T-ﬁfvfw HR-RM 1 ©EQUEST FOR RECORDS RETENTION SCHEDULE - SCHEDULE
L Ll 4 . / NO. 302
"y 1 oe Submitted to the Records Manage. .t Division S \
all of Records . . )
Commission b.all of Records Commission :AO?E 1. /
1. Requesting Agency 2. Division or Bureau of Requesting Agency
@  conassionR oF PERSOMNEL EXECUTIVE DIVISION

3. Authorization Requested (Check only one of the squares below)

B
E Establish retention schedule for re-

Microfilm and  destroy originals.
Originals if not microfilmed would be

A . : .
Dispose of present accumulation. No
additional accumulation is antici- cords for which there is a continuing
pated. Records have ceased to have value accumulotioij. The records will cease to retained for the period of time indicated.
to warrant retention. . have value to warrant their retention after
. the period of time indicated.
4 5. Description of Records 6. Recommendation
ltem . Describe records accurately. Include title, form number, size of documents, of Hall of Records -
No work_or activity to which the records relote inclusive dotes and quonhty and Board of Public
(cubic or Imeor feet) Show recommended retentlon period. Works. )
1. |DISCIPLINARY SUSPENSION FIIB

Sizes 817 x 110
_ Dates: 195k = -
© File Arrangements Alphabet.ical
Quantity:s 1 cukdc foot- _—
Amnual Accumulation:s lLess than § cubic foot.

Chapter 84, Acts of 195k, provides that the next salary increment

ehall be denied for a period of cns year from ths date of a discip-

linary suspensicn, and that an employee can request the Commlssioner
to male an investigation of such suspension, In June 1955, ths law

wag amended to provide that salary denials in such cases must bs
approved by the Cormissioner. Records of individual disciplinary
suspensions are filed in case folders in a temporary file %o be cub
off in 1959, The effect of the provisions of the above-mentioned
law will be determined from these records and included in a proposed

report, ;

ferred to individual Employee's Employment History Folderss records
concernad with disciplinary suspensions--created later than 1959--

will be filed immediately in Employee's Bnployment History Fol&er

(Schedule 2k, Item 1).
THE RETENI'ION PERIOD FOR THIS ITEM 1S OOVERED BY

FOLDERS (SCHEDUIE RO. 2L, ITEM 1).

After completion of research, all records will then be trans:
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3.

Merit System lay provides that employees who have satisfactorily

Indexs; Card index

FORM HR-RM 1A . SCHEDULE o3 ()0
[(11-1-86)  QUEST FOR RECORDS RETENTION § ‘EDULE No. .
- Hall of Records (Continuation Sheet) . PAGE
Commission NoO. 2.
4 5. Description of Records _ 6. Recommendation
Item Describe records accurately. Include title, form number, size of documents, of Hall of Records
N work or activity to which the records relate, inclusive dates, and quantity and Board of Public
o (cubic or linear feet). Show recommended retention period. Works.
2, | SUSPENSIUN CASE HISTORY FIIE
Sizas 83" x 14
Dategs 1921 - - A
Quantity: U~ drawers (9 cubic feet) o
File Arrangement: Alphabetlical and numerical -
Annual Accumilations less than § cubic foob S
o=
a.
a.
<C

camploted thoir probationary periods cannot be removed from service
opportunity to be heard has besn

unless charges are erred and an
provided (Article 6LA, Section 29, Annotated Code of Maryland, 1951
Edition). This file contains all records related to suspensions
upon which action has been talken. Suspensions bsing processed aere
: maintained in pending folders and are then filed either
in the alphabetical or in the mmwerical file. The alphabetical file
ccntaing a folder for each person against vhom charges have been
£filed and who is permitted to resign without & hearing. The numneri-
cal filo containg a doclet folder for each employee who has been
granted a hearing. The docket folders, filed by docket mumber, con-

tain a statement of charges; recordings or transcript of hearing;
£indings; resultant order of the Coummissionery correspondence cone
cerning the hearing; SEC 127, Efficiency Rating Reporty SKC 132

(Subpoena); exhibitg--e.g. transcripts of court procesdings for

offenses prior to State employment. Ths file has long term value
in documenting declsions of the Commissioner which may be used as

precedents for subssquent cases. It is also of valus in the event
that a formerly-removed employes attempts to0 return to State service

RECOMMENDATIONs RETAIN PERMANENTLY.
SUSPENSION IMDEX CARD FIIB

Siges 3" x 5".
Datest 1921 « =

Quantitys 1/8 cubic foob
File Arrangement: Alphabetical by surname of individual
Annual Accumlation: Less than 1/8 cuble foot

The Suspension Index Card Fils is an index to0 tho Suspension Case
History File (Item 2), Each card showss

Individual's namo y
Position N
A notation of the hearing or that no hearing was requested-.
The digposition of employee-removal or resignationi

Docket muder (if applicable) g
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SCHEDULE >Y4
N%. v 302

FO;:M.. ;m-m'n A B
. L11-1-36) ( UEST FOR RECORDS RETENTION f ‘EDULE
* ."Hall of Records . (Continuation Sheet) ' PAGE
Commission . NO. 3.
4 . 5. Description of Records 6. Recommendation -
Describe records accurately. Include title, form number, size of documents, of Hall of Records
and Board of Public

o
C.

(cubic or linear feet). Show recommended retention period.

work or activity to which the records relate, inclusive dates, and quantity gnd £
orks.

L. | MILITARY IEAVE (SERVICE) IRDEX

Provision iz made for the preservation of established Stato service

credits for all military pers
(Chapter 677, Acts of 1957). Ths Military Yeava (Servica) Index
Each card

file is the Commissiont's record of military service.
shows the following informations name of individual, position,
effective date of entry into service
into rmilitary sorvice.

RECOMIENDATIONs RGTAIN PERMAMENTLY.
s.| FOLICE LISTS

Sizes 3" x S

Datess 1950 ~ « |
Quantity: 1 drawer or 1/B cubic foob '
File Arrangements Alphabetical by surnams of employso

omnel who return to State Servics

sizes 83" x 11

Datess 1951 = =

Quantity: 2 cubic feob .

File Arrangement: ' Chronological

Annual Accurmlation: less than 3 cubic foob
Lists of certain appointees to State service are sent periodically
to the Baltimore City Police Department. The lists are checked and
returmed in ordar to indicate which appointeas have police records
on file. The recommendation beluw appliss to the lists and lstiers
of transmittal. - T :
RECOMMENDATIONs RETAIN FOR THREE YEARS AFTER CREATION ARD THER
DESTROY, ’

POLICE RECORD CASE FIIES | i

\ Ry e

Sizes 6830 x 1v '
Dates: 1919 - - \ A

Quantity:s L cubie feat
Fle Al

Arrangemant phabatical
Amual Accuwmlation: § eubde foot

A Polics Record Case folder is meintained on each ap _
date for whom derogatory information is foundeeeithor in the filss
of the Maryland State Police, Baltimore City Police, or other polics
Jurisdiction. The foldar of an individual may contain the police

report, corre with the appointing agency and the erployee's
or candidate's application. If an individual bacomes an employee or

is retained aa an employse, these records are transferred to the
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SCHEDULE :
302

FOR;A :\IR RI'I 1A ;
(11-1-86) '2UEST FOR RECORDS RETENTION € 'EDULE No.
. Hall of Records (Continuation Sheet) B PAGE
Commission NO. o
4 5. Description of Records : 6. Recommendation
tern Describe records accurately. Include title, form number, size of documents, of Hall of Records
‘|° work or activity to which the records relote inclusive dotes and quantity and Board of Public
) (cubic or linear feet) Show recommended retention period. Works, -

Employee's Employment History Folder (Schedule 24, Item 1).
recormendation below applies only to the records of individuals who

were not, employed.
RECOMMERDATTON:

7. | POLICE RECORD INDEX CARD FIIE

The

RETAIN FOR FOUR YEARS AFTER POLICE RECORD CHECK
AND THEN DESTROY.

A Police Record Index Card is prepared for nexflyé-appointed individ-
ual State employees other than temporary, emergency, promotional,
or transfers.

on file at Maryland State Policse Headquarters.
are forwarded for checking to the Baltimore City Police Department.

A summary of the derogatory information from Loth sources is placed

Form No.s SEC 122

Sizes 3% x gw .

Datess 1956 = =

Quantitys L drawers {1 cubie foot)

File Arrangements Alphabetical

Annual Accumilations Less than 3 cubie foot

The cards are checked against the police records
Police Lists (Item 5)

on the reverse side of individual cards.

Specifically, a Police Record Index Card carries the following in-
formation: individual's name, address (present and former), hsight,
weight, sex, date and place of birth, classification, department,
source (of information), and a notation of “he orig.nator of the

police report—~State or Baltimore City.-

A newly-established procedure--the preparation of an Unsatisfactory
Report form (SEC 1333 to be attached to the Index of Application

form (SEC 111)--will summarize police record information and serve
as a signal of an individual's poliece record if a later re-applica-

tion occura.

The Police Record Index Card File facilitates reference to an em-
ployee's police record during the six-month probstionary period.

Since the Police Record Index Card File is maintained for convenience
in reference, and the police record informmation on which the card
is based is retained in the Employee's Employment History Folder for
four years after the employee's separation from State service, the
file may be considered non-record within the meaning of the statute
governing non-record material (Article ki, Section 155 s A.nnotated
Code of Maryland, 1951 Edition). DU
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© FoRM’HRRM 1A i SCHEDULE {332
(11-1-88) ( QUEST FOR RECORDS RETENTION ! ‘EDULE NO.
- *Hall of Records (Continuation Sheet) ' PAGE
Commission NO. S‘.’;o
5. Description of Records 6. Recommendation

Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relote inclusive dotes and quantity
. (cubic or linear feet). Show recommended retention period. A

of Hall of Records
and Board of Public
Works.

8.

STAHDARD SAIARY AGEN)A AND SUPPLEMENTS (N‘PART%’I‘AL FIIF)

A.

B.

9.

Sizes’ 8"4‘ x 11"
" DPatest

9 | A
Quantitys 5 dramra (9 cubi.o feet) ‘

' File Arrangements Chronologleal by meeting date .
Annual Accwmlation: Less than § cuble fodt. ‘

Indoxs Card Index (Item 9)

The Departmantal Fils contains thsa Gwmiasionar's eopies of the
agenda of meetings, and material submitted to the Stendard Salary
Board to facilitats classification ectiang, Filsd on a segregated
bagis within this £ile are salary plans {including "Schedule of
Compensation for Class of Posliicng in the Claszzified Service,%

of salary standardization

1921), records roleting to the histox
(including correspondence and reports), and ths cmsioner*s
comspondeme anthorizing tentative aalary rates. -

The agenda and tha material submitted to ‘the otanéard ualary Bcard
are £iled in folders set up for individual meetings. Specifically,
a folder may contain an agenda sheet, cccaslonal copies of minutes,
a submission (doscdiption) for esch classification which appears a
the apenda, a listing of agency personnel with vequested and - -
recormended salary scales resulting from a suwey, and Requesta for

Adjustmnt in Sahry (Fonn #2N mimso, ).

Anincm:mletefi‘le ofchxpucate mmadssimsuminWth
class:iﬁ.cation Div.i.aion.

Pﬂcrofﬂminglmaheenmwm@dfwmmteﬂalthroughw%

to the history and development of the Standard Salsry Board ere not
available in the Stendard Salary Board O0fficial Fils (Scheduls 301
Item 2). Begimingin”%,copiesofeubudssionsaremtaimdin
theOfﬁdaana _

REOOMENDATION! MICROFILM ALL mrm THROWRH 1956; RETATH OB.IG-
.- JHAIS FOR TWENTY YEARS AND THEN DESTROY; RETAIN

 MICROFIL COPY PERMARENELY.

RETATE IN ORIGINAL FOMM FOR TWERTY YRARS ALL
MATERIAL CREATED AFTER 1956 AND THEN DESTROY.

STt s <o

RECOMMENDATIONS

INDEX)TO STAHDARD SALARY BOARD Aﬁm AND SUPHE!@TS LEPMPEEPAL
- BoAaciy
Sina:

38 x 5w , |
Datens 1943 = «
Qumtlty; 2 dravors (écnbufoot)

because, pricr to that year, cubmissions and other records relating |

¢ Alphabetical by position title
Iass than 4 cubie feot _

RECORDS COMMISSION
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3 SCHEDULE :3 02

r-'o:M' HR-RM 1A . .
‘ (11-1.86) " QUEST FOR RECORDS RETENTION f° 'EDULE NO.
" . Hall of Records : (Continuation Sheet) ' PAGE
Commission NO. 6.
4 5. Description of Records 6. Recommendation
tem Describe records accurately. Include title, form number, size of documents, of Hall of Records
‘40 work or activity to which the records relate, inclusive dates, and quantity and Board of Public
’ {cubic or linear feet). Show recommended retention period. Works.
This 13 a eard index to the Comulssiomer of Persennclls Standard
Salery Agenda and Supploments (Departmental File), Item 8, It is , =
arranged in two sectiong--ons listing all salary changes affecting >
a particular job and the effective datey the other ssction shows (]
changes in job titls end the dates of ths meetings during which o =
Board action affected a position. e
: =
RECOMMENDATIORe RETAIN PERMANBNTLY. ; o
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