely impacted by 
the absence of policy and procedure which addresses the handling of confidential information 
and movement of official Parish communication to non-Parish controlled environments. The 
Louisiana Public Records Law generally provides that all records or documentary materials, 
regardless of their physical form, “having been used, being in use, or prepared, possessed, or 
retained for use in the conduct, transaction, or performance of any business” under the authority 
of a public body are “public records,” save certain exceptions.4 Except as otherwise provided, 
any person may obtain a copy of any public record.5 Whether or not records of a public body are 
otherwise exempt from being released to any person, the public body has an obligation to 
preserve and retain public records.  Under the Louisiana Public Records Law, the Parish has both 
an obligation to retain public records and an obligation to permit persons to examine public 
records, unless the records are otherwise deemed exempt. .  

Our review of the Parish’s ordinances, policies, and procedures does not reveal any meaningful 
or comprehensive guidance on the handling of confidential information or establish the manner 
in which Parish Council business in this regard must be conducted. We found the Parish’s
Administrative Management Policies, approved by the Parish President in April of 2013.
However, the scope and effect of the policies extend only to “all administrative officers and 
employees of the parish responsible to the Parish President.” Like policies applicable to the 
Parish Council, and employees under the supervision of the Parish Council, may have provided 
guidance under these circumstances.  For example, there is (1) the “Media Communications 
Policy” which establish guidelines for communications and release of information in 
coordination with the Parish Office of Public Information; (2) the “Use of Equipment, Vehicles 
and Information/Communication Resources which generally defines appropriate use of parish e-
mail technology; and (3) other policies which capture the handling of specific confidential 
information, such as employee files.  These policies provide that “Parish e-mail is to be used 
solely for communications and responding to inquiries related to efficient and effective operation 
of government” and provide further that all “forms of data created, entered, shared, transmitted, 
received or stored using Parish technology and communication system is considered Parish 
property.” Still, the policy manual is not wholly clear that official Parish business conducted 
through use of technology should not be conducted in a manner which impairs the Parish’s 
ability to comply with pertinent state law or otherwise compromises the integrity of material 
which may contain confidential information.  

We find no meaningful ordinance, policy, or procedure that bears clearly on the issues of 
handling confidential material or the establishment of approved methods for conducting Parish 
business using Parish technology or technology equipment.   

4 La.R.S. 44:1.
5 La.R.S. 44:31. 
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FINDINGS
1. Dissemination of JPOIG Supplemental Memorandum Draft
Confidential JPOIG Supplemental Memorandum was distributed to unintended recipients  

2. Forwarding of Official Parish E-mail to Non-Parish E-mail Account
Staff member received the confidential memorandum from the Parish Attorney. The 
communication(s) received from the Parish Attorney was automatically forwarded to a non-
Parish e-mail account.

3. Forwarding of Official Parish E-mail to Unauthorized Person 
Staff member forwarded the communication received from the Parish Attorney to the media 
from the non-Parish e-mail account.

RECOMMENDATIONS

1. Dissemination of JPOIG Supplemental Memorandum Draft to unintended recipients. 

The JPOIG Supplemental Memorandum Draft was directed to Councilmembers as governing 
authority of the parish’s public hospitals, West Jefferson Medical Center and East Jefferson, 
Hospital as well as the Health and Hospital Services District.6  The Supplemental Memorandum 
Draft did not contain confidential information, but its confidential nature was explicitly noticed, 
“It is not intended to be read, disclosed, reproduced, distributed, disseminated, in whole or in 
part by anyone other than the council members.”  

To ensure the integrity of process, the JPOIG recommends that the Parish Council, individually 
or collectively, adopt policy(ies) addressing the receipt, reproduction and dissemination of 
official Parish documents.  Further, the policy(ies) should address handling material of a 
sensitive, privileged or confidential nature and/or implement such policies and procedures to 
ensure integrity and control of such material.

2. Media Communications: Forwarding Legal Communications To Media 

Legal communications, including communications from the Parish Attorney, may contain 
information which is confidential and privileged.  Forwarding communications from the Parish 
Attorney to the media or another may result in unintended consequences for the Parish, its 
elected officials and employees.  For reasons similar to those above, the JPOIG recommends that 
the Parish Council review, or establish, policies and procedures regarding the receipt, 

6  The JPOIG provided comments and a recommendation on the processes and actions of the Jefferson Parish 
Hospital & Health Services District to the Jefferson Parish Council as governing authority for the parish and that 
of the hospital district(s) by Confidential Memorandum which hand delivered to each Councilmember, 
individually, on September 13, 2013. The JPOIG received a request by the Parish Attorney for an extension of 
time within which to respond to the memorandum on behalf of the Council.  A response to the report was received 
from the Parish Attorney on behalf of the Council.  Additional responses to the memorandum were received by 
individual councilmembers http://www.jpoig.net/images/pdf/synopsis.pdf. The confidential, draft Supplemental 
Memorandum was provided to Councilmembers and the Parish Attorney, in her capacity as legal counsel.  
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reproduction or dissemination of material of a sensitive, privileged or confidential nature and/or 
implement such policies and procedures to ensure integrity and control of such material. 

The following excerpt appeared under a similarly headed finding in the Council District #4 
Report:

The JPOIG Supplemental Memorandum Draft was directed to Councilmembers as governing 
authority of the parish’s public hospitals, West Jefferson Medical Center and East Jefferson, 
Hospital as well as the Health and Hospital Services District.7  The Supplemental Memorandum 
Draft did not contain confidential information, but its confidential nature was explicitly noticed, 
“It is not intended to be read, disclosed, reproduced, distributed, disseminated, in whole or in 
part by anyone other than the council members.”  

Whether the information was appropriately received or erroneously, the recipient is responsible 
for their individual handling of the material. To ensure the integrity of process, the JPOIG 
recommends that the Parish Council clearly set forth policy establishing that the authority to 
disseminate JPOIG reports and memorandums. Further, the Council should consider reviewing, 
or establishing, policies and procedures regarding the receipt, reproduction or dissemination of 
material of a sensitive, privileged or confidential nature and/or implement such policies and 
procedures to ensure integrity and control of such material. 

The JPOIG recommends that the Council District #4 consider and establish, policies and 
procedures regarding the receipt, reproduction or dissemination of material of a sensitive, 
privileged or confidential nature and/or implement such policies and procedures to ensure 
integrity and control of such material. A similar recommendation will be made in a related report 
addressing broader Parish concerns.  

3. Use of Private E-Mail For Parish Communications

Electronic communications are common for government and private sector work place 
environments.  The use and misuse of an electronic communication system is a recognized area 
of risk. Further, there are available best practice policies and procedures regarding the use and 
control of these systems.  The placement of an entity’s e-mails into a private e-mail account(s),
and the use of the private e-mail account(s) to conduct business, serves to defeat processes put in 
place to ensure compliance with applicable laws, such as the public records laws, and the 
integrity of communications. Conversely, the Parish e-mail, like many private and public 
enterprises, permits employees to securely access e-mails through the internet.   Similarly, e-
mails can be received and sent using smart phones and other mobile devices.  Regardless of the 
menas of access, there is a record of this correspondence within the Parish e-mail system. This 

7  The JPOIG provided comments and a recommendation on the processes and actions of the Jefferson Parish 
Hospital & Health Services District to the Jefferson Parish Council as governing authority for the parish and that 
of the hospital district(s) by Confidential Memorandum which hand delivered to each Councilmember, 
individually, on September 13, 2013. The JPOIG received a request by the Parish Attorney for an extension of 
time within which to respond to the memorandum on behalf of the Council.  A response to the report was received 
by Parish Attorney on behalf of the Council.  Additional responses to the memorandum were received by 
individual councilmembers http://www.jpoig.net/images/pdf/synopsis.pdf . The confidential, draft Supplemental 
Memorandum was provided to Councilmembers and the Parish Attorney, in her capacity as legal counsel. 
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Agent Hartfield is no longer with the office 

Nicholas Hartfield

David McClintock

access and technology negate the need to rely upon other e-mail accounts, including personal e-
mail accounts, to conduct private business.  

For this reason, the JPOIG recommends that the adoption of a policy addressing the use of 
private e-mails to conduct Parish business. 

Signature:   ____________________________________  
Agent 

Signature:  _____________________________________  
Inspector General
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JEFFERSON PARISH ADMINISTRATIVE MANAGEMENT POLICIES MANUAL
UPDATE NO. 2 (10/17/2014)

EMPLOYEE RECEIPT

Parish President John F. Young, Jr., as chief administrative officer of parish 
government, is issuing update no. 2 to the Administrative Management Policies manual. 
Policy 513. Use of Equipment, Vehicles and Information/Communication Resources; 
Section 2. Use Technologies and Communication Systems; Subsection 2.1 
Establishment is the only policy section being changed in update no. 2. Any previously 
issued administrative management policies or procedures on the subjects covered in 
this manual are superseded by the policies and procedures set forth in the 
Administrative Management Polices manual, as updated.

The Jefferson Parish Administrative Management Policies manual, as updated,
may be viewed in its entirety on the Human Resource Management Department home 
page of the Parish’s intranet site found at:  http://jpnet/home.  It may also be viewed on 
the Human Resource Management Department’s home page of the Parish’s internet 
site found at:  http://www.jeffparish.net.

Employees may view a printed copy of the Jefferson Parish Administrative 
Management Policies manual, as updated, which shall be maintained within each 
department.  Employees requiring assistance under the Americans with Disability Act 
Amendments of 2008 (ADAAA) should direct requests to Parish ADA Coordinator at 
(504) 736-6086.

As a condition of employment with Jefferson Parish, you must thoroughly 
familiarize yourself with these policies and comply with them in their entirety.  

Your signature is necessary to document the fact that you were provided free 
access to the Administrative Management Policies manual, as updated.

              

____________________________________
Employee Name (Please print)

______________________________________  _____________________
Employee Signature      Date

Completed form is to be retained by each department 
in the employee’s departmental personnel file

and
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Copies of all completed forms are to be forwarded to 
the Personnel Department for inclusion in the 

Personnel Department’s employee file.
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Preface 
 

 The Jefferson Parish Administrative Management Policies manual is established for the 
purpose of developing, maintaining and communicating policies to parish government 
employees.  It is intended to ensure compliance with local ordinances governing terms of 
employment and relevant federal and state employment law.  It is also intended to provide for 
the standards, terms and conditions of employment in a clear and comprehensive manner to 
maximize efficiency and orderly operation of parish government. 

 The Jefferson Parish Administrative Management Policies manual is adopted by the 
Parish President as chief administrative officer of parish government.  The Parish President 
reserves the right to withdraw or amend the policies contained in this document to ensure 
effective and efficient operation of parish government. 

This manual is not to be construed as a contract of employment, to create any such 
contractual obligations for the parish, and does not create or abridge any rights otherwise 
provided by local, state or federal law.  Nothing in this manual should be construed as a 
guaranty of any particular term or condition of employment or of any particular position or 
otherwise confer the expectation of continued employment.   

The Jefferson Parish Administrative Management Policies manual may be viewed in its 
entirety on the Human Resource Management Department home page of the Parish’s intranet 
site found at:  http://jpnet/home.  It may also be viewed on the Human Resource Management 
Department’s home page of the Parish’s internet site found at:  http://www.jeffparish.net.  
Employees may view a printed copy which shall be maintained within each department. 
Employees requiring assistance under the Americans with Disability Act Amendments Act of 
2008 (ADAAA) should direct requests to Parish ADA Coordinator at (504) 736-6086. 
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Policy 104:  Development and Review of Policies 

Amended 4/30/2014; Section 3.  Review of policies. 

 

Added 4/30/2014; Section 4.  Revisions of policies. 

 

 

Policy 202:  Employment Requirements 

Amended 4/30/2014; Section 1.  Medical Examinations/Drug Screening; Subsection 1.4. 
Procedure for Unclassified Employees; 1.4.4. 

 

Amended 4/30/2014; Section 1. Medical Examinations/Drug Screening; Subsection 1.5. 
Procedure for Classified Employees; 1.5.4. 

 

Amended 4/30/2014; Section 2. Department of Transportation (DOT) Safety sensitive positions. 

 

 

Policy 204:  Separation from Employment 

Amended 4/30/2014; Section 1.2. 
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Policy 403:  Attendance, Leave and Absence 

Amended 4/30/2014; Section 4. Notification to Supervisor Required; Tardiness; Subsection 4.1. 

 

 

Policy 501:  General Provisions 

Amended 4/30/2014; Section 5. Work-related decisions. 

 

Amended 4/30/2014; Section 6.  Conformance to law. 

 

Added 4/30/2014; Section 8. Courtesy; Subsection 8.4. 

 

 

Policy 502:  Reporting and Performance of Duty 

Amended 4/30/2014; Section 2. Performance of duty; Subsection 2.1. 

 

Amended 4/30/2014; Section 4. Notification of illness or injury; Subsection 4.1.1 

 

 

Policy 504:  Secondary Employment 

Amended 4/30/2014; Section 4.  Limitations on Secondary or Supplemental Employment; 
Subsection 4.1. 

 

Amended 4/30/2014; Section 4. Limitations on Secondary or Supplemental Employment; 
Subsection 4.6. Classified Employees. 
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Policy 509:  Political Activity 

Amended 4/30/2014; Section 3. Use of property.    

 

 

Policy 510:  Drugs, Alcohol and Tobacco 

Added 4/30/2014; Subsection 9.  

 

 

Policy 513: Use of Equipment, Vehicles and Information/Communication Resources 

Amended 10/17/2014; Section 2. Use Technologies and Communication Systems; Subsection 2.1. 
Establishment. 

 

Amended 4/30/2014; Section 2. Duty to report; Subsection 2.6.  Electronic Mail and Electronic 
Mail Tampering. 

 

Amended 4/30/2014; Section 2. Duty to report; Subsection 2.8. 

 

 

Policy 602:  Maintaining Standards of Effective Service 

Amended 4/30/2014; Section 3.  Scope. 

 

Amended 4/30/2014; Section 4. Fines or Restitution; Subsection 4.5. 
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Amended 4/30/2014; Section 6. Pre-Disciplinary Hearings; Subsection 6.1. Establishment; 
definition. 

 

Amended 4/30/2014; Section 6. Pre-Disciplinary Hearings; Subsection 6.2. Purpose. 

 

Amended 4/30/2014; Section 6. Pre-Disciplinary Hearings; Subsection 6.4. Appointing authority 
responsibility; 6.4.1. 

 

Amended 4/30/2014; Section 6. Pre-Disciplinary Hearings; Subsection 6.6. Notice: 6.6.1. 

 

Amended 4/30/2014; Section 6. Pre-Disciplinary Hearings; Subsection 6.7. Procedure; 6.7.1 

 

 

Policy 603:  Grievance Policy Procedures 

Amended 4/30/2014; Section 4. Definitions; Subsection 4.1. 
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