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No. Description Retention

This schedule supercedes all the following
previous outdated schedules: 224, 287, 598,
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 fac111t1es administered by the
Department.

. 1 | 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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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
responding 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
tolder is prepared. This folder may contain
all or some of the following

documents:

- Application

- Appointment Letter

~ Correspondence Relating to New
Appointment

Personnel Payroll Form

.....-...m..-.
|

i

Screen annually. Destroy
materials no longer
needed for current busi-
ness. Directives and
other materials related
to planning and policy o1
that illustrate the
development of the
agency, retain
permanently for eventual
transfer to the Maryland
State Archives.
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PERSONNEL FOLDERS (Continued)

- Personnel Position Act Request

- Personnel Recruitment Screening Report

- Personnel Transaction Form

- Employee Withholding Exemption

Certificate

- 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 Ewployment

- Suspension Actions

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

i. Letter of Resignation
ii. Retirement
iii. Transfer

iv. Dismissal

3 {HISTORY CARDS
i
;Upon being selected for employment within
ta residential facility as a new hire,
'transfer, reinstatement or a temporary
1

3
1

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

- 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

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:

~

!

5
.

- Position Identification Number
-~ Classification
- Last Encumbent

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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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

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 Regquests

- Correspondence and Memos on Programs
or Field Services

- Volunteer Coordinator Information

- Departmental Policies and Regulations

- Job Announcements
- OSHA Documents
- Certificates of Records Disposal

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if no longer applicable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

~ Assorted Correspondence

- General Requisition

- Grievance Documents

- Certificates of Records Disposal

7 DAILY ADMISSION LOGS

This series contains the documentation of
pach yeuth'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

8 IDAILY RELEASE LOGS

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 *DAILY POPULATION RI(CORD

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

vty rmtenn ey -

Prrn # oo vt b ares
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Retain for three (3)
years, then destroy

Retain for three (3)
years, then destroy

Retain for three (3)
years, then destroy
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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 Tale
Accident Fund, Medical Providers and
Workmen's Compensatian

DEPARTMENT OF PERSONNEL ANNUAL REPORTS

This sericr conlains all slaloe-wide
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

- Face Sheet

e, madm fv sy s

Retain for three (3)
years, then destroy

4

Retained by facility

until fipal disposition,
then destroyed after five..
(5) years

for f£ive (5)
then destroy

Roelain
years,
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14

15

YOUTH RECORDS (CENTRAL FILES) (Continued)

- Progress Reports

- Incident Reports

- Drug and Alcohol Assessment
- Behavioral Reports

- Pre-admission Slip

- Risk/Needs Form

-~ Medical Information

- Related Correspondence
- Unit Notes

- Court Reports

- Case Notes

- ISYS Printouts

FIRE DRILIL LOGS

This series contains the documentation of
the length of time used to evacuate

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

iThis series is comprised of psychological
:and psychiatric youth evaluation reports
t ordered by the Court.

v

facility buildings in a practice fire drill.

{
i

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,
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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16 |ACCOUNTING RECORDS’

budgetary record of the facility.
of the contents are as follows:

- Payroll

- Accounts Payable
- Cash Receipts

- Purchasing Orders

.17 {VOLUNTEER SERVICES

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

Examples

- Monthly Reports

-~ Policies and Procedures

- Individual Volunteer Records

- Activity Sheets

- Donations

- Acceptance Letters

- Chapter I By-Laws,
and Anpouncements

- Receipts

~ Purchase Orders

- Notices ‘

- Related Correspondence

Notices, Meetings,

18|DEPUTY SUPERINTENDENT'S FILES
This series contains assorted documents

office.
are:

- Informal Staff Records

- General Correspondence

- State, Departmental and Facility
Related Policies and Procedures

- Monthly Statistics

19:DIETARY SERVICES

iThis series consist of general records of
Efood and equipment ordered and current price

Ilists. Content examples are:
v

This record series encompasses files on the
Examples

services,

which are kept by the Deputy Superintendent
Examples of the contained materials

Retain for three (3)
years, then destroy

(5)
then destroy

Retain for five
years,

Retain for five
years,

(5)
then destroy
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DIETARY SERVICES (Continued)

Purchase Orders

Receipts of Food

Receipts of Dietary Equipment
Contracts

GENERAL MAINTENANCE FILES

This series contains files for facility-
buildings, 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
i information. Examples are:

Retain
years,

Retain

years,

Retain for one (1)
year after the life

of the

then destroy

for three (3)
then destroy

for five (5)
then destroy

vehicle,
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BLUEPRINT FILE (Continued)

- Blueprints of Existing and Proposed Retain permanently;
Buildings transfer periodically
- Underground wires and pipes ' to State Archives

23 WORK ORDER FILES

This series is comprised of copies o0f all Retain for four (4)
work orders completed by the facility years, then destroy
maintenance department for future use in
building maintenance. The file will
contain completed work orders for all
buildings, grounds and vehicles.

24 MILFEAGE FORM FILES

This series contains copies of all mileage Retain for five (5)
forms filed with the Department of Budget years, then destroy
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 Retan1forfﬁve(5)hyan$\2r
related to employee working hours. until audited, whichever
Examples of the file are: sooner, then destray.

- Employee Time/Status Reports

- Day Corrections and 10 Corrections

- Time Cards- and overtime Authorizations

~ FABS Printouts for Employee Leave Records
- Monthly Sick Leave Reports

- Quarterly and Annual Sick Leave Reports

26 PRINCIPAL'S FILES
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This series incorporates all documentation
and correspondence regarding the Rducation
} Program; Funding Sources; Budgetary; and
Program Management from the office of the
Principal. Examples are:

- Cumulative Student Educational Re:ords
- Program Results involving Achievement
Test Data
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PRINCIPAL'S FILES (Continued)

[

Budgetary and Purchasing Information
General Program Procedures

- Policies

State and Federal Projects

SPEECH/LANGUA®GI: 111,108

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

- Policlies and Procedurcs

- Assessment Plans

- Inslrucbliona™ ™7 " 4.
- Test Forms

- Testing Materials

- Statistics

- I.E.P. Goals

- Therapy Materials

- Relateq Correspondence and Memos

t1s

ADMINISTRATIVE FILE FOR EDUCATION PROGRAM

This series is comprized 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

Lenn (10)
then destroy

Retain for
years,

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

Retain
years,

faor Tive (5)
then destroy
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29 REGULAR EDUCATION FILES

This series contains all materials related Retain roll books
i to youth in the regular educational program (student attendance) for
while attending a residential facility. fourteen (14) years, then
kExamples of contents are as follows: destroy
- Roll Books Retain all other listed items
- Daily Logs for five (5) years, then
- Lesson Plan Books destroy.
- Tes& Scores
c - - 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

£2)

oE L
|

q

30 |SPECIAL_ EDRUCATION FILES

; This series consists of all materials Retain for five (5) years
g related to youth in the Special Education following youth's release
H Program while attending a residential or until youth's 21st

P facility. File examples are: Birthday, whichever is

sooner, then destroy.
~ Face Sheets

d - Review Record
{ - Tracking Sheet

4 - 88IS Form
- IEP

- ARD Minutes
- Psychological Report
- Educational Assessment
- Consentual Forms
- Screening Forms
N - Social History
# - Public School Record
- Maryland Student Transfer Record
- Report Card
- Progress Notes .
- Related Correspondence :
- Copies of Blank Forms
- Statistical Reports
- ARD Notices and Summaries )
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31 |EDUCATIONAL GENERAL 1°11.1:S
, This series consist of all the general Retahyforfﬁvelﬂﬂ years
N files of the education department of the following youth's release
facility. Content examples are: oruntﬂ youﬂ1s Z]SF
Birthday, whichever is
- Statistical Report Forms sooner, then destroy.
- Memos and Correspondence Keep forms until no
- IEP Forms longer needed
- ARD forms
- In¥tial Screening Forms
c -- - 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
- 32| EDUCATIONAL BUDGET FILES
. This series encompasses information Retain for five (5)
concerning budget funding, as it pertains years, then destroy
to the Education Program. Materials
consist of information concerning
3 Vocational, State and Special Education
F Funds, along with ECIA, Chapter I Funds.
33|/ ON-SITE AUDITS, MONITORING AND EVALUATIONS
This series consists of information and data| Retain for five (5)
s resulting from the ECIA and MSDE Audits and years, then destroy
Evaluations. Material examples are:
- ECIA On-Site Audits
- Maryland State Department of Educatlon
Special Education Monitoring
- Evaluations
} - Special Education Audits P
4 Paae S i
» IR i * s L]
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! 34¢ GRAPHIC ARTS WORK SHEETS P {§;3\59:5 Jok2E 2
i 4
'ThlS series materials related to the graphic i g
; arts class of the educational program. t LT {
H 'Examples of the contents are: ' :
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36

37

38
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GRAPHIC ARTS WORK SHEETS (Continued)

Blank Student Worksheets
Completed Worksheets

- Lesson Plans

- Contracts

VOCATION EDUCATION GENERAL FILE

This series contains information and data
on Voecational 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 on the Electrlc
Trades

DAILY SHIFT REPORTS

t This series consists of daily reports of
tall 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

materlals are:

{
i

Retain for five (5)
years, then destroy

Retain for five (5)
years, then destroy

Retain for five (5)
years, then destroy

Retain for five (5)
years, then destroy

Retain for five (5)
years, then destroy
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FLOPPY DISC FILES (Continued)

- Form copies
~ Documents
- Statistical Reports

ACANEMIC CLASSROOM RIMCORDS

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

- Pre- and Post-test Scores
- Hickey Scope and Sequence
- WICAT Manuals
- GED Materials
ARD Referral and Minutes
- Answer Sheets
- Computer Printouts
- Incident and Review Reports
- Woodrock Johnson Test Scores
- Placement and Transfer Forms

UNEY LG RPORTS

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
T Y Y PP T TR
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years, then destroy
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Retain for five (5)
vyears, then destroy

Retain for five (5)
yvears, then destroy

Retain for five (5)
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INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE P.0O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISiION
7278 WATERLOQ ROAD

BOX 273

AGENCY RECORDS INVENTORY

.artment of Juvenile Services

(DGS 350-1) JESSUP, MARYLAND 20794 pacz 1 or _41
1. DEFARTMENT/AGENCY 2. DIVISION 3. UNIT
Residential Facilities Headquarters

A GROUP OPF
REFERENCE AS

DEFINITION-RECORD SERIES-

RELATED RECORDS NORMALLY FILED

4. RECORD SERIES TITLE =,
v Office of Assistant Secretary - Headquarters

WELL AS RETENT!ION AND nlaroarllgu_unmu
5

. EARLIEST YEAR/LATEST YEAR
1838 _ TO Preogent

AND USED AS A UNIT FOR

‘IN THE SERIES.

Branches of the Goverrment.

relating to facility programs.

| 5. RECORD SERIES DESCRIPT ION (BﬂIIFLY DESCRIBE THE TYPES OF INFORMATION/DOCUHENT!/FORM! FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THK SERTZ!)
The Assistant Secretary for Residential Facilities is responsible for the coordination
of all aspects of facilities that house juvenile offenders.
administrative activities imvolvingthe 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
Other materials might include but are not limited to:
files for each facility, research documents, internal organization; and correspondence

Files are maintained for all

7. RECORD SERIES FORMAT(S]— 8.
¥ LETTER SIZE O MICROFILM

O LEGAL S1ZE O COMFUTER TAPE

0 BouND BOOK © FLOPPY DISK

‘IE::;: TAPE O VIDEO TAPE
(SPECIFY)

RECORD SERIES SEGQUENCE
X ALPHABET1CAL

O NUMERICAL

G CHRONCLOGICAL

O GEOGRAPHICAL

0 OTHER(SPECIFY)

9. VOLUME

R FILE DRAWER(S)
O MICRCFIILM REEL(S)

ud% 0 COMPUTER TAFE|(S)
BER 0 oTHER(SPECIFY)

pa

ANNUAL ACCUMULAT ION
@ FILE DRAWER(S)
O MICROFILM REEL(S)
RUKBER U COMPUTER TAPE(S)
O orTHER(SPECIEY)

FILE IS USED

. ¥ palLY
[

b 11,
]

0 WEEKLY O MONTHLY

12. FiLE BECOMES INACTIVE AFTER

5 O MONTH(S)

& YEAR(S)

!
! 13. CURRENT LOCATION(S) { BLDG. , FL.LOOR, ROOM)

, Headquarters

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
fir yes, serEciFY sraEncy or oFrice)

O vyEs £ NO

15. ACCESS RESTRICTIONS C YES O No
{ir yes, cive Law(s) & rEauLaTION(S)

Armotated Code of Maryland Courts and Judicial

16. AUDIT REQUIREMENTS

XNONE O STATE O FEDERAL 0O INDEPENDENT

ocesd SecEIon 3828
17 O P A e T o e l1r ys.ExPLAIN

BRIEFLY AND DESCRIBE' ANY HARDIAR&/BOFTIARE)

OYEsS X nNo

18. RECCMMENDED RETENTION
Screen annually.
needed for current business.
other materials related to_planna:

or that 1llustrate the @évelopmert]i
agency, retain permanently for ‘eventual
transfer to the Maryland State Archives.

v

¥

Destroy materials no longer
Dlrectlvegjgxln‘
g3, peli
“4i%géh

|

20.

19 AND TITLE OF PREPARER
Sﬁercher
AsSIstant Records Coordinator 461-0365

TELEPHONE NUMEER

21. I'JA'I'E"Q
7/15/91

———

DGS 3350-4 (REVISED 2/87)

——t e 4 et gt ¥ e wew = - - -




INSTRUCTIGMNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIViSION

AGENCY RECORDS INVENTORY

7273 WATERLOO RQAD
P.O. BOX 273

REFERENCE AS WEKLIL AS RETENTION AND DISPOS

.

4. RECORD SERIES TITLE

Persomnel Records

2 41
(DGS 850-1) JESSUP, MARYLAND 20794 PAGE oF
DEFARTMENT [ AGENCY 2. DIVISION 3. LT
rtment of Juvenile Services Residential Facilities Youth Correctional Facility
DEFINITION - RECORD SERIES-A GROUP OF RELATED RECORDS NOMRMALLY FILED AND USED AS A UNIT FOR

JTION PURPOAES

EARLIEST YEAR/LATEST YEAR
-1955_ T© Progent

Designation

erp_qpmdpnr'p ,efc .

tN THE SERIES.

both special & general personnel records.

6. RECORD SERIES DESCRIPTION (BRIIFLY DEXSCRIBE THE TYPKES OF |NP°MTIONIDOCMNT8/FOM FOUND
. INCLUDE THE PURPOSE OR FUNCTION OF THK s;mzs]
Files include all standard personnel forms as well as other media which support data for
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; Witbholding Exemption Certificate,
of Beneficiary Form; Retirement Form, Affirmative Action Plan; Police checks;
grievance actions, orientation program, employment history; commendations; counseling
sessions; efficiency ratings; Hedth 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

@ e

7. RECORD SERIES FORMAT(S)

® FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
“% 0 oTHER(SPECIFY)

ANNUAL ACCUMULAT 1ON

St FILE DRAWER(S)

O MICROFILM REEL(S}
KROMBPR U COMPUTER TAPE(S)

8. RECORD SERIES SEQUENCE 9. VOLUME
R LETTER S1ZE O MICROFILM X ALPHAEET1CAL
Q LEGAL S1ZE O COMFUTER TAPE 0 NUMERICAL 260
NUMB
. O pounD POOK O FLOPPY DISK O CHRONOLOGICAL,
'\umo TAPE O VIDEO TAFE O GEOGRAPHICAL 10
O OTHER(SPECIFY) O OTHER(SPECIFY)
20
L 11 pie 15 usep 12. FILE BECOMES INACTIVE AFTER
. ¥ palLy 0 wEEKLY O MONTHLY

.
i
)
|

« Ay yauth Gorrectioral Facility

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

. . g a s

%Fﬂﬂmrg qréﬂxrpnt t'arrmmr{cn)

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
{1r yes, serEciry roENcY OR OFFicE)

Xyves O no DJS Headquarters

O oTHER(SPECIFY) .

15. ACCESS RESTRICTIONS

X YES
(1" vyes, ciTe Law({8) & rREGuLATIONIS)
State Govermment Article Section 10-616

0O no 16.

AUDIT REQUIREMENTS

XnNonE O STATE D FEDERAL 0O INDEPENDENT

pa— > 3 - Yt Nl W 4 - | 1
AlNOLALEU VOO O 'ar yLarxi—

17. 1S AN INDEX SYST USED? (1r vyrRS.E)PLAIN
BRIEFLY AKD DESCRIBE ANY HARDBARE/SOFTWARE ) 18. RECOMMENDED RETENTION
XYES O nNo Retain for five (5) years after termination
of employment, then destroy.
1 AND TITLE OF PREPARER | 20. TELEPHONE NUMEER 21. DATE
Sandra Werther 461-0365 7/15/91

-Assistant-Records Coordinator

DGS 3350-4 (REVISED 2/87)




INSTRUCTIGNS--TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7275 WATERLOO ROAD
¥1TH RECORDS .RETENTION SCHEDULE P.O. BOX 278 ] 3 41
(DGS 550-1) JESSUP, MARYLAND -20794~"" ~ PAGE —__©oF _—
DEFARTMENT / AGENCY 2. DIVISION 3. wNIT
rtment of Juvenile Services Residential Facilities Youth Correctional Facility

DEF INITICN - RECORD SERIES-A GROUP CF RELATED RECORDS NORMALLY FILED AND USED AB A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURFPOSESR

4. RECORD SERIES TITLE 5. EARLIEST YEAR/LATEST YEAR

. TO
'History Cards 1980 Present
6. RECORD SERIES DESCRIFTION ( BRIKFNFLY DESCRIBE THE TYPES OF INFOR"ATION/DOCMNTB/FOM FOUND
‘IN m SERIJES. INCLUDE THE PURPOSBE OR FUNCTION OF THE SEFIES )

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
prcbation, 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.

PP

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O LETTER SIZE U MICROFILM £ ALPHAEETICAL B FILE DRAWER(S)
O MICROFILM REEL{S)
O LEGAL SI1ZE O COMFUTER TAPE 0 NUMERICAL 11 O COMPUTER TAPE(S)
NUMBE
O BouND BOOK 0O FLOPPY DISK O CHRONOLOGICAL . XX OTHER(SPECIFY)
5 ¥ 1 enrdfile-
10 TAPE O VIDEO TAPE O GEOGRAPHICAL 10. ANNUAL ACC T 108
X OTHER(SPECIFY) O OTHER(SPECIFY) B{FI%L%:AWER(S)
" " 1/2 O MICROFILM REEL(S)
5" X 8 nr.u/sgﬁ-ﬂ COMPUTER TAPE(S)
. . O oTHER(sPECIEY) !
| 511, 12
FILE IS USED ; 2. MES | 1VE .
' immediately ?Sfﬁa%%gu‘ 'fgs;ee' t&fHion
| X paiLy 0 WEEKLY O MONTHLY { U YEAR{S)
> RUMBER
1
1

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

tir vyes, sPEC) FY 2GENCY OR OFFiICE)

Any Youth Correctional Facility 0D yes K no
15. ACCESS RESTRICTIONS 0O vyEs O NO 16§. AUDIT REQUIREMENTS
{1r vy8, ciTE LAW{S8) & rRecuLaTIiON(S])
State Goverrment Article Section 10-616 O NonE & STATE O FEDERAL O INDEPENDENT

P, P

A PUDRPEPRGE Bl D | £ e
Arrotacted-coge—or Maryrana
17. IS AN INDEX SYSTEM USEDT (1w YRS.E)PLAIN
BRIEFLY AND DESCRIBE ANY HARD'ARE,BO"HARE)

18. RECOMMENDED RETENT ION

0 yes X No Retain for five (5) years after termination
of employment, then destroy.

1 AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
andra Werther _
Asst. Records Coordinator 461-0365 7/15/91 . ..

DGS 350-4 (REVISED 2/87)




IHSTRUCTIGNS - - 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 DIVIS]ION
7278 WATERLOO RQAD
P.O. BOX 2753
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Pace 4 or 41

DEFARTMENT / AGENCY
‘artment of Juvenile Services

2. DIvisionN

Residential Facilities

UNIT
Youth Correctional Facility |

3.

DEFINITION-RECORD SERIES.® 9ROUP

OF RELATED RECORDS NORMALLY FILED

REFERENCE AS WELL AN RETENTION AND DISPFROS

4. RECORD SERIES TITLE

Personnel Identification Number Cards

AND USED AS A UNIT FOR
ITION PURPOOES

5. EARLIEST YEAR/LATEST YEAR

1974 TO Pregent

‘IN

THE SERIES.

6. RECORD SERIES DESCRIPTION (IRIIFLY DESCRIBE THE TYPES OF INFOMTIONIDOCMNTS/FOM FOUND
INCLUDK THE PURPOSE OR FUNCTION OF THEK 8!?.!!8)
This record series contains information pertinent to the status of a specific position

withing the Department of Juvenile Services.
PIN (Position Identification Number); classification; and last encumbent.

This record includes, but is not limited to,

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O LETTER SIZE O MICROFILM O ALPHAEETICAL 0 FILE DRAWER(S)
O MICROFILM REEL(S)
O LEGAL SI1ZE 0 COMFUTER TAPE X NUMERICAL 9 0 COMPUTER TAPE(S)
NUMBES # 1
O BouND BOOK O FLOPPY DISK O CHRONOLOGICAL . F-OTHER(SPECIFY)
10 TAPE 0O VIDEO TAFPE a OGRAPHICAL
VIDE GE ! 10. ANNUAL ACGLMMAATION
R OTHER(SPECIFY) O OTHER(SPECIFY) £ riLe DRAWER(S)
0O MICROFILM REEL(S)
1ty Qi ROGNBER O COMPUTER TAPE(S)
- 0 OTHER(SPECIEY)
| 11. 12
FILE 1S USED : FILE COMES INACT! TER
! K pai o o when posT l%nnéﬁrru(s%ls éaﬂ YEAR(S)
i LY WEEKLY MONTHLY
- _RUNEER
i

13. CURRENT LOCATION(S) (BLDG.,FLOCR, ROOM])

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

Any Youth Correctional Facility tir vyes, speEcirFY raEncy or orrice)
' 0 yes % NO
15. ACCESS RESTRICTIONS X YES 0 No 16. AUDIT REQUIREMENTS
(1 8, ci1Te LAw| & rEa 1
BT ot Enet ! AL AT A #lo-616 g % o
Annotated Code of Maryland NONE STATE O FEDERAL INDEP NT
17.

Ovyes X NO

IS AN INDEX SYSTEM USED? (1r vyES.E>PLAIN
BRIEFLY AND DESCRIBE ANY HARDBARE/SOFTWARE)

RECCOMMENDED RETENT ION

PIN cards will be tretained permanently,
transfer periodically to S_t’ate‘,,Ar_cbives.

PP
PN < e ad

cqmy PEIINTIIAY
SOV I

e

e

BS

%

A
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i
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NAME AND TITLE OF PREFPARER
ra Werther
Assistant Records Coordinator

20. TELEPHONE NUMBER

461-0365

. - IRL AN

s W T
R P

21. DaTE -
7/15/91

DGS 550-4 (REVISED 2/87)

[ T




JHSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REV1SED RECORD SERIES. FORWARD
WiTH RECORDS RETENTION SCHEDULE

(DGS BB80-1) JESSUP,

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO RQAD
P.O, BOX 2753

MARYLAND 20794

]
AGENCY RECORDS INVENTORY

PAGE 5 or 41

1. DEFARTMENT/AGENCY F
artment of Juvenile Services

plvisSion

Residential Facilities

3. wNIT
Youth Correctional Facility

DEFINITION-RECORD SERIES-? @7OUYF

OF AELATED RECORDS NORMALLY WFILED
REFERENCE AS WELL AS RETENTION AND OISFOSITION PURFOSEA :

AND USED AS A UNIT FroOR

4. RECORD SERIES TITLE
Superintendent's Files

5. EARLIEST YEAR/LATEST YEAR |
1988 .o Present

‘SN THE SERIES.

offenders.

8. RECORD SERIES DESCRIPTION (BRI'FLY DESCRIBE THE TYPES OF INFOMTION/DOCWTQ/MM FouUND

The Superintendent for each Yéuth Correctional Facility is responsible for the coordination
of all aspects of the operation of the facility, including plant,
Files are maintained for all administrative activities involving the facility
operation with confidential issues with the Department's Headquarters, matters dealing
w1th Department & State Policy. Other materials might include, but are not limited to:
Informal Staff files, Internal organization, General Correspondence Special Incidents.

INCLUDE THE PURPOSE GR FUNCTION OF THK SEFIES ]

employee and juvenile

7. RECORD SERIES FORMAT(S]) 8.
X LETTER SI1ZE O MICROFILM

O LEGAL S1ZE O COMFUTER TAPE

O BOUND BOOK O FLOPPY DISK

'I'AUDIO TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

RECORD SERIES SEQUENCE 9.
O ALPHARETICAL
0 NUMERICAL
O CHRONOLOGICAL
O GEoGRAPHICAL

O OTHER(SPECIFY]

VOLUME

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

v

NUMBER

10. ANNUAL ACCUMULAT ION
U FILE DRAWER(S)

O MICROFILM REEL(S)
ﬁgksgﬁ'n COMPUTER TAPE(S)

0 oreeER(SpPECIFY)

1. FILE 1S UsED .

OypAalLY

|
H
: 0 wEEKLY

O MONTHLY

-

12. FlLE BECOMES INACTIVE AFTER

i O MONTH(S) R YEAR(S)

| 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROCM)

,Any Youth Correctional Facility

1S RECORD SERIES DUPL!CATED ELSEWHERE?

i yes, srEciry raEnNcY OrR OFFicE)
Q YEs )6 NO

14.

15. ACCESS RESTRICTIONS KXyes O No
{1 vzs‘ ciTE LAW{S) &
taj lard, RBGULATION

16. AUDIT REQUIREMENTS

ENoNE O STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? {1y YERS.EXPLAIN
BRIEFLY AND DESCRIBF ANY HARD!ARE/ SOFTWARE )

O0YEs ¥ No

18. RECOMMENDED RETENT ION

Retain for five (5) years and then
destroy 1f no longer applicable

NAME AND TITLE OF PREPARER
ra Werther

Assistant Records Coordinator

20,

461-0365

TELEPHONE. NUMEER

21. DATE

7/15/91

DGS 550-4 (REVISED 2/87)

o i S emint wtem e -

w- . wE——_ — .-t . e ~~




INSTRUCTIONS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIiVISION

AGENCY RECORDS INVENTORY

Residential Facilities

REVISED RECORD SERIES. FORWARD 7278 WATERLOO RQAD

WITH RECORDS RETENT ION SCHEDULE P.O. BOX 273 PAGE 6 oF 41
(PGS 3350-1) JESSUP, MARYLAND 20794 s —_—
1. DEFARTMENT /AGENCY 2. DIVISION 3. WINIT

Youth Correctional Facility

_.ms

DEFINITION-RECORD SERIES-? 9ROUP

4. RECORD SERIES TITLE

1 General Files

OF RELATED RECORDS NORMALLY FILED
REFERENCE AS WELL AS RETENTION AND DISPOS|ITION PURFOSES

AND USED AS A UNIT FOR

8. EARLIEST YEAR/LATEST YEAR
1982 TtoPresent

4N THE SERIES.

Release documents used for supportive information.
include, but is not limited to the following:
equipment, or services;
form letters;

monthly accident reports;
inventory records;
services; interdepartmental letters and memos;
forms; supply requests;
Services; Volunteer Coordinator information;
regulations; job announcements; OSHA documents;
disposal; monthly statistical requests;
meetings; assorted correspondence;

| 8. RECORD SERIES DESCRIPTION (IRIIPLY DESCRIBE THE TYPKS OF INFOM'I"QN/DOCUM!NTS/FOM FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THER 8!21!81

Bills for supplies;

outdated or obsolete forms;
expense reports;
correspondence and memos on programs or Field

departmental policies and
certificates of records
ISYS printouts;
general requisition.

Record series may
law related documents;

clinical
mileage

minutes of

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE
B LETTER Si1zE O MICROFILM X ALPHAEETICAL

0 tEGAL S1zE 0O COMFUTER TAPE 0 NUMERICAL

a

BOUND BOOK O FLOPPY DISK K CHRONCLOGICAL

‘lrunlo‘nut 0O VIDEO TAFE O GEOGRAPHICAL
OTHER( SPECIFY)

O OTHER(SPECIFY)

2. VOLLME

X FILE DRAWER(S)
0 MICROFILM REEL(S)
O COMPUTER TAPE!S)
O OTHER(SPECIFY)

56
NUMBER

X FILE DRAWER(S)
O orHER{SPECIFY) |

-
IS
.

FILE IS USED 12.

O pAILY 0 WEEKLY ¥ MonTHLY 3

FILE BECOMES
O MONTH(S)

ANNUAL, ACCUMULAT 10N
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
INACTIVE AFTER
B yEAR(S)

—— = ——

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

Q vyEs

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

tir yes, sreciry raency or orrice)
B no

13. ACCESS RESTRICTIONS ¥ yEes ONo

S T o TR AR R ) S TEoNATIoNIS) o 16
Annotated Code of Maryland

16, AUDIT REQUIREMENTS

X NoNE O STATE O FEDERAL [ INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1pr YRES.EXPLAIN

18.
BRIEFLY AND DESCRIBE ANY HARDRARE/SOFTWARE )

0vyes B no

RECOMMENDED RETENT ION

" Retain for three (3) years, then destroy

1 NAME AND TITLE OF PREPARER
andra Werther

sst. Records Coordinator

20. TELEPHONE NUMEER

461-0365

21. DATE

7/15/91

DGS 350-4 (REVISED 2/87)

(i

— e mmem e .
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NS JRUCTIQNMS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULE
(PGS 380-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
72785 WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

41

PAGE / OF

1. DEFARTMENT/AGENCY
DJS

2. DlIvViSIonN

Residential Facilities

3. WNIT

Youth Correctional Facility

DEF INITION-RECORD SERIES-? 9POUF

OF RELATED RECORDS NORMALLY FILED

REFERENCE AS WELL AN RETENTION ANO DISPros

4. RECORD SERIES TITLE

i Daily Admission Logs

AND USED AS A UNIT FOR
1TION PURPFOSESR

5. EARLIEST YEAR/LATEST YEAR
1987 To Present

8.

facility.
following:
Birth; Admitting County;
Continued Detention;

The materials may contain,
Admission Date and Time;

FHE. SERJES.

Youth's Name,
County of Residence;

Name of Intake Person

Admitting Judge;

RECORD SERIES DESCRIPT ION ‘BRIIFLY DEBSCRIBE THE TYPES OF lHFORﬂATION/DOCUHENTS/PORNS FOUND
INCLUDE THE PURPOSE OGR FUNCTION OF THE S!PT!!)
This series contains documentation of each|youth's admission to the
but may not be limited to the

Race, and Date of

Initial or

Sex,

7. RECORD SERIES FORMAT(S)
H LETTER SI1ZE 0 MICROFILM

0 LEGAL Si1zZE 0O COMPUTER TAPE

0O pounD BoOK O FLOPPY DISK

ils:::'UUE Q VIDEO TAPE
{ SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHABETICAL
O NUMERICAL

X CHRONOLOGICAL

9. VOLUME

N FILE DRAVWER(S]
O MICROFILM REEL(S)
0 cOMPUTER TAPE(S)
D OTHER(SPECIFY)

16

RUMBER

0 GEOGRAPHICAL

O OTHER({SPECIFY)

10. ANNUAL ACCUMULAT ION

B FILE DRAWER(S)
U MICROF ILM REEL(S]
0 COMPUTER TAPE(S)

RUfee

FILE IS USED

X pAlLY 0 wEEKLY

12,
D MONTHLY

NUbEEr

O OTHER(SPECIEY)

FILE BECOMES INACTIVE AFTER
O MONTH(S)

B YEAR(S]}

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

14,

O YEsS 8B NO

1s R:ECORD SERIES DUPL ICATED ELSEWHERE?
tir vyEs, sepecirFry raEncy or orrice)

15. ACCESS RESTRICTIONS

gnn t'uxfﬁgée<3 1Eryf

Judicial Proceedings, 83-

O YES

"é‘gdf%‘s‘; *lna

0O No

16. AUDIT REQUIREMENTS

8 NoNE O STATE O FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1w YRS.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDIARE/BOFTIARE)

OYEs X NoO

Retain for

RECOMMENDED HETENT IoN”

P

three (3) years, then destroy
]
. oot

\ ez O e h
LI

. &
-ty g

PN

e

Qe

o

andra Werther

19. _NAME AND TITLE OF PREPARER
IAsst. Records Coordinator

20. TELEPHONE NUMBER

461-0365

21. DATE

7/15/91

DGS 35350-4 {REVISED 2/87)




INSTRYCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

Residential Facilities

_&JS

REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD
¥ITH RECORDS RETENT ION SCHEDULE P.0. BoX 275
Pace 8 oF 41
(DGS sso-1) JESSUP, MARYLAND 20794
1. DEFARTMENT /AGENCY 2. DIVISION 3. UNIT

Youth Correctional Facility

DEFINITION-RECORD SERIES.-® 9ROUP

or

4. RECORD SERIES TITLE

' Daily Release Logs

AXLATED RECORDS NORMALLY FILED
REFERENCE AS WELL AS RETENTION ANO DIAPOS

AND USED AS A UNIT FOR
1TION PURPOSER

3. EARLIEST YEAR/LATEST YEAR
1987 1o Present

contain, but may not be

from.

FTHE SERIES.

limited to the following:

RECORD SERIES DESCRIPTION (BRIIFLT DESCRIBE THE TYrES OF lNFORNATION/DOCUHENTB/PORMG FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THK SEFTES )

This series documents the release of each youth that leaves.
Release Date;

Name; County Detaining; Name of person releasing youth and agency they are

Record may
Youth

RECORD SERIES FORMAT(S)
LETTER SIZE O MICROFILM

LEGAL SI1ZE 0O COMFUTER TAFPE

[ N @ B <

BounND BOOK O FLOPPY DISK

!Irmu:tma O vIDEO TAPE
OTHER( SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL

0 NUMERICAL

R CHRONOLOGICAL

0 GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

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

16
NUMBER

ANNUAL ACCUMULAT ION

& FILE DRAWER(S}

O MICROFILM REEL(S)
U COMPUTER TAPE(S)
O OTHER({SPECIFEY )

10.

RUGwER

}”' FILE IS USED 12. FILE BECOMES INACTIVE AFTER

: X pailLY O WEEKLY O MONTHLY 3 O MoNTH(S) 1 YEAR(S)

! 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
+

Any Youth Correctional Facil
i

ity tir vyes,

SPECIFY J.GENCY OR OFFIC!)
O YEsS R nNno

ACCESS RESTRICTIONS
{1r ves

15.

Annota&eg'zgtéfz&’har éggdsgurts and

Judicial Proceedlngs -3

X YES

O no
tonis)

16. AUDIT REQUIREMENTS

U NoNE O STATE 0O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1

YES . EXPLAIN 18

RECOMMENDED RETENT JON

BRIEFLY AND DESCRIBE ANY HARD!ARE/BOFTIARE)

OyEs & pNoO

Retain for three (3) years, then destroy

19 AND TITLE OF PREPARER
andra Werther

Asst. Records Coordinator

20. TELEPHONE NUMEER

461-0365

21. DATE

7/15/91

DGS 330-4 (REVISED 2/87)




o

INSTRUCTJGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES, FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

]

AGENCY RECORDS INVENTORY

727% WATERLOO RQAD

rtment of Juvenile Services

Residential Facilities

¥WITH RECORDS RETENTION SCHEDULE P.O. BoX 278 9 41

bes X PAGE oF

{ 550-1) JESSUP, MARYLAND 20794 -
1. DEFARTMENT/AGENCY 2. DIVISION 3. WNIT

Youth Correctional Facility

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED

REFERENCE AS WELL AS RETENTION AND DlsPOSs

4. RECORD SERIES TITLE
i Daily Population Record

AND USED AS A UNIT FOR
1TION PURPOSESR

5. EARLIEST YEAR/LATEST YEAR
1987 4o Present

but is not limited to:

1IN TFHE SERIES.

6. RECORD SERIES DESCRIPTION (DRIIFLY DESCRIBE THE TYPES OF INFOMTION/DOCWTB,FOM FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THK sxmzs,
This series contains recorded daily population of the facility. The record may contain,

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.

ot

7. RECORD SERIES FORMAT(S)
X LETTER SIZE O MICROFILM

0 LEGAL sS1ZE U COMFUTER TAPE

O pounD BOOK O FLOPPY DISK

!I'unlo TAPE 0O VIDEO TAFE
OTHER( SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEBETICAL
O NUMERICAL

® CHRONOLOGICAL

8. VOLUME

X FILE DRAWER(S)
10 O MICROFILM REEL(S)

O COMPUTER TAPE(S)
NGMBER [ oripp(sSPECIFY)

0O GEOGRAFPHICAL

0 OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
liFWLE DRAWER(S)
O MICROFILM REEL(S)

RUMSEE O COMPUTER TAPE(S)

O OTHER(SPECIFY)

L1 pie 1s usep

X pAILY 0 WEEKLY

12.
O MONTHLY

b

FILE BECOMES INACTIVE AFTER
O MONTH(S)

X YEAR(S)

'
i
i
'
}

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

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

Any Youth Correctional Facility tir vyes, sPreciry raEncr or orrice)
i a yes gNO
15. ACCESS RESTRICTIONS ® YES ONo 16. AUDIT REQUIREMENTS .
(vr yes, ciTx Law(s) & rEcuLaTion(s) )
‘ﬁgfﬁiuxlﬂzk:of & Judicial Proceedings X NonE O STATE O FEDERAL O INDEPENDENT
[ e = wy

17. IS AN INDEX SYSTEM USED? {(tr yegs.®2PLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

Oyes M nNo

RECOMMENDED RETENT JON

Retain for three (3) years, then destroy.

19 AND TITLE OF PREPARER

SaMra Werther
Assistant Records Coordinataor

20. TELEPHONE NUMEER

461-0365

21. DATE

7/15/91

DGS 550-4 (REVISED 2/87)

—opme
D E I R




J
ﬁ

INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
¥WITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECCRDS MANAGEMENT DIVISION
7278 WATERLOO RCQAD

AGENCY RECORDS INVENTORY

_‘artment of Juvenile Services

Residential Facilities

P.O. Bax 2758

P 10 oF _ 41
(DGS 530-1) JESSUP, MARYLAND 20794 ACE 2 —
1. DEFARTMENT/AGENCY 2. plvision s, WNIT

Youth Correctional Facility

DEFINITION-RECORD SERIES-? 97OUP

OF RELATED RECORDS NORMALLY FILED

AND USED AB A UNIT FOR

=

SERIES
o kors

S Compe

REFERENCE AS WELL AS RETENTION AND DISPOS|T]ON PURFOSES

nsat:lonf’lrst Report of Injury

5. EARLIEST YEAR/LATEST YEAR
1985 1o Present

‘IN

Compensation.

FHE SERIES.

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

| 8. RECORD SERIES DESCRIPTION ‘IRIIFLY DESCRIBE THE TYPER OF IHFORHATlON/DOCU”ENT!/FORM! FOUND

INCLUDE THE PURPOSE GR FUNCTION OF THEK S!PTZS]

The

ci1TE LAN{B8]) & rEguLATION(S)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
N LETTER Si1zE O MICROFILM X ALPHABETICAL X FILE DRAWER(S)
a 0 MICROFILM REEL(S)
LEGAL S1ZE U COMFUTER TAPE O NUMERICAL qQ O COMPUTER TAPE(S)
NUMBER g R{SPECIFY
O BouND BOOK D FLOPPY DISK O CHRONOLOGICAL OTHER(SPECIFY)
10 TAPE O VIDEO TAPE o
’uo GEOGRAPHICAL 10. ANNUAL ACCUMULAT ION
OTHER( SPECIFY) O OTHER(SPECIFY) X FILE DRAWER(S)
2 O MICROFILM REEL(S)
ROWEPR O COMPUTER TAPE(S)
O OTHER(|SPECIEY)
1. riLE 1S UsED 12. FILE BECOMES INACTIVE AFTER
& pairLy 0 WEEKLY O MONTHLY ) O MONTH(S X yEAR(S
L RUREEY (s) (s)
! 13. CURRENT LOCATION(S) (BLDG.,FLOCR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
‘ Any Youth Correctional Facility tir ves srzcurv raENCY OR orrice)
x Ovyes B n
1S. ACCESS RESTRICTIONS OYEs R NO 16. AUDIT REQUIREMENTS
{ir ves,

O NonE N STATE O FEDERAL 0O INDEPENDENT

A

17. IS AN INDEX SYSTEM USED? (1w YES.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDIARE/SOFTHAR!)

CYEs ¥ NO

RECCMMENDED RETENT ION

Retain by facility until final

R

disposition, then destrOyed after ;

five (5) years ¢ £ 2.l W8 %
‘ b
' . !
E N R
NAME AND TITLE OF PREPARER | 20. TELEPHONE NUMEER 21. DATE :
ra Werther 7/15/91 .« o el Aaba 2
Assistant Records Coordinator 461-0365 R T

TR

DGS 330-4 (REVISED 2/87)




INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULE
(PGS 380-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISiOnN

AGENCY RECORDS INVENTORY

7278 WATERLOCO ROAD
P.O. BQX 273
JESSUP, MARYLAND 20794

pace 11 _or 41

1 FARTMENT / AGENCY
tment of Juvenile Services

2. DIVISION
Residential Facilities

wNIT
Youth Correctional Facility

3.

DEFINITION-RECORD SERIES-® 9ROVF

or
REFERENCE AS WELL AS RETENTION AND DISPOS

RELATED RECORDS NORMALLY FILRKD

4. RECORD SERIES TITLE

Department of Personnel Annual Reports

ITION PURFOSER

AND USED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR

1983 1o Present

6. RECORD SERIES DESCRIPTION (DRlI'LY DESCRINBE THE TYPES OF INFOMTION[DOCWTS/FOM FOUND

‘IN THE SERIES.

INCLUDEK THE PURPOSE OR FUNCTION OF THK BBI."IEB)

This series consists of all state-wide Department of Persomnel and Department of Juvenile

Services Amnual Reports, containing, but not limited to, the following:

Persommel Data

and statistics; each Department's number of transactions, grievances, positions; related

memos and correspondence.

7. RECORD SERIES FORMAT(S)

X LETTER S1ZE 0O MICROFILM

0 LEGAL S1ZE O COMFUTER TAPE

0 pounD BOOK O FLOPPY DISK
10 TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHABETICAL
0O NUMERICAL

¥ cHronoLOGICAL

9. VOLUME

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

4 0O COMPUTER TAPE(S)
NUMBER 0 orHER(SPECIFY)

O GEOGRAPHICAL

O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
XFILE DRAWER(S)

2 O MICROFILM REEL(S)

RUKERR O COMPUTER TAPE(S)

0 OTHER(SPECIFY)

i

|

1. piLE 1S usED

O palLYy O wEEKLY

12.
& moreTHLY 5

FILE BECOMES INACTIVE AFTER
O MONTH(S)

B vyear(S)

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

Any Youth Correctional Facility

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

ti1r yes, spEciry sraEncy or OFrice)
O0ves M nNo

15. ACCESS RESTRICTIONS

Q YEs
{17 Y8, ci1TE taw(s) & mrercuLaTiION(S)

X Nno 16.

AUDIT REQUIREMENTS

). NONE O STATE O FEDERAL 0 INDEPENDENT

17.

OyEs X NO

IS AN INDEX SYSTEM USED? (1rF vRS.E)PLAIN
BRIRFLY AND DRSCRIBE ANY HARDBARE./SOFTWARE)

RECOMMENDED RETENT ION

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

19 AND TITLE OF PREPARER
Sardra Werther
Assistant Records Coordinator

20. TELEPHONE NUMEBER

461-0365

21. DATE

7/15/91

DGS 3530-4 (REVISED 2/87)




1

INSTRUCT 1GNNS - - TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7275 WATERLOG ROAD
WITH RECORDS RETENTION SCHEDULE P.O. BOX 278
DGS 380- Pace _12 or _41
{ 1) JESSUP, MARYLAND 20794 —_— =
1. DEFARTMENT/AGENCY 2. DIVISION 3. uNIT
rtment of Juvenile Services Residential Fac111t1es Youth Correctional Facility
© BEFINITION-RECORD SER!ES'A GROUP OF RERLATED RECORDS NOMMALLY FILED AND USED AS A UNIT FOR
REFERFNCE AS WELL AS RETENTION AND DISPOS[TION PURFOSEN
i | 4. RECORD SERIES TITLE ST YEAR/LATEST YEAR
k]
'Youth Records (Central File) 9§§ Lﬁresent

X 5. RECORD SERIES DESCRIPT ION ‘IRIKFLY DESCRIBE THE TYrxs oFf INFOMT]OH/DOCMNTB/POM FOUND

THE SERIES. INCLUDR TME PURFOSE GR FUNCTION OF THEK SEFIES)

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) 8.

RECORD SERIES SEQUENCE 9. VOLUME
KLETTER St1zE O MICROFILM KXaLPHABET 1CAL B FILE DRAWER(S)
O LEGAL SIZE 0O COMFUTER TAPE O NUMERICAL 200 g ﬁ;ﬁiﬁ:ﬁ;"rﬁiité?’
: O BOUND BOOK O FLOPPY DISK O CHRONOLOGICAL NUMEET 0 omrEr(sPECIFY)
_ ,NJDIO TAPE O VIDEO TAPE § O GEOGRAPHICAL 10. ANNUAL ACCLMULAT ION
» OTHER({ SPECIFY) .

O OTHER({SPECIFY) B FILE DRAWER(S)

O MICROF ILM REEL(S)

gu§§zg-0 COMPUTER TAPE(S)

i . O ormep(speciEyy !
;g 1T« piLE 1S USED 12. FILE BECOMES INACTIVE AFTER

O DAILY 0 WEEKLY R MONTHLY @ 0O MoNTH(S) X YEAR(S)

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

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? !

A.ny Youth Correctional Facility él:E;'E!’? :;!cll”( 2.GENCY OR OFFiIcCE)

:
I

!

'

i

.. 15. ACCESS RESTRICTIONS ¥vyes oOno 16. AUDIT REQUIREMENTS
4 (1 vyes, ciTe tan(s) & reEcuLATION(S)
mtai(hbofwylaﬂm&mmm XNowE O STATE D FEDERAL O INDEPENDENT

. 17. 1S AN INDEX SYSTEM USED? (1r yRS.E>:PLAIN CMMEND TENT
; BRIEFLY AND DESCRIBER ANY HARDIIARE/BOFT'ARZ) 18- FEc =0 FE ron

Q YEs X nNo

5 o

Retain for three (3) years
following youth's release or
until youth's 21st Birthday,

whichever is sooner, then -

PR X A

e e

destroy. Y

§ NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE PR

ra Werther 7/15/ 900 o RIS
Assistant Records Coordinator 461-0365 Lo

DGS 330-4 {REVISED 2/87)




THSTRUCT IGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENT ION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO RQAD

Residential Facilities

P.O. BOX 273
Pace 13__ or 41
(DGS 330-1) JESSUP, MARYLAND 207924 N
1. DEFARTMENT/AGENCY 2. DIViSION 3. UNIT

Youth Correctional Facility

‘DJS

DEFINITION-RECORD SERIES- 9ROUP

OF REILATED RECORDS NOMMALLY FlLED

REFERENCE AS WELL A% RETENTION AND DISPOS

. .

4. RECORD SERIES TITLE
i Fire Drill Logs

LTION PURFOAES

AND USED AS A UNIT PFOR

5. EARLIEST YEAR/LATEST YEAR
1989 o Present

i
|

THE. SERIES.

o
| 8. RECORD SERIES DESCRIPTION ‘Iﬂll'l—? DESCRIBE THE TYPES OF INFOMTION/DOCWTSIFOM FOUN
INCLUDE THE PURPOSE ON FUNCTION OF THK SEFIES )

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)
X LETTER SI1ZE O MICROFILM

0 LEGAL S1ZE O COMFUTER TAPE

C BounD BOOK 0O FLOPPY DISK

AUDIO TAPE 0O VIDEO TAPE

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
0O NUMERICAL

o cHrRONOLOGICAL

9. VOLWME

¥ FILE DRAWER(S)
U MICROFILM REEL(S)

4 O COMPUTER TAFPE(S)
NUMBER 0 oTHER(SPECIFY)

0 GEoGRAPHICAL

ANNUAL ACCUMULAT ] ON

K FILE DRAWER(S)

O MICROFILM REEL(S)
RUNEPR U COMPUTER TAPE(S)

0 OTHER(SPECIEY])

10.
OTHER( SPECIFY) O OTHER(SPECIFY)
1
1. piLE 1S UsED 12. FILE BECOMES INACTIVE AFTER
0O palLY 0 wEEKLY X MONTHLY 3 O MONTH(S)

¥ YEAR(S)

|
!
!
5
'
'
i
i

i

13. CURRENT LOCATION{S) [HLDG.,FLOOR,ROOM)
Any Youth Correctional Facility

Oves N NoO

14. 1S R.ECORD SERIES DUPLICATED ELSEWHERE?
fir yEs, seeEciry saENcy or OFFice)

15, ACCESS RESTRICTIONS Cyes Kno 16. AUDIT REQUIREMENTS
{1r vyea, ciTz Law{s) & rEGuLATIONIS)
A NOoNE O STATE 0O FEDERAL 0O INDEPENDENT
17. 1S AN INDEX SYSTEM USED? (1r yYrS.EXPLAIN

BRIEFLY AND DESCRIBE ANY HARDBARE/SOFTWARE )

Oyes d no

RECCMMENDED RETENT ION

Retain three (3) years, then destroy

-

1 NAME AND TITLE OF PREPARER
Sandra Werther

Asst. Records Coordinator

20. TELEPHONE NUMEER

461-0365

21. DATE

7/15/91

DGS 350-4 (REVISED 2/87)

b

o . : s v




ITNSTRUCTIGNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES

SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY

REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD

WITH RECORDS RETENTION SCHEDULE P.O. BOX 273 pace 14 o 41

(DGS !BO-I) JESSUP, MARYLAND 2079%4

1. DEFARTMENT /AGENCY 2. DIVISION S. UNIT l
_‘JS Residential Facilities Youth Correctional Facility !

DEF INITION - RECORD SZRIES-A GROUP OF RELATED RECORDS NOMMALLY FILED AND USED ASB A UNIT POR

REFERENCE AS WELL AS RETENTION AND DISFOS|TION PUAFPOSES

4. RECORD SERIES TITLE ’ ) 8. EARLIEST YEAR/LATEST YEAR

' Youth Medical Records 1982  To Rresent

RECORD SERIES DESCRIPTION (BRIIPLY DESCRIBE THE TYPES OF lNFOMTION/DOCmTBINm FOUND

‘IN 'FHE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THK ﬂ!m!ﬂ’)

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. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEGQUENCE 9. VOLUME
X LETTER SI1ZE O MICROFILM ¥ ALPHAEETICAL L FILE DRAWER(S)
U MICROFILM REEL({S)
0 LEGAL SIZzE O COMFUTER TAPE 0 NUMERICAL 100 O coMPUTER TAPE(S)
NUMEER 5 oruER(SPECIFY)
O pounND BOOK 0O FLOPPY DISK O CHRONOLOGICAL . (
o o]
jl!:::'nut VIDEO TAPE GEOGRAPHI CAL 10. ANNUAL ACCLMULAT ION
{ SPECIFY) O OTHER(SPECIFY) ¥ FILE DRAWER(S]
. O MICROFILM REEL(S)
né%marﬂ COMPUTER TAPE(S)
, O OTHER(SPECIFYY
P11. piee 1s usep | ' 12. FiLE BECOMES INACTIVE AFTER
¥ paILy 0 WEEKLY O MONTHLY S O MONTH(S) ¥ yeAr(s)
L RUMBER
| 13. CURRENT LOCATION(S) (BLDG.,FLOCR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSE¥WHERE?
! Any Youth Correctienal Facility tir yes, serEciFy raency or orrice)
i . Oves 0O no
15. ACCESS RESTRICTIONS XYEs O No 16. AUDIT REQUIREMENTS

CAEnSE S T bt RTINS lang

TG . NONE O STATE O FEDERAL 0O INDEPENDENT
Judicial Proceedings, S3-828 =

17. IS AN INDEX SYSTEM USED? (1@ YRES.E)PLAIN

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

a] y;s % nNno . Retain until youth reaches age twenty-one

years old, then destroy

AND TITLE OF PREPARER 20. TELEPHONE 21. DATE
dra Werther 461-0365 2/15/9
sst. Records Coordinator /91

DGS 3550-4 (REVISED 2/87)

N . .- . . - - .
114 - .. N ~ . v — - e

~ o nrvagmme L e e - P el




INSTRUCTIGNS - - TYPE OR PRINT A

DEFARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

[

SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION

REVISED RECORD SERIES. FORWARD' 7278 WATERLOO ROAD

¥iITH RECORDS RETENTION SCHEDULE P.O. BaX 273 PAGE 15 oF 41
(DGS 380-1) JESSUP, MARYLAND 20794 — —_
1. DEFARTMENT/AGENCY 2. Dlvision 3. UNIT

Residential Facilities

Youth Correctional Facility

- DEFINITION-RECORD SERIES-A 9ROUP

OF RELATED RECDRDS NORMALLY FILED

REFERFEFNCE AS WELI A8 RETENTION AND DISPFOS

4. RECORD SERIES TITLE

, Psychological/Psychiatric Reports

LTION_ PURPOaES

AND USED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR

<1287 1o _Present

| §. RECORD SERIES DESCRIPTION (
‘IN

BRIKFLY DESCRIBE THE TYPES OF INFQMTION/DOCMTS/FOM FOUND
INCLUDRE THE PURPOSE OR FUNCTION OF THE nxmzs)

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

THE SERIES.

7. RECORD SERIES FORMAT(S)
X LETTER S1zE O MICROFILM

O LEGAL SiZE O COMFUTER TAPE

O pounD BOOK ¥ FLOPPY DISK

“i‘mmlo TAPE 0O VIDEO TAFPE
OTHER({ SPECIFY)

8. RECORD SERIES SEQUENCE
o ALPHAEETICAL
O NUMERICAL

O CHRONOLOGICAL

8. VOLUWME

X FILE DRAWER(S)
O MICROFILM REEL(S)
20 0 COMPUTER TAPE(S)

NUMBER 10 orHER(SPECIFY)
Flopples

O GEOGRAPHICAL

O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
8 ¥ FILE DRAWER(S)

O MICROFILM REEL(S)

| 11. FiLe 15 useD

X paILY O WEEKLY

12,

O MONTHLY

F1 LE BECOMES
S O MONTH(S
ROMEEE: (s

O COMPUTER TAPE(S)
INACTIVE AFTER

XLan%Eﬁﬂ?xuzxL_____i
10
¥ YEAR(S)

—————— -

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

14. 1S RECORD SERIES DhPLlCATED ELSEWHERE?

ti® vyes, serecirFry raency or orrice)
% YES O nNo

Youth Records

15. ACCESS RESTRICTIONS

& yes

AR SES oS! BB bl sev g Lng

Judicial Proceedings, S-3828

O No

16. AUDIT REQUIREMENTS

R NonE O STATE 0O FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1w YES.E)PLAIN
BRIEFLY AKRD DESCRIBE ANY HARDIARE/ SOFTRARE )

-

¥ yYEs O pNo

For floppy disks, last name of youth and
month of evaluation is recorded

RECOMMENDED RETENT JON

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

e et S T AT

b

1 NAME AND TITLE OF PREPARER
ndra Werther
Asst. Records Coordinator

20. TELEPHONE NUMEER

461-0365

21. DATE

T/15/91 p o g * 0 il

[P

DGS 350-4 (REVISED 2/87)
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t
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R atad al

SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
¥WITH RECORDS RETENTION SCHEDULE
{DGS 8Ba-1)

P.O.

AMENT OF GEMNERAL SERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLOO RQOAD
BQX 27%
JESSUP, MARYLAND 2079%4

AGENCY RECORDS INVENTORY

Pace _16 or _41

1. DEFARTMENT /AGENCY 2. DIVISION

Residential Facilities

3. UNIT

Youth Correctional Facility

Q.
INITION-RECORD SERIES—A GROUP OF RELATED RECORDS NORMALLY FILED

AND UBED AS A UNIT FOR

REFERENCE AS RELL AS RETENTION ANO DISPOSITION PURFPOSEX

4. RECORD SERIES TITLE

Accounting Records

3. EARLIEST YEAR/LATEST YEAR
1382 _ TO Present

8. RECORD SERIES DESCRIPTION (BRIKPLY DESCRIBE THE TYFPES OF INFOMTION/DOCMTB/NM FOUND

4N TFHE SERJES.

This record series encompasses files on the budgetary record of the
Materials may include but are not limited te the lfollowing:
cash receipts;

facility.

Payroll; accounts payable;

INCLUDE THE PURPOSE OR FUNCTION OFf THK IB'.’!!!)

purchasing orders

7. RECORD SERIES FORMAT(S) 8.
X LETTER SiZE O MICROFILM

X LEGAL SI1ZE O COMFUTER TAPE
0 pouip BOCOK O FLOPPY DISK

O AUDIO TAPE 0O VIDEO TAPE

‘Ilnnmuspmnrv)

RECORD SERIES SEQUENCE
8 ALPHAEETICAL

B NUMERICAL

O CHROMGLOGICAL

O GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

% FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)

NUMBER 0 oTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

¥ FILE DRAWER(S)
0 MICROFILM REEL(S)
O COMPUTER TAPE(S)

0 oTHER(SPECIEY) .

I
|

1. piLE 1S USED

Q pailLy Q0 wEEKLY X MONTHLY

12. piLE BECOMES

R

INACTIVE AFTER
O MoNTH(S) B YEAR(S)

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

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

f1r ye=s, serecirFy raency or orrice)
Oyvyes ® no

15. ACCESS RESTRICTIONS O YES & no

1P Y8, ciTr LAN(S) & REGULATION(S)

16. AUDIT REQUIREMENTS

g noE O STATE X FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (i1r YRS,.EXPLAIN
BRIEFLY AND DRSCRIBE ANY HARDBARE/SOFTWARE)

Cyes 8 pNno

18. RECCMMENDED RETENTION

Retain for three (3) years, then
destroy .

13. NAME AND TITLE OF PREPARER

andra Werther-
sst. Records Coordinator

z0.
461-0365

TELEPHONE NUMEER

21. DATE

7/15/91

DGS 330-4 (REVISED 2/87)
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IHSTRUCTIQNS - -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
7273 WATERLOO ROAD
P.O. BQX 273
JESSUP, MARYLAND 207%4

AGENCY RECORDS INVENTORY

mvenroy |

PAaGE L7 or 41

1. DEFARTMENT /AGENCY

‘DJS

2. DIVISION
Residential Facilities

3. WNIT

Youth Correctional Facility

DEFINITION-RECORD SERIES-? 9ROUP

OF RELATED RECORDS NORMALLY

4. RECORD SERIES TITLE

i Volunteer Services

FILED
REFERENCE AS WELL AS RETENTION AND DIAPOS|TION PURFOSESR

AND USED AS A UNIT FCOR

5. EARLIEST YEAR/LATEST YEAR
1974 _ TopRresent

‘IN

This record series

reports;
sheets; donations;
and announcements.
are: receipts,

acceptance letters;
Other materials might include,
purchase orders,

FHE SERIES.

RECORD SERIES DESCRIPTION (BRIIFLY DEBECRIBE THE TYPES OF INFOMTION/DOCMTS/FOW FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THMX nxmzs)

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
policies and procedures;

individual volunteer records;
Chapter I by laws,

activity
notices, meetings
but are not limited to

notices and related correspondence.

RECORD SERIES FORMAT(S)
LETTER SIZE O MICROFILM

LEGAL S1ZE U COMFUTER TAPE

POUND BooK O FLOPPY DISK

‘irmuo‘nuc O VIDEO TAPE
OTHER( SPECIFY)

8. RECORD SERIES SEGUENCE
B ALPHAEETICAL

O NUMERICAL

O CHRONOCLOGICAL,

O GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

B FILE DRAYER(S)

O MICROFILM REEL(S)

18 O coMPUTER TAPE(S)
NUMBER g orppp(sPECIFY)

10. ANNUAL ACCUMULAT ION

B FILE DRAWER(S]
4 O MICROFILM REEL(S)
ROKEPRE U COMPUTER TAPE(S)

, FILE IS USED

& DAILY O WEEKLY

12.

O MONTHLY )

O OTHER(SPECIFY)

FILE BECOMES INACTIVE AFTER
O MONTH(S)

K YEAR(S)

r

| 13. CURRENT LOCATION(S) (ELDG.,FLOOR,ROOM)
: Any Youth Correctional Facility

§

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

tir yes, sreciFY raEncy or orrice)
O vyeEs B nO

15. ACCESS RESTRICTIONS

Qg yEs
(1» ves, ciTE raw(s) & rEcuLaTION(S)

8 no 16.

AUDIT REQUIREMENTS

¥ NoNE O STATE O FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1r YRS.EXPLAIN
BRIEFLY AND DHESCRIBE ANY HARDBARE./ SOFTWARE)

Oyes X NO

RECOMMENDED RETENT JON

Retain five (5) years, then destroy

1 NAME, AND TITLE OF PREPARER
andra Werther
Asst. Records Coordinator

20. TELEPHONE NUMEER

461-0365

21. DATE

7/15/91

DGS 3%0-4 (REVISED 2/87)
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DISTRUCTIGRNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

DEFARTMENT OF GENERAL SERVICES [

RECORDS MANAGEMENT DIViISioN AGENCY RECORDS INVENTURY

REVISED RECORD SERIES. FORWARD 7273 WATERLOQO RQAD

WITH RECORDS RETENTION SCHEDULE P.O. BQX 273 18 41
PAGE OF

(DGS 330-1) JESSUP, MARYLAND 20794

1. DEFARTMENT /AGENCY 2. blvigion 3. UNIT

DJS Residential Facilities Youth Correctional Facility

DEF IN1T 10N - RECORD ERIES-A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT PFOR
REFERFNCE AS WHELL AS RETENTION AND DISFOSITION PURPFPOSES

4. RECORD SERIES TITLE

) Deputy Superintendent's Files

3. EARLIEST YEAR/LATEST YEAR
1375 _ ToRresent

RECORD SERIES DESCRIFTION ‘BRIIFLY DESCRIBE THE TYPES OF IHFOMTIONIDOCWTSIFOM FOUND
‘IN THE SERIES. JINCLUDE THE PURPOSE OR FUNCTION OF THK SEFIES )

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. RECORD SERIES FORMAT(S)
R} LETTER SlzE O MICROFILM

O LEGAL SI1ZE O COMFUTER TAPE

O pounD BooK 0O FLOPPY DISK

‘iﬂ:::'uwz C VIDEO TAPE
(SPECIFY)

8. RECORD SERIES SEQUENCE
¥ ALPHAEETICAL

0O NUMERICAL

0 CHRONOLOGICAL

O GEOGRAPHICAL

O OTHER(SPECIFY)

8. VOLUME

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

40 O COMPUTER TAPE(S)
NUMBER 8 oTHER(SPECIFY)

10.

B FILE DRAWER(S)
O orHER(SPECIEYY

1. g 1s useD

X palLy 0 wEEKLY

12,

O MONTHLY

RwSET

FILE BECOMES
O MONTH(S)

ANNUAL ACCUMULAT ION
O MICROFILM REEL(S)
0 COMPUTER TAPE(S)
INACTIVE AFTER
X YEAR(S)

——— -

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

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
t1r vyes, srEciFry raEncy or orrice)

Judicial Proceedings, S3-828

! Ovyes ¥ no
18. ACCESS RESTRICTIONS M YES 0O NO 16. AUDIT REQUIREMENTS
1 &
R L e o w L Ll N

R NoNE O STATE O FEDERAL 0O INDEPENDENT

| 17. IS AN INDEX SYSTEM USED? (1»r yYRS.E:PLAIN

18.
BRIEFLY AND DESCRIEE ANY HARDWARE/SOFTWARE )

RECCMMENDED RETENT ION

Oyes R no Retain for five (5) years, then-destroy
Lo ge o7 IR
A S
Ll +

}

}

20. TELEPHONE NUMBER

461-0365

21. DATE

7/15/91 Lot

andra Werther
Asst. Records Coordinator

19I NAME AND TITLE OF PREPARER

DGS 550-4 (REVISED 2/87)
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JNSTRUCTIGNS - -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 DIViISiOnN
7278 WATERLOO ROAD
P.O. BOX 2753
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

pace 19 or 41

1. DEFARTMENT /AGENCY

B

2. DIVisSIion
Residential Facilities

3. WNIT !

Youth Correctional Facility

DEF INITION-RECORD SERIES.” 9ROUF

or

RECORD SERIES TITLE
' Dietary Services

RELATED RECORDS NORMALLY FILED
REFERENCE AS WELL AS RETENTION AND DISPAOSITION PURFQRES

AND USED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR
1980 o Present f

‘IN

current price lists.

RECORD SERIES DESCRIPTION ‘BRIIFLY DESCRIBE THE TYFES OF INFORHATION/DOCUH!NTS/FORHS FOUND
INCLUDE THE PURFOSE OR FUNCTION OF THK 9821!8)

This series contains general records of food and equipment ordered and

Other materials might include but are not limited to:
Files on the purchasing and receiving of food and dietary equipment.

THE SERIES.

7. RECORD SERIES FORMAT(S)
¥ LETTER SiZE 0O MICROFILM

O LEGAL S1ZE 0O COMPUTER TAPE

O pounp Book O FLOPPY DISK
)
AUDIO TAPE 0O VIDEO TAPE

OTHER( SPECIFY)

8. RECORD SERIES SEQUENCE
X1 ALPHAEETICAL

O NUMERICAL

O CHRONOLOGICAL

0 GEoGRAPHICAL

0 OTHER(SPECIFY)

VOLUME

¥ FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
=R O OoTHER(SPECIFY)

18

NUM

10. ANNUAL ACCUMULAT ION

X FILE DRAWER(S])
O MICROFILM REEL(S)
O COMPUTER TAFE(S)

a dﬂiﬂﬂﬁEEﬂUﬂﬂ_____w‘

1. rFiLE 1S USED

8 palLy O wEEKLY

12.
O MONTHLY 3

FI1LE BECOMES
O MONTH(S)

INACTIVE AFTER
¥ YEAR(S)

——— = ——r

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

0 yvES ¥ NoO

14. 1S R.ECORD SERIES DUPLICATED ELSEWHERE?
f1r yEs, seEciFY saENCY OR OFFice)

15. ACCESS RESTRICTIONS a yYes

{ir yea, ciTe LAW({S) & rEGuLATION(S)

R NoO 16.

AUDIT REQUIREMENTS

f NoNE O STATE O FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1p vyRS.EXPLAIN
BRIEFLY ARD DESCRIBE ANY HARDIARE/BOFT!ARE)

0yes & nNno

18. RECOMMENDED RETENT JON

Retain for three (3) years, then destroy

1 NAME AND TITLE OF PREPARER 20.
Sandra Werther

Asst. Records Coordinator

461-0365

TELEPHONE NUMBER

21. DATE

7/15/91

DGS 3350-4 (REVISED 2/87)

~drT™




TISTRIKTICRIS --TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WI1TH RECORDS RETENTION SCHEDULE
(DGS 380-1)

DEFARTMENT OF GENERAL SERYICES
RECORDS MANAGEMENT DIVIS{ON
727% WATERLOCO ROAD
P.O. BaX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

pace 20 oF 41

{ . DEFARTMENT /AGENCY
S

DIViISION
Residential Facilities

2.

UNIT
Youth Correctional Facility

3.

A GROUP OF

RELATED RECORDS NOMRMALLY FILED

AND USED AS A UNIT FOR

DEFINITION-RECORD SERIES-
REFERENCE AS WELL AS RETENTION AND DISFOS]TION PURFOBES

5. EARLIEST YEAR/LATEST YEAR
1960 7o Present

4. RECORD SERIES TITLE
l General Maintenance Files

RECORD SERIES DESCRIPTION (BRIIFLY DESCRIBE THE TYPKES OF INFORMATJION/DOCUMENTS/FORMS FOUND
‘IN THE SERIES. INCLUDE THE PURFOSE OR FUNCTION OF THK SEFIES)

General maintenance files for huilding grounds and equipment are included
in this series. Records include but are not limited to the following:
Vehicle accident reports; building renovations; permits and licenses;
maintenance contracts; equipment information; inventory records;
correspondence and memos on maintenance; Fire Marshall reports; bid
documents; form letters; maps; toll tickets; time sheets; personnel
policies.

VOLUME
3@ FILE DRAWER(S)

O MICROFILM REEL(S)

48__ O COMPUTER TAPE(S)
NUMBER O oTHER(SPECIFY)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9.

@ LETTER SizE O MICROFILM B ALPHAEETICAL

O LEGAL sSi1zZE O COMFUTER TAPE 0 NUMERICAL

0 CHRONOLOGICAL

O pouiD BOOK O FLOPFY DISK
O VIDEO TAFE

(.
(SPECIFY)

a OGRAPHI CAL
cE ! ANNUAL ACCUMULAT ION

B FiLE DRAWER(S)

10.
0 OTHER({SPECIFY)
O MICROFILM REEL(S}
O COMPUTER TAPE(S)

0 oreER(SPECIEY) 1

| 1. piLe 1s used 12. FILE BECOMES INACTIVE AFTER

i B pAiLY 0 wEEKLY O MONTHLY 2 O MONTH(S) R YEAR(S)

! .

| 13. CURRENT LOCATION(S) (BLDG.,FLOCR,ROCM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
t

tir yes, sreciFry saency or orrice)

Any Youth Correctional Facility 0 yes O No

15. ACCESS RESTRICTIONS
(17 vms,

OYEsS P NO
ci1TE LAw(s) & rEauLaTiON(S]

16. AUDIT REQUIREMENTS

XNONE O STATE O FEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1r YES,EXPLAIN
BRIEFLY AND DESCRIBE ANY MHARDBARE/SOFTWARE )

.

18. RECOMMENDED RETENTION

Retain Records for five (5) years, then
destroy

O vyes & nNo

2. NAME AND TITLE OF PREPARER

andra Werther
Asst. Records Coordinator

DATE
7/15/91

20. TELEPHONE NUMEER

461-0365

21.

DGS 350-4 (REVISED 2/87)
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INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES, FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 380-1)

P.O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD

JESSUP, MARYLAND 20794 -

AGENCY RECORDS INVENTORY

BOX 273

Pace _21 or _41

1. DEFARTMENT /AGENCY
S

2. plvision

Residential Facilities

3. UNIT

Youth Correctional Facility

DEFINITION-RECORD SERIES.? 9ROUF

OF RELATED RECORDS NORMALLY FILED
REFERENCE AS WELL AS RETENTION AND DISPFROS

AND USED AS A UNIT FOR
1LTION PURFODER

4. RECORD SERIES TITLE

) Vehicle Records

8. EARLIEST YEAR/LATEST YEAR
1963 poPresent

4N THE SERIES.

vans, tractors and heavy equipment.
the following: Copies of titles and
vehicle service information,

for emission test, dates of purchase

6. RECORD SERIES DESCRIPTION ‘lRl‘PLY DESCRIBE THE TYPES OF INFOMT!ON/DOCWTS/'OM FOUND

This series contains documents used for information on cars,

repair invoices,

INCLUDKE THE PURPOSE OR FUNCTION OF THE BEFIES]

trucks, buses,
Records include but are not limited to
registration cards, bill of sales,
vehicle inspection reports
and disposal.

< o

7. RECORD SERIES FORMAT(S) 8.
H LETTER SiZE O MICROFILM

O LEGAL Si1zE O COMFUTER TAPE

0O pounD BOOK DO FLOPPY DISK

q!'uuno TAPE 0O VIDEO TAPE
OTHER( SPECIFY)

RECORD SERIES SEQUENCE
O ALPHAEETICAL

d nuvERICAL

O CHRONOLOGICAL,

O ceocrAPHICAL

O OTHER(SPECIFY)}

2. VOLLME

X FILE DRAWER(S)

O MICROFILM REEL(S)

B8 O COMPUTER TAPE(S)
NGMBER 0 oripp(sPECIFY)

10. ANNUAL ACCUMULAT ION
3@ FILE DRAWER(S)

QO MICROFILM REEL(S)

O COMPUTER TAPE(S)
0 orHER(SPECIFY) |

!Ill.
I
4

FILE IS USED

® palLy 0 ¥EEKLY O MONTHLY

12. FiLE BECOMES INACTIVE AFTER

6 O MONTH(S) & YEAR(S)

s

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

14. 15 RECORD SERIES DUPLICATED ELSEWHERE?

tir yes, srecirFy sraEncy or orrice)
0OvYEs R NO

15. ACCESS RESTRICTIONS g vyes 2 no
{ir yes, ciTe LaAW(S) & rEGULATION(S)

16. AUDIT REQUIREMENTS

X NoNE D STATE O FEDERAL 0O INDEPENDENT

1

Al

|

|

17, IS AN INDEX SYSTEM USED? (17 yYmB.E>PLAIN

BRIEFLY ARD DESCRIBE ANY HARDBARE/ SOFTWARE)

CYEs © noO

18. RECCMMENDED RETENT JON

Retain for one (1) year after the -
life of the vehicle, then destrdy
L ot ‘;"‘:ﬂ;p jf‘I

- et
- ar 4 2
AR L

AJ
T S

4
i

!
\
\
I
Y
:

!
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'm AND TITLE OF PREPARER 20,
Sandra Werther

Asst. Records Coordinator

461-0365

TELEPHONE NUMEER

. 4
21. DATE '

7/15/91 o
1 S R
: L -

W T

roi™
- -

'

DGS 330-4 (REVISED 2/87)
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INSTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES, FORWARD
¥WITH RECORDS RETENTION SCHEDULE
(DGS 3%50-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7273 WATERLOO ROAD
P.O. BaX 273
JESSUP, MARYLAND 207%4

PAGE 22 or 41

1. DEFARTMENT /AGENCY

@:os

2. DIVISION

Residential Facilities

UNIT
Youth Correctional Facility

3.

DEFINITION-RECORD SERIES-

A GROUP
REFERENCE AS WELL AS RETENTION ANO DiIsSProOs

OF RELATED RECORDS NORMALLY FILED

4. RECORD SERIES TITLE

' Blueprint File

ITION PURPOSES

AND USKD AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR
1960 1o Present

proposed buildings;

4N THE SERIES.

blueprints of

underground wires and pipes.

RECORD SERIES DESCRIPTION (BRIIFLY DESCRIBE THE TYPES OF INFOMTIOH/DOCWTS/FOM FOUND
INCLUDR TME PURPOSE OR FUNCTION OF THR SEFIES)

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

This
existing buildings;

RECORD SERIES FORMAT(S)
LETTER SIZE O MICROFILM

LEGAL SIZE U COMFUTER TAFE

D O o

BOUND BOOK U FLOPPY DISK

!"nNO'nut U VIDEO TAPE
OTHER( SPECIFY)

Full Size Blueprints

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
O NUMERICAL

0O CHRONOCLOGICAL,

9. VOLUME
O FILE DRAWER(S)
O MICROFILM REEL(S}
0 cOMPUTER TAPE(S)
NUMBE

OTHER( SPECIFY)
Bl@&print cabinet

0 GEoGRAPHICAL
¥ oTHER(SPECIFY)

Buildings & Renovations

ANNUAL ACCUMULAT JON

O FILE DRAWER(S)
iy

I'11. piee 15 usen

QO DALY T ¥EEKLY

=

12.

0 MONTHLY NOMEEY

FILE BECOMES INACTIVE AFTER
O MONTH(S)

O MICROFILM REEL(S)
BT8R TR
BIUED

O COMPUTER TAPE(S)
N/A

Q YEAR(S)

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

O vyEs QNO

14. I8 R:ECORD SERIES DUPLICATED ELSEWHERE?
fi1r yes, seeciry saEncy or orrice)

13. ACCESS RESTRICTIONS

Q yes
{ir vyes, cite taw(s) & rEGuLATION(S)

X NO 18.

AUDIT REQUIREMENTS

g NoNE O STATE O FEDERAL O INDEPENDENT

17.

. -

QYEsS ¥ NO

IS AN INDEX SYSTEM USED? {1 YS.=E):PLAIN
BRIEFLY AKD DESCRIBE ANY HARD!AHE/ SOFTWARE )

RECCMMENDED RETENT ION

Retain permanently; transfer
periodically to State Archives

AND TITLE ©OF PREPARER

19
‘I!Z:ZraVEmther

Asst. Records Coordinator

20. TELEPHONE NUMEER

461-0365

21. DATE

7/15/91

DGS 350-4 [REVISED 2/87)

1%,
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JNSTRYCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 880-1) -

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7273 WATERLOO ROAD
P.O. BoX 273
JESSUP, MARYLAND- 20794 - -~ - -

_PAGE _23 or __41

1, DEFARTMENT / AGENCY
S

2. DlIvisSion )

Residential Facilities

3. UNIT

Youth Correctional Facility

" DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS WELL AS

RETENTION AND DISPFOS

4. RECORD SERIES TITLE

i Work Order Files

AND USED AS A UNIT FOR
ITION PURPOSESR

5. EARLIEST YEAR/LATEST YEAR

1986 __ To Presept

This record
maintenance
may include
grounds and

but is not
vehicles.

RECORD SERIES DESCRIPTION (BRIIFLY DESCRIBKE THE TYPES OF INFOMTION/DOCWTIIFOM FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THK llP‘!!S)

FHE SERIES.

series contains copies of work orders completed by the
department for future use in building maintenance.
limited to completed work orders for all

The file
buildings,

RECORD SERIES FORMAT(S)
LETTER SIZE O MICROFILM

LEGAL SI1ZE 0O COMFUTER TAPE

o o a

BOUND BOOK O FLOPPY DISK
10 TAPE 0O VIDEO TAPE

& OTHER( SPECIFY) 8%X5%

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
0O NUMERICAL

O cHRONOLOGICAL

9. VOLUME

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

12

NUMBER

0 GEOGRAPHICAL

X OTHER(SPECIFY)

By Building & Vehicle

10. ANNUAL ACCUMULATION

¥ FiLE DRAWER(S)
O MICROFILM REEL{S)
0 COMPUTER TAPE(S)

O OTHER(SPECIEY) |

1. FiLE 1S USED

X pAlLY 0 wEEKLY

12.
O mMoNTHLY

FILE BECOMES INACTIVE AFTER

34 O MONTH(S)

B YEAR(S)

-

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

Any Youth Correctional Facility

14.

OvYEs R NO

IS RECORD SERIES DUPLICATED ELSEWHERE?
t1r vEs, sPECiFY raEnNcY OR oOFFicE)

1S. ACCESS RESTRICTIONS OYES § no 16. AUDIT REQUIREMENTS
(1r yEs, ciTe Law(s) & rEauLATiON(S)
ONONE B STATE O FEDERAL O INDEPENDENT
17. 1S AN INDEX SYSTEM USED? :
(1 ves.exriamn 18. RECOMMENDED RETENTION

BRIEFLY AND DESCRIBE ANY HARDWARE/ SOFTWARE)

DYES R nNo

Retain for four (4) years, then destroy

u.'gwslwn11n£<m’nummim
andra Werther

Asst. Records Coordinator

20. TELEPHONE NUMEER

461-0365

21. DATE

7/15/91

DGS 330-4 (REVISED 2/87)
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MISTRUGCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
¥1TH RECORDS RETENTION SCHEDULE
(DGS s80-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BoX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Pace 24 or _41

1, DEFARTMENT /AGENCY
‘HS .

2. DIVISION

Residential Facilities

3. WNIT

Youth Correctional Facility

- DEFINITION-RECORD SERIES-? 97OUF

OF RELATED RECORDS NORMALLY FILED

REFERENCE AS WELL AS RETENTION ANO DISPOS

4. RECORD SERIES TITLE

t Mileage Form Files

AND USED AS A UNIT FOR
1TION PURFOSES

5. EARLTEST YEAR/LATEST YEAR
1986 ~yoPresent

6. RECORD SERIES DESCRIPTION |{
‘IN

BRIKFLY DESCRIAE THE TYPES OF INFOR‘IATION/DOCMNTS/FOM FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THE 8!!.’1!81
This series contains copies of all mileage forms filed with the Department
of Budget and Fiscal Planning for future reference as required.
include but are not limited to the following:

mileage forms, vehicle acquisition and disposal reports, correspondence and
memos regarding vehicles.

THE SERIES,

Copies of all monthly

Records

7. RECORD SERIES FORMAT(S)

8.

RECORD SERIES SEQUENCE 9. VOLUME
& LETTER SI1ZE O MICROFILM O ALPHAEETICAL H FILE DRAWER(S)
O MICROFILM REEL(S)
O LEGAL SI1ZE 0 COMFUTER TAPE D NUMERICAL D COMPUTER TAPE(S)
NWBEE o
O BOUND BOOK O FLOPPY DISK ® CHRONOLOGICAL . D OTHER(SPECIFY)
10 TAPE 0O VIDEO TAPE O GEOGRAPHICAL
o 10. ANNUAL ACCUMULAT 10N
0 OTHER(SPECIFY) O OTHER(SPECIFY) % FILE DRAWER(S)
O MICROFILM REEL(S)
RGKMBER U COMPUTER TAPE(S)
- O ormER(sPECIFY) |
g 1. piLE 1S UsED 12. FILE BECOMES INACTIVE AFTER
L O palLy O WEEKLY X MONTHLY e 0O MONTH(S) ® YEAR(S)

——

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

8 yEs O nNo

14, 18 R'ECORD SERIES DUPLICATED ELSEWHERE?
fi1® yes, sPeciry saENCY OR OFFICE)

Dept. of Budget and Fiscal

13. ACCESS RESTRICTIONS

O yES
(1" vea, cite Law{s] & recuLaTION(S)

8 No 16.

AUDIT REQUIREMENTS

0O NONE @ STATE 0O FEDERAL O INDEPENDENT

- |
DIl lILITS

17. 1S AN INDEX SYSTEM USED? (i vxs.=E>PLAIN
BREIEFLY AND GHESCRIRE ANY HARDWARE/SOFTWARE )

Ovyes ® NO

Retain for

RECOMMENDED RETENT ]ON

five (5) years,.then-destroy
RIS Y
ST A s e ks
3 -~ F “

L1
1
¢ B
1
p

l‘ll:uz AND TITLE OF PREPARER
andra Werther

Asst. Records Coordinator

20. TELEPHONE NUMBER

461-0365

21. DATE
7/15/91 e 2

DGS 5350-4 (REVISED 2/87)




INSTRUCTICMS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES

SEPARATE FORM FOR EACH NEYW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7273 WATERLOO ROAD
WITH RECORDS RETENTION SCHEDULE P.O. BOX 278 25 41
(DGS 880-1) JESSUP, MARYLAND 20794 PAcE orF
1. DEFARTMENT/AGENCY 2. DIVISION 3. UNIT
_‘Js Residential Facilities Youth Correctional Facility

DEF INIT1ON -RECORD iﬁlES'A GROUP OF RELATED RECORDS NORMALLY FILSD AND USED AS A UNIT FOR
REFERFENCE AS WELL AS RETENTION AND DISPOSITION PURPOSEN

4. RECORD SERIES TITLE ) $. EARLIEST YEAR/LATEST YEAR
' Time Keeping 1987 T0 Present
' P RECORD SERIES DESCRIPTION (BRIIPLY DESCRIBE THE TYPES OF INFOMTION/DOCWTS/FOM FOUND
‘tN FTHE SERIES. INCLUDE THE PURPOBE QR FUNCTION OF THE B!F.’!!S]
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. RECORD SERIES FORMAT|S) 8. RECORD SERIES SEQUENCE 9. VOLUME
& LETTER S1zE U MICROFILM R ALPHAEETICAL @ FILE DRAWER(S]
0O MICROFILM REEL(S)
0 LEGAL, SIZE 0O COMFUTER TAPE 0 NUMERICAL 0 COMPUTER TAFRE(S)
NUMBE
O pouND BOOK O FLOPPY DISK 0 CHRONOLOGICAL, . B OTHER(SPECIFY)
10 TAPE 0O VIDEO TAPE O GEOGRAPHICAL
g'!:;a T o ! 10. ANMUAL ACCUMULAT iON
(SPECIFY) O OTHER(SPECIFY) % FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S|}
O oTHER(SPECIEYY |
! 1. piLE 1S usED 12. FILE BECOMES INACTIVE AFTER
! ? DAILY 0 wEEKLY O MONTHLY Remain active O MonTH(S) 0 YEAR(S)
' RONBER
! 13. CURRENT LOCATION(S) (ELDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
' Any Youth Correctional Facility ti1® vyES, sPEciFrY sroEncY oR oOrrice)
! R YES O No DJS Headquarters
15. ACCESS RESTRICTIONS M yYes OnNo 16. AUDIT REQUIREMENTS
{1r yes, ciTe LAN(3) & rEGULATION(S)
COMAR Title 06, Chapter 04 0O NoNE 8 STATE O FEDERAL O INDEPENDENT

17, IS AN INDEX SYSTEM USED? {I1r YRS.EXPLAIN

18. RECONMMENDED RETENT JON
BRIEFLY AND DESCRIBE ANY HARDWUARE./SOFTWARE )

Retain for five (5) years or untii

QYEs B NoO . audited, whichever is sooner, then
destroy.
xs‘.ma AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE N
andra Werther 461-0365 7/15/91
Asst. Records Coordinator

DGS $30-4 (REVISED 2/87)
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JNSTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

DEFARTMENT OF GENERAL SCRVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

REVISED RECORD SERIES. FORWARD 72785 WATERLOO ROAD
WITH RECORDS RETENTION SCHEDULE P.O. BOX 273 41
PAGE 20 oF
(DGS 380-1) JESSUP, MARYLAND 20794
DEFARTMENT [ AGENCY 2. pDivision 3. WNIT _ o
DJs Residential Facilities Youth Correctional Facility

DEFINITION-RECORD SERIES-? 27OUYP

OF RELATED RECORDS NORMALLY WNILED
REFERENCE AS RELL AS RETENTION AND DIiSsPros

.

4, RECORD SERIES TITLE
. Principal's Files

AND USED AB A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR

) 1972 ¢ Present

education program;
students'

policies;

educational records;
data and budgetary and purchasing information;
state and federal projects.

THE SERIES. INCLUDRE THE

budgetary and

gen

8. RECORD SERIES DESCRIPT ION (DRIIFLY DESCRIBE THE TYPES OF INFOMTION/DOCMNTS/FOM FOUND

PURPOSE OR FUNCTION OF THE SEFIES)

This series incorporates all documentation and correspondence regarding the
funding sources;
Other materials that my be included but not limited to are:
program results involving achievement test

program management.
cumulative

eral program procedures;

7. RECORD SERIES FORMAT(S)
X LETTER SIZE D MICROFILM

0O LEGAL S1ZE 0O COMFUTER TAPE

0 pounp BOOK O FLOPPY DISK

‘IrmMO'nwz C VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
B ALPHAEETICAL

O NUMERICAL

¥ CHRONOLOGICAL

0 GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

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

75
NUMBER

10. ANNUAL ACCUMULAT ION

¥ FILE DRAWER(S)
40 O MICROFILM REEL(S)
RGREPR 0 COMPUTER TAPE(S)
C OTHER(SPECIFY)

1. giLE 1S USED

12.

FILE BECOMES INACTIVE AFTER

| X pAILY O WEEKLY O MONTHLY m”';!“. O MONTH(S) R YEAR(S)
— )
| 13. CURRENT LOCATION(S) {BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
' Any Youth Correctional Facility t1r vyEs, sPECIFY raENCY OR OFFICE)
! OYEs R NO
15. ACCESS RESTRICTIONS XYES OnNo 16. AUDIT REGQUIREMENTS
(lr YE ITE .LAW
ated ' &8dE o‘f’blary 'ﬂ‘t’b\ft“és’ 0 NonE O RAL @ ENDE
Jud1c1a1 Proceedings, Sectlon 828 N STATE % FEDE INDEP NT
17. IS AN INDEX SYSTEM USED? (1r yYRS.=E)XPLAIN

BREIEFLY AND DESCRIBE ANY HARDBARE/SOFTWARE )

OYES ® nNoO

destroy

RECCMMENDED RETENT ION

Retain for ten (10) years and then

AND TITLE OF PREPARER
Sandra Werther
Asst. Records Coordinator

20. TELEPHONE NUMEER

461-0365

21. DATE

7/15/9;

DGS 330-4 (REVISED 2/87)
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S IRUC T IS -~ TYPE OR PRINT A DEFARTMENT OF GEMNERAL SERVICES

SZPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7278 WATERLOO RQAD
WITH RECORDS RETENTION SCHEDULE P.0. BOX 273 27 41
(DGS 380-1) JESSUP, MARYLAND 20794 PAGE or
1. DEFARTMENT/AGENCY 2. pDIvISIOoN 3. UNIT
DJS ) Residential Facilities Youth Correctional Facility

- BEFINITION-RECORD ﬁRlESOA GROUF OF RELATED RECORDS NORMALLY FILED ANG USED AS A UNIT FOR

RAEFERENCE AS WELL AS RETENTION AND DISPROSITI{ON PURFOBER

4. RECORD SERIES TITLE 3. EARLIEST YEAR/LATEST YEAR

1987 +¢o Present

Speech/language Files

'

8. RECORD SERIES DESCRIFT ION (IRIIFLY DEXSCRIAK THE TYPES OF INFORMATION/DOCWTS/NM FOUND

‘tN FTHE SERIES, . INCLUDE THME PURPOSE OR FUNCTION OF THR sxmzs)

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) 8. RECORD SERIES SEQUENCE 9. VOLUME
® LETTER SIZE O MICROFILM H ALPHAEETICAL ¥ FILE DRAWER(S]
0 MICROFILM REEL(S)
O LEGAL SIZE O CCMFUTER TAPE O NUMERICAL 28 0 COMPUTER TAPE(S)
um O OTHER(SPECIFY)
0 pounD BOOK O FLOPPY DISK 0 CHRONOLOGICAL .
1o T o o a
u::k APE VIDEO TAPE GEOCRAPHICAL 10. ANNUAL ACCUMULAT 10N
(SPECIFY) O GTHER(SPECIFY) ¥ FILE DRAWER(S)
O MICROFILM REEL(S)
0 COMPUTER TAPE(S)
O ommER(SPECIEY) |
1. riLE 1S USED ) 12. FiLE BECOMES INACTIVE AFTER
KN paiLy O wWEEKLY O MONTHLY =) O MONTH(S) ¥ year(s)
_RURBER
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSE¥WHERE?
Any Youth Correctional Facility tir vyes, sreciry raenxcy or orrice)

B YES 0O No Youth Records

15. ACCESS RESTRICTIONS X YEs O No 16. AUDIT REQUIREMENTS
{1r yes, c1T .
Annotated Cxoé‘é‘ 'cgf )Mary a gﬁﬁ"&ﬁémlal

O NONE O STATE W FEDERAL D INDEPENDENT
Proceedings Section 3-82

17. IS AN INDEX SYSTEM USED? {1r yrS.E}PLAIN

18, RECCMMENDED RETENT ION
BRIEFLY AND DESCRIBE ANY HARDBARE/SOFTWARE )

OyeEs ¥ wno Retain for five (5) years followmg al
youth's release, or until: ‘theerz é,t {
birthday, whychever -is soore’s then 4
destroy. . .
r\ ot Lo :
L
19 AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE,
andra Werther 461-0365 7/15/91 .
Asst. Records Coordinator oo Y ’

DGS 350-4 (REVISED 2/87})




ans [ DEFARTMENT OF GENERAL SERVICES
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISioN AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 72785 WATERLOO ROAD
¥WITH RECORDS RETENTION SCHEDULE P.O. BOX 273 g
(DGS s80-1) JESSUP, MARYLAND 20794 PAGE oF 4l
1. DEFARTMENT/AGENCY 2. DIVISION 3. UNIT
DJS : Residential Facilities Youth Correctional Facility |
) INITION-RECORD SERIESOA GROUP OF ARELATED RECORDS NORMALLY FILED AND USED AS A UNIT FONR
REFERENCE AS WELL AS RETENTION AND DISPOS|TICN PURPOSESR
4. RECORD SERIES TITLE ’ ) 8. EARLIEST YEAR/LATEST YEAR
' Administrative File for Education Program 1980_ to Present

5. RECORD SERIES DESCRIPTION (anltn.'r DESCRIBE THE TYPES OF INFORMATION/DGCUMENTS/FORMSE FOUND
‘IN FHE SERIES. s INCLUDE THE PURPOSE OR FUNCTION OF THK SEFIES )

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) 8. RECORD SERIES SEGUENCE 9. VOLUME )
R LETTER SIZE U MICROFILM £ ALPHAEETICAL R FILE DRAWER(S)
O MICROFILM REEL(S)
0 LEGAL S12E O COMFUTER TAPE 0 NUMERICAL 60 0 COMPUTER TAPE(S)
NU'MB!E
@ BOUND BOOK U FLOPPY DISK ¥ CHRONOLOGICAL 36 Bonr | SPECIFY]
o 10 TAPE 0O VIDEO TAPE O GEOGRAPHICAL
‘: ! 10. ANNUAL ACCUMULAT ION
(SPECIFY) O OTHER(SPECIFY) ¥ FILE DRAWER(S)
O MICROF ILM REEL(S)
U COMPUTER TAPE(S)
O OTHER(SPECIEY)
11 pe 1S usep : 12. FILE BECOMES INACTIVE AFTER
X pAlLY O wEEKLY O MONTHLY N'UbgL O MoNTH(S) R YEAR(S)

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

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

tir ye=s, sreciry raency or orrice)

X yEs O no DJS Headquarters; Youth Records;
?CL aUu.ucl Filc

1S. ACCESS RESTRICTIONS ® YES 0O nNo 16. AUDIT REQUIREMENTS

-

{1r yes, ci1Te_LAW[S8) & rEGyLATION(S)
Annotated Code oé Ma fan an Jualcial ONonNE O ENDENT
Proceedings, Sectionr§—828 N STATE @ FEDERAL [ INDEP

17. 1S AN INDEX SYSTEM USED? (17 ys.m2PLAIN

18. C
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE ) RECOMMENDED RETENT 10N

Oyes Q@ No Retain for five (5) years, then destroy

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
.;andra Werther 461-0365 7/15/91
Asst. Records Coordinator

DGS 330-4 (REVISED 2/87)

R e R - e e e a2 At st it e s v e FIW Y e S e STEIN P A TIPSV S S ST e TR S ’.‘iﬁ—;.;’?ﬁ"l"v""@ x s




TESTRCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY¥W OR

REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENT ION SCHEDULE
(DGS 380-1)

P.0Q.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO RQAD

BOX 2738
JESSUP, MARYLAND 20794

]
AGENCY RECORDS INVENTORY

PAGE 29 oF 41

1 . DEFARTMENT /AGENCY 2.

I'I.A?JS

Dlvisicn

Residential Facilities

3. wNIT
Youth Correctional Facility

DEFINITION -RECORD SERIES-A OROUP OF RELATED RECOROS NORMALLY FILED
REFERENCE AS WELL AS RETENTION ANO DISPOS|TION PURFONESN

AND USED AS A UNIT PFOR

r;.ascxm SERIES TITLE
' Regular Educational Files

5. EARLIEST YEAR/LATEST YEAR
1980 1o Present

AN THE SERIES.

lesson plan books; test scores;
individual work folder;
courses);
reports;

material;

transcripts;
correspondence;

6. RECORD SERIES DESCRIPTION (DRIIFLY DESCRIBE THE TYPER OF INFOMTION/DOCWTB/NM FOUND

This series contains all materials related to youth in the reqular
educational program while attending a residential facility.
include but is not limited to the following:
inventory of school supplies;
teacher evaluations;
educational progress reports;
educational management plan forms;
classroom contracts;

IHCLUDKE THE PURPOSE OR FUNCTION OW THE 8!’!1!8)

The record may
daily logs;
teachers
tapes (student records,
attendance
teacher resource
face sheet; youth contracts.

Roll books;

computer reports;

7. RECORD SERIES FORMAT(S) 8.
N LETTER SIZE O MICROFILM
0 LEGAL SIZE 0O COMFUTER TAFPE

C BoND BOOK O FLOPPY DISK
ALUDIO TAPE O VIDEO TAPE
OTHER( SPECIFY)

RECORD SERIES SEQUENCE 9.
O ALPHAEETICAL
X NUMERICAL
X CHRONOLOG I CAL,
O GEOGRAPHICAL

U OTHER(SPECIFY)

VOLUME
£ FILE DRAWER(S)
460 O MICROFILM REEL(S)

2 COMPUTER TAPE(S)
"”"B‘# O OTHER(SPECIFY)

ANNUAL ACCUMULAT ION
¥ FILE DRAWER(S)
O MICROFILM REEL(S)

10.

RUKEER § COMPUTER ﬂUE(S)(Z){
8 orHER(SPECIFY)

~
[
.

FILE IS USED

X pAlLY 0 wEEKLY O MONTHLY

12. FILE BECOMES INACTIVE AFTER

E O MONTH(S) B YEAR(S)

. —— o r—

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

14. 1S RECORD SERIES DUPLICATED ELSE¥WHERE?

tir yes, spEciFry saEncY or orFrice)
Xyes 0O No

15. ACCESS RESTRICTIONS ® YES g No

Annoeates E%da"a‘f,h:r;f;ﬁa;;ag"jaaicial

Proceedings, Section ~3-82

16. AUDIT REQUIREMENTS

ONeNE X STATE D FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1r yRS.EXPLAIN
BRIEFLY AND DESCRIBRE ANY HARDRARE./SOFTHRARE)

O YES §& nNo

18. RECOMMENDED RETENT ION

Retain roll books (student attendance)
for fourteen (14) years, then dest;oy

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

1 NAME, AND TITLE OF PREPARER

Sandra Werther
Asst. Records Coordinator

20.
461-0365

TELEPHONE NUMEER

DATE
7/15/91

21.

DGS 3550-4 (REVISED 2/87)
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SEPARATE FORM FOR EACH NEW OR

CEFRAL SERVICES
RECORDS MANAGEMENT DIVISION

T T I Il NE Wl

AGENCY RECORDS INVENTORY

REVISED RECORD SERIES. FORWARD 7275 WATERLOO ROAD
WITH RECORDS RETENTION SCHEDULE P.O. BOX 273
- 27 pace 30 orF 41
(DGS 380-1) JESSUP, MARYLAND 20794
1. DEFARTMENT/AGENCY 2. DIVISION 3. T

Residential Facilities

Youth Correctional Facility

DJS :
‘l!ﬂurnoudmcmu:smuss-

A GROUPF OF RELATHED RECORDS NGOGMRMALLY FILED
REFERENCE AS WELL AS RETENTION ANO Dispas

RECORD SERIES TITLE
| Special Education Files

1T1ON PURFOIES

8. EARLIEST YEAR/LATEST YEAR
1986

!
|
|
AND USED AS A UNIT PFOR }

To Present

RECORD SERIES

This series
Educational
include but
tracking sheet;
educational assessment;
public school records;
progress notes;
report;

‘tN ‘FHE SERIES.

consentual forms;
Maryland Student Transfer Records;
related correspondence;
ARD notices and summaries.

BRIK DES B 8 © NFOQ Do o o
DESCRIPT ION ( LY CRIBE THE TYP ol | RMATION/ CWTB/ RS FOUN
INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES ]

contains all materials related to youth in the Special
Program while attending a residential facility.
is not limited to the following:
SSIS form;

IEP; ARD minutes;

Face sheets;
psychological report;
screening forms;

copies of blank forms;

The record may
review records;

social history;
report card;
statistical

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLWME :
X LETTER SIZE O MICROFILM # ALPHAEETICAL 4 FILE DRA¥ER(S)
O MICROFILM REEL(S)
0 LEcAL s1z= O COMFUTER TAPE 0 NUMERICAL 2 0 COMPUTER TAPE(S)
NUMBE
O BounD BOOK O FLOPPY DIsK O CHRONOLOGICAL 0 OTHER(SPECIFY)
1o o a
AUDIO TAPE VIDEO TAPE GEOGRAPHICAL 10. ANNUAL ACCLMULAT ION
.OTI-ER(SPECIFY) O oTHER(SPECIFY) £ FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
O oyHER(SPeECcIEY)
! 1. piLE 1S usED 12. FILE BECOMES INACTIVE AFTER
, X palLY U WEEKLY O MONTHLY @Eﬂ‘ O MONTH(S) a0 YEAR(S)
; } !
! 13. CURRENT LOCATION(S] (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSE¥WHERE? !
‘ Any Youth Correctional Facility fir yes, srEciry raEeney or orricx)
i T 9 YES ¥ No
1S. ACCESS RESTRICTIONS XYES O nNo 18. AUDIT REGQUIREMENTS
(1F yz3, ciTe LAR{S) & rEGuLATION(S)

COMAR 94-142

O NoNE B STATE P FEDERAL O INDEPENDENT

17, IS AN INDEX SYSTEM USED? (1r YR3,E)XPLAIN
BRIEFLY AND DESCR{BE ANY HARDNARE/SOFTWARE )

QYEsS & NO

18.

RECOMMENDED RETENT ION

Records retained for five - (5),years
following a student's reiease ot”

21st birthday,
then destroy. )

M’""
%% 1

o

whmcheverAJs sooner,

1

19. NAME AND TITLE OF PREPARER

Sandra Werther
Asst. Records Coordinator

20. TELEPHONE NUMBER

461-0365

1 2 1

21. DATE ‘~,:v"
7/15/9\]'- .‘m\“.\ ! ’

DGS 330-4 (REVISED 2/87)




R RS AS R R ILIs-~1IPE OR PRINT A DEFARTMENT OF GENERAL SERVICES I(
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY |
REVISED RECORD SERIES. FORWARD 7278 WATERLOO RQAD
¥ITH RECORDS RETENTION SCHEDULE P.O. BOX 275 pacz 31 or 41
{DGS 3B0-1) JESSUP, MARYLAND 20794
1. DEFARTMENT/AGENCY 2. DIVISION 1. WT

DJs : ‘ Residential Facilities Youth Correctional Facility

»n
DEF INIT1CN - RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FILED AND USKED AS A UNIT FO
REFERFENCE AS WELL AS RETENTION AND DISFOSITION PFPURPONNSN

4. RECORD SERIES TITLE ) 5. EARLIEST YEAR/LATEST YEAR
Educational General Files 1986 __ To Present
5. RECORD SERIES DESCRIPTION (BRIIFL? DESCRIBRE THE TYPEs OF lNFOMTION/DOCUH!NTB/FOm PFOUND
‘tN FTHE SERIJES. , INCLUDR THE PURPOSE OR FUNCTION OF THEK SEFIES)

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.

Judicial Proceedings,” Section 3-828

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEGUENCE 9. VOLUME
X LETTER SIZE O MICROFILM O ALPHAEETICAL 0 FILE DRAWER(S)
O MICROFILM REEL(S)
0 LEGAL Si1ZE O COMFUTER TAPE O NUMERICAL 13 o cemPuTER TAPE|(S)
NUMBER  oryrp(SPECIFY)
0 pounD BOOK O FLOPPY DISK 0 CHRONOLOGICAL .
‘umo TAPE 0 VIDEO TAPE 0 GEOCGRAPHICAL 10. ANNUAL ACCUMULAT ION
OTHER( SPECIFY) R oTHER(SPECIFY} X FILE DRAWER(S])
0 MICROFILM REEL(S)
Per Category O COMPUTER TAPE(S) :
O _OTHER({SPECIEY) .
I 11 pite 1s wseED ) 12. plLE BECOMES INACTIVE AFTER
{
| 2 pAalLY O wWEEKLY O MONTHLY RO O MONTH(S) 2 YEAR(S)
r . '
| 13. CURRENT LOCATION(S) {BLDG.,FLOOR,ROOM) 14. 15 RECORD SERIES DUPLICATED ELSEWHERE? t
J . . .
Any Youth Correctional Facility tir ves, sreciry sraEncy or orrice)
O vyes @ NO
i
13. ACCESS RESTRICTIONS gYES OnNo 16. AUDIT REQUIREMENTS
(17 vms 1TE LAm(s) & rmau 1on(s)
Annotated Code. of Maryfanc'i"\ dourts and O NoNE X STATE K FEDERAL 0 |NDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1¥ YRS.EPLAIN

18. RECOMMENDED RETENT ION
BRIEFLY AND DESCRIBE ANY HARDRARE/SOFTWARE ) —

Retain for five (5) years after a
) youth is released or 2lst birthday, .,
whichever is sooner, then destroy.

0 vyes & nNoO

Keep forms unctil no longer needed

Ny .

H NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE

Sandra Werther 461-0365 7/15/91
Asst. Records Coordinator

DGS 530-4 (REVISED 2/87)
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INSTRUGTIGNS--TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES

SEPARATE FORM FOR EACH NEW OR RECORDS MAMNAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7273 WATERLOGQ RQAD

¥WITH RECORDS RETENTION SCHEDULE P.O. BaX 2753 pace 32 or 41

(oGS 350-1) JESSUP, MARYLAND 20794 —— s—

DEFARTMENT [ AGENCY 2. DivisSioN 3, uNIT . L
‘DJS . Residential Facilities Youth Correctional Facility

DEFINITION -RECORD SERIES.” OROUP OF AELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION ANO DISPOS|TION PURFOAESM

e

4. RECORD SERIES TITLE 8. EARLIEST YEAR/LATEST YEAR
Educational Budget Files 1990 ToPresent

8. RECORD SERIES DESCRIPTION (BHIIFLY DEBCRIBE THE TYPES OF lHFORﬂATQON/DOCUH!NTSIFORNS FOUNMD
‘IN FHE SERIES. INCLUDE TME PURPOSE OR FUNCTION OF THK '8!1!!)

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) 8. RECORD SERIES SEGUENCE 9. VOLUME
O LETTER Si1ZzE O MICROFILM @ ALPHABETICAL X FILE DRA¥ER(S)
O MICROFILM REEL(S}
§{ LEGAL SIZE QO COMFUTER TAPE O NUMERICAL 4 O COMPUTER TAFE(S]
NUMBER g oTHER(SPECIFY)
0 pounD BooK O FLOPPY DISK 0 CHRONOLOGICAL .
{.'pJMO'nw: O VIDEO TAPE O GEOGRAPHICAL

10. ANNUAL ACCUMULAT ION

0 OTHER(SPECIFY) 0 OTHER(SPECIFY) ¥ FILE DRAYER(S]
4 O MICROFILM REEL(S)
RGWBER U COMPUTER TAPE(S) i
O oTHER(SPECIFYY ‘
| 11+ rite 1s usep ' 12. FILE BECOMES INACTIVE AFTER
X DAILY 0 wEEKLY O MONTHLY S O MONTH(S) B YEAR(S)
1]
b RUNBEN
i . H
| 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

Any Youth Correctional Facility t1r yes, sreciry sraEncy or orrice)

O YEsS R NO

15. ACCESS RESTRICTIONS O YEs B NO 16, AUDIT REQUIREMENTS
(tr yes, ci17vx Law(s) & rEaQuLATION(S)

Y NenE O STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1w YRS.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDIARE/BOFTIARS)

.

OYes & nNoO

18. RECCMMENDED RETENT ION

Retain for five (5) years, then destroy

! AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE

Sandra Werther 461-0365 7/15/91
Asst. Records Coordinator

DGS 330-4 (REVISED 2/87)
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e = - - ——— - - g




INSTRUCTIONS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 380-1)

P.O.

— |

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO RQAD
BQX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

1. DEFARTMENT/AGENCY

.JlI[PJS

2. DIVISION

Residential Facilities

3. WIT
Youth Correctional Facility

|
PAGE 33 _or _4l !
|
|

DEF INITION -RECORD ﬁRlES-A GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS WELL AS RETENTION AND DISPFOS]ITION PURPOSKEXR

AND USED AS A UNIT FOR

4. RECORD SERIES TITLE

On-Site Audits and Monitoring and Evaluations

3. EARLIEST YEAR/LATEST YEAR
1986 g Present

THE SERIES.

MSDE audits and evaluations.

8. RECORD SERIES DESCRIPTION (BRIIFLY DEBCRIBE THE TYPES OF INPOMTION/DOCWT!/POM FOUND

The series consists of information and data resulting from the ECIA and
The materials
ECIA On-Site Audits and Maryland State Department of Education Special
Education Monitoring and Evaluations, and Special Education Audits.

JINCLUDE THE PURPOSE OR FUNCTION OF THK l!P‘l!Sl

include but are not limited to

'| 7. RECORD SERIES FORMAT(S) 8.
¥ LETTER S1ZE U MICROFILM

stcm_sxz: O COMFUTER TAPE 0 NUMERICAL

0 pounD BOOK 0O FLOPPY DISK
10 TAPE 0 VIDEO TAPE
0 OTHER(SPECIFY)

RECORD SERIES SEQUENCE 9.

0 ALPHAEETICAL

0 CHRONOLOGICAL,
O GEOGRAPHICAL

® OTHER(SPECIFY)

by Subject Category

VOLUME
@ FILE DRAWER(S)
O MICROFILM REEL(S)
6 O COMPUTER TAPE(S)
NUNBER § orppp(sPECIFY)

10, ANNUAL ACCUMULAT ION

¥ FILE DRAWER(S]
O MICROFILM REEL(S)

mn%zwtlcmmantn TAPE(S) i

O orHER(SPECIEY)

I 11e pite 1s usen

R palLy 0 wEEKLY O MONTHLY

12. FILE BECOMES INACTIVE AFTER

: O MONTH(S) ¥ yEAR(S)

;

BRIEFLY AND DESCRIBR ANY HARDIARE, BOFTHWARE }

- -

CYEs ® No

! 13, CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
' ) o ti1r yEs, sreciry saEncy or oFFicE)
i Any Youth Correctional Facility 0 vyes O no

13. ACCESS RESTRICTIONS QyEs § NoO 16. AUDIT REQUIREMENTS

(1r ys, ciTe taw({s) & recuLaTiON(S)
R NoNE O STATE O FEDERAL O INDEPENDENT
17. IS AN INDEX SYSTEM USED? :
(1P yes.rLain 18. RECOMMENDED RETENT ION

ez, 25

4 ,:M \;;:g’_}j%

H

Retain for five (5) years, then destroy\

) 3

3

usz AND TITLE OF PREPARER 20.
andra Werther

Asst. Records Coordinator

461-0365

TELEPHONE NUMEBER

DATE ’ o
7/15/91 o

21.

-~

DGS 550-4 (REVISED 2/87)
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-

JHSTRUSTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW COR

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTOQRY

REVISED RECORD SERIES. FORWARD 7275 WATERLOO ROAD
WITH RECORDS RETENTION SCHEDULE P.0. BOX 27%
Pace 34 or 41
(DGS 550-1) JESSUP, MARYLAND 20794
1. DEFARTMENT/AGENCY 2. DIVISioN 3. WNIT

DJS

Residential Facilities

Youth Correctional Facility

A GROUP OF RELATHED RECODRDS NORMALLY FlLED
REFERENCE AS WELL AS RETENTION AND DisPros

PEFINITION-RECORD SERIES-~

d

4. RECORD SERIES TITLE

' Graphic Arts Work Sheets

ITION PURFOAES

AND USED AS A UNIT PFOR

5. EARLIEST YEAR/LATEST YEAR
1990 ro Present

6. RECORD StRIES DESCRIPTION (BRIIF’LY DEBSCRIBE THE TYPES OF INFOMTION/DOCWTS/NM FOUND
INCLUDE THE PURPCSE OR FUNCTION OF THK SEFIES)

This series contains student work sheets from the graphic arts text book.

THE SERIES.

Other materials may include but not be limited to are: completed
contracts, lesson plans and worksheets.
J
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME

O LETTER S1zE O MICROFILM
 LEGAL S1zE 0O COMFUTER TAPE

O pounD BOOK O FLOPPY DISK
AUDIO TAPE 0O VIDEO TAPE

D oTHER(SPECIFY)

O ALPHAEETICAL
0 NUMERICAL

 CHRONOLOGICAL

% FILE DRAWER(S)

O MICROFILM REEL(S)

8 0 COMPUTER TAPE(S)
NUMEER 0§ orppp(sPECIFY)

0 GEOGRAPHICAL

O OTHER(SPECIFY)

ANNUAL ACCUMULAT I1ON
R FILE DRAWER(S]
0 MICROFILM REEL(S)
ﬁmﬁzwilcmwantn TAPE(S) :
c:anﬁsLsauuzzL_____

10.

:
it
1
[

Any Youth Correctional Facility

1. FiLE 1S UsED 12. piLE BECOMES INACTIVE AFTER
; R DAILY O WEEKLY O MONTHLY o) O MONTH(S) B YEAR(S)
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

fir yes,
O YES 0 No

SPECIFY 2GENCY OR OFFicE)

13, ACCESS RESTRICTIONS
{1r vyes,

0O YEs
ci1te tan(s) & rEcuLATiON(S)

¥ No

16. AUDIT REQUIREMENTS

ONeNE §® STATE R FEPERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED? {1y YRS.EXPLAIN
BRIEFLY AKD DESCRIBE ANY HARDEARE/SOFTRARE )

CYEsS X NO

RECCMMENDED RETENT ION

Retain for five (5) years, then destroy

NAME. AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Sandra Werther 461-0365 7/15/91
Asst. Records Coordinator
DGS 3550-4 (REVISED 2/87)
. ’ o . 3 .
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INSTRYCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

(DGS 380-1)

WITH RECORDS RETENT ION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO RCAD

~ P.O. BaX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PacE _35 or 41

1. DEFARTMENT/AGENCY
Qv

2. DIVISION
Residential Facilities

3. NIT

Youth Correctional Facility

DEF INIT1ON - RECORD mlEs-A GROUF OF RELATED RECORDS NORMALLY FILED
REFERENCE AS WELL AS RETENTION AND DISPrOS

.

4. RECORD SERIES TITLE

: Vocational Education General File

AND USED AS A UNIT FOR
LTION PURPOSER

8. EARLIEST YEAR/LATEST YEAR
1989 <soPresent

iN THE SERIES,

JNCLUDK THE

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

8. RECORD SERIES DESCRIPTION ‘IRIKFLY DEBCRIBE THE TYPES OF INFOMTION/DOCWTB/'OM FFOUND
PURPOSE QR FUNCTION

OF THE l!lﬂ!!l

funds.

Proposals; grants;

7. RECORD SERIES FORMAT(S)
® LETTER Si2E 0O MICROFILM

R LEGAL S1zE 0O COMFUTER TAPE

O pounp BooK O FLOPPY DISK
‘I'AUDIO'HWE O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
O NUMERICAL
O CHRONOLOGICAL,
0 GEOGRAPHICAL

K OTHER(SPECIFY)

By Funding Source

9. VOLUME

% FILE DRAWER(S)

0 MICROFILM REEL(S)
2 0 comPUTER TAPE(S)

NUMEER g OTHER( SPECIFY)

10. ANNUAL ACCUMULAT ION

B FiLE DRAWER(S]
O MICROFILM REEL(S)
ROGMEPR O COMPUTER TAPE(S)

8 oryER(spectEy)

| 11« Fite 1s usep

® pAlLY 0 wEEKLY

12,
O MONTHLY

e

FILE BECOMES INACTIVE AFTER
O MoNTH(S)

® YEAR(S)

P

13. CURRENT LOCATION(S) {ELDG.,FLOCR,ROCM)
Any Youth Correctional Facility

OYyEs R NO

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
tir yEs, seecirY raEncY or orFrFicE)

15. ACCESS RESTRICTIONS

g vyeEs
{ir ve3, ciTe LAn(S) & rREGULATION(S)

R} No

16, AUDIT REQUIREMENTS

gx«mx Q STATE O FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1 YRS .E):PLAIN
BRIEFLY AND DESCRIBE ANY HARD.AREISQFT'A“)

OYEs R no

18.

Retain for

RECOMMENDED RETENT JON

[

five (5) years, then destroy

NAME AND TITLE OF PREPARER
Sandra Werther-
Asst. Records Coordinator

20. TELEPHONE NUMEER

461-0365

21. DATE

7/15/91

DGS 3350-4 (REVISED 2/87)
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INSTRYUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES, FORWARD
¥WITH RECORDS RETENTION SCHEDULE
(DGS $80-1)

DEFARTMENT OF CGEMNERAL SERVICES
RECORDS MANAGEMENT DIVISiON

AGENCY RECORDS INVENTORY

72783 WATERLOO RQAD
P.Q. BOX 273
JESSUP, MARYLAND 20794

1. DEFARTMENT /AGENCY

_!IEHS

2. DlVISION o
Residential Facilities

3. WNIT

Pace _36_or _41 !
l
Youth Correctional Facility |

DEFINITICON -RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FiLED
REFERENCE AS WNELL AS RETENTION AND D!sSPos

4. RECORD SERIES TITLE

' Masonry Records

LT I1OM PURPOAEN

AND USED AS A UNIT FOR

i

8. EARLIEST YEAR/LATEST YEAR
1986 4o Present

limited to:

‘IN TFHE SERIJES.

the facility education program.
Inventory files;

RECORD SERIES DESCRIPTION (DRIIFLY DESCRIBE THE TYPES OF INFOMTION/DOCWTSINM FOUND
INCLUDE THE PURPFOSE OR PUNCTION OF THE l!"!!)

This series encompasses information pertaining to the masonry classes of
The materials may include but not be
instructional materials and student records.

RECORD SERIES FORMAT({S)
X LETTER S1zE O MICROFILM

O LEGAaL S1ZE O COMFUTER TAPE

0 pounD BOOK O FLOPPY DISK

"'HMO'UWE O ViDEO TAPE

O OTHER(SPECIFY)

8. RECORND SERIES SEQUENCE
0 ALPHAEETICAL
X NUMERICAL,

8 CHRONCLOG 1 CAL,

9. VOLUME
@ FILE DRAWER(S)
O MICROFILM REEL(S)

£__ O COMPUTER TAPE(S])
NUMBER 0 oTHER(SPECIFY)

O GEOGRAPHICAL
0O OTHER({SPECIFY)

ANNUAL ACCUMULAT ION
£ FILE DRAWER(S)
2 Q MICROFILM REEL(S)
RGEEER U COMPUTER TAPE(S)
O OTHER(SPECIFY)

| 11 pie 1s usep

® pAalLY 0O ¥yEEKLY

]
'
L

12.
O MCNTHLY

RObE

FILE BECOMES INACTIVE AFTER
0 MONTH(S)

W YEAR(S)

1

| 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM| 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
Any Youth Correctional Facility t1r yes, speciFy raency onr orrice)

) O YES NO
15. ACCESS RESTRICTIONS B YES ONo 16. AUDIT REQUIREMENTS

{1r st, ). & recuy ) . ENDENT
Annotated Code 483 pre 5f?£mf£§ and oE
Jud1c1al Proceedlngs,ySectlon 3-828 an R sTaTE ® E O inoEP

OyYEsS B NoO

17. 1S AN INDEX SYSTEM USED? (1@ YES.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDRARE/ SOFTWARE )

Retain for

RECCMMENDED RETENT ION

five (5) years;- thgnngétréy
g
SN ‘

v

i

h
t

i ;

1 AND TITLE OF PrREPARER
Sandra Werther
Asst. Records Coordinator

TELEPHONE NUMBER
461-0365

20.

DATE
7/15/91 T

-

21.

.

DGS 3350-4 {REVISED 2/87)

pe]
3
<

-
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INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULE
(DGS 380-1)

DEFARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIViSION

AGENCY RECORDS INVENTORY

]

7278 WATERLOO RQAD
P.O. BoX 273
JESSUP, MARYLAND 20794 - -

pace 37 oi 41

1 . DEFARTMENT /AGENCY
S

2. DIVISION
Residential Facilities

3. T

Youth Correctional Facility

|
!
|
|

A GROUP OF RRLATED RECORDS NORMALLY
REFERENCE AS WEILIL AS RETENTION AND DISPOS

CEFINITICN-RECORD SERIES-

FIl1LED

RECORD SERIES TITLE
Shop Records

4.

JTION PuRFrOAES
8. EARLIEST YEAR/LATEST YEAR

AND USED AS A UNIT PFOR

|2§ 7 To Present

This series is comprised of all information dealing with students involved
in the shop class of the educational program.
not be limited to the following:
instructional materials on electrical trades;

reports;

THE SERIES.

Compentency profiles;

RECORD SERIES DESCRIPT ION (HRIKFLY DESCRIBE THE TYPES OF INFOMTION/DOCMTB/POM FOUND
INCLUDEK THE PURPOSE OR FUNCTION OF THE l!m!!)

Materials include,but may
incident

contracts;
review forms.

7. RECORD snussrbm§n15)

G/ LETTER S1zE O MICROFILM

U LEGAL SIZE 0O COMFUTER TAPE
0 BouND BOOK O FLOPPY DISK

‘I’mnc TAPE O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
B ALPHAEETICAL
O NUMERICAL

O CHRONOLOGICAL,

VOLUME
® FILE DRAWER(S)

O MICROFILM REEL(S)
O COMPUTER TAFE(S)

12

NUMBER 0 orppp(sPECIFY)

0 GEOGRAPHICAL
0 OTHER(SPECIFY)

ANNUAL ACCUMULAT 10N

o FILE DRAWER(S)

10.

O oTHER({SPECIEY)

O MICROFILM REEL(S)
O cOMPUTER TAPE(S) :

i

1. piLE 1S usED

R pAlLY 0 wEEKLY

12,
O MONTHLY

i

FILE BECOMES INACTIVE AFTER
O MONTH(S)

X YEAR(S)

——— epe—

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

14.

tir ves,
0O YEs B NO

1S RECORD SERIES DUPLICATED ELSEWHERE?
SPECIFY 2GENCY OR OFF!CB)

13, ACCESS RESTRICTIONS

X YES

‘"' otated todd '(f' )Mary"f d"'go\:lr"és and

Jud1c1al Proceedings, Section 3

QO nNo 16,

-828

AUDIT REQUIREMENTS

A NoNE R STATE [ FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1w YES.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDRARE/SOFTWARE )

Qyes § nNo

RECCMMENDED RETENT ION

Retain for five (5) years, then destroy

AND TITLE OF PREPARER

Sandra Werther
Asst. Records Coordinator

20. TELEPHONE NUMEER

461-0365

DATE
7/15/91

DGS 350-4 (REVISED 2/87)
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INSTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENT ION SCHEDULE
(DGS 380-1)

P.O.

DEFARTMENT OF GEMNERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOQ ROAD

Bax 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

pace 38 or

2. DIVISIion

DEFARTMENT [ AGENCY
1‘lb]s .

Residential Facilities

3. WNIT

" |
1
|
Youth Correctional Facility |

DEFINITION-RECORD SERIES-A 97OUP

OF RELATED RECORDS NORMALLY FILED
REFERENCE A% WELL AS RETENTION AND DISPOS|T|ON PURFOSES

AND USED AS A UNIT FOR

4. RECORD SERIES TITLE

Daily Shift Reports

S. EARLIEST YEAR/LATEST YEAR
1988 __ 1o Present

‘4N FTHE SERIES.

This series consists of daily reports of all activities that transpired on

the Shift Coordinator's tour of duty.

RECORD SERIES DESCRIPTION (BRIIFLY DESCRIBE THE TYPES OF INFOMTION/DOCWTS/NM FOUND

INCLUDE TMHE PURPOSE OR FUNCTION OF THK le!!)

=

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE
® LETTER SIZzE O MICROFILM O ALPHAEETICAL

O LEGAL SI1ZE 0O COMFUTER TAPE 0 NUMERICAL

0 pounD BOOK O FLOPPY DiSK 2 CHRONOLOGICAL

{"bnu:nua O VIDEO TAPE

O OTHER(SPECIFY)

.0 GEOGRAPHICAL

O OTHER(SPECIFY) .

9. VOLUME

& FILE DRAWER(S)
O MICROFILM REEL(S)
4 0 COMPUTER TAPE(S)

NUMEER 0 oTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
X FILE DRAWER(S)

O MICROFILM REEL(S)

RUMEEZR O COMPUTER TAPE(S) i

A0

!
e
.

1. piLE IS USED

B pAlLY O wEEKLY 0 MoNTHLY

O omER(SPECIEY)
12. F|LE BECOMES INACTIVE AFTER ’

,

13. CURRENT LOCATION(S) (BELDG.,FLOCR,ROOM)
Any Youth Correcticnal Facility

E O MONTH(S) R YEAR(S)

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

tir yEs, sPreciFy saEncY or orFrice)
OYES R No

15. ACCESS RESTRICTIONS R YES

CAnnDEated Bod U W yrsu e lang
Judicial Proceedings, Section 3-828

0 No

16. AUDIT REQUIREMENTS

g NOoNE O STATE O FEDERAL O INDEPENDENT

1 AND TITLE OF PREPARER

17. 1S AN INDEX SYSTEM USED? (ir YRS.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDBARE/SOFTWARE )

Oyes & NoO

§18. RECCMMENDED RETENTJON

Retain for five (5) years, then destroy

20.
Sandra Werther

Asst. Records Coordinator

461-0365

TELEPHONE, NUMBER

21. DATE

7/15/91

TTaLn

DGS 330-4 (REVISED 2/87)

v . S .- “3 -
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INSTRYCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

REVISED RECORD SERIES. FORWARD 7273 WATERLOO RQAD
¥iTH RECORDS RETENT ION SCHEDULE P.O. BOX 273 4 \
pace _39 or _41
(DGS 580-1) JESSUP, MARYLAND 20794 [
1. DEFARTMENT/AGENCY 2. DIVISION 3. WNIT |
S . Residential Facilities Youth Correctional Facility |

DEF INITION -RECORD SERIES-A OROUP OF RELATED RECORDS NORMALLY FILED AND USKED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOS|TION PUsPQars

4. RECORD SERIES TITLE
Floppy Disc Files

8. EARLIEST YEAR/LATEST YEAR
1970 ¢qo Present

8. RECORD SERIES DESCRIPTION (IRIIF’LY DEBCR{IBE THE TYPES OF lNFOMTlON/DOCWT!/Nm FOUND

4N FHE SERIES.

This series consists of the backup for the hard disc in the computer.
materials include but are not limited to:

statistical reports.

INCLUDE THE PURFOSE OR FUNCTION OF THK SEFIES |

The

Copies of forms; documents;

7. RECORD SERIES FORMAT(S) 8.
O LETTER Si1zE 0 MICROFILM

U LEGAL SIZE O COMFUTER TAPE

0 pounD BOOK [ FLOPPY DIsSK

’mo TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

RECORD SERIES SEQUENCE 9. VOLUME
R ALPHAEETICAL
0 NUMERICAL
O cHrRoNOLOGICAL
0 GEOGRAPHICAL

O OTHER(SPECIFY)

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

NUMBER g OTHER( SPECIFY)
Floppy disc case

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
O MICROFILM REEL(S)

RUMEFR O COMPUTER TAPE(S)

. R orrR(specIEY)
| 11 pite 1S usED 12. FILE BECOMES INACTIVE AFTER
X palLY a weEQY O MONTHLY @hﬂ O MONTH(S) B YEAR(S)

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

. 1
14. IS RECORD SERIES DUPLICATED ELSEWHERE? !

tir vym=s, srEcirFy raEncy oR OFFicE)
Ovyes @ NO

1S. ACCESS RESTRICTIONS Q YES X NO
(tr Y23, ci1Tx Law({s) & rREGurLATION(S)

16. AUDIT REQUIREMENTS

P NoNE O STATE O FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1r YRS.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDEARE/ SOFTWARE )

QYyEsS § nNO

18. RECOMMENDED RETENT ION

Retain for five (5)-years, -then de§troy
P i BN A
SN £ SR

pore e

19 AND TITLE OF PREPARER

Sandra Werther
Asst. Records Coordinator

20.
461~-0365

TELEPHONE NUMBER

‘;
- i,
DATE
T/A5/9L . a v

[ONPY PR

21.

PR
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]
TNSTRUCTIQNS - ~-TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT lJlVlSI;NE AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 72783 WATERLOO RQAD
WITH RECORDS RETENT ION SCHEDULE P.O. BOX 273
(DGS 380-1) JESSUP, MARYLAND 20794 pacz 40 or 4l
1. DEFARTMENT/AGENCY 2. DIVISION 3. WNIT
_‘)JS Residential Facilities Youth Correctional Facility

DEFINITION -RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT Fronr

REFERENCY. AS WELL AS RETENTION AND DISPOS]TION PURFOSESN

RECORD SERIES TITLE ) ) 5. EARLIEST YEAR/LATEST YEAR
Academic Classroom Records 1975 To _Present

RECORD SERIES DESCRIPTION (IRIIFLY DESCRIBEK THE TYPES OF INFOMTION/DOCWTS/FOM FOUND

‘SN FTHE SERIJES. INCLUDKR THE PURPOSE. OR FUNCTION OF THX sSEFES)

This record series contains materials relative to a youth's involvement in
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) 8. RECORD SERIES SEQUENCE 9. VOLUME
¥ LETTER Si1zE U MICROFILM X ALPHAEET ICAL R FILE DRAWER(S)
0 MICROFILM REEL(S)
O LEGAL SI1ZE 0O COMFUTER TAPE O NUMERICAL 80 _ O COMPUTER TAPE(S)
NUMBEZE
O BounD BOOK 0O FLOPPY DISK X CHRONOLOG I CAL, U OTHER(SPECIFY]
10 TAPE 0O VIDEO TAPE a OGRAPH I CAL
t:zn bEO T o= ! 10. ANNUAL ACCUMULAT ION
(SPECIFY) O OTHER(SPECIFY) ¥ FILE DRAWER(S]
U MICROFILM REEL(S)
nﬁg%nrﬂ COMPUTER TAPE(S)
O OTHER(SPECIEY) |
P11 pie 1s usep ' 12. F|LE BECOMES INACTIVE AFTER
L R pAILY O WEEKLY O MONTHLY Nm;l:gh' O MONTH(S) & YEAR(S)
4 .
| 13, CURRENT LOCATION(S) (BLDG.,FLOOCR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
' Any Youth Correctional Facility tir ye=s, sereciFy sraEncY or oOFrice)
! O YES P NO
1S. ACCESS RESTRICTIONS XYES OnNo 16. AUDIT REQUIREMENTS
(17 yEs, ciTx 1on( s )
Annotated Code ¢ ;)Maril;f ourts and O NoNE @ STATE )0 FEDERAL 0O INDEPENDENT

Judicial Proceedings, Sectlon 3-828

17. 1S AN INDEX SYSTEM USED?T (1r yES.EXPLAIN

18. RECOMMENDED RETENTJON
BRIEFLY AND DESCRIBE ANY HARDWARE./ SOFTWARE )

OYEs § no Retain for five (5) years, then destroy
I‘A&E AND TITLE OF PREPARER 20, TELEPHONE NUMBER 21. DATE
andra Werther 461-0365 7/15/91
Asst. Records Coordinator
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DEFARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

INSTRUCTIQMS --TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION

REVISED RECORD SERIES. FORYARD 7278 WATERLOO RCAD

WITH RECORDS RETENTION SCHEDULE P.O. BQX 273 41 41

PAGE oF

({DGS 380-1) JESSUP, MARYLAND 20794

1. DEFARTMENT/AGENCY 2. DlViSion 3. wIT
_‘DJS Residential Facilities Youth Correctional Facility |

A GROUP OF REILATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

DEF INITION -RECORD SERIES -
REFERENCEY AS WELIL AS RETENTION AND DIBPOSLILQﬂ_zuBzﬂﬂzﬂpf

4. RECORD SERIES TITLE ) ’ 5. EARLIEST YEAR/LATEST YEAR

Unit Log Reports 1960 o Present

™" -]
8. RECORD SERIES DESCRIPT ION ‘nultrl.r DESCRIBE THE ES OF |NFORMATION/DOCUMENTS /FORMS PFOUN
tN THE SERIES. INCLUDE THE PURFOSE OR FUNCTION OF THE SEFIES)

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;

assilgnment; special incidents; all population activities.

]

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O LETTER SIZE O MICROFILM O ALPHAEET!CAL U FILE DRAWER(S)
O MICROFILM REEL(S)
0 LEGAL SIZE 0O COMFUTER TAPE O NUMERI!CAL 500 O COMPUTER TAPE(S)
NUMBER
@ BOUND BOOK U FLOPPY DISK ¥ CHRONOLOGICAL " ¥ oTHER(SPECIFY)
bound books

' o a o
| ’wm TAPE O VIDEO TAPE GECGRAPHI CAL o, o 10N

O OTHER(SPECIFY) O FILE DRAWER(S)
O MICROFILM REEL(S)

na%zn- O cOMPUTER TAPE(S)
oTHER(SPECIEY ROOKS |

OTHER( SPECIFY)

¥

12. FILE BECOMES INACTIVE AFTER

11 piie 1s usED
B paIlLY 0 wEEKLY O MONTHLY N'UEEH' O MoNTH(S) ® YEAR(S)

14. IS RECORD SERIES DUPLICATED ELSE¥WHERE?

13. CURRENT LOCATION(S} (BLDG.,FLOOR,ROOM)
tir vyes, srEciFry saEncY OR OFFicE)

e

Any Youth Correctional Facility
! 0 yes X no
15. ACCESS RESTRICTIONS B yEs OnNo 16. AUDIT REQUIREMENTS
{jr yes, c u(s) & reg o )
T o vonx 0 sTare 8 reoema. O iermonT
17. IS AN INDEX SYSTEM USED? (1w vyRS.EXPLAIN 18. REC ED RETENTION

BRIEFLY AND DESCRIRBE ANY HARDIAR!/BOFTIARE)
Retain for five (5) years, then destroy

Ovyes & no
4 s v- : - ? ?
C . :: H N ? '«I: ?
¢
[ ~ i
12 NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE ) ;
dra Werther 7/15/91 ;
+ K
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