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RCJEST FOR RECORDS RETENTiON SC(‘.J'ULE .;%HEDULE 389
To be Submitted to the Records Management Division i
Hall of Records Commission :ﬁac.;i 1. i
2. Division or Bureau of Requesting Agency . ‘
ONER AND HOSPITAL INSPECTION

ASSISTART CO
AND LICENSURE

l.

Requesting Agency

DEPARTMENT OF MENTAL HYGIENE

and destroy

¢
originals,

Dispose of present accumulation. .No
additional accumulation is antici-
accumulation. {
have value to warrant their retention after
6. Recommendation

pated. Records hove ceased to have value
to warrant retention.

3. Authorization Requested (Check only one of the squares below).
C
Microfilm
Originals if not microfilmed would be
retained for the period of time indicated.

Establish retention schedule for re-
cords for which there is a continuing
The records will cease to

the period of time indicated.

5. Description of Records
Works.

of Hall of Records
and Board of Public

4,
Item

No.

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

b

HOSPITAL FIIE

Size: 83" x 11
Dates: 1950 - = -
1 drawer (2 cubis feet)

Quantity:
File Arrangememt: Alphsbetical within‘ each major f£ile

category

The Hospital File relates to inspection and licensure of private
mental institutions and to general ~dministration of State mental

hospitals. The portion of the file concerned with inspection and
licensure consigts of correspondence with institutions inspected,
summariging their status or deficiencies. The remainder of the file,
specifically devoted to State hospital administration, eontains the
following genaral categoriss:
Administrative - directives, memos, and instructions '

' to hospital superintendents
Pgoceduren -« informational bulletins received from hospitals

Reports - summarizing statistics on medical care of patients,
modical services conferences, number of special

treatments, examinations by consultants, cutpatient
clinic, and psychotherapy
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Patient complaints - correspondence with superintendent and
staff concerning individual patient complainte

1/31/1961

Date

Sipdature

7. Agency, Division or Bureau Representative
<
v Assistant Commissioner
| Title
Disposal Authorized as Indicated in Col. 6 by Board of
Public Works.

chedule Authorized os Indicated in Col. 6 by Hall of

S
.iecords Commission. |
e € QU
b Date

/Z‘MWJ./QV

Secretary

L/ ; / A 96/ —
Date Archivist
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SCHEDULE 389

T okt \(" _QUEST FOR RECORDS RETENTION s{ .¢DULE No.
o ol of Records (Continuation Sheet) PAGE

¢« ¥ 1 Commission NO. 2¢
5. Description of Records 6. Recommendation
4. Describe records accurately. Include title, form number, size of documents, of Holl of Records
dem 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. ~
other State agencies and data

A.

B.’

RECOMMERDATION: RETAIN INSPECTION AND LICENSURE,AHD HOSPITAL

RECOMMENDATION: ALL OTHER RECORDS (PROCEDUWRES, REPORIS, PATIENT
RETAIN FOR THREE YEARS

2, | coaTTER FIIR

Gleneral ~ Correspcndence with
on specific subjects relating to hospital adminis-

tration.

ADMINISTRATION RECCHDS FOR TEN YEARS AND THEN
DESTROY. TRANSFER PRESENT FIIE TO STATE RECCRD

CENTER.

COMPLAINTS, AND GENERAL),
ARD THEHN DESIROY.

3.

The Assistant Commissioner maintains contact and cooparates with

prof
@ | rentel health problems, Thie fils contalns correspondence with and

infarmational material reseived from such organisations as the
American Psychiatric Assoolation, Baltimore Gouneil of Social
Services, Mental Health Joint Planning Comnittee of Montgomery

County.
Publications and informational material ars non-record within the
meaning of the statute goverming
Sec. 179) Armetated Code of Marylend, 1957 Bditien and may be
dsstroyed when they are no lenger needed, The recommendatieon
below applies to all other material in the file.
- Al ] awWwigo BY
P?UBLIC VLORKS

Sire: 83" x 11

Dates: 1950 « -~
Quantity: 1 drawer (2 cubic fest)

File Arrangements Alphabetical by name of eonmitiese or
organizatien

esalanal committees and othsr arganisations concerned with

am-record material (Art. hl,

RECORDS COMMISSION

AP
HALL oF peqor OV ED

Quantity: 2 drawers (3 cubic fest)

RECOMMENDATION: RETAIN FOR ‘THREE YRARS ARD THEN DEST OAKD Ui
CORRESPONDENCE FIIE
e fof o
Sise: B3 5: 11w FE® 13 161
Dates: 1950 = - //u

SECRETARY

File Arrangement: Alphabetical by name or subj_eat‘“‘“"“"‘ -

This file contains gensral correspondence, the majority of which
is eoncernsd with individual patients and their families. Such

formation recsived from variocus sources.
off and a pew file will be maintained in its place. The reccmmen~
dation below appliss to the cut off fils.

RECOMMERDATIONs RETAIN FOR THREE YEARS ARD THEN DESTROY, TRANSFER

STATE RECORD CENTER.
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e SCHEDULE 389

VoGt (».QUEST FOR RECORDS RETENTION S. .£DULE NO.
Hall of Records (Continuation Sheet) PAGE
Commission No. °
5. Description of Records 6. Recommendation
4. Describe records accurately. Include title, form number, size of documents, of Hall of Records
Item work or activity to which the reccrds relote inclusive dotes and quantity and Board of Public
No. (cubic or linear feet). Show recommended retention period. Works.
L. | GEERRAL FIIR
8ige: 683" x 11°
Dates: 1919-1953
Quantity: 1 draver
File Arrsngemsnts Alphabetical by nams or subject

Disposable Amount: 1 drower
This fila, titled "Dr. Earl K. Holt - Gensral File,” contains
and reports received from Central Offics

general carrespondance
staff and institutions. The records accumlated whils Dr. Holt
hold the position of Assistant Commissioner., Similar material is
currently filed in the Assistant Commissionorts Correspondence

1y
File (Item 3) and the Hospital File {Item 1).
RECOMMENDATION: DESTROY ACCUMUIATICH.

APPROVED
HALL OF RECORDS COMMISSION

S. | SPECIAL INVESTIGATIOR REPORTS
Sire: 83 x 11¢
Dates: 1950 = -
Quantity:; § cnbic foob
, . File Arrangemsnt: Chronological
' Investigation reports summrise pertinent informaticn relative
to specific conditicns at mental hespitals throughout the State.
Invegtigations gre usually of an informal nature end sre ccnducted
by the Assistant Camissionsr upon regquest of the Commdissioner of
Fental Hygisna, The original of esch repurt is-forwsrded to the
Commiasioner for permmant retention-snd the Assistent Comvigaioner
retains a copy. mwmwmum
Assigstant Commissionarts copy.
BECOMMENDAT ICH s mmmmnmsmrmms AP
6. mnm(amnsmmnmm, %HC. }BOARD
Sizes B8i* x 11® !
Dates: 1949 - - ]
Quantity: 1 drawer (2 enbisc feet) i
{
I

File Arrangemsnt: By institution and by year
Disposabls Amount: 1 cubic foot

The Repart Fila contains Seclusion and Restraint Reports from all

State Hantal Institutions. Thess reparts summarise the mumber of

reports in

hours spent in seclusion or restraint status, Other
the file are Patients' Report of Accident or Injwry (Farm L1),

death reports, and fire reports.
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FES 13 1961

RECOMMENDATIONs RETAIN FOR THREE YEARS AND THEN DESTROY.
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of Hall of Records
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Describe records accurately. Include title, form number, size of documents

{cubic or linear feet). Show recommended retention period

work or activity to which the records relate, inclusive dates, and quantity and Board of Public
iod. Works.

7.

REFEREUCE FIIE

Size: B3¢ x 11°
Dates: 1953 = =
Quantity: 1 cubic foot

Fils Arrangemsnts Chronolsgical
The Assistant Commissionsr’s Reference File contains eopinions of

ths Attorney General on questions referred to him by the Depart-
rent, Thess opinions have been transferred to the files of ths

Chief of the Division ef Administration and Finance, whare they
will constitute the Department's record set and be retained per-
namently., The file alse contains the Assistant cm.ﬂmr's

copy of monthly activity reports submitted by him to the Commia

of Memtal Hygieme, These reports are considered non-recard materiel
(Article L1, Sectiom 179, Ammotated Cods of Maryland, 1957 Edition)

and may be destroyed when they ares no longer nseded,

ALPIROVIED BY
BOARD (F PUBLIC WORKS

FES 13 1961

-

APPROVED
HALL OF RECORDS COMMISSION




