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DEPARTMENT OF CENERAL SERVICES
Records Management Division

RECORDS RETENTION ANO DISPOSAL SCHEDULE

SCHEDULE
NO.

1384
PACE
HO. l o f 16

DEPARTMENT OF JUVENILE SERVICES RESIDENTIAL FACILITIES

Item
No. Description Retention

This schedule supercedes all the following
previous outdated schedules: 224, 287, 593,
686, 686-A, 728, 1054 and 1144. This
schedule covers all the records maintained
by the Department in the following
residential facilities: Charles H. Hickey,
Jr. School, Montrose School, Boys' Village
of Maryland, Thomas J.S. Waxter Children's
Center, Arthur G. Murphy S. Youth Services
Center, Maryland"Youth Residence Center,
Patterson House, Boys Group Home, Alfred D.
Noyes Children's Center, J.DeWeese Carter
Youth Facility, and all DJS Youth Centers.

Moreover, this schedule shall also apply to
all future facilities administered by the
Department.

HEADQUARTERS RECORDS - Office of the
Assistant Secretary for Residential
Facilities

This series encompasses all records main-
tained at 321 Fallsway and includes all
activity dealing with confidential issues
with the Office of the Secretary and Deputy
Secretary; inter and intra-state issues and
policies involving Federal, State and Local
agencies; and matters dealing with the
Judicial Branch of the Government Court.
Examples of the files maintained at Head-
quarters are listed as follows:

- Files on Residential Facilities
including, but not limited to, issues of
personnel, contracts, lease information,
special incident reports, reports,
documents, publications and all corres-
pondences received from the Facility
Superintendents.
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No.

2

Description

HEADQUARTERS RECORDS - Office of the
Assistant Secretary for Residential
Facilities (Continued)

- Research documents concerning the
operation of the Department and
residential facilities.

- Correspondence and memoranda
completed by Assistant Secretary
reaponding to the issues regarding
the internal organization as well
as the external environment.

- All correspondence received from the
Office of the Secretary, Deputy
Secretary and Assistant Secretaries,
as well as administrators and superin-
tendent including, but not limited to
special programs, projects, issues
involving the Legislature, policies and
procedures defining residential
facilities and other related issues.

- From January 1990 to present, all
matters, concerning the operation of all
residential facilities for juvenile
offenders .

PERSONNEL FOLDERS

This series includes all standard
personnel forms as well as other
personnel media which provide supporting
data for both special and general
personnel records.

Upon selection of employment within the
the Department of Juvenile Services,.
either as a new hire, transfer, rein-
statement or temporary employee, a personnel
folder is prepared. This folder may contain
all or some of the following
documents:

; - Application
; - Appointment Letter
f - Correspondence Relating to New
1 Appointment
- Personnel Payroll Form

SCHEDULE

MO. 1384
PAGE
NO. 2 of 16

Retention

Screen annually. Destroy
materials no longer
needed for current busi-
ness. Directives and
other materials related
to planning and policy oi
that illustrate the
development of the
agency, retain
permanently for eventual
transfer to the Maryland
State Archives.
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No. Description

PERSONNEL FOLDERS (Continued)

- Personnel Position Act Request
- Personnel Recruitment Screening Report
- Personnel Transaction Form
- Employee Withholding Exemption
Certi ficate

- Designation of Beneficiary Form
- Retirement Form
- Affirmative Action Plan

During continued employment, the folder
may contain the following:

- Police Checks
- EAP Referral Letters and Correspondence
- Grievance Actions
- Orientation Program
- MS 22
- MS 100
- Employment History
- Commendations
- Counseling Sessions
- Efficiency Ratings
-""General Correspondence
- Health.Insurance Benefits Forms
- Leave Forms
- Probations
- Resumes
- Reclassifications
- Training Information
- Sick Leave Control Conference Forms
- Substance Abuse Police Acknowledgement
of Receipt

- Summer Employment
- Suspension Actions

The final documents in the folder are a
personnel payroll form and the following:

i. Letter of Resignation
ii. Retirement
i i i. Transfer
iv. Dismissal

3 sHI STORY CARDS
i

jtlpon being selected for employment within
'a residential facility as a new hire,
transfer, reinstatement or a temporary

SCHEDULE

NO. 1384
PAGE
NO. 3 of 16

Retention

o

Retain for five (5)
years after termina-
tion of employment,
then destroy

•
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RECORDS RETENTION ANO OISPOSAL SCHEDULE
(CONTINUATION SHEET)

Description

HISTORY CARDS (Continued)

employee, a personnel history card is
prepared. This record will contain, but is
not limited to the following data:

- Name
- Address
- Social Security Number
- Telephone Number
- Rac-e
- Sex
- Birthdate
- Increment Date
- Entry on Duty Date
- Classification
- Effective Date of Classification
- Employment Status
- Salary
- Position Identification Number

Each reclassification, promotion,
demotion, salary change, extended
probation, title change, address or
telephone number change is duly noted
on the card.

The last entry on the history card would
be one of the following:

- Resignation
- Retirement
- Transfer
- Dismissal
- Expiration

PERSONNEL IDENTIFICATION NUMBER CARDS

This record series contains information
pertinent to the status of a specific
position within the Department of Juvenile
Services. This record includes, but is
not limited to:

- Position Identification Number
- Classification
- Last Encumbent

SCHEDULE
NO- 1384
PAGE
HO. 4 of 16

Refention

Retain for five (5)
years after termina-
tion of employment,
then destroy

PIN Cards will be
retained permanently,
transfer periodically to
State Archives
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SCHEDULE
NO. i

PAGE

NO. 5 or 16

No. Description Retention

SUPERINTENDENT FILES

The superintendent for each youth
correctional facility is responsible for the
coordination of all aspects of the operation
of the facility, including plant, employee,
and juvenile offenders. Files are main-
tained for all administrative activities
involving the facility operation; with
confidential issues with the Department's
Headquarters; matters dealing with
Department and State Policy. Examples of
files maintained in the office of the
Superintendent are:

- General files of general correspondence
from the various areas of the facility,
DJS headquarters

- Files of DJS and facility policies and
procedures

GENERAL FILES

Retain for five (5)
years and then destroy
if no longer applicable

i
1

i

i
t
)
!

This series is comprised of release
documents used for supportive information.
Examples are as follows:

Bills for Supplies, Equipment or
Services
Monthly Accident Reports, Sick Leave,
Vacancy
Law Related Documents
Form Letters
Inventory Record
Outdated or Obsolete Forms
Clinical Services
Interdepartmental Letters and Memos
Expense Reports
Mileage Forms
Supply Requests
Correspondence and Memos on Programs
or Field Services
Volunteer Coordinator Information
Departmental Policies and Regulations
Job Announcements
OSHA Documents
Certificates of Records Disposal
Monthly Statistical Requests
ISYS Printouts
Minutes of Meetings

i _
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PAGE

NO. 6 or 16

i :om

No Description Retention

GENERAL FILES ( C o n t i n u e d )

- Assorted Correspondence
- General Requisition
- Grievance Documents
- Certificates of Records Disposal

DAILY ADMISSION LOGS

Retain for three (3)
years, then destroy

This series contains the documentation of
;ach ye-uth's admission to the facility.
Examples of the type of information
contains is as follows:

Admission Date
Admission Time
YOuth's Name
Race
Sex
Date of Birth
Admitting County
County of Residence
Admitting Judge
Initial or Continued Detention
Name of Intake Person

DAILY RELEASE LOGS

Retain
years,

for three (3)
then destroy

This series is the documentation of a
youth's release from the facility.
Examples of the type of information
contained is as follows:

- Release Date
- Youth's Name
- County Detaining
- Name and Agency of Person Receiving
Custody of Youth

9 JDAILY POPULATION RKCOUD

Retain
years,

for three (3)
then destroy

This series contains records of the day-to-
day population of the facility. Examples
of the contained information are:

- Date
- Facility Name
- Listing of Residents
- Number of Consecutive Nights of
Detention

- County Detaining
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RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)

Description

DAILY POPULATION RECORD (Continued)

- Assigned Juvenile Counselor
- Court Date
- ISYS Report
- Daily Totals of Youth Detained and
Released

- Authorized Absences
- Unauthorized Absences
- Number of Youth in Detention 21 Days
and- Over

- Number of Male and Female Youth

WORKERS COMPENSATION FIRST REPORT OF INJURY

This series encompasses all materials
related to employee related on duty
accidents. The record will consist of:

- Accident Leave Information
- Medical Documentation
- Related Correspondence with ' '•• "!•)!.e
Accident Fund, Medical Providers and
Workmen's Compensation

DEPARTMENT OF PERSONNEL ANNUAL REPORTS

ThiL- Ljcciei: vonl-.ilnn all n laLe-widc
Department of Personnel and Department of
Juvenile Services Annual Reports. Examples
of the contents are:

- Personnel Data and Statistics
- Each Department's Number of
Transactions, Grievances and Positions

- Related Memos and Correspondence

YOUTH RECORDS (CENTRAL FILES)

This series is comprised of all materials
related to youth while attending the
facility. Examples of the materials
included are:

- Juvenile Court Order
- Psychological Evaluation
- Psychiatric Evaluation
- Social History
- Medical Consent Form
T Face Sheet

SCHEDULE

NO. 1384
PAGE

NO. 7 of 16

Retention

Retain for t
years, then

Retained by
until final

:hree (3)
destroy

/

facility
disposi ti on,

then destroyed after fiv<
(5) years

Re Lain fur
years, then

[five (5)
destroy
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RECORDS RETEMTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)

Description

YOUTH RECORDS (CENTRAL FILES) (Continued)

- Progress Reports
- Inc iden t Reports
- Drug and Alcohol Assessment
- Behavioral Reports
- Pre-admission S l ip
- Risk/Needs Form
- Medical Information
- Related Correspondence
- Uni-t Notes
- Court Reports
- Case Notes
- ISYS P r i n t o u t s

FIRE DRILL LOGS

This s e r i e s conta ins the documentation of
the length of time used to evacuate
facility buildings in a practice fire dril l .
Included will be the dates of the drills,
along with the time involved.

YOUTH MEDICAL RECORDS

This series consists of all health care
files of the youth in residence.
Examples of the contents are:

- Face Sheet
- Medical Consent
- Admission Health Screen
- Progress Notes
- Physician's Order Sheet
- Referral Forms
- Laboratory Reports
- Community Referral Reports
- Medication Administration Records
- Incident Reports
- Psychotropic Drug Reports
- Throat Culture Reports
- Juvenile Court Orders Prescribing

Specific Medical Care

PSYCHOLOGICAL/PSYCHIATRIC REPORTS

This series is comprised of psychological
and psychiatric youth evaluation reports
ordered by the Court.

0

SCHEDULE
NO- 1384
PAGE
NO. 8 of 16

Retention

-

Retain for three (3) years
following youth's release
or until youth's 21st
Birthday, whichever is
sooner, then destroy.

Retain three (3) years,
then destroy

Retained until youth
reaches age twenty -one
(21) years old, then
destroy

Retain for f ive (5) years
* i l l T A. ̂  ^ ri*

following youth's release .
* - 1 I I I f \ T mLm f

or until youth's 21st
Birthday, whichever is
sooner, then destroy. :
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SCHEDULE

NO. 1384

PAGE
NO. 9 of 16

Retention

16 ACCOUNTING RECORDS'

17

This record series encompasses files on the
budgetary record of the facility. Examples
of the contents are as follows:

- Payroll
- Accounts Payable
- Cash Receipts
- Purchasing Orders

VOLUNTEER'SERVICES

Retain
years,

for three (3)
then destroy

18

This series incorporates all materials
pertaining to donations of time, services,
and materials to the facility. Examples
of the record are:

- Monthly Reports
- Policies and Procedures
- Individual Volunteer Records
- Activity Sheets
- Donations
- Acceptance Letters
- Chapter I By-Laws, Notices, Meetings,
and Announcements

- Receipts
- Purchase Orders
- Notices
- Related Correspondence

DEPUTY SUPERINTENDENT'S FILES

Retain
years,

for five (5)
then destroy

This series contains assorted documents
which are kept by the Deputy Superintendent
office. Examples of the contained materials
are:

- Informal Staff Records
- General Correspondence
- State, Departmental and Facility
Related Policies and Procedures

- Monthly Statistics

iqJDIETARY SERVICES

Retain
years,

for five (5)
then destroy

This series consist of general records of
food and equipment ordered and current price
lists. Content examples are:
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21

22

RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)

Description .

DIETARY SERVICES (Continued)

- Purchase Orders
- Receipts of Food
- Receipts of Dietary Equipment
- Contracts

GENERAL MAINTENANCE FILES

This series contains files for facility
buildivngs, grounds and equipment. Examples
of the materials included are:

- Vehicle Accident Reports
- Building Renovations
- Permits and Licenses
- Maintenance Contracts
- Equipment Information
- Inventory Records
- Related Correspondence and Memos
- Fire Marshall Reports :
- Bid Documents
- Form Letters
- Maps
- Toll Tickets
- Timesheets
- Personnel Policies

VEHICLE RECORDS.

This series is comprised of documents used
for information on cars, trucks, buses,
vans, tractors, and heavy equipment.
Content examples are:

- Copies of Titles and Registration
- Bills of Sale
- Vehicle Service Information
- Repair Invoices
- Inspection Reports
- Emission Test Results
- Purchase Dates
- Disposal Dates

BLUEPRINT FILE

This series consists of blueprints of the
facility buildings, grounds and under-ground
wires and pipes and is used for renovation
information. Examples are:

SCHEDULE

NO. 1384
PAGE
NO. 10 of 16

Retention

Retain for three (3)
years, then destroy

Retain for five (5)
years, then destroy

Retain for one (1)
year after the life
of the vehicle,
then destroy

i
i

i
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SCHEDULE
NO. 1384

PAGE

NO. 11 of 16

Retention

BLUEPRINT FILE (Continued)

- Blueprints of Existing and Proposed
Buildings

- Underground wires and pipes

23 WORK ORDER FILES

This series is comprised of copies of all
work orders completed by the facility
maintenance department for future use in
building maintenance. The file will
contain completed work orders for all
buildings, grounds and vehicles.

Retain permanently;
transfer periodically
to State Archives

Retain
years,

for four (4)
then destroy

24 MILEAGE FORM FILES

This series contains copies of all mileage
forms filed with the Department of Budget
and Fiscal Planning for future reference as
required. Examples of this record are:

- Copies of Monthly Mileage Forms
- Vehicle Acquisition and Disposal
Reports

- Related Correspondence and Memos

25 TIMEKEEPING

This series encompasses all materials
related to employee working hours.
Examples of the file are:

- Employee Time/Status Reports
- Day Corrections and 10 Corrections
- Time Cards- and overtime Authorizations
- FABS Printouts for Employee Leave Record
- Monthly Sick Leave Reports
- Quarterly and Annual Sick Leave Reports

PRINCIPAL'S FILES

This series incorporates all documentation
and correspondence regarding the Education
Program; Funding Sources; Budgetary; and
Program Management from the office of the
Principal. Examples are:

- Cumulative Student Educational• Ret.-urris
- Program Results involving Achievement
Test Data

Retain
years,

for five (5)
then destroy

Retain for five (5) years or
until audited, whichever is
sooner, then destroy.

f
! « • .
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RECORDS RETENTION ANO DISPOSAL SCHEDULE
(CONTINUATION SHEET)

Description

PRINCIPAL'S FILES (Continued)

- Budgetary and Purchasing Information
- General Program Procedures
- Policies
- State and Federal Projects

SPEECH/LANGUAC;!'.' KII.KS

This series consist of all materials
relating to youth's speech and language
assessment needs and treatment.
Examples of the contents are:

- Individual Educational Plans
- Contracts
- Policies and Procedures
- Assessment Plans
- I nu I £ uc I i Una ' " ' .• i. 11 s
- Test Forms
- Testing Materials
- Statistics
- I.E.P. Goals
- Therapy Materials
- Related Correspondence and Memos

ADMINISTRATIVE FILE FOR EDUCATION PROGRAM

This series is comprised of materials
relates to the operation of the Educational
Component of the facility. Material
examples are:

- Personnel Records
- Administrative Directives
- Timesheets
- Attendance Forms for Staff and Students
- Policies and Procedures
- Supply Requisitions
- Educational Committee Records
- Staff Evaluations
- Unit Rosters
- Permission Slips
- Commisary Records
- Detention Records
- Special Education Forms
- Inventories
- Related Correspondence

SCHEDULE

NO. 1384

PAG£

*o. 12 of 16

Retention

Retain for .en (10)
years, then destroy

Retain for five (5) years
following youth's release
or until youth's 21st
Birthday, whichever is
sooner, then destroy.

R !=• ta i n f o r f i vc- ( 5 )

years, then destroy
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30

Description

REGULAR EDUCATION FILES

This series contains all materials related
to youth in the regular educational program
while attending a residential facility.
Examples of contents are as follows:

- Roll Books
- Daily Logs
- Lesson Plan Books
- Tes-fe Scores
- Inventory of School Supplies
- Teacher's Individual Work Folders
- Teacher Evaluations
- Tapes (Student Record, Courses)
- Educational Progress Reports
- Computer Reports
- Attendance Reports
- Transcripts
- Educational Management Plan Forms (w/Data)
- Face Sheets
- Classroom Contracts
- Teacher Resource Material
- Related Correspondence

SPECIAL EDUCATION FILES

This series consists of all materials
related to youth in the Special Education
Program while attending a residential
facility. File examples are:

- Face Sheets
- Review Record
- Tracking Sheet
- SSIS Form
- IEP
- ARD Minutes
- Psychological Report
- Educational Assessment
- Consentual Forms
- Screening Forms
- Social History
- Public Schoo] Rprord
- Maryland Student Transfer Record

\ - Report Card
! j - Progress Notes <>

- Related Correspondence
j [ - Copies of Blank Forms
. - Statistical Reports

- ARD Notices and Summaries

SCHEDULE

NO. 1384
PAGE

NO. 13 of 16

Retention

Retain roll books
(student attendance) for
fourteen (14) years, then
destroy

Retain all other listed items
for five (5) years, then
destroy.

Retain for five (5) years
following youth's release
or until youth's 21st
Birthday, whichever is
sooner, then destroy.
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Mo. Description Retention

31

32

EDUCATIONAL GENERAL I-'II.KS

This series consist of all the general
files of the education department of the
facility. Content examples are:

- Statistical Report Forms
- Memos and Correspondence
- IEP Forms
- ARD forms
- Ini-tial Screening Forms
- Referral Forms
- Notification Forms
- Parental Release of Records Forms
- Maryland State Transfer Record Forms
- COMAR Regulations
- Consent Decree
- SSIS Forms
- Sample Forms
- Outdated Forms, Reports and Information
- Sample Tests
- MDLC Documents

EDUCATIONAL BUDGET FILES

Retain for f ive (5) years
following youth's release
or unt i l youth's 21st
Birthday, whichever is
sooner, then destroy.
Keep forms unti l no
longer needed

33

This series encompasses information
concerning budget funding, as it pertains
to the Education Program. Materials
consist of information concerning
Vocational, State and Special Education
Funds, along with ECIA, Chapter I Funds.

ON-SITE AUDITS. MONITORING AND EVALUATIONS

This series consists of information and data
resulting from the ECIA and MSDE Audits and
Evaluations. Material examples are:

Retain
years,

for five (5)
then destroy

Retain
years,

for five (5)
then destroy

- ECIA On-Site Audits
- Maryland State Department of Education
Special Education Monitoring

- Evaluations
- Special Education Audits

34! GRAPHIC ARTS WORK SHEETS

!This series materials related to the graphic
I arts class of the educational program.
( Examples of the contents are:

^_» —



I HUM
III V .

RECORDS RETENTION ANO DISPOSAL SCHEDULE
(CONTINUATION SHEET)

SCHEDULE
NO. 1384

15 of 16

No. Description Retention

35

36

37

GRAPHIC ARTS WORK SHEETS (Continued)

- Blank Student Worksheets
- Completed Worksheets
- Lesson Plans
- Contracts

VOCATION EDUCATION GENERAL FILE

This series contains information and data
on Vocational Education funds. Examples
of the materials are:

- Proposals
- Grants
- Budget Information
- General Correspondence

MASONRY RECORDS

This series encompasses information :
pertaining to the facility education
program. Material examples are:

- Inventory Files
- Instructional Materials
- Student Records

SHOP RECORDS

This series is comprised of all information
dealing with students involved in the shop
class of the Educational Program. Material
examples are:

- Competency Profiles
- Contracts
- Incident Reports
- Review Forms
- Instructional Materials
Trades

Retain for five (5)
years, then destroy

Retain
years,

for five (5)
then destroy

Retain
years,

for five (5)
then destroy

Retain for five (5)
years, then destroy

on the Electric

38

39!

DAILY SHIFT REPORTS

This series consists of daily reports of
all activities that transpired on the Shift
Coordinator's tour of duty.

FLOPPY DISC FILES

This series consists of the back-up for the
hard disc in the computer. Examples.of
materials are:

Retain
years,

for five (5)
then destroy
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SCHEDULE
NO.

1384
PAGE
NO. 16 of 16

No. Description Retention

40

FLOPPY DISC FILES (Continued)

- Form copies
- Documents
- Statistical Reports

ACADKMIC CI.A.'i.SK'OOM

Retain for five (5)
years, then destroy

41

This series consists of all materials
relative to the academic classroom or the
facili-ty education program. Examples are:

- Pre- and Post-test Scores
- Hickey Scope and Sequence
- WICAT Manuals
- GED Materials
AK'i) Rftfftrral and Minutes

- Answer Sheets
- Computer Printouts
- Incident and Review Reports
- Woodrock Johnson Test Scores :
- Placement and Transfer Forms

UN i r i,o» KKPOKTS

This series encompasses the individual unit
daily log record of all activities that take
place on the unit. Examples of contents are

- Shift Supervisors
- Shift Population
- All Population Changes
- Unit Assignments
- Special Incidents
- All Population Activities
********************************************:

Retain
years,

for five (5)
then destroy

Retain for five (5)
years, then destroy

*************************:



INSTRUCT I QMS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS 580-1}

DEFARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE
1 OF 41

1. DEFARTMENT/AGENCY

irtment of Juvenile Services
2. DIVISION

Residential Facilities
3. UNIT

Headquarters

DEFINITION-RECORD SERIES-* aROU'* o r RELATED RKCOROS NORMALLY FILED AND USED AS A UNIT
HBFEREHCt AS WELL AS RETENTION AMD DISPOSITION

4. RECORD SERIES TITLE >

Office of Assistant Secretary - Headquarters
5. EARLIEST YEAR/LATEST YEAR

TO V-roco-nt

I 9. RECORD SERIES DESCRIPTION BRIEFLY DESCRIBE: THK TYPES OF" IHPCBUATION/DOCUMCNTS/rORKB POUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OP THE SERIES)

The Assistant Secretary for Residential Facilities is responsible for the coordination
of all aspects of facilities that house juvenile offenders. Files are maintained for all
administrative activities involving the facilities operations in the 24 jurisdictions of
the state; inter-state issues and procedures involving federal, state and local agencies;
all administrative matters dealing with confidential issues with the office of the Secretary
and Deputy Secretary; matters dealing with the Executive, Judiciary and Legislative
Branches of the Government. Other materials might include but are not limited to:
files for each facility, research documents, internal organization; and correspondence
relating to facility programs.

7. RECORD SERIES FORMAT(S)

X LETTER SIZE D MICROFILM

0 LEGAL SIZE O COMFUTER TAPE

Q BOUND BOOK D FLOPPY DISK

• IO TAPE D VIDEO TAPE

!(SPECIFY)

8. RECORD SERIES SEQUENCE

EX ALPHABETICAL

O NUMERICAL

D CHRONOLOGICAL

Q GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

R FILE DRAWER(S)
Q MICROFILM REEL(S)
O COMPUTER TAPE(S)

I 0. ANNUAL ACCUMULATION
g FILE DRAWER(S)

-̂  <3 MICROFILM REEL(S)
KTJJ35BE" D COMPUTER TAPE(S)

• O QTHrw(«:F»rr-irv)
II . FILE IS USED

H DAILY WEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER
5 O

13. CURRENT LOCATION(S) {BLDG.,FLOOR,ROOM)

Headquarters
14. IS RECORD SERIES DUPLICATED ELSEWHERE?

tlP YES, SPECIFY AOENCY OR OPPICE)
D YES ]g NO

15. ACCESS RESTRICTIONS D YES D NO
( IP YES, CITE LAS(s) * REOULATI ON ( S J

Annotated Code of Maryland Courts and Judicial

16. AUDIT REQUIREMENTS

9CNONE n STATE O FEDERAL INDEPENDENT

fSTEM USEDT (IP YES.EXPLAIN
BRIEFLY AND DBSCRI BE ANY HARDBARC/SOFTWARE)

YES NO

18. RECOMMENDED RETENTION
Screen annually. Destroy materials no longer
needed for current business. Directives^anci-.
other materials related ^
or that illustrate the R p ^ | ^
agency, retain permanently for 'eventual
transfer to the Maryland; State Archives.

1 9

s
AND TITLE OF PREPAREH

Werther
stant Records Coordinator

DCS 330-4 (REVISED 2/87}

20. TELEPHONE NUMBER

461-0365

2 I. DATE 8

7/15M
.•



INSTRUCT IQMS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS SBO-I ]

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE 2 OF 41

DEFARTMENT/AGENCY

rtment of Juvenile Services
2. DIVISION

Residential Facilities
3. UNIT

Youth Correctional Facility

DEFINITION-RECORD SERIES-A O R O U F O K DELATED IWCORDB NORMALLY PILED AND USSD AS A UNIT FOR
HHFEHENCt AS WEU. AS HBTHNTIOH AMD DISPOSITION PUBPOBgH •__

4. RECORD SERIES TITLE

Personnel Records

5. EARLIEST YEAR/LATEST YEAH

9. RECORD SERIES DESCRIPTION (B'tl"'l-r DESCRIBE THE TYPES OF" INFORMATION/DOCUMENTS/FORMS FOUND
•IN THE SERIES. . INCLUDE THE PURPOSE OH FUNCTION OF THE SERIES)

Files include all standard personnel forms as well as other media which support data for
both special & general personnel records. Files may include, but are not limited to the
following: MS'22; MS 100; Appointment Letter, Payroll Forms; Position Action Request;
Recruitment Screening Report; Transaction Form; Withholding Exemption Certificate,
Designation of Beneficiary Form; Retirement Form, Affirmative Action Plan; Police checks;
grievance actions, orientation program, employment history; commendations; counseling
sessions; efficiency ratings; HeaLth insurance benefits, leave cards; probations; promotions;
resumes; reclassifications; training information; sick leave; substance abuse; suspensions;
temporary employment; letters of retirement, resignation, transfer, or dismissal; general

pond

7. RECORD SERIES FORMAT(S]

J5 LETTER SIZE D MICROFILM

O LEGAL SIZE • COMFUTER TAPE

D BOUND BOOK O FLOPPY DISK

TAPE • VIDEO TAPE

OTHER(SPECIFY]

8. RECORD SERIES SEQUENCE

d( ALPHABETICAL

O NUMERICAL

D CHRONOLOGICAL

• GEOGRAPHICAL

D OTHER(SPEC1FYJ

9. VOLUME

NUM8eft

FILE DRAWER(S)
MICROFILM REEL(S]
COMPUTER TAPE(S)
OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
^ FILE DRAWER(S)

20 D MICROFILM REEL(S]
Mbgft D COMPUTER TAPE(S)

D
II . FILE IS USED

K DAILY O WEEKLY MONTHLY

1 2 . FILE BECOMES INACTIVE AFTER

a MONTH
rol I run TO — [mrnnmf~4̂ * I* 1111TTF1

13. CURRENT LOCATION(S) (BLDG. ,FLOOR,ROOM}

Any youth CorrectLcnal Facility

14. IS RECORD SERIES DUPLICATED ELSEWHERET
(IF YES, SPECIFY AOEKCY OR OFFICE)
ft YES D NO DJS Headquarters

15. ACCESS RESTRICTIONS t^YES • NO
(IF YES, CITE LAB(S) a RKOULATION(S)

State Government Article Section 10-616

16. AUDIT REQUIREMENTS

Q(NONE n STATE • FEDERAL INDEPENDENT
aLd Cude uf Max yland

17. IS AN INDEX SYSTEM USEDT (IF YES.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDBARcVSOFTWARE}

X YES • NO

18. RECOMMENDED RETENTION

Retain for five (5) years after termination
of employment, then destroy.

AND TITLE OF PREPARER

Sandra Werther
Accictnnt Records

20. TELEPHONE NUMBER

461-0365

2 I. DATE

7/15/91

DCS 950-4 (REVISED 2/87)



INSTRUCTIQMS --TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS.RETENTION SCHEDULE
(DGS 550-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20784'

AGENCY RECORDS INVENTORY

PACE 3 OF 41

DEPARTMENT/AGENCY

rtment of Juvenile Services
2. DIVISION

Residential Facilities
3. UNIT

Youth Correctional Facility

DEFINITION-RECORD SERIES-
A a R O U F O r "•'-ATED RECORDS NORMALLY FILED AND USED AS A UNIT fOB
MftBEHCt AS WELL AM RBTHWTIOH AMD DISPOSITION PUHFOBE8 1_

4. RECORD SERIES TITLE

History Cards

5 . EARLIEST YEAR/LATEST YEAR

-|QgD TO

$. RECORD SERIES DESCRIPTION {BRIKFl-Y D M C B I " T H K TYPES OF INFORMATION/DOCUMENT8/R)RHS FOUND
•IN THE SERIES. INCLUDE THE PURPOSE Oil FUNCTION OF THE SERIES)

Upon being selected for employment within a residential facility as a new hire, transfer,
reinstatement or a temporary employee, a personnel history card is prepared. This record
will contain, but is not limited to, the following data: Name, Address; Social Security
number; telephone number; race; sex; birthdate; increment date; entry on duty date;
classification; effective date of classification; employment status; salary; position
identification number. Each reclassification^promotion, demotion, salary change, extended
probation, title change, address or telephone number change is duly noted on the card.
The last entry on the History card would be one of the following: resignation, retirement;
transfer; dismissal; expiration.

7. RECORD SERIES FORMAT(S)

D LETTER SIZE O MICROFILM

O LEGAL SIZE E COMPUTER TAPE

O BOUND BOOK O FLOPPY DISK

TAPE O VIDEO TAPE

OTHER{SPECIFY)

5" X 8"

8. RECORD SERIES SEQUENCE

j} ALPHABETICAL

a NUMERICAL

O CHRONOLOGICAL

n GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

D FILE DRAWER(S)
• MICROFILM REEL(S]

11 O COMPUTER TAPE(S]
HXJMBK* XK OTHER( SPEC IFY ]

5" X 8" cardfile
1 0 . ANNUAL ACC TION

• MICROFILM REEL(S)
O COMPUTER TAPE(S)
• ryrmrpf spcr i F V \

j !1 ' FILE IS USED

i IX DAILY WEEKLY MONTHLY

1 2 .
imrediately mf

NUMBER

ion
YEAR(S)

13. CURRENT LOCATION(S) {BLDG.,FLOOR,ROOM)

Any Youth Correctional Facility

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tlF YES, SPECIFY /.OEKCY OR OFFICE)
• YES a. NO

15. ACCESS RESTRICTIONS O YES • NO
(IF YTS, CITK LAB(S) a RKOULATION(S)

State Government Article Section 10-616

16. AUDIT REQUIREMENTS

D NONE K STATE Q FEDERAL D INDEPENDENT
—Annotated Code of Maryland
17. IS AN INDEX SYSTEM USEDt (IF YKS.EXPLAIN

BRIEFLY AKD DESCRIBE ANY HARDBARE;/SOFTWARE)

D YES CR NO

18. RECOMMENDED RETENTION

Retain for five (5) years after termination
of employment, then destroy.

AND TITLE OF PREPARER

Werther
Asst. Records Coordinator

20. TELEPHONE NUMBER

461-0365

2 I. DATE

7/15/91

DCS 5S0-4 (REVISED 2/87)



IHSTRVCTIQMS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 380-1 )

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE OF 41

DEFARTMENT/AGENCY

rtment of Juvenile Services
2. DIVISION

Residential Facilities
3. UNIT

Youth Correctional Facility

DEFINITION-RECORD SERIES-A OROUP Or RBLATBO RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS »HU AS RETENTION AMP DISPOSITION PURPOSES •__

4. RECORD SERIES TITLE

Personnel Identification Number Cards

8 . EARLIEST YEAR/LATEST YEAR

TO J>t-acont-

| ». RECORD SERIES DESCRIPTION lBllIltri-r ""CRIBS THE TYPES OF- INFORMATION/DOCUMENTS/POrWS FOUND
•IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OP THE SERIES)

This record series contains information pertinent to the status of a specific position
withing the Department of Juvenile Services. This record includes, but is not limited to,
PIN (Position Identification Number); classification; and last encumbent.

7.

R

RECORD SERIES FORMAT(S]

LETTER SIZE O MICROFILM

LEGAL SIZE O COMFUTER TAPE

BOUND BOOK O FLOPPY DISK

TAPE Q VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

B ALPHABETICAL

£X NUMERICAL

O CHRONOLOGICAL.

Q GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

a FILE DRAWER(S)
O MICROFILM REEL(S)
D COMPUTER TAPE(S)
A OTHERl SPECIFY)

10. ANNUAL A
% & FILE DRAWER(S)

O MICROFILM REEL(S)
NUMBER D COMPUTER TAPE(S)

D QTHPPIRPFrlPVl
I It FILE IS USED

H DAILY WEEKLY MONTHLY

12.

NUMBER
D MONTH(S) YEAR(S)

13. CURRENT LOCATION(S) ( BLDG.,FLOOR,ROOM)

Any Youth Correctional Facility

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tlF YES. SPECIFY /.OEKCY OR OFFICE)
D YES Xl NO

15. ACCESS RESTRICTIONS tJ(YES • NO

S ^ a S f e ^ c ^
Annotated Code of Maryland

16. AUDIT REQUIREMENTS

Q NONE X> STATE O FEDERAL INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF YKS.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDIARC/SOFTWARE)

a YES OC NO

18. RECOMMENDED RETENTION
i

PIN cards will be retained permanently,

transfer periodically to State,Archives.
J

,'tJ '.> H *

AND TITLE OF PREPARER

ra Werther
Assistant Records Coordinator

2 0 . TELEPHONE NUMBER
461-0365

2 I. DATE'

7/15/91

DGS 530-4 (REVISED 2/87)



IMSTRUCTI QMS --TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS BBO-I )

1. DEPARTMENT/AGENCY

|Bartment of Juvenile Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION

Residential Facilities

AGENCY RECORDS INVENTORY

PACE _5 OF 41

3. UNIT

Youth Correctional Facility
DEFINITION-RECORD SERIES-* a R O U P O r RELATKO RECORDS NORMALLY1 FILSO AND USKD AS A UNIT FOR

REFERENCE AS KBLL AS MtTKNTlOW AND DISPOSITION PUHPOggg •__

4. RECORD SERIES TITLE

!Superintendent's Files
8. EARLIEST YEAR/LATEST YEAH

1988 TO Present

9. RECORD SERIES DESCRIPTION l B l l l l t F u r DESCRIBE THE TYPES OF" INFORMATION/DOCUMENTS/FORMS FO«JNO
•IN THE SERIES. INCLUDE THB PURPOSE On FUNCTION OF THE SBSTTES]

The Superintendent for each Youth Correctional Facility is responsible for the coordination
of all aspects of the operation of the facility, including plant, employee and juvenile
offenders. Files are maintained for all administrative activities involving the facility
operation with confidential issues with the Department's Headquarters, matters dealing
with Department u State Policy. Other materials might include, but are not limited to:
Informal Staff files, Internal organization, General Correspondence, Special Incidents.

7. RECORD SERIES FORMAT{S]

^LETTER SIZE • MICROFILM

Q LEGAL SIZE O COMPUTER TAPE

D BOUND BOOK O FLOPPY DISK

TAPE • VIDEO TAPE

OTHER(SPECIFYJ

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

Q NUMERICAL

• CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

$ FILE DRAWER(S)
Q MICROFILM REEL(S)

44 D COMPUTER TAPE(S)
NUMaEft • OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
• FILE DRAWER(S)
O MICROFILM REEL(S)
° COMPUTER TAPE(S)
D

J1 * FILE IS USED

D WEEKLY D MONTHLY

12 • FILE BECOMES INACTIVE AFTER
^ D MONTH(S) R YEAR(S)

NUMBER
; 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

,Any Youth Correctional Facility
14. IS RECORD SERIES DUPLICATED ELSEWHEREf

tlF YES, SF-ECIFY AOEHCY OR OFFICE)

a YES & NO
15. ACCESS RESTRICTIONS &YES D NO

(IF YES. CITE LAH(«] a, RKOULATION(S)

t t d Code of Maryland, Ccurts & JjdiciaL Proceedings.

IS. AUDIT REQUIREMENTS

n STATE • FEDERAL INDEPENDENT

17. IS AN INDEX SYSTEM USED? (IF YKS.EXFLAIN
BRIEFLY AND DESCRIBE ANY HARDBARE./SOFTWARE) 18. RECOMMENDED RETENTION

O YES NO

Retain for five (5) years and then
destroy if no longer applicable

AND TITLE OF PREPARER

ra Werther
Assistant Records Coordinator

DCS 3 3 0 - 4 (REVISED 2 / 8 7 )

2 0 . TELEPHONE NUMBER

461-0365

2 1 . DATE

7/15/91



INSTRU9TIQNS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISES RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 8B0-I )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7279 WATERLOO ROAD
P.O. BOX 279

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

I. DEFARTMENT/ACENCY

DJS
2. DIVISION

Residential Facilities
3. UNIT

Youth Correctional Facility

DEFINITION-RECORD SERIES-A GROUP Or RELATED RECORDS NORMALLY FILCO AND UKO AS A UNIT FOR
WFEHEHCg AS WEU. AS RETENTION AND DISPOSITION PURPOSES •__

4. RECORD SERIES TITLE

General Files
B. EARLIEST YEAR/LATEST YEAR

1982 ToPresent

I S. RECORD SERIES DESCRIPTION (BRlKri-Y DESCRIBE THK TYPES OF* INFORMATt ON/DOCUMENTS/FORMS FOUND
•IN THE SERIES. , INCLUDS THE PURPOSE M FUNCTION OF THK SKFTteS)

Release documents used for supportive information. Record series may
include, but is not limited to the following: Bills for supplies;
equipment, or services; monthly accident reports; law related documents;
form letters; inventory records; outdated or obsolete forms; clinical
services; interdepartmental letters and memos; expense reports; mileage
forms; supply requests; correspondence and memos on programs or Field
Services; Volunteer Coordinator information; departmental policies and
regulations; job announcements; OSHA documents; certificates of records
disposal; monthly statistical requests; ISYS printouts; minutes of
meetings; assorted correspondence; general requisition.

7. RECORD SERIES FORMAT(S)

B LETTER SIZE D MICROFILM

O LEGAL SIZE O COMFUTER TAPE

a BOUND BOOK Q FLOPPY DISK

IO TAPE Q VIDEO TAPE

•OTHER( SPECIFY)

8. RECORD SERIES SEQUENCE

B ALPHABETICAL

B NUMERICAL

B CHRONOLOGICAL

O GEOGRAPHICAL

O OTHER(SPECIFYJ

9. VOLUME
^ FILE DRAWER(S)
• MICROFILM REEL(S)

56 • COMPUTER TAPE(S)
n O T H E K( S P E C 1 F Y]

10. ANNUAL ACCUMULATION
XI FILE DRAWER(S)
a MICROFILM REEL(S)

tt ° COMPUTER TAPE(S)
O

G

11 . FILE IS USED

Q DAILY WEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER
3 O MONTH(S) K YEAR(S)

NUMBER
| 13. CURRENT LOCATION(S) ( BLDG.,FLOOR,ROOMJ

Any Youth Correctional Facility
i

14. IS RECORD SERIES DUPLICATED ELSEWHEREf
tlP YES, SPECIFY AOEKCY OR OFFICE)
B YES R NO

IS. ACCESS RESTRICTIONS tt YES NO

Annotated Code of Maryland

16. AUDIT REQUIREMENTS

NONE • STATE O FEDERAL B INDEPENDENT

17. IS AN INDEX SYSTEM USED7 (|p YKS.EXPLAIN
BRIEFLY AND DESCRIBE ANY HAHDRARe/SOFTWARE)

a YES NO

18. RECOMMENDED RETENTION

" Retain for three (3) years, then destroy

NAME AND TITLE OF PREPARER
a Werther

sst. Records Coordinator

DCS 330-4 (REVISED 2/87)

20. TELEPHONE NUMBER

461-0365

21. DATE

7/15/91



in=>IKU^Tiqri5--TYFE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 3B0-I )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

1. DEPARTMENT/AGENCY

DJS

2. DIVISION

Residential Facilities

3. UNIT

Youth Correctional Facility

DEFINITION-RECORD SERIES-A OHOUP OP RKLATSO RECORDS NORMALLY FILED AND USED A* A UNIT FOR
REFERENCE AS WgLL AS RBTKNTIOW AND DISPOSITION PUHPOflEB •__

4. RECORD SERIES TITLE

Daily Admission Logs

5. EARLIEST YEAR/LATEST YEAR
1987 TO Present

RECORD SERIES DESCRIPTION (BRIKf'l-Y DESCRIBE THK TYPES or INFORMATION/DOCUWKNTS/FOimB FOUND
•IN THE SERIES. , INCLUDE THK PURPOSE OR FUNCTION OF THK SERIES)

This series contains documentation of each youth's admission to the
facility. The materials may contain, but may not be limited to the
following: Admission Date and Time; Youth's Name, Race, Sex, and Date of
Birth; Admitting County; County of Residence; Admitting Judge; Initial or
Continued Detention; Name of Intake Person

7. RECORD SERIES FORMAT(S]

LETTER SIZE ° MICROFILM

LEGAL SIZE G COMPUTER TAPE

BOUND BOOK O FLOPPY DISK

IO TAPE • VIDEO TAPE

(SPECIFY]

8. RECORD SERIES SEQUENCE

n ALPHABETICAL

a NUMERICAL

H CHRONOLOGICAL

Q GEOGRAPHICAL

Q OTHER(SPECIFY)

VOLUME

M FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
OTHER{SPECIFY]

10. ANNUAL ACCUMULATION
B FILE DRAWER(S)
• MICROFILM REEL(S]
a COMPUTER TAPE(S)
O QTHFP(«!PgrlFY)

W

FILE IS USED

R DAILY WEEKLY D MONTHLY

12. FILE BECOMES INACTIVE AFTER
_3 O MONTH(S) B YEAR(S]
NUMBER

13. CURRENT LOCATIGN(S) (BLDG.,FLOOR,ROOM]
Any Youth Correctional Facility

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
f IF YES, SPECIFY AOENCY OR OFFICE)
• YES J3 NO

15. ACCESS RESTRICTIONS a YES n NO
(IF YES, CITK LAHJS) a RKOULATION(S)
Annotated Code of Maryland Courts and
Judicial Proceedings, S3-828

16. AUDIT REQUIREMENTS

H NONE Q STATE D FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USED? (IF YES.EXPLAIN
BRIEFLY AND DESCRIBE ANY HAROBARC./SOFTWARE)

a YES ox NO

1 8 . RECOMMENDED RETENTJI ON*" , \ « J Y*\J> ^
1 *

TJI ON , \

i «

Retain for three (3) years, then destroy ]

AND TITLE OF PREPARER
mdra Werther

"Asst. Records Coordinator

20. TELEPHONE NUMBER
461-0365

2 I. DATE

7/15/91

DGS 3S0-4 (REVISED 2/87]



I NSTRUCT I QMS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS S80-I )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727B WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 8 OF 41

1. DEPARTMENT/AGENCY 2. DIVISION

Residential Facilities

3 . UNIT

Youth Correctional Facility

DEFINITION-RECORD SERIES-* aROU* O r M L A T I B RECORDS NORMALLY FILED AND USED A* A UNIT FOR
REFERENCE AS WRLL AS RETENTION AND DISPOSITION PURPOSES •

4. RECORD SERIES TITLE

Daily Release Logs

S. EARLIEST YEAR/LATEST YEAR
1987 TO Present

I 5. RECORD SERIES DESCRIPTION fBRIKrt-Y DKSCRIBK THK TYPK8 Or INrORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUDE THK PURPOSE OM FUNCTION OF THK SERIES)

This series documents the release of each youth that leaves. Record may
contain, but may not be limited to the following: Release Date; Youth
Name; County Detaining; Name of person releasing youth and agency they are
from.

7. RECORD SERIES FORMAT(S)

H LETTER SIZE • MICROFILM

D LEGAL SIZE • COMFUTER TAPE

Q BOUND BOOK E FLOPPY DISK

TAPE a VIDEO TAPE

^THER ( SPEC IFY J

8. RECORD SERIES SEQUENCE

0 ALPHABETICAL

° NUMERICAL

ft CHRONOLOGICAL

• GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

16
NUMBER

FILE DRAWER(S)
MICROFILM REEL(S)
COMPUTER TAPE(S)
OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

R FILE DRAWER(S)

• MICROFILM REEL(S)

NUM'BE'H D COMPUTER TAPE(S)
• O nrrnrp(c;PT=Y-tFV)

II . FILE IS USED

33 DAILY WEEKLY D MONTHLY

12. FILE BECOMES INACTIVE AFTER

NUMBER
MONTH(S) YEAR(S]

j 13. CURRENT LOCATION(S) {BLDG.,FLOOR,ROOM)

' Any Youth Correctional Facility
14. IS RECORD SERIES DUPLICATED ELSEWKERET

tlF YES, SPECIFY AOENCY OR OFFICE)

a YES a NO

15. ACCESS RESTRICTIONS fy YES • NO

I"" YES CITK LABfls) ft RKaULATION(s) ,
Annotated Code of Marylana Courts and
Judicial Proceedings S-3828

16. AUDIT REQUIREMENTS

8 NONE D STATE ° FEDERAL INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF YKS.EXPLAIN

BRIEFLY AND DESCRIBE- ANY HARDBARE/SOFTWARE)

a YES a NO

18. RECOMMENDED RETENTION

Retain for three (3) years, then destroy

AND TITLE OF PREPARER

Werther

Ass't. Records Coordinator

20. TELEPHONE NUMBER

461-0365
2 I. DATE

7/15/91

DCS 330-4 (REVISED 2/87)



I f J5TRUCTICMS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 550-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE or 41

DEPARTMENT/AGENCY

irtment of Juvenile Services
2. DIVISION

Residential Facilities
3. UNIT
Youth Correctional Facility

DEFINITION-RECORD SERIES*A GROUP OF RELATED RECORDS NORMAL.!-Y FILED AND USED AS A UNIT FOR
REFERENCE AB WBU. AS RETENTION AND DISPOSITION PURPOSES •__

4. RECORD SERIES TITLE

Daily Population Record
5. EARLIEST YEAR/LATEST YEAR

1987 TO Present

9. RECORD SERIES DESCRIPTION lBRIIt|ri-Y DESCRIBE THE TYPES OF- INPORMATI ON /DOCUMENTS /FORMS FOUND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

This series contains recorded daily population of the facility. The record may contain,
but is not limited to: the date; facility name; listing of residents; consecutive nights
of detention; county detaining; juvenile counselor; court date; ISYS reports; daily totals
of youth detained & released; authorized absences; unauthorized absences, youth in
detention 21 days and over; number of male and female youth.

7. RECORD SERIES FORMAT(S)

35 LETTER SIZE • MICROFILM

• LEGAL SIZE D COMFUTER TAPE

n BOUND BOOK D FLOPPY DISK

• IO TAPE Q VIDEO TAPE

"OTHER{SPECIFYJ

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

D NUMERICAL

£ CHRONOLOGICAL

n GEOGRAPHICAL

O OTHER(SPECIFY)

FILE IS USED

K DAILY WEEKLY MONTHLY

9. VOLUME

<X FILE DRAWER(S)
• MICROFILM REEL(S)
D COMPUTER TAPE(S)
O OTHER{SPECIFY)

10. ANNUAL ACCUMULATION

^FILE DRAWER(S)
2 D MICROFILM REEL(S)

° COMPUTER TAPE(S)

12. FILE BECOMES INACTIVE AFTER

n MONTH(S) QCYEAR(S)
UUBkrt

13. CURRENT LOCATION(S) ( BLDG. ,FLOOR.ROOM)

Any Youth Correctional Facility

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

tlF YES, SPECIFY /.dENCY OR OFFICE)

o YES a NO

15. ACCESS RESTRICTIONS # YES • NO

(IF YES, CITE LAW(S) * REGULATION!s)

Amctated Code of ^faryland Courts & Judicial Proceedings
-53-828

16. AUDIT REQUIREMENTS

X> NONE Q STATE D FEDERAL INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF YKS.EXPLAIN

BRIEFLY AND DESCRIBE ANY HARDBARC/SOFTHARE)

a YES X NO

18. RECOMMENDED RETENTION

Retain for three (3) years, than destrcy.

S^aMAME

Sariara W

AND TITLE OF PREPARER

SaTiHra Werther
-Acg^^<:̂ n^^ PprnrHc rnnrHi nal-nr

2 0 . TELEPHONE NUMBER

461-0365

2 I . DATE

7/15/91

DCS 550-4 (REVISED 2 /87)



I NSTRUCT I QMS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISES RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 980-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P.O. BOX 278
JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE 10 OF 41

I. DEFARTMENT/AGENCY

rtment of Juvenile Services

2. DIVISION

Residential Facilities
3. UNIT

Youth Correctional Facility

DEFINITION-RECORD SERIES-* O H O W O r *«LATEO RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS IBLL AS RETENTION AND DISPOSITION PURPOSES

, 4 . 1RECORD SERIES TITLE. _ .
J ' Workers CompensationTirst Report of Injury

8. EARLIEST YEAR/LATEST YEAR

1985 TO Present

I «. RECORD SERIES DESCRIPTION lBRlrFl-Y DESCRIBE THE TYPES OF" INFORMATION/DOCUMENTS/FORMS POUND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SKP1ESJ

This series contains all materisls related to employee related on duty accidents. The
record will contain, but not be limited to accident leave information; medical documentation;
and general correspondence with State Accident Fund, medical providers and Workman's
Compensation.

7. RECORD SERIES FORMAT(S)

R LETTER SIZE O MICROFILM

a LEGAL SIZE • COMPUTER TAPE

D BOUND BOOK D FLOPPY DISK

HO TAPE • VIDEO TAPE

'OTHER(SPECIFYJ

8. RECORD SERIES SEQUENCE

X) ALPHABETICAL

a NUMERICAL

D CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY]

9. VOLUME

K FILE DRAWER( S ]

a MICROFILM REEU(S)

Q COMPUTER TAPE(S)

OTHER(SPECIFY]

10. ANNUAL ACCUMULATION

<X FILE DRAWER(S)

2 D MICROFILM REEL(S]

U K T S ' ° COMPUTER TAPE(S)

• QTWTRI gpgr I FV <

n. F I L E I S USED

<3C DAILY O WEEKLY MONTHLY

1 2 . FILE BECOMES INACTIVE AFTER
<XYEAR(S,

1 3 . CURRENT LOCATION(S) ( BLDG..FLOOR.ROOM}

Any Youth Correctional Facility
14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlF YtS. SPECIFY AGENCY OR OFFICE)

a YES 8 NO

IS. ACCESS RESTRICTIONS • YES R NO
(IF YES, CITE LAB(S) a REOULATION(S)

16. AUDIT REQUIREMENTS

a NONE H STATE D FEDERAL INDEPENDENT

17. IS AN INDEX SYSTEM USED? (|F YES.«oa»LAIN

BRIEFLY AND DESCRIBE ANY HARDBARC./SOFTWARE)

D YES NO

18. RECOMMENDED RETENTION

Retain by facility until
disposition, then destroyed
five (5) years * ^

I

AND TITLE OF PREPAREH

Werther
Assistant Records Coordinator

20. TELEPHONE NUMBER

461-0365

2 I. DATE

7/15/Sll

DCS 330-4 (REVISED 2/87)



INSTRUCT IQMS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 5B0-1 )

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE 11 OF 41

'ARTMENT/AGENCY

tment of Juvenile Services
2. DIVISION

Residential Facilities
3. UNIT

Youth Correctional Facility

DEFINITION•RECORD SERIES- OHOUP OF RELATED RECORDS NORMALLY PILED AND USKD AS A UNIT POR

REFERENCE A« BELL AS RETENTION AND DISPOSITION PURPOBEg •__

4. RECORD SERIES TITLE

Department of Personnel Annual Reports

8. EARLIEST YEAR/LATEST YEAR

TO Prespnt

S. RECORD SERIES DESCRIPTION {""' *
F U T D " C « I B K ™ * TYPES OP- INFORUAT1ON/DOCUMENTS/FORMS POUND

•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OP THE SERIES)

This series consists of all state-wide Department of Personnel and Department of Juvenile
Services Annual Reports, containing, but not limited to, the following: Personnel Data
and statistics; each Department's number of transactions, grievances, positions; related
memos and correspondence.

I

7. RECORD SERIES FORMAT(S)

K LETTER SIZE O MICROFILM

O LEGAL SIZE D COMPUTER TAPE

BOUND BOOK • FLOPPY DISK

TAPE O VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

D NUMERICAL

& CHRONOLOGICAL

O GEOGRAPHICAL

a OTHER(SPECIFY)

9. VOLUME
% FILE DRAWER(S)
a MICROFILM REEL(S)
Q COMPUTER TAPE(S)
D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
CRFILE DRAWER(S)

2 B MICROFILM REEL(S)
° COMPUTER TAPE(S)
D prmrpffiPFriFYl

FILE IS USED

O DAILY WEEKLY MONTHLY

XZ' FILE BECOMES INACTIVE AFTER
5 D MONTH(S) X YEAR(S)
NUMBER I

13. CURRENT LOCATION(S) ( BLDG.,FLOOR.ROOM)

Any Youth Correctional Facility

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlP YES, SPECIFY AOEKCT OR OPPICE)
O YES H NO

15. ACCESS RESTRICTIONS Q YES K NO
(IP YES, CITE LAH(B) ft RBOULATI ON ( S)

16. AUDIT REQUIREMENTS

X NONE D STATE O FEDERAL • INDEPENDENT

17. IS AN INDEX SYSTEM USEDt (|F YK8.EXPLA IN
BRIEFLY AKD DESCR I BR ANY HARDBARE./SOFTWARE )

D YES 35 NO

18. RECOMMENDED RETENTION

Data will be retained by the facility
for five (5) years then destroyed. -

lanora W
AND TITLE OF PREPARER

Sanora Werther
Assistant Records Coordinator

20. TELEPHONE NUMBER

461-0365

21. DATE

7/15/91

DGS 530-4 (REVISED 2/87)



INSTRUCT1QMS.- TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 12 or 41

1_. DEFARTMENT/AGENCY
irtment of Juvenile Services

2. DIVISION
Residential Facilities

3. UNIT
Youth Correctional Facility

DEFINITION-RECORD SERIES- GROUP OF MtLATBD RCCOROS NOMUU.V F1 LID AMD USKD AS A UNIT FOR
MFEHENCt AS «EU. AS RETENTION AMD DISPOSITION PUBPOSEg •

4. RECORD SERIES TITLE
Youth Records (Central File)

5. EARLIEST YEAR/LATEST YEAR
R82 'Present

TO
». RECORD SERIES DESCRIPTION lBRIICri-'lr DMCSIBS THE TYPES OF" INFORMATION/DOCUMENTS/FORMS POUND

•IN THE SERIES. INCLUDS THE PURPOSE OH FUNCTION OF THK SEFDESj

This series contains all materials related to youth while attending a residential facility.
The record may include, but is not limited to the following: Juvenile Court Order; Face
Sheet; Risk/Needs Forms; Psychological evaluation; Progressive reports; Medical information;
Psychiatric evaluation; Incident reports; related correspondence; social history; drug &
alcohol assessment; unit notes; medical consent form; behavioral reports; court reports;
pre-admission slips; case notes; and ISYS print outs.

7. RECORD SERIES FORMAT(S)

CKLETTER SIZE D MICROFILM

A LEGAL SIZE • COMPUTER TAPE

D BOUND BOOK D FLOPPY DISK

TAPE D VIDEO TAPE

OTHERfSPEC1FY J

8. RECORD SERIES SEQUENCE

^ALPHABETICAL

• NUMERICAL

n CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY]

9. VOLUME

am
NUMBER

B FILE DRAWER(S)
Q MICROFILM REEL(S]
O COMPUTER TAPE(S)
D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
B FILE DRAWER(S)
O MICROFILM REEL(S)

N T J B B W D COMPUTER TAPE(S)
O fftVFBfSPFrlFYI

9 I FILE IS USED

Q DAILY WEEKLY MONTHLY

lZ' FILE BECOMES INACTIVE AFTER
^ a MONTH(S) C

NUMBER
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

Any Youth Correctional Facility

IS RECORD SERIES DUPLICATED ELSEWHERE?
tlF YES, SPECIFY /.8BKCT OR OFFICE)
a YES }3 NO

IS. ACCESS RESTRICTIONS X YES • NO
( I F YES, CITE LAB(S) a RKOUUATION{s)

Code of Nbryland Courts & Judicial proopedi.rgs

16. AUDIT REQUIREMENTS

O STATE O FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|F YES.EXPLAIN

BRIEFLY AND DBSCRIBe ANY KAROBARE/SOFTWARE)

a YES QC NO

18. RECOMMENDED RETENTION

Retain for three (3) years
following youth's release or
unt i l youth's 21st Birthday,
whichever is sooner, then
destroy.

kNAME AND TITLE OF PREPARER

ira Werther
Assistant Records Coordinator

DCS 550-4 (REVISED 2/87)

20. TELEPHONE NUMBER

461-0365

21. DATE

7/15/ 9-1-1



I^STRUCTIQMS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS SDO-I )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727B WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE 13 OF 41

I. DEPARTMENT/ACENCY
DJS

2. DIVISION
Residential Facilities

3. UNIT
Youth Correctional Facility

DEFINITION-RECORD SERIES-A OROUF OP RELATED RECORDS NORMALLY Ft USD MHO USKO AM A UNIT FOR
HtlTHEWCg AS WELL A» RETENTION AND DlgPOBITION PUHPOggg •__

4. RECORD SERIES TITLE
Fire Drill Logs

5. EARLIEST YEAR/LATEST YEAR
1989 TO Present

I 8. RECORD SERIES DESCRIPTION (•"Ilt|rl-T OESCHIBS THB TYPES OF- INPORMATION/DOCUMKNTS/PORMS TOWD
•IN THE SERIES. . INCLUDE THE PURPOSE Off FUNCTION OP THE SERIES]

This series contains the documentation of the length of time used to
evacuate facility buildings in a practice fire drill.

7. RECORD SERIES FORMAT(S]

IX LETTER SIZE ° MICROFILM

a LEGAL SIZE • COMPUTER TAPE

a BOUND BOOK D FLOPPY DISK

#AUDIO TAPE Q VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

O NUMERICAL

K CHRONOLOGICAL

Q GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

)P FILE DRAWER(S)
• MICROFILM REEL(S)

4 D COMPUTER TAPE(S)
OTHER(SPECIFY]NUMBER

10. ANNUAL ACCUMULATION
Xl FILE DRAWER( SJ

^ O MICROFILM REEL(S)
° COMPUTER TAPE(S)

I U.FILE IS USED
D DAILY O WEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER

NUMBER
D MONTH(S) YEAR(S)

13. CURRENT LOCATION(S) (BLDG.,FLOOR.ROOM)
Any Youth Correctional Facility

i

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tlP YES, SPECIFY AOENCY OR OFFICE)
° YES H NO

15. ACCESS RESTRICTIONS • YES OC NO
(IF YES, CITS LAB(B) a RBQULATION(S)

16. AUDIT REQUIREMENTS

% NONE n STATE Q FEDERAL a INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|p YES . lOZPt-A IN
BRIEFLY AND DESCRIBE- ANY HARDBARe/SOFTWARE)

YES NO

18. RECOMMENDED RETENTION

Retain three (3) years, then destroy

AND TITLE OF PREPAREH
Sandra Werther
Asst. Records Coordinator

20. TELEPHONE NUMBER
461-0365

2 I. DATE

7/15/91

DCS 5S0-4 (REVISED 2/87)



INSTRUCT I QMS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS SBO-I)

DEFARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727* WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 14 or 41

1. DEPARTMENT/AGENCY 2. DIVISION

Residential Facilities
3. UNIT

Youth Correctional Facility

DEFINITION-RECORD SERIES-A GROUP OF RKLATHD RECORDS NORMALLY FILED AND USED A* A UNIT POR
MFEBEHCZ AS »BU. AM RPTgWTIQW AND DISPOSITION FUHPOggll •_

4. RECORD SERIES TITLE

Youth Medical Records
8. EARLIEST YEAR/LATEST YEAR

1982 TO Present

RECORD SERIES DESCRIPTION i"RI>tFl-Y B I S C B I B S THE TYPES o r INPORMATION/DOCUMENTS/PORMS FOUND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

This record series consists of the Health Care Files on youth committed and
detained at each Youth Correctional Facility. This medical file includes,
but is not limited to the following: Face sheet; medical consent;
admission health, screen; progress notes; physician's order sheet; referral
forms; laboratory reports; community referral reports; medication
administration records; incident reports; psychotropic drug reports; throat
culture reports.

7.

a

a

RECORD SERIES FORMAT(S)

LETTER SIZE • MICROFILM

LEGAL SIZE Q COMFUTER TAPE

BOUND BOOK O FLOPPY DISK

IO TAPE Q VIDEO TAPE

(SPECIFY)

8. RECORD SERIES SEQUENCE

S ALPHABETICAL

• NUMERICAL

n CHRONOLOGICAL

• GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

V FILE DRAWER(S)
O MICROFILM REEL(S)

100 Q COMPUTER TAPE(S)
OTHER(SPECIFY]NUMBER

10. ANNUAL ACCUMULATION

>P FILE DRAWER(S)
D MICROFILM REEL(S)

NuffbgR a COMPUTER TAPE(S)
• O

FILE IS USED

B DAILY WEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER

5 D MONTH(S) & YEAR(S)

13. CURRENT LOCATION(S) ( BLDG.,FLOOR.ROOM)

Any Youth Correctignal Facility
14. IS RECORD SERIES DUPLICATED ELSEWHERE?

tlP YES, SPECIFY AQEKCY OR OFFICE)
O YES • NO

IS. ACCESS RESTRICTIONS & YES • NO

(A%icHteS' C&fe* c^ U&ffmrWS
Judicial Proceedings, S3-828

'and

IS. AUDIT REQUIREMENTS

9 NONE ° STATE O FEDERAL INDEPENDENT

17, IS AN INDEX SYSTEM USED? (IF YKS.EXPLAIN

BRIEFLY AND DESCRIBE- ANY HARDIARc/SOFTWARE)
18. RECOMMENDED RETENTION

YES NO Retain until youth reaches age twenty-one
years old, then destroy

19 AND TITLE OF PREPAREH

a Werther
st. Records Coordinator

20. TELEPHONE NUMBER

461-0365
2 I. DATE

7/15/91

DCS 350-4 (REVISED 2/87)



INSTRUCT IQMS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD'
WITH RECORDS RETENTION SCHEDULE
(DGS S50-I )

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE ̂  OF 41

I. DEPARTMENT/AGENCY
DJS

Z. DIVISION
Residential Facilities

3. UNIT
Youth Correctional Facility j

DEFINITION-RECORD SER1ES-A OROUF- Or RBLATBB RECORDS NORMALLY FILED AND USES A* A UNIT FOR
HHWSRPtCg AS WgH. AM RETENTION AMD DISPOSITION PUWPOBgg •__

4. RECORD SERIES TITLE
Psychological/Psychiatric Reports

5. EARLIEST YEAR/LATEST YEAR

1987 TO Present

8. RECORD SERIES DESCRIPTION (BRl"F!LY OESCRIBB THE TYPES Or INFORMATION/DOCUMENTS/FORMS FOUND
•IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SKirtES)

This series is comprised of psychological and psychiatric youth evaluation
reports that have been ordered by the Court.

7 . RECORD SERIES FORMAT(S)

IX LETTER SIZE O MICROFILM

Q LEGAL SIZE O COMPUTER TAPE

A BOUND BOOK $ FLOPPY DISK

TAPE O VIDEO TAPE

OTHER (SPECIFY)

8. RECORD SERIES SEQUENCE

H ALPHABETICAL

a NUMERICAL

n CHRONOLOGICAL

B GEOGRAPHICAL

O OTHER(SPECIFY)

g. VOLUME

NUMBE

& FILE DRAWER(S)
• MICROFILM REEL(S)
a COMPUTER TAPE(S)
^ OTHER | spec 1FY)
Floppies

10. ANNUAL ACCUMULATION
8 V FILE DRAWER(S)

• MICROFILM REEL(S]
NUMBBR a COMPUTER TAPE(SJ

11. FILE IS USED

& DAILY O WEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER
5 D MONTH(S) & YEAR(S)
NUMBER

13. CURRENT LOCATION(S) (BLDG. ,FLOOR,ROOMJ

Any Youth Correctional Facility
14. IS RECORD SERIES DUPLICATED ELSEWHERET

(IF YES, SPECIFY AOENCY OR OFFICE)

S YES D NO Youth Records

13. ACCESS RESTRICTIONS & YES

Judicial Proceedings. S-3828

D NO

ys8 knd
16. AUDIT REQUIREMENTS

R NONE n STATE 0 FEDERAL INDEPENDENT

17. IS AN INDEX SYSTEM USED? (|F AIN

BRIEFLY AND DESCRIBE- ANY HARDBARE/SOFTWARE)

K YES • NO
For floppy disks, last name of youth and
month of evaluation is recorded

18. RECOMMENDED RETENTION

Retain for five (5) years
following youth's release
or until youth's 21st
Birthday, whichever is
sooner, then destroy.

NAME AND TITLE OF PREPARER
idra Werther •

Asst. Records Coordinator

DCS 3S0-4 (REVISED 2/87)

20. TELEPHONE NUMBER
461-0365

21. DATE



SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS 550-1 )

TJtt-ARIWENT OF CE31ERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 16 or 41

1. DEPARTMENT/AGENCY

DJS

2. DIVISION

Residential Facilities

3. UNIT

Youth Correctional Facility

•INITION-RECORO SERIES _A UBOUF OF RELATED RKCOROS NORMALLY PILED ANO U»O AS A UNIT FOR
A» » E U . AS RETENTION AND PIMPOSITION ptiRPoaeg ;_

4 . RECORD SERIES TITLE

Accounting Records

5 . EARLIEST YEAR/LATEST YEAR

TO

S. RECORD SERIES DESCRIPTION inHtKwt"T DHCRIBK THK TYPES OP I NFORMATt ON/ DOCUMENTS /FORMS PO«ND
•IN THE SERIES. . INCLUOK THE PURPOSE OM FUNCTION OP TMK SBFTtESJ

This record series encompasses files on the budgetary record of the
facility. Materials may include but are not limited to the- following:
Payroll; accounts payable; cash receipts; purchasing orders

7. RECORD SERIES FORMAT(S)

LETTER SIZE D MICROFILM

LEGAL SIZE d COMPUTER TAPE

BOUND BOOK D FLOPPY DISK

AUDIO TAPE O VIDEO TAPE

( SPECIFY)

8. RECORD SERIES SEQUENCE

5? ALPHABETICAL

B NUMERICAL

O CHRONOLOGICAL

Q GEOGRAPHICAL

D OTHER(SPEC1FY)

9. VOLUME

106

$ FILE DRAWER(S)
O MICROFILM REEL(S]
COMPUTER TAPE{SJ

NUMBBI* 0 OTHER (SPECIFY)

10 ANNUAL ACCUMULATION
ff FILE DRAWER(S)
• MICROFILM REEL(S)

k ° COMPUTER TAPE(SJ

I 1 1 FILE IS USED

Q DAILY WEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER
3 D MCNTH(S) R YEAR(S)

NUMBER
[13. CURRENT LOCATION(S) ( BLEX5 ., FLOOR, ROOM)

Any Youth Correctional Facility
14. IS RECORD SERIES DUPLICATED ELSEWHERET

flP YES, SPECIFY AOBKCY OR OFFICE)
• YES H NO

13. ACCESS RESTRICTIONS • YES H NO
(IF YES, CJTK LAW(S) a RSOULATION(S)

IS. AUDIT REQUIREMENTS

n NONE B STATE B FEDERAL E INDEPENI^NT

17 IS AN INDEX SYSTEM USED7 (IF YKS.EXPLAIN
BRIEFLY AKO DESCRIBE- ANY HARDBARE/SOFTWARE J

O YES H NO

18. RECOMMENDED RETENTION

Retain for three (3) years, then
destroy

AND TITLE OP PREPARER
andra Werther-

Records Coordinator

DCS 330 -4 (REVISED 2/87}

20. TELEPHONE NUMBER
461-0365

21. DATE

7/15/91



INSTRUCT I QMS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS BSO-I)

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

I . DEPARTMENT/AGENCTf 2. DIVISION

Residential Facilities

3. UNIT

Youth Correctional Facility

DEFINITION-RECORD SERIES- OHOUP OP RBLATED RECORDS NORMALLY FILED AMD USED AS A UNIT FOR

AS WELL AS RETENTION AND DISPOSITION PURPOSES •

4. RECORD SERIES TITLE
1 Volunteer Services

8. EARLIEST YEAR/LATEST YEAR

1974 TO

RECORD SERIES DESCRIPTION inttlKruT DESCRIBE THE TYPES OF" !NFORMATrON/DOCUMENTS/FORMS FOUND
•IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OP THE SERIES)

This record series incorporates all materials pertaining to donations that
assist in enhancing the existing facility programs and meeting the needs of
the youth residing at the facility. Files are maintained for monthly
reports; policies and procedures; individual volunteer records; activity
sheets; donations; acceptance letters; Chapter I by laws, notices,, mpphings
and announcements. Other materials might include, but are not limited to
are: receipts, purchase orders, notices and related correspondence.

7. RECORD SERIES FORMAT(S)

LETTER SIZE • MICROFILM

LEGAL SIZE Q COMPUTER TAPE

BOUND BOOK Q FLOPPY DISK

TAPE O VIDEO TAPE

OTHER ( SPEC IFY J

8. RECORD SERIES SEQUENCE

H ALPHABETICAL

D NUMERICAL

a CHRONOLOGICAL

• GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

JP FILE DRAWER(S)
• MICROFILM REEL(S)

18 D COMPUTER TAPE(S)
NUMBER a a r H E R ( s p E C l F Y )

10. ANNUAL ACCUMULATION

J? FILE DRAWER(S)
, O MICROFILM REEL(S)

a COMPUTER TAPE(S)
Q wrvPP(«;PFriFY)

II FILE IS USED

«?t DAILY WEEKLY MONTHLY

l 2' FILE BECOMES INACTIVE AFTER

5 Q MONTH(S) H YEAR(S)
NUMBER

| 13. CURRENT LOCATION(S) ( BLDC.,FLOOR.ROOM)

' Any Youth Correctional Facility
14. IS RECORD SERIES DUPLICATED ELSEWHERE?

tlF YES, SPECIFY AOENCY OR OFFICE)

° YES B NO
15 . ACCESS RESTRICTIONS • YES £ NO

( I F YES, CITE LAW(S) a RBQULATION(S)

1 6 . AUDIT REQUIREMENTS

P NONE D STATE Q FEDERAL INDEPENDENT

17 IS AN INDEX SYSTEM USED? (IF YKS.EXPLAIN

BRIEFLY AND DESCRIBE ANY HARDSARE/SOFTWARE)
18. RECOMMENDED RETENTION

YES NO Retain five (5) years, then destroy

NAME AND TITLE OF PREPARER

idra Werther
Asst. Records Coordinator

20. TELEPHONE NUMBER

461-0365
2 I. DATE

7/15/91

DCS 330-4 (REVISED 2/87)



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS BSO-! )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 27S

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE 18 OF 41

I. DEPARTMENT/AGENCY 2. DIVISION

Residential Facilities
3. UNIT

Youth Correctional Facility

DEFINITION-RECORD SER1ES-A OBOUP or MLATSO RKCORDS NORMALLY FILED AND USED A* A UNIT FOR
REFERENCE AS WELL A3 RETENT I ON AMD D IMPOSITION PUHPOBEg •

4. RECORD SERIES TITLE

Deputy Superintendent's Files
S. EARLIEST YEAR/LATEST YEAR

1975 TO Present

RECORD SERIES DESCRIPTION lBt*iKri-r DESCRIBE THK TYPES OF" IN FORMAT I ON/DOCUMENTS/FORMS FOUND
•IN THE SERIES. INCLUOK THE PURPOSE ON FUNCTION OF THE (SPIES]

This series contains assorted documents which are kept by Deputy
Superintendent. The documents include, but are not limited to the
following: Informal staff records; general correspondence; state
departmental and facility related policies and procedures; monthly
statistics

7.

Q

G

RECORD SERIES FORMAT(S)

LETTER SIZE ° MICROFILM

LEGAL SIZE • COMPUTER TAPE

BOUND BOOK ° FLOPPY DISK

IO TAPE D VIDEO TAPE

(SPECIFY)

8. RECORD SERIES SEQUENCE

H ALPHABETICAL

O NUMERICAL

O CHRONOLOGICAL.

Q GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

H FILE DRAWER(S)
• MICROFILM REEL(S)

40 Q COMPUTER TAPE(S)
NUMBER n oTHEHfspECFY]

10. ANNUAL ACCUMULATION

• FILE DRAWER(S]

_ • MICROFILM REEL(S)

NUIABR a COMPUTER TAPE(S)
••f-lFVi

I II FILE IS USED

Q( DAILY WEEKLY D MONTHLY

12' FILE BECOMES INACTIVE AFTER
5 O MONTH(S) V YEAR(S)
«BERNUM

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOMJ

Any Youth Correctional Facility
14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlF YES, SPECIFY AOEKCY OR OFFICE)
Q YES H NO

13. ACCESS RESTRICTIONS B YES O NO

Judicial Proceedings, S3-828

16. AUDIT REQUIREMENTS

R NONE n STATE ° FEDERAL INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|P YIS.»J*U1N
BRIEFLY AND DESCRIBE AKY KARDBARe/SOFTWARE)

a Y E S J? N O

18. RECOMMENDED RETENTION

Retain for five (5) years, then/destroy

19 NAME AND TITLE OF PREPAREH

ra Werther
Asst. Records Coordinator

20. TELEPHONE NUMBER

461-0365

2 t. DATE

7/15/91 .. /

DCS S50-4 (REVISED 2/87)



INSTRUCT I QMS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 5S0-I )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 19 OF 41

1 . DEPARTMENT/AGENCY

DJS

2. DIVISION
Residential Facilities

3. UNIT
Youth Correctional Facility

DEFINITION•RECORD SER1ES-A OROUP OF BKLATBD RECORDS NORMALLY FILED AMD USSO AS A UNIT FOR
HKFEBBMCI AS 1KLL AS RETENTION AND DlflPOBITION PURPOSES •__

4. RECORD SERIES TITLE

Dietary Services

5. EARLIEST YEAR/LATEST YEAR
1980 TO Present

9. RECORD SERIES DESCRIPTION (•R I I I t F l -Y OKCRIHK THE TYPES OF" INPOMUTION/DOCUMENTS/PORHS FOUND
•IN fHE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

This series contains general records of food and equipment ordered and
current price lists. Other materials might include but are not limited to:
Files on the purchasing and receiving of food and dietary equipment.

7. RECORD SERIES FORMAT(S)

•jp LETTER SIZE ° MICROFILM

D LEGAL SIZE a COMPUTER TAPE

a BOUND BOOK O FLOPPY DISK

#AUDIO TAPE O VIDEO TAPE

OTHER(SPECIFYJ

8. RECORD SERIES SEQUENCE

>P ALPHABETICAL

• NUMERICAL

B CHRONOLOGICAL,

0 GEOGRAPHICAL

D OTHER{SPECIFY)

9. VOLUME

NUMBER

FILE DRAWER(S)
MICROFILM REEL(S)
COMPUTER TAPE(S)
OTHER(SPECIFY]

10. ANNUAL ACCUMULATION
H FILE DRAWER(S)
• MICROFILM REEL(S)
COMPUTER TAFE(S)

a
NUMBER

FILE IS USED

R DAILY WEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER
3 a MONTH(S) H YEAR(S)

NUMBER
13. CURRENT LOCATION(S) ( BLDG.,FLOOR,ROOM)

Any Youth Correctional Facility
14. IS RECORD SERIES DUPLICATED ELSEWHERE?

(IF YES, SPECIFY AOENCY OR OFFICE]
a YES y? NO

IS. ACCESS RESTRICTIONS O YES J? NO
(IF YES, CITE LAB(S) a RKQULATIONIS)

16. AUDIT REQUIREMENTS

K NONE a STATE ° FEDERAL n INDEPENDENT

17. IS AN INDEX SYSTEM USED? (IF YKS.EXPLAIN
BRIEFLY AND DESCRIBE- ANY HARDBARE/SOFTWARE)

a YES tx NO

18. RECOMMENDED RETENTION

Retain for three (3) years, then destroy

NAME AND TITLE OF" PREPARER

Sandra Werther
Asst. Records Coordinator

DCS S 3 0 - 4 (REVISED 2 / 8 7 )

2 0 . TELEPHONE NUMBER

461-0365
2 I . DATE

7/15/91



INSrKttCTlQt'lS--TYrE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS BBO-I )

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE 20 OF- 41

I . DEFARTMENT/ACENCY 2. DIVISION

Residential Facilities
3. UNIT

Youth Correctional Facility !

DEFINITION-RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE

General Maintenance Files
8. EARLIEST YEAR/LATEST YEAR

1960 TO Present

5. RECORD SERIES DESCRIPTION (BRIEFLY DKSCRIBK THE TYPES Of
IN THE SERIES. INCLUDE

General maintenance files for building grounds
in this series. Records include but are not 1
Vehicle accident reports; building renovations
maintenance contracts; equipment information;
correspondence and memos on maintenance; Fire
documents; form letters; maps; toll tickets; t
policies.

IN FORMAT I ON/DOCUMENTS/FORMS FOUND

THE PURPOSE OR FUNCTION OF THE S E R I E S )

and equipment are included
imited to the following:
; permits and licenses;
inventory records;
Marshall reports; bid
ime sheets; personnel

7. RECORD SERIES FORMAT(S]

LETTER SIZE O MICROFILM

LEGAL SIZE Q COMFUTEH TAPE

BOUND BOOK E FLOPPY DISK

IO TAPE O VIDEO TAPE

{ SPECIFY)

8. RECORD SERIES SEQUENCE

0 ALPHABETICAL

n NUMERICAL

• CHRONOLOGICAL

a GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

)P FILE DRAWER(S)
O MICROFILM REEL(S)
, O COMPUTER TAPE(S)

N U M a E f t O OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

H FILE DRAWER(S)
• MICROFILM REEL(SJ

NUMBER ° COMPUTER TAPE(S)
• O mwrp(«!PFnFY)

I I FILE IS USED

H DAILY WEEKLY O MONTHLY

• FILE BECOMES INACTIVE AFTER

5 D MONTH(S) £ YEAR(S)
NUMBER

! 13, CURRENT LOCATION(S) ( BLDC.,FLOOR.ROOM)

Any Youth Correctional Facility

14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlF Yta, SPECIFY AOENCY OR OFFICE)

a YES X> NO

15. ACCESS RESTRICTIONS a YES J? NO
(IF YES, CITE LAW(S) * REQULATIONIS)

IS. AUDIT REQUIREMENTS

PC NONE • STATE • FEDERAL D INDEPENDENT

17 IS AN INDEX SYSTEM USED? ( t P YKS.EXPLAIN

BRIEFLY AND DESCRIBE ANY HARDBARC/SOFTWARE)

a YES qc NO

18. RECOMMENDED RETENTION

Retain Records for five (5) years, then
destroy

AND TITLE OF PREFAREH

Werther
Asst. Records Coordinator

20. TELEPHONE NUMBER

461-0365
2 I . DATE

7/15/91

DCS 330-4 (REVISED 2/87)



INSTRUCT IQMS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS 8S0-I )

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7Z7S WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE 2 1 OF 41

!_. DEPARTMENT/ AGENCY 2. DIVISION

Residential Facilities
3. UNIT

Youth Correctional Facility

DEFINITION-RECORD SERIES-A a R O U F o r RELATED RECORDS NOIWA1.LY FIUD AMD USED AS A UNIT FOR
REFERENCE AM WELL AM RETENTION AND DlgPQglTICN PURPOSES •__

4 . RECORD SERIES TITLE

Vehicle Records
EARLIEST YEAR/LATEST YEAR

1963 TO Present

5. RECORD SERIES DESCRIPTION (BRII"rl-r DESCRIBE THE TYPES OF" INFORMATtON/DOCUMENTS/FORMS FOUND
•IN THE SERIES. INCLUDE THE PURPOSE OH FUNCTION OF THK SERIES)

This series contains documents used for information on cars, trucks, buses,
vans, tractors and heavy equipment. Records include but are not limited to
the following: Copies of titles and registration cards, bill o£ sales,
vehicle service information, repair invoices, vehicle inspection reports
for emission test, dates of purchase and disposal. '

7. RECORD SERIES FORMAT{S]

£ LETTER SIZE D MICROFILM

Q LEGAL SIZE O COMPUTER TAPE

a BOUND BOOK D FLOPPY DISK

TAPE Q VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

n ALPHABETICAL

H NUMERICAL

Q CHRONOLOGICAL.

Q GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

<X FILE DRAWER(S)
n MICROFILM REEL(S]

6 D COMPUTER TAPE(S)
N U M B B f t D OTHER{SPECIFY)

10. ANNUAL ACCUMULATION

}P FILE DRAWER(S)
D MICROFILM REEL(S]

& D COMPUTER TAPE(S)

II. FILE IS USED

H DAILY WEEKLY D MONTHLY

12. FILE BECOMES INACTIVE AFTER

6 D MONTH(S) &YEAR(S)
NUMBER

13. CURRENT LOCATION(S) ( BLDG. ,FLOOR,ROOM)

Any Youth Correctional Facility
14. IS RECORD SERIES DUPLICATED ELSEWHERET

(IF YES, SPECIFY /.OENCY OR OFFICE)
n YES B NO

15. ACCESS RESTRICTIONS D YES H NO

(IF YES, CITE LAW(S) * RKQULATION(S)

16. AUDIT REQUIREMENTS

NONE STATE FEDERAL INDEPENDENT

17. IS AN INDEX SYSTEM USED? (IF YES.EXPLAIN

BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE)

a YES NO

18. RECOMMENDED RETENTION

Retain for one (1) year after the
life of the vehicle, then ..destroy"

T^'V ̂

AND TITLE OF PREPARER

Werther
Asst. Records Coordinator

2 0 . TELEPHONE NUMBER
461-0365

2 ! . DATE
7/15/91

DCS 330-4 (REVISED 2 / 8 7 )



I^STRUCT IQMS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 350-1 )

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7279 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 22 OF 41

1 . DEPARTMENT/AGENCY 2. DIVISION

Residential Facilities

3. UNIT
Youth Correctional Facility

DEFINITION-RECORD SERIES- 9BOUP OF RIUATBO RKCOROS NORMAU.T' FILKD AND USKD AS A UNIT FOR
RKFERgNCg AS WgU. AS BBTKNTIOW AMO DISPOSITION PURPOSES •_

4. RECORD SERIES TITLE

Blueprint File

5. EARLIEST YEAR/LATEST YEAR
1960 TO .Present

RECORD SERIES DESCRIPTION lBRIItFl-r DMCRIBB THB TYFKS OF INPORMATION/DOCUMKNTS/FORMS FOUND
•IN THE SERIES. INCLUDE THK PURPOSE OM FUNCTION OF THK SERIES)

This record consists of Blueprints of buildings, grounds and underground
wires and pipes needed for new building and renovation information. This
file contains but is not limited to: blueprints of existing buildings;
proposed buildings; underground wires and pipes.

7. RECORD SERIES FORMAT(S)

LETTER SIZE • MICROFILM

LEGAL SIZE • COMPUTER TAPE

BOUND BOOK O FLOPPY DISK

IO TAPE D VIDEO TAPE

OTHER(SPECIFY J

Full Size Blueprints

8. RECORD SERIES SEQUENCE

a ALPHABETICAL

D NUMERICAL

a CHRONOLOGICAL

a GEOGRAPHICAL

8 OTHER(SPECIFY)

Buildings & Renovations

VOLUME

2

D FILE DRAWER(S)
n MICROFILM REEL(S]
D COMPUTER TAPE(S)
OTHER (SPECIFY)NUMBER

Bliilpr int~ "cabinet

10. ANNUAL ACCUMULATION
• FILE DRAWER(S)
Q MICROFILM REEL(S)
D COMPUTER TAPE(S)

__
UM

M FILE IS USED

D DAILY V WEEKLY O MONTHLY

lZ' FILE BECOMES INACTIVE AFTER
_ _ _ _ _ _ O MONTH(S) D YEAR(S)
NUMBER

CURRENT LOCATION(S) ( BLDG..FLOOR.ROOM)

Any Youth Correctional Facility
14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlF YES, SPECIFY AOBKCY OR OFFICE)
n YES ix NO

15. ACCESS RESTRICTIONS O YES Ct NO

(IF YKS, CITK LAflr(s) A RKQULATIONIS)
18. AUDIT REQUIREMENTS

^ NONE O STATE G FEDERAL INDEPENDENT

17 IS AN INDEX SYSTEM USED? (IF YKS.EXPLAIN
BRIKFLY AKD DBSCR I Be ANY HARDWARE./BOFTHARK )

YES NO

18. RECOMMENDED RETENTION

Retain permanently; transfer
periodically to State Archives

AND TITLE OF PREPAREH

andra Werther
Asst. Records Coordinator

DCS 550-4 (REVISED 2/87)

20. TELEPHONE NUMBER
461-0365

2 I. DATE

7/15/91



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 8 8 0 - 1 )

^DEFARTMENT/AGENCY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 207 94

2 . DIVISION
Residential Facilities

AGENCY RECORDS INVENTORY

PAGE 23 OF 41

3 . UNIT
Youth Correctional Facility

• DEFINITION-RECORD SERIES-* a R O O F O | r R"LATBD RECORDS NORMALLY PILED AND USED AS A UNIT FOR
REFERENCE AS «ELL AS RETENTION AND DISPOSITION PURPOSES

4 . RECORD SERIES TITLE

i Work Order Fi les
8 . EARLIEST YEAR/LATEST YEAR

1986 TO Present

» . RECORD SERIES DESCRIPTION ( B R " " ' l - r DESCRIBE THE TYPES OP INPORMATION/DOCUMENTS/PORMS POUND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OP THE SERIES)

Thi s r e c o r d s e r i e s c o n t a i n s c o p i e s of work o r d e r s c o m p l e t e d by t h e
m a i n t e n a n c e d e p a r t m e n t for f u t u r e use in b u i l d i n g m a i n t e n a n c e . The f i l e
may i n c l u d e b u t i s no t l i m i t e d t o c o m p l e t e d work o r d e r s f o r a l l b u i l d i n g s ,
g rounds and v e h i c l e s .

7 . RECORD SERIES FORMAT(S)

Q LETTER SIZE & MICROFILM

° LEGAL SIZE D COMPUTER TAPE

a BOUND BOOK O FLOPPY DISK

^feuDlO TAPE O VIDEO TAPE

9(OTHER{ SPECIFY) 8^X5*5

8 . RECORD SERIES SEQUENCE

D ALPHABETICAL

H NUMERICAL

O CHRONOLOGICAL

O GEOGRAPHICAL

QCOTHER(SPECIFY)

By Building & Vehicle

1 1 ' FILE IS USED

i *> DAILY D WEEKLY D MONTHLY

1 3 . CURRENT LOCATION(S) ( BLDG.,FLOOR,ROOMJ

| Any Youth Correctional Facility

13 . ACCESS RESTRICTIONS O YES £ NO
( IP YES, CITE i-Aw(s) ft RBOULATION(S)

17. IS AN INDEX SYSTEM USEDT ( | p YES .EXPLAIN

BRIEFLY AKD DESCRIBE ANY KARDBARE/SOFTWARE)

a YES B NO

IJOWIAME AND TITLE OF PREPARER

^•^Sandra Werther
Asst. Records Coordinator

DCS 330-4 [REVISED 2/87}

9 . VOLUME
V FILE DRAWER(S)
D MICROFILM REEL(S)

12 D COMPUTER TAPE/S)
NUMBER .-I - .^

1 0 . ANNUAL ACCUMULATION
& FILE DRAWER(S)
• MICROFILM REEL(S)

NUMBBR D COMPUTER TAPE(S)
D QTHFBlBPPrlFVl

1 2 • FILE BECOMES INACTIVE AFTER

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERET
t i p YES, SPECIFY AOENCY OR OFFICE)
• YES B NO

I S . AUDIT REQUIREMENTS

Q NONE 8 STATE D FEDERAL D INDEPENDENT

1 8 . RECOMMENDED RETENTION

Retain for four (4) years, then destroy

2 0 . TELEPHONE NUMBER

461-0365
2 I . DATE

7/15/91



INSTRUCTIQNS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 550-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE 2hor 41

DEPARTMENT/AGENCY 2. DIVISION
Residential Facilities

3. UNIT
Youth Correctional Facility

DEFINITION-RECORD SERIES- OHOUP or ULATBO RECORDS NORMALLY1 PILED AND USED A* A UNIT FOR
REFERENCE A« BEU. AM RBTKNTION AMP DlgrOBITION PUWPO8E8 •__

4. RECORD SERIES TITLE

Mileage Form Files
5. EARLIEST YEAR/LATEST YEAR

1986 TO Present

9. RECORD SERIES DESCRIPTION (MI*I'l-T D n « ' « ™ " TYPES OP" INFORMATION/DOCUMENTS/FORMS POUND
•IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OP THE SERIES)

This series contains copies of all mileage forms filed with the Department
of Budget and Fiscal Planning for future reference as required. Records
include but are not limited to the following: Copies of all monthly
mileage forms, vehicle acquisition and disposal reports, correspondence and
memos regarding vehicles.

7. RECORD SERIES FORMAT(S]

LETTER SIZE O MICROFILM

LEGAL SIZE O COMPUTER TAPE

BOUND BOOK • FLOPPY DISK

TAPE Q VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

D ALPHABETICAL

Q NUMERICAL

C( CHRONOLOGICAL

•3 GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

H FILE DRAWER(S)
O MICROFILM REEL(S]

6 D COMPUTER TAPE(S)
NUMBEft • OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
K FILE DRAWER(S)

2 ° MICROFILM REEL(S]
a COMPUTER TAPE(S)
D QTHFPlRPFrlrV)

11 FILE IS USED
Q DAILY WEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER
5 Q MCNTH(S) # YEAR(S)

NUMBER
13. CURRENT LOCATION(S) (BLDG..FLOOR,ROOM)

Any Youth Correctional Facility
14. IS RECORD SERIES DUPLICATED ELSEWHERE?

tlP YES, SPECIFY /.OENCY OR OPPICE)
H YES o NO Dept. of Budget and Fiscal

IT J.CUlil

15. ACCESS RESTRICTIONS • YES ^ NO
( IP YES, CITE LAW(S) ft RBOULAT ION ( S)

16. AUDIT REQUIREMENTS

Q NONE £ STATE O FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|p YES.EXPLAIN
BRIEFLY AND DBSCRIBB ANY HARDBARE./SOFTWARE)

° YES H NO

1 8 . RECOMMENDED RETENTION

Retain for five (5) years,, then-des'trby

AND TITLE OF PREPARER

tra Werther
Asst. Records Coordinator

DCS 550-4 (REVISED 2/87)

2 0 . TELEPHONE NUMBER

461-0365
2 I . DATE

7/15/91



I MSTRUCT I QMS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 880-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE 25 OF 41

I. DEPARTMENT/AGENCY 2. DIVISION

Residential Facilities

3 . UNIT

Youth Correctional Facility

DEFINITION-RECORD SERIES-A O R O U P o r R««-*TED RECORDS NORMALLY1 FILBD AND USHO AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION

4. RECORD SERIES TITLE

Time Keeping

8. EARLIEST YEAR/LATEST YEAR

1987 TO Present

S. RECORD SERIES DESCRIPTION (BRIIPUT DESCRIBE THE TTPES Of
•IN THE SERIES.

INPORMATtON/DOCUMKNTS/PORMS POUND

INCLUDE THE PURPOSE OR FUNCTION OF THK SOFTIES J

This series encompasses all materials relating to employee working hours.

Materials may include but may not be limited to: Employee time/status

report for all employees; day corrections and 10 corrections to employee

time/status reports; time cards and overtime authorizations; leave cards;

doctor slips; Workmen's compensation authorization; FABS printouts for

employees' leave records; monthly sick leave reports; quarterly annual and

sick leave reports.

7.

a

•

RECORD SERIES FORMAT(S)

LETTER SIZE D MICROFILM

LEGAL SIZE a COMPUTER TAPE

BOUND BOOK O FLOPPY DISK

IO TAPE n VIDEO TAPE

(SPECIFY)

8. RECORD SERIES SEQUENCE

ft ALPHABETICAL

O NUMERICAL

• CHRONOLOGICAL

a GEOGRAPHICAL

D OTHER(SPECIFY]

9. VOLUME

H FILE DRAWER(S)
• MICROFILM REEL(S|

7?cj Q COMPUTER TARE(S)
NUMBER a m i E R t s p E c l r Y l

I 0. ANNUAL ACCUMULATION

R FILE DRAWER(S)

n MICROFILM REEL(S)

Lh ° COMPUTER TAPE(S)
D fffWFWf gPFr l P*v 1

II FILE IS USED

£ DAILY WEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER

temain act ive a MONTH(S) YEAR(S)

13. CURRENT LOCATION(S) (BLDG..FLOOR.ROOM)

Any Youth Correctional Facility

14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlF YES, SPECIFY /.OEKCY OR OFFICE)
J? YES a NO DJS Headquarters

IS. ACCESS RESTRICTIONS H YES O NO

(IF YES, CITE LAV(B) a REGULATION!s)

COMAR Title 06, Chapter 04

16. AUDIT REQUIREMENTS

D NONE R STATE • FEDERAL INDEPENDENT

17, IS AN INDEX SYSTEM USEOT (|F YKS.EXPLAIN

BRIEFLY AKD D8SCBIBB ANY HAROBARE/SOFTWARE)

O YES » NO

18. RECOMMENDED RETENTION

Retain for five (5) years or until

audited, whichever is sooner, then

destroy.

AND TITLE OF PREPAREH

ca Werther

Asst. Records Coordinator

20. TELEPHONE NUMBER

461-0365

2 I. DATE

7/15/91

DCS 330-4 (REVISED 2/87}



1NSTRUCT1QMS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS SSO-I)

^ ^ DEPARTMENT/AGENCY
^ DJS

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 27S

JESSUP, MARYLAND 207B4

2. DIVISION
Residential Facilities

AGENCY RECORDS INVENTORY

PAGE 26 OF 41

3. UNIT
Youth Correctional Facility

DEFINITION-RECORD SERIES_A OROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AM BETBNTION AND DISPOSITION PURPOSES •__

4. RECORD SERIES TITLE
Principal's Files

5. EARLIEST YEAR/LATEST YEAR
1972 TO Present

S. RECORD SERIES DESCRIPTION ( B R' *Fl-"*i DESCRIBE TKK TYPES OF" INPORMATION/DOCUMENTS/rORttS FOUND
•IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

This series incorporates all documentation and correspondence regarding the
education program; funding sources; budgetary and program management.
Other materials that my be included but not limited to are: cumulative
students' educational records; program results involving achievement test
data and budgetary and purchasing information; general program procedures;
policies; state and federal projects.

7. RECORD SERIES FORMAT(S)

LETTER SIZE • MICROFILM

LEGAL SIZE • COMPUTER TAPE

BOUND BOOK D FLOPPY DISK

TAPE D VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

H ALPHABETICAL

B NUMERICAL

PJ CHRONOLOGICAL

Q GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME
FILE DRAWER(S)
MICROFILM REEL,(S]
COMPUTER TAPE(S)
OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
JP FILE DRAWER( S)

4Q a MICROFILM REEL(S]
NUMBER D COMPUTER TAPE(S)

D OTHFPlRPFriryl
!l FILE IS USED

V DAILY WEEKLY MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER
• MONTH(S) B YEAR(S)

NU

< 13. CURRENT LOCATION(S) (BLDG.,FLOOR.ROOM)

Any Youth Correctional Facility
14. IS RECORD SERIES DUPLICATED ELSEWHERET

(IF YES, SPECIFY AOENCY OR OFFICE)

• YES £ NO

IS ACCESS RESTRICTIONS
( Y E S

OC YES a NO

Judicial Proceedings, Section 3-828

IS. AUDIT REQUIREMENTS

Q NONE D STATE V FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USED7 (|p YES.EXPLAIN
BRIEFLY AND DESCRIBE ANY KARDBARE/SOFTWARE)

• YES H NO

18. RECOMMENDED RETENTION

Retain for ten (10) years and then
destroy

AND TITLE: OF PREPARER

Werther
Asst. Records Coordinator

2 0 . TELEPHONE NUMBER

461-0365
2 I . DATE

7/15/91

DGS 330-4 (REVISED 2 / 8 7 )



HJIJa--I*Ffc: OH PHIIMT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD S E R I E S . FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS BSO-I }

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 279

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 27 41

I . DEFARTMENT/AGENCY

JS
2. DIVISION

Residential Facilities
3. UNIT

Youth Correctional Facility j
DEFINITION •RECORD SERIES-* a n O U I " o r MLATBD RECORDS HORHALLV FILED AND USED A« A UNIT FOR

HHITWEHCg A« I C U . A« WBTBWTIOH AHD OtgPQglTieN

4. RECORD SERIES TITLE

Speech/Language Files

5. EARLIEST YEAR/LATEST YEAR
1987 TO Present

| 0 . RECORD SERIES DESCRIPTION ianltcFl-r OKICRtBS THE TYPES OF* INPOMUTtON/DOCUMKNTS/POMm FOUND
•IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THI SSR1KSJ

This series consist of all materials relating to youth's speech and
language assessment needs and treatment. The materials include but are
not limited to: Individual educational plans, contracts, policies and
procedures; assessment plans; instructional materials,test forms; testing
materials; statistics; I.E.P. goals; related correspondence and
memorandums; therapy materials.

7 . RECORD SERIES FORMAT(S]

LETTER SIZE O MICROFILM

LEGAL SIZE 0 COMPUTER TAPE

BOUND BOOK O FLOPPY DISK

IO TAPE D VIDEO TAPE

( SPECIFY)

8 . RECORD SERIES SEQUENCE

H ALPHABETICAL

• NUMERICAL

• CHRONOLOGICAL.

• GEOGRAPHICAL

£3 OTHER (SPECIFY]

VOLUME

)P FILE DRAWEH(S)
• MICROFILM REEL(S)
0 COMPUTER TAPE(S)
O OTHER (SPECIFY)

10. ANNUAL ACCUMULATION
}P FILE DRAWER(S)
• MICROFILM REEL(S)
° COMPUTER TAPE(S)

FILE IS USED

B DAILY ° WEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER
5 Q MCNTH(S) S YEAR(S)

NUMBER
13 CURRENT LOCATION(S) ( BLOC ., FLOOR . ROOM)

Any Youth Correctional Facility
14. IS RECORD SERIES DUPLICATED ELSEWHERE?

tlF YES, SPECIFY AGENCY OR OFFICE}
P YES a NO Youth Records

15. ACCESS RESTRICTIONS IX YES
{IF YES, CITE LAH(S) a RKOULATIONLS
Annotated Code of Maryland and Ju
Proceedings Section 3-828

NO

. . .
icial

IS. AUDIT REQUIREMENTS

B NONE <3 STATE 5? FEDERAL INDEPENDENT

17 IS AN INDEX SYSTEM USED? (|F YXS.EXFUA IN
BRIEFLY AND DESCRIBE ANY KAROBARE/SOFTWARE)

C YES M NO

18. RECOMMENDED RETENTION

Retain for five (5) years following "a"
youth's release, or_janti-l;th'eir-̂ t̂
birthday, whichever -is_ spo^elrr tiien
destroy. 'l

AND TITLE OF PREPARER
ra Werther

'Asst. Records Coordinator

DGS 330-4 (REVISED 2/87)

20. TELEPHONE NUMBER
461-0365

T
2 I . DATEj

7/15/91

••'.•}.



T inJluw.iimWMIHi UH FH1N1 A 1

SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS BflO-l )

1. DEPARTMENT/AGENCY

^ D J S

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P . O . BOX 278

JESSUP, MARYLAND 2 0 7 9 4

2 . DIVISION

Residential Facilities

AGENCY RECORDS INVENTORY

PAGE 28 OF 41

3 . UNIT

Youth Correctional Facility
DEFINITION •RECORD SERIES- A a R O U P O | r MLATBD RECORDS NORMALLY FILED AND USED AB A UNIT FOR

REFERENCE AB I B U . AS RETENTION AND DISPOSITION PURPOSES

4 . RECORD SERIES TITLE
1 Administrative File for Education Program

8 . EARLIEST YEAR/LATEST YEAR

1980 TO Present

8 . RECORD SERIES DESCRIPTION faRIKFl-r DESCRIBE THE TYPES OF- INFORMATION/DOCUMENTS/FORMS POUND
•IN THE SERIES. , INCLUDE THE PURPOSE On FUNCTION OF THE SERIES]

This series is comprised of materials related to the operation of the
educational component of the facility. The materials include but are not
limited to: Personnel records; administrative directives; time sheets;
attendance forms for staff and students; policies and procedures; supply
requisition; educational committee records; staff evaluations; unit
rosters; permission slips; commissary records; detention records; special
education forms; inventories; related correspondence.

7 . RECORD SERIES FORMAT(S)

R LETTER SIZE O MICROFILM

O LEGAL SIZE B COMPUTER TAPE

g BOUND BOOK D FLOPPY DISK

<^AUDIO TAPE Q VIDEO TAPE

I ^ ^ H E R ( SPEC IFY )

8 . RECORD SERIES SEQUENCE

£1 ALPHABETICAL

Q NUMERICAL

£ CHRONOLOGICAL

• GEOGRAPHICAL

D OTHER(SPECIFY)

1 1 • FILE IS USED

i <X DAILY D WEEKLY O MONTHLY

1 3 . CURRENT LOCATION!S) (BLDG. ,FLOOR.ROOM)

Any Youth Correctional Facility
i

1 3 . ACCESS RESTRICTIONS J? YES D NO

Annotated Code or MaryFancfliind'OJuc[icial
Proceedings, Section 3-828

1 7 . I S AN INDEX SYSTEM USEDT ( | F YES.EXPLAIN

BRIEFLY AND DESCRIBE ANY HARDBAKE./ SOFTWARE)

n YES £ NO

1 9 . NAME AND TITLE OF PREPARER

^•Sandra Werther
Asst. Records Coordinator

9 . VOLUME
$ FILE DRAWER(S)
• MICROFILM REEL(S)

60 D COMPUTER TAPE(S)
NU™!K'* 5t OTHER! SPECIFY)

36 -Bound Books
1 0 . ANNUAL ACCUMULATION

H FILE DRAWER(S)
n MICROFILM REEL(S]

NUMBUIR ^ COMPUTER TAPE (S )

1 2 « FILE BECOMES INACTIVE AFTER

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERET
t l P YES, SPECIFY AdENCY OR OFFICE)

ffl YES a NO DJS Headquarters; Youth Records;
PclSvjlUitil P l l i i

1 6 . AUDIT REQUIREMENTS

Q NONE D STATE H FEDERAL D INDEPENDENT

1 8 . RECOMMENDED RETENTION

Retain for five (5) years, then destroy

2 0 . TELEPHONE NUMBER

461-0365
21 . DATE

7/15/91

DCS 3 3 0 - 4 (REVISED 2 / 8 7 }



INSTRUCT IQMS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS SBO-I ]

1. DEPARTMENT/AGENCY

A DJS

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 279

JESSUP, MARYLAND 20794

2. DIVISION

Residential Facilities

AGENCY RECORDS INVENTORY

PACE !79 OF 41

3. UNIT
Youth Correctional Facility

DEFINITION-RECORD SER1ES-A GROUP Or RELATED RECORDS NORMALLY FILED AND USED A l A UNIT FOR

REFERENCE A« KE1-L AM RETENTION AND O lgPOBIT leN

4. RECORD SERIES TITLE

Regular Educational Files

S . EARLIEST YEAR/LATEST YEAR
1980 TO Present

S. RECORD SERIES DESCRIPTION I*""*1'1-1'' DESCRIBE THE TYPES OF" IN FORMAT I ON/DOCUMENTS/PORMtt FOUND
•IN THE SERIES. INCLUDE THE FURFOSE OR FUNCTION OF THE SERIES]

This series contains all materials related to youth in the regular
educational program while attending a residential facility. The record may
include but is not limited to the following: Roll books; daily logs;
lesson plan books; test scores; inventory of school supplies; teachers
individual work folder; teacher evaluations; tapes (student records,
courses); educational progress reports; computer reports; attendance
reports; transcripts; educational management plan forms; teacher resource
material; correspondence; classroom contracts; face sheet; youth contracts.

7. RECORD SERIES FORMAT(S)

LETTER SIZE a MICROFILM

LEGAL SIZE O COMFUTER TAPE

BOUND BOOK D FLOPPY DISK

IO TAPE Q VIDEO TAPE

'OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

Q ALPHABETICAL

QCNUMERICAL

CX CHRONOLOGICAL

• GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

FILE DRAWER(S)
MICROFILM REEL(S)
COMPUTER TAPE{S)

10. ANNUAL ACCUMULATION

J? FILE DRAWER(S)

gQ <3 MICROFILM REEL(S)

3 COMPUTER TAPE(S) (2)

lf FILE IS USED

£}( DAILY WEEKLY D MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER

NUMBER
MCNTH(S) YEAR(S)

1 3 . CURRENT LOCATION(SJ ( BLDC..FLOOR,ROOMJ

Any Youth Correctional Facility

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERE?
( l F YES, SPECIFY AOtNCT OR OFFICE)
OCYES D NO

IS. ACCESS RESTRICTIONS YES

Annotated Code of Marylana an
Proceedings, Section 3-828

• NO

. . .

icial

16. AUDIT REQUIREMENTS

0 NONE 9 STATE B FEDERAL n INDEPENDENT

17 IS AN INDEX SYSTEM USED? (ir YES.EXPLAIN

BRIEFLY AND DSSCR I BS ANY HARDBAnc/SOFTWARE )
18. RECOMMENDED RETENTION

n YES NO Retain roll books (student attendance)

for fourteen (14) years, then destroy

Retain all other listed items for five
(5) years then destroy.

AND TITLE OF" PREPARER

Sandra Werther

Asst. Records Coordinator

DCS 3 3 0 - 4 (REVISED 2 / 8 7 )

2 0 . TELEPHONE NUMBER

461-0365

2!. DATE

7/15/91

,J



SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS SSO-I)

RECORDS MANAGEMENT DIVISION
7Z7S WATERLOO ROAD

P.O. BOX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE 30 OF 41

I. DEPARTMENT/AGENCY

DJS
2. DIVISION

Residential Facilities
3. UNIT

Youth Correctional Facility I

IN1T1ON-RECORD SERIES-A OHOUf OF RELATED RECORDS NORMALLY* FILED AND USED AS A UNIT FOR
WBPEBEWCg AS 1BLL AS RBTgNTION AMD DISPOSITION PUBFO3g!l •

4. RECORD SERIES TITLE

Special Education Files
S. EARLIEST YEAR/LATEST YEAR

' 1986_ TO Present

RECORD SERIES DESCRIPTION inRlKWl-'r "MCHIBS THE TYPES OF IN FORMAT ION/DOCUMENTS/FORMS FOUND
•IN THE SERIES. . INCLUDE THJK PURPOSE OH FUNCTION OF THE SERIES]

This series contains all materials related to youth in the Special
Educational Program while attending a residential facility. The record may
include but is not limited to the following: Face sheets; review records;
tracking sheet; SSIS form; IEP; ARD minutes; psychological report;
educational assessment; consentual forms; screening forms; social history;
public school records; Maryland Student Transfer Records; report card;
progress notes; related correspondence; copies of blank forms; statistical
report; ARD notices and summaries.

7.

a
•

a

a

RECORD SERIES FORMAT(S)

LETTER SIZE O MICROFILM

LEGAL SIZE a COMPUTER TAPE

BOUND BOOK Q FLOPPY DISK

AUDIO TAPE D VIDEO TAPE

!(SPECIFY)

8. RECORD SERIES SEQUENCE

& ALPHABETICAL

Q NUMERICAL

n CHRONOLOGI CA1»

Q GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

20
NUMBER

ft FILE DRAWER(S)
O MICROFILM REEL(SJ
a COMPUTER TAPE(S)
O OTHER(SPECIFY]

10. ANNUAL ACCUMULATION
£ FILE DRAWER(S)
a MICROFILM REEL(S]

k D COMPUTER TAPE(S)
O QTJ-SLRf gp<rr* T try)

11 FILE IS USED

«X DAILY WEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER
5 a MONTH(S) XJ YEAR(S)

NUMBER
13, CURRENT LOCATION!S) ( BLDG.,FLOOR,ROOM)

Any Youth Correctional Facility
1 4 . IS RECORD SERIES DUPLICATED ELSEWHERET

t l F YES, SPECIFY AOEKCY OR OFFICE)
Q YES }P NO

1 3 . ACCESS RESTRICTIONS 1^ YES O NO

{ ir vrs, CITE LAB(S) a RKOULATION(S)

COMAR 94-142

I S . AUDIT REQUIREMENTS

O NONE ]fl STATE % FEDERAL INDEPENDENT

17, IS AN INDEX SYSTEM USED* (IF YK3,EXPLAIN
BRIEFLY AKD DESCRIBE ANY HARDBARC/SOFTWARE )

I S . RECOMMENDED RETENTION

YES NO Records retained for five • (5')'', -years. 1: t
following a student's relebsejof'
21st birthday, whichever*-is sooner,
then destroy.

I « . NAME AND TITLE OF PREFAREH

Sandra Werther
Asst. Records Coordinator

DCS 330-4 (REVISED 2/87}

20. TELEPHONE NUMBER

461-0365
21. DATE

7/15/91



i ll-t. OR PRINT A

SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
{DGS 3 5 0 - 1 ]

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 279

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE 31 OF 41

I . DEFARTMENT/AGENCY Z. DIVISION

Residential Facilities
3. UNIT

Youth Correctional Facility |

DEFINITION-RECORD SERIES-A OHOUP Or RELATED RECORDS NORMALLY FT LSD ANO USKO AS A UNIT FOR
HBFEHEWCg AS IBU. AS RETENTION AND DlgMglTtON PURPOBgH •__

*. RECORD SERIES TITLE

Educational General Files

S . EARLIEST YEAR/LATEST YEAR

TO Present

8. RECORD SERIES DESCRIPTION lartimrl"r DESCRIBE THE TYPES Of INFORMATION/DOCUMENTS/FORMS FOUND
•IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES )

This series includes, but is not limited to the following: Statistical
report forms; memos; correspondence; IEP forms; ARD forms; initial
screening forms; referral forms; notification forms; parental release of
records forms; maryland student transfer record forms; COMAR Regulations;
consent decree; SSIS forms; sample forms; outdated forms; reports and
Information; sample tests; MDLC documents.

7 .

7?

RECORD SERIES FORMAT(SJ

LETTER SITE D MICROFILM

LEGAL SIZE ° COMPUTER TAPE

BOUND BOOK CJ FLOPPY DISK

TAPE D VIDEO TAPE

>THER( SPECIFY]

S . RECORD SERIES SEQUENCE

• ALPHABETICAL

• NUMERICAL

Q CHRONOLOGICAL.

• GEOGRAPHICAL

£ OTHER(SPECIFY)

Per Category

9. VOLUME

13
NUMBER

FILE DRAWER(S)
MICROFILM REEL(S]
COMPUTER TAPE(S)
OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

X> FILE DRAWER(S)

0 MICROFILM REEL(S)

btfH 0 COMPUTER TAPE(S)
Q nTHFP(«!PPriPV)

I II FILE IS USED

9 DAILY O WEEKLY MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER

<=: Q MONTH(S) g YEAR(S)
MBERNUMBER

13. CURRENT LOCATION(S) {BLD«. .FLOOR,ROOM)

Any Youth Correctional Facility

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tlP" YBS, SPECIFY /.OENCY OR OFFICE J
• YES V NO

13. ACCESS RESTRICTIONS 5 YES O NO

Annotated Code of Maryfa^id^ourts and
Judicial Proceedings, Section 3-828

16. AUDIT REQUIREMENTS

• NONE V STATE V FEDERAL INDEPENDENT

17 IS AN INDEX SYSTEM USED? (|F YKS.EXPLAIN

BRIEFLY AND DBSCRIBe ANY HARDBAREl/SOFTWARE J
18. RECOMMENDED RETENTION

YES NO
Retain for five (5) years after a
youth is released or 21st birthday,
whichever is sooner, then destroy.

Keep forms' unril no longer needed

AND TITLE OF PREPARER

fSandra Werther
Asst. Records Coordinator

20. TELEPHONE NUMBER

461-0365
21 . DATE

7/15/91

DCS 330-4 (REVISED 2/87]



INSTRUCT! QMS --TYPE OH PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS SSO-I]

^ ^ DEPARTMENT/ACENCY

^ D J S

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7Z7B WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION
Residential Facilities

AGENCY RECORDS INVENTORY

PACE 32 or 41

3. UNIT . ..
Youth Correctional Facility

DEFINITION-RECORD SERIES- GROUP Or HKLATSD RKCORDS NORMALLY FILED AND U8SO AS A UNIT FOR
AS WELL AS RBTTCNTtON AND DISPOSITION miWPOflgg ;__

4. RECORD SERIES TITLE
Educational Budget Files

5 . EARLIEST YEAR/LATEST YEAR
1990 TO Present

9 . RECORD SEHIES DESCRIPTION {nnlKrX-r OKBCRIBK THK TYPM OF" INFORMATION/DOCUMENTS/ FORMS FOUND
•IN THE SERIES. 1HCLUDS TMK PURPOSE OR FUNCTION OF THC

This series encompasses information concerning budget funding, as it
pertains to the operation of the education program. The materials consist
of but are not limited to information concerning Vocational Education;
State; Special Education Funds, and ECIA, Chapter I Funds.

7. RECORD SERIES FORMAT(S)

LETTER SIZE • MICROFILM

LEGAL SIZE A CCMPUTER TAPE

BOUND BOOK O FLOPPY DISK

TAPE • VIDEO TAPE:

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

H ALPHABETICAL

a NUMERICAL

Q CHRONOLOGICAL.

O GEOGRAPHICAL

a OTHER(SPECirr)

9 . VOLUME

N U M a E *

>0 FILE DRAWER(S)
• MICROFILM REEL(S)
n COMPUTER TAPE(S)
n OTHER(SPECIFY)

1 0 . ANNUAL ACCUMULATION
)P FILE DRAWER(S)

4 • MICROFILM REEL(S]
° COMPUTER TAPE(S)

I I FILE IS USED

OC DAILY WEEKLY D MONTHLY

1 2 . FILE BECOMES INACTIVE AFTER

-HUH BEW
O MONTH(S] YEAR(S]

13 CURRENT LOCATION(S) ( BUDG. .FLOOR,ROOM)

Any Youth Correctional Facility
14. IS RECORD SERIES DUPLICATED ELSEWHERE?

tir YES, specirr AOENCT OR OFFICE)
a YES R NO

I S . ACCESS RESTRICTIONS • YES £3 NO
( IF YKS, CITK LAw(s] *> RKOULAT ION( S)

1 6 . AUDIT REQUIREMENTS

5 NONE • STATE O FEDERAL INDEPENDENT

17 IS AN INDEX SYSTEM USED7 ( | p Y I S . U 7 L A I N
BRIEFLY AKD DBSCBIBB ANY HARDBARB:/SOFTWARE) 18. RECOMMENDED RETENTION

a YES NO Retain for five (5) years, then destroy

AND TITLE OF PREPARER

Sandra Werther
Asst. Records Coordinator

20. TELEPHONE NUMBER

461-0365

2 I . DATE
7/15/91

DCS 330-4 (REVISED 2/87)



INSTRUCTIQMS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS S80-I )

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 27S

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE 33 OF 41

1 . DEFARTMENT/AGENCir 2. DIVISION

Residential Facilities
3. UNIT
Youth Correctional Facility

DEFINITION-RECORD SEK1ES-A a R O W Ol* K**-ATSD RECORDS NORMALLY FILES AND USED AS A UHIT POfl
RBFCRENCX A* WELL AS BBTKNTIOW AND DISPOSITION

4. RECORD SERIES TITLE

On-Site Audits and Monitoring and Evaluations
S. EARLIEST YEAR/LATEST YEAR

1986 TO Present

RECORD SERIES DESCRIPTION l B R l * | r l - r "MCSIBK THE TYPES OW INFOMIATION/DOCUMBNT8/FORMS FOUND
•IN THE SERIES. . INCLUDE THK PURPOSE OR FUNCTION OF THE (SPIES]

The series consists of information and data resulting from the ECIA and
MSDE audits and evaluations. The materials include but are not limited to
ECIA On-Site Audits and Maryland State Department of Education Special
Education Monitoring and Evaluations, and Special Education Audits.

7 . RECORD SERIES FORMAT(S]

LETTER SIZE D MICROFILM

LEGAL SIZE O COMFUTEH TAPE

BOUND BOOK • FLOPPY DISK

TAPE Q VIDEO TAPE

OTHER(SPECIFY)

8 . RECORD SERIES SEQUENCE

D ALPHABETICAL

• NUMERICAL

• CHRONOLOGICAL

a GEOGRAPHICAL

5} OTHER (SPECIFY)

by Subject Category

9. VOLUME

)P FILE DRAWER(S)
Q MICROFILM REEL(S)

6 a COMPUTER TAPE(S)
N U M B E * • OTHER(SPECIFY]

10. ANNUAL ACCUMULATION

£3 FILE DRAWER(S)
B MICROFILM REEL(S]
° COMPUTER TAPE(S)
a ornirp(«;ppriPY)

FILE IS USED

J? DAILY O WEEKLY MONTHLY

l 2' FILE BECOMES INACTIVE AFTER

NUMBER
MONTH(S) YEAR(S)

13. CURRENT LOCATION(S) ( BLDG. ,FLOOR,ROOM)

Any Youth Correctional Facility

14. IS RECORD SERIES DUPLICATED ELSEWKERET
tlF YES, SPECIFY AOENCY OR OFFICE)
D YE3 * NO

15. ACCESS RESTRICTIONS D Y E S 5 NO

( IT YEB, CITS LAv(s) ft RBOULATI ON ( S )
18. AUDIT REQUIREMENTS

^ NONE B STATE • FEDERAL INDEPENDENT

17 I S AN INDEX SYSTEM USED? ( | P YKS.E>3>LAIN

BRIEFLY AND OBSCRIBB ANY HARDBARc/SOFTWARE)

a YES NO

18. RECOMMENDED RETENTION

Retain for five (5) years, then destroy*

\

AND TITLE OF PREPARES

>andra Werther
Asst. Records Coordinator

DCS 330-4 (REVISED 2/87)

2 0 . TELEPHONE NUMBER

461-0365
2 1 . DATE

7/15/91 »;.*»



. — "
INSTRUCT!QMS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS SSO-I )

I . DEPARTMENT/AGENCY

fe DJS

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P . O . BOX Z7S

JESSUP, MARYLAND 2 0 7 9 4

2 . DIVISION
Residential Facilities

AGENCY RECORDS INVENTORY

PAGE 34 or 41

3 . UNIT

Youth Correctional Facility

DEFINITION-RECORD SERIES-A OBOUP OF fUII_ATHD RECORDS NORMALLY FILED AND USKD AS A UNIT FOR
REFERENCE AM WBU AS RETENTION AND O U W g l T I O N TOWFQggg •__

4. RECORD SERIES TITLE

Graphic Arts Work Sheets

8. EARLIEST YEAR/LATEST YEAR
1990 TO Present

» . RECORD SERIES DESCRIPTION l B R I I t f ' 1 - r BESCRIHE THE TYFES Or INFORMATION/DOCUMENTS/FORMS FOUND
•IN THE SERIES. , INCLUDK THE PURPOSE OH FUNCTION OF TMI S8R1ES]

This series contains student work sheets from the graphic arts text book.
Other materials may include but not be limited to are: completed
contracts, lesson plans and worksheets.

7 . RECORD SERIES FORMAT(S)

LETTER SIZE ° MICROFILM

LEGAL SIZE O COMPUTER TAPE

BOUND BOOK O FLOPPY DISK

AUDIO TAPE Q VIDEO TAPE

OTHER(SPECIFY}

8. RECORD SERIES SEQUENCE

0 ALPHABETICAL

• NUMERICAL

H CHRONOLOGICAL

0 GEOGRAPHICAL

O OTHEH(SPECIrY)

9. VOLUME

J? FILE DRAWER(S)
• MICROFILM REEL(S)

8 a COMPUTER TAPE(S)
N U M B C R D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
5? FILE DRAWER(S]
O MICROFILM REEL(S)

R a COMPUTER TAPE(S)
• O

FILE IS USED

19 DAILY • BEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER

NUMBER
• MONTH(S) YEAR(S)

13. CURRENT LOCATION(S) {BLDG. .FLOOR,ROOM]

Any Youth Correctional Facility

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlF YES, SPECIFY AOEKCY OR OFFICE)
• YES g NO

18. ACCESS RESTRICTIONS • YES •£ NO
(IF YES, CITE LAB(S) a REGULATION!s)

IS. AUDIT REQUIREMENTS

O NONE ^ STATE 9 FEDERAL • INDEPENDENT

17 IS AN INDEX SYSTEM USED? (IF YES.EXFLAIN

BRIEFLY AND DESCRIBE- ANY KARDBARC/SOFTWARE J
18. RECOMMENDED RETENTION

o YES NO Retain for five (5) years, then destroy

AND TITLE OF PREPAREH

Sandra Werther
Asst. Records Coordinator

20. TELEPHONE NUMBER
461-0365

2 I. DATE
7/15/91

DCS 330-4 (REVISED 2/87)



1N STRUCT IONS- -TYPE OH PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS S50-I }

1. DEFARTMENT/ACENCY

P DJS

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

2. DIVISION

Residential Facilities

AGENCY RECORDS INVENTORY

PACE 35' OF 41

3. UNIT

Youth Correctional Facility

DEFINITION-RECORD SER1ES-A a R O U* o r K*LATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS IBLL AS RETENTION AND DISPOSITION PWMgga •

a 4. RECORD SERIES TITLE
Vocational Education General File

S. EARLIEST YEAR/LATEST TEAR
1989 -represent

9. RECORD SERIES DESCRIPTION lantKrLrr DESCRIBE THE TYPES OF" INPORMATI ON/DOCUMENTS/ FORMS
•IN THE SERIES. , INCLUOK THE PURPOSE OR FUNCTION OF THE «KR1ES)

This series contains information and data on vocational education funds.
Materials included but not limited to are as follows: Proposals; grants;
budget information and general correspondence.

7. RECORD SERIES FORMAT(S)

B LETTER SIZE • MICROFILM

51 LEGAL SIZE O CCMFUTEH TAPE

O BOUND BOOK ° FLOPPY DISK

|AUDIO TAPE a VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

a ALPHABETICAL

O NUMERICAL

Q CHRONOLOGICAL.

a GEOGRAPHICAL

B OTHER(SPECIFY)

Bv Funding Source

9. VOLUME

NUMBER

FILE DRAWEH(S)

MICROFILM REEL(S]

COMPUTER TAPE(S)

10. ANNUAL ACCUMULATION
tf FILE DRAWER(S]

2 ° MICROFILM REEL(S]
° COMPUTER TAPE(S)

II . FILE IS USED

8 DAILY WEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER
• MONTH(S) H YEAR(S)

HUM

13. CURRENT LOCATJON(S) ( BLDG.,FLOOR,ROOM)

Any Youth Correctional Facility
14. IS RECORD SERIES DUPLICATED ELSEWHERE?

tlF YES, SPECIFY AOENCT OR OFFICE}
B YES R NO

IS. ACCESS RESTRICTIONS C3 YES R NO

( IT YES, C1TK LABr(B) ft RKOULAT1 ON ( S )
16. AUDIT REQUIREMENTS

£ NONE D STATE D FEDERAL INDEPENDENT

17. IS AN INDEX SYSTEM USED? (|r YCS.D7LAIN

BRIEFLY AND BKSCHIBB AMY HAROBARC/SOFTWARE)

D YES fi NO

18. RECOMMENDED RETENTION

Retain for five (5) years, then destroy

(NAME AND TITLE OF PREPARER

Sandra Werther-
Asst. Records Coordinator

DCS 5 3 0 - 4 (REVISED 2 / 8 7 )

2 0 . TELEPHONE NUMBER
461-0365

2 I . DATE
7/15/91



IMSTRUCTIQMS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS 380-1 }

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7Z7B WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE 36 or 41

I . DEFARTMENT/AGENCY 2. DIVISION
Residential Facilities

3. UNIT
Youth Correctional Facility

DEFINITION •RECORD SERIES-* aROUI* o r RELATED WCORDS NORMALLY PILED AMD USED AS A UNIT FOR
AS WELL AS HBTgNTIOH AMU DlgPQglTICW TOUMggg •

4. RECORD SERIES TITLE

Masonry Records
3. EARLIEST YEAR/LATEST YEAR

1986 TO Present

I 5. RECORD SERIES DESCRIPTION (BRIKFl-Y BEBCRIBB THE TYPES Or INPORMATtON/DOCUMSNTS/FORMS FOUND
•IN THE SERIES. . INCLUOK THK PURPOSE OR FUNCTION OF THK SERIES)

This series encompasses information pertaining to the masonry classes of
the facility education program. The materials may include but not be
limited to: Inventory files; instructional materials and student records.

7. RECORD SERIES FORMAT(S]

LETTER SIZE ° MICROFILM

LEGAL SIZE a COMPUTER TAPE

BOUND BOOK G FLOPPY DISK

TAPE • VIDEO TAPE

OTHER(SPECIFYJ

8. RECORD SERIES SEQUENCE

Q ALPHABETICAL

IX NUMERICAL

tyCHRONOLOGICAL

0 GEOGRAPHICAL

n OTHER(SPECIFY)

9. VOLUME

FILE DRAWER(S)
MICROFILM REEL(S]
COMPUTER TAPE(S)

O OTHER(SPECIFY]

10. ANNUAL ACCUMULATION

£ FILE DRAWER(S]
2 n MICROFILM REEL(S)

a COMPUTER TAPE(S)
Q OffVEHf g

I !l*FILE IS USED

0 DAILY WEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER
• MONTH(S) K YEAR(S)

NUMBER
1 3 . CURRENT LOCATION(S) ( BLXXS.,FLOOR,ROOM)

Any Youth Correctional Facility
14. IS RECORD SERIES DUPLICATED ELSEWHERE?

tlF YES» SPECIFY AOENCY OR OFFICE}
D YES & NO

IS. ACCESS RESTRICTIONS YES • NO

r u u i y L a u c u v-w*-*.̂ - v-*Jt- i"it*j-_Y JLWW\«4 \^W»AJ- V-O ailQ.

Judicial Proceedings, Section 3-828

16. AUDIT REQUIREMENTS

n NONE J? STATE H FEDERAL EJ INDEPENDENT

17. IS AN INDEX SYSTEM USED? ( IF YES.EXPLAIN

BRIEFLY AND DESCRIBE ANY HARDBARE./SOFTWARE)

a YES B NO

18. RECOMMENDED RETENTION

Retain for five (5) ŷears-,-

AND TITLE OF PREPARE*?
Werther

Asst. Records Coordinator

20. TELEPHONE NUMBER
461-0365

2 I. DATE
7/15/91

DCS 330-4 (REVISED 2 / 8 7 )

<"•«' . .



INSTRUCT 1QMS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS SSO-I ]

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794 --

AGENCY RECORDS INVENTORY

P A G E 3 7 OF 41

2. DIVISION
Residential Facilities

3. UNIT
Youth Correctional Facility

DEFINITION-RECORD SERIES-A OBOUP OF RKLATKO RKCORDS NOIWAU.Y PILED AMD USED AS A UNIT FOR
REFERENCE AS VKLJ. AS RBTSNTI ON AMD OtSPOBITtON PUWPOBEa •

4. RECORD SERIES TITLE

Shop Records
5. EARLIEST YEAR/LATEST YEAR

1987 TO Present

5 . RECORD SERIES DESCRIPTION i a R I E F 1 - T DMCTIBB THE TYPES o r INFORMATION/DOCUMENTS/FORMS FOUND
•IN 'THE SERIES. . IHCUUDK THE PURPOSE OR FUNCTION OF THE SKFTtES]

This series is comprised of all information dealing with students involved
in the shop class of the educational program. Materials include/but may
not be limited to the following: Compentency profiles; contracts; incident
reports; instructional materials on electrical trades; review forms.

7. RECORD SERIES FORMAT(S)

^LETTER SIZE D MICROFILM

O LEGAL SIZE Q COMPUTER TAPE

a BOUND BOOK Q FLOPPY DISK

TAPE Q VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

H ALPHABETICAL

D NUMERICAL

• CHRONOLOGICAL

O GEOGRAPHICAL

a OTHER(SPECIFYJ

9. VOLUME

12
NUMBER

ft FILE DRAWER(S)
O MICROFILM REEL(S)
a COMPUTER TAPE(S]
B OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
K FILE DRAWER(S)
a MICROFILM REEL(S]
a COMPUTER TAPE(S)NuMk

I U . FILE IS USED

J? DAILY WEEKLY D MONTHLY

FILE BECOMES INACTIVE AFTER
Q MONTH(S] XI YEAR(S)

j 13. CURRENT LOCATION(S) ( BUDC. .FLOOR,ROOM}

Any Youth Correctinal Facility

14. IS RECORD SERIES DUPLICATED ELSEWHERET
kir YES, SPECIFY AdENCY OR OFFICE)
a YES )P N O

1 3 . ACCESS RESTRICTIONS «X YES • NO

^ f y ^
Judicial Proceedings, Section 3-828

'and

I S . AUDIT REQUIREMENTS

Q NONE R STATE 9 FEDERAL INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF YES.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE./SOFTWARE J

YES NO

18. RECOMMENDED RETENTION

Retain for five (5) years, then destroy

19/ AND TITLE OF PREPARES

Sandra Werther
Asst. Records Coordinator

DCS 330-4 (REVISED 2/87)

20. TELEPHONE NUMBER

461-0365

2 I. DATE
7/15/91



INSTRUCT!QMS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 380-1 )

^^DEFARTMENT/AGENCY

^Pbjs

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

2. DIVISION
Residential Facilities

AGENCY RECORDS INVENTORY

PACE 38 or 41

3. UNIT
Youth Correctional Facility

DEFINITION-RECORD SER1ES-A OROUP OF RELATED RKCORO8 NORMALLY FILED ANO USKD Al A UNIT FOR
REFERENCE AS IEU. AS RBTBNTION AMO DISPOSITION WlllWgEa •

4. RECORD SERIES TITLE

Daily Shift Reports

3. EARLIEST YEAR/LATEST YEAR
1988 TO Present

5 . RECORD SERIES DESCRIPTION fBHIItri-T DESCRIBE THE TYFES OF" INFORMATION/DOCUMENTS/FORMS FOUND
•IN THE SERIES. . INCLUO8 THE PURPOSE OR FUNCTION OF THK SKCTES)

This series consists of daily reports of all activities that transpired on
the Shift Coordinator's tou'r of duty.

7. RECORD SERIES FORMAT(S)

LETTER SIZE • MICROFILM

LEGAL SIZE 0 COMPUTER TAPE

BOUND BOOK Q FLOPPY DISK

TAPE • VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

Q ALPHABETICAL

Q NUMERICAL

$? CHRONOLOGICAL.

Q GEOGRAPHICAL

D OTHER(SPECIFY]

9. VOLUME

5 FILE DRAWER(S)
O MICROFILM REEL(S)
Q COMPUTER TAPE(S)
0 OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

IX FILE DRAWER(S)
, Q MICROFILM REEL(S]

a COMPUTER TAPE(S)
O

I I FILE IS USED

J? DAILY O WEEKLY MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER
5 O MONTH(S) H YEAH(S)

NUMBER
CURRENT LOCATION(S) ( BLCG. .FLOOR,ROOM)

Any Youth Correctional Facility

14. IS RECORD SERIES DUPLICATED ELSEWHERET

(IF YES, SPECIFY AOENCY OR O F F I C E }

a YES R NO

13 . ACCESS RESTRICTIONS
(IF YES,

YES • NO

Judicial Proceedings, Section 3-828
and

16. AUDIT REQUIREMENTS

<£ NONE • STATE ° FEDERAL ° INDEPENDENT

17 IS AN INDEX SYSTEM USED? (IF YES.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDBARE./SOFTWARE)

YES «X NO

18. RECOMMENDED RETENTION

Retain for five (5) years, then destroy

AND TITLE OF PREPARER
Sandra Werther
Asst. Records Coordinator

DCS 330-4 (REVISED 2/87)

20. TELEPHONE NUMBER
461-0365

2 I. DATE
7/15/91



INSTRUCT!QMS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 380-1 }

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE 39 OF 41

1. DEPARTMENT/AGENCY 2. DIVISION
Residential Facilities

3. UNIT
Youth Correctional Facility

DEFINITION-RECORD SERIES-A OROOP OF M L A T S D RECORDS NORMALLY F1LSD AND USKO AS A UNIT FOR

REFERENCE AS WELL AS HBTTOTIOH ANO D I S P O S I T I O N PtfWPqSgH •__

4. RECORD SERIES TITLE
Floppy Disc Files

3. EARLIEST YEAR/LATEST YEAR
1970 TO Present

5 . RECORD SERIES DESCRIPTION ( a R I I t | r u Y DESCRIBE THE TYPES OP" INPORMATION/DOCUMENTS/PORMS FOUND
•IN THE SERIES. INCLUOS THK PURCOSe OH FUNCTION OF THE SKR1ES)

This series consists of the backup for the hard disc in the computer. The
materials include but are not limited to: Copies of forms; documents;
statistical reports.

7. RECORD SERIES FORMAT(S)

O LETTER SIZE O MICROFILM

D LEGAL SIZE O COMPUTER TAPE

a BOUND BOOK <R FLOPPY DISK

^ M D I O TAPE a VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

J3 ALPHABETICAL

D NUMERICAL

• CHRONOLOGICAL

• GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

• FILE DRAWEH(S)
a MICROFILM REEL(S)

5 Q COMPUTER TAPE(S)
N W M 8 e A J? OTHER( SPECIFY)
Floppy disc case

10. ANNUAL ACCUMULATION
O FILE DRAWER(S)

2 a MICROFILM REEL(S)
° COMPUTER TAPE(S)
O

I 1 . FILE IS USED

H DAILY WEEKLY D MONTHLY

12. FILE BECOMES INACTIVE AFTER
.5 O MONTH(S) )P YEAR(S)
uwr—NUMBER

13. CURRENT LOCATION(S) ( BLDC. ,FLOOR,ROOM)

Any Youth Correctional Facility

14. IS RECORD SERIES DUPLICATED ELSEVKERET
(lF YES, SPECIFY AOSNCY OR OFFICE)
B YES 5? NO

IS. ACCESS RESTRICTIONS Q YES £ NO
(IF YES, CITS LAV(S) a RBQULATION(S)

IS. AUDIT REQUIREMENTS

NONE O STATE O FEDERAL

17. IS AN INDEX SYSTEM USED7 ( |p YES.EXPLAIN
BRIEFLY ANO D88CRIBB ANY HARDWARE./SOFTWARE) 18. RECOMMENDED RETENTION

a YES 9 NO Retain for five (5)-years,-then destroy

AND TITLE OF PREPAREH

Sandra Werther
Asst. Records Coordinator

DCS S 3 0 - 4 (REVISED 2 / 8 7 )

2 0 . TELEPHONE NUMBER

461-0365 7/15/91 . r>:. ,



INSTRUCT IQMS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 350-1 )

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7273 WATERLOO ROAD
P.O. BOX 273

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 40 OF 41

I . DEFARTMENT/AGENCY 2. DIVISION
Residential Facilities

3. UNIT
Youth Correctional Facility

DEFINITION-RECORD SERIES-*
 Oftoul* o r RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

REFERENCE AS KE1-L AS RETENTION AND DISPOSITION PUHPaagg •__

4. RECORD SERIES TITLE

Academic Classroom Records
5. EARLIEST YEAR/LATEST YEAR

1975 TO Present

S. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE
•IN THE SERIES.

TYPES OP" INFORMATION/DOCUMENTS/FORMS FOUND
INCLUDE THE rtlRPOSCv M FUNCTION OF THE ISFTIES]

This record series contains materials relative to a youth's involvement 3n
an academic class of the educational program. Content examples: Pre-test
and post-test scores; Hickey Scope and Sequence; WICAT Manuals; DJS
Glossary; Review lists; Woodrock Johnson Test Scores; placement and
transfer forms; contracts; computer printouts; incident and review reports;
answer sheets; ARD referrals and minutes; GED materials.

7. RECORD SERIES FORMAT(S)

LETTER SIZE D MICROFILM

LEGAL SIZE O COMFUTEH TAPE

BOUND BOOK O FLOPPY DISK

HO TAPE n VIDEO TAPE

!( SPECIFY)

S. RECORD SERIES SEQUENCE

OC ALPHABET ICAL

n NUMERICAL

mCHRONOLOGICAL

a GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

80

# FILE DRAWER(S)
• MICROFILM REEL(S)
D COMPUTER TAPE(S)COPUTER TAPE(

NUMBEI* 0 OTHER{ SPECIFY]

10. ANNUAL ACCUMULATION
# FILE DRAWER(S)
D MICROFILM REEL(S]
O COMPUTER TAPE(S)

I ' ' FILE IS USED

B DAILY WEEKLY D MONTHLY

12. FILE BECOMES INACTIVE AFTER
5

NUMBER
MONTH(S) YEAR(S)

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)
Any Youth Correctional Facility

IS RECORD SERIES DUPLICATED ELSEWHERE?
tlF YES, SPECIFY AflEKXY OR OFFICE)
D YES £) NO

IS. ACCESS RESTRICTIONS Q(YES D NO IS. AUDIT REQUIREMENTS

a NONE 5 STATE )P FEDERAL INDEPENDENT

17 IS AN INDEX SYSTEM USEDT (IF YES.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE;/SOFTWARE) 18. RECOMMENDED RETENTION

a YES NO Retain for five (5) years, then destroy

AND TITLE OF PREPARER

Werther
Asst. Records Coordinator

20. TELEPHONE NUMBER

461-0365
2 I. DATE

7/15/91

DCS 3 5 0 - 4 (REVISED 2 / 8 7 )



INSTRUCT IQMS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS SSO-I )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

72 78 WATERLOO ROAD
P.O. BOX 27B

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 41 OF 4 1

1. DEFARTMENT/AGENCY

iDJS

2 . DIVISION

Residential Facilities

3. UNIT

Youth Correctional Facility

DEFINITION-RECORD SERIES-A 8ROUP OF RELATED RECORDS NORMALLY FILED AMD U»D AS A UNIT FOR
REFERENCE AS IEU. AJ RETENTION ANP OlgPOglTION PURPOBgg

4. RECORD SERIES TITLE

Unit Log Reports
5. EARLIEST YEAR/LATEST YEAR

1960 xo Present

RECORD SERIES DESCRIPTION int*tKrur OESCRIBS THE TYPES or INPORMATION/DOCUMENTS/PORMS FOUND
•IN THE SERIES. INCLUDE THE PURPOSE O*l FUNCTION OF THE SERIES)

This series encompasses the individual unit daily log record of all
activities that take place on each unit of the facility as it pertains to
youth and staff. Information contents will include but not be limited to
the following: Shift Supervisors; shift population; population changes;
assignment; special incidents; all population activities.

7. RECORD SERIES FORMAT(S]

LETTER SIZE • MICROFILM

LEGAL SIZE a COMFUTER TAPE

BOUND BOOK O FLOPPY DISK

O TAPE O VIDEO TAPE

OTHER(SPEC1FY)

8. RECORD SERIES SEQUENCE

a ALPHABETICAL

Q NUMERICAL

H CHRONOLOGICAL

• GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

B FILE DRAWER(S)
B MICROFILM REEL(S)

500 a COMPUTER TAPE(S)
N U M B E * JS OTHER( SPECIFY)

bound books

10.

NU

ANNUAL ACCUMULATION

D FILE DRAWER(S)

Q MICROFILM REEL(S)
D COMPUTER TAPE(S)

I ll FILE IS USED

B DAILY WEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER

5 D MONTH(S) H YEAR(S)
NUMBER

13. CURRENT LOCATION(S) (BLDG.,FLOOR.ROOM)

Any Youth Correctional Facility
14. IS RECORD SERIES DUPLICATED ELSEWHERET

(IF YES, SPECIFY AOtNCT OR OFFICE)
• YES )6 NO

15 B YESACCESS RESTRICTIONS

( A E n S f I t e § ' C c c f e ^ 8 k a y C
Judicial Proceedings Section 3-828

NO 16. AUDIT REQUIREMENTS

& NONE O STATE O FEDERAL INDEPENDENT

17, IS AN INDEX SYSTEM USEDT (|p Y*S.EXPLAIN

BRIEFLY AND DESCRIBE ANY HARDBARS/SOFTWARE)
IS. RECOMMENDED RETENTION

D YES H NO Retain for five (5) years, then destroy

NAME AND TITLE OF PREPARER

a Werther
st. Records Coordinator

20. TELEPHONE NUMBER

461-0365

2 f. DATE
7/15/91

DGS 330-4 [REVISED 2/87)


