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Department of Public Safety

This series includes all the medical forms,
reports, and other materials containing
inmate medical information, inmate
grievance commission, emergency treatment
(after regular hours), nurse treatment
plan, physician assistant sick call.

and Correctional Services Division of Correction
Agency Division
Item
No. Description Retention
HEALTH AND MENTAL HEALTH AREA
1. INMATE MEDICAL RECORD SERIES:

Retain for two
(2) years after
inmate is re-
released,

then send to
State Records
Center to retain
for thirteen (13)

years, then
destroy.
‘ A. Section I: Identification/Prescription

1. Inmate ID Sheet
2. Medical Staff Signature Sheet
3. Medication Order Sheet

B. Section II: General Status
1. Progress Notes
2. Medication Sheet
3. Intake Histories and Physicals
4. Periodic Histories and Physicals
5. Transfer Sheets
6. Exit Medical Record Review Sum-

maries

C. Section III: Tests and Reports
1. Lab Tests
2. Radiology Reports
3. Diagnostic Reports

D. Section IV: Inpatient Days
1. Admission Histories and Physicals
2. Other inpatient Records and Charts

. Schedule Approved by Department, | Schedule Authorized by
Agency, or D1v151on Representatlve
Fe 1250 Cobumnd C. K:L‘j“’
////?/t\ )
Date 1gnatur Tltle Date State Archivist
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Item
No. Description Retention

INMATE MEDICAL RECORD SERIES:

(continued)

E. Section V:

Clinical Correspondence

1. Consults (both on and off-site)
2. Specialty Clinics

3. Psychiatry

4. Dental

5. Optometry

6. Dietary

F. Section VI: Administrative
'~ Correspondence

1. Refusal Sheets :

2. Excuse From Work Sheets

3. Requests to Security

4. Legal Correspondence

5. Insurance Correspondence

6. Miscellaneous Letters

7. Receipts for Equipment/Prosthesis
8. Copies of Various Requests

9. Accident/Injury Reports

10. Medical Alert Forms
11. Concerns of Managing Officers
12. Consultant

13. Staff Meetings-Commissioner
14. 528 Barn

QUALITY ASSURANCE SERIES:

A. First Draft

B. Interdepartmental Memos

C. Pharmacy Services

D. Rehabilitation Programs

E. P.A. Regulations

F. Basic Health Services
Medical Review-Division
Hearing Impaired

. Survey Responses

Institutions

Audits

. Reports
. Occupational Health

G
H
I
J.
K. Procedure Manuals
L
M
N

Retain for two (2)
years, then send
to the State
Records Center for
thirteen (13)
years, then
destroy.
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Item
No. Description Retention
3.} INFECTIOUS DISEASE SERIES: Retain for two (2)
years, then send
A. Grant Application-Hep B to the State
B. Venereal Disease Records Center for
C. MHC Syphilis Outbreak thirteen (13)
D. Prevalence Study years, then
destroy.
4.| MEDICAL CONTRACT SERIES: Retain for two (2)
years, then send
A. Contractors-Basil, PHP, CMS to the State
B. Statistics ' Records Center for
C. RFP-Jessup thirteen (13)
D. Montefiore Hospital years, then
E. University Hospital destroy.
F. MRDCC X-ray
G. Radiology Technicians
H. Associated Radiologists
I. Dental Service Bids
5.| BUDGET SERIES: Retain for two (2)
years, then send
A. - Supplemental Budget Request to the State
B. Equipment Records Center for
C. Purchases thirteen (13)
D. Hospital Billing years.
6.| RESEARCH FILES SERIES:
’ 'Permanent. Transfer
A. Papers
B. AMA-MD Jail Project ?Periidigaéiytt°At§§{vew
C. Nutrition Marylan ate Archive:
7.| MENTAL HEALTH SERIES: Retain for two (2)
‘ years, then send
A. Local Jails to the State _
B. Data Records Center for
C. Hospitalization thirteen (13)
D. Therapeutic Parole years, then
E. Psychological Services destroy.
F. Mental Health Information
G. Other Systems
H. Mental Health Discharge Records




DGS-550-1A

RECORDS RETENTION AND DISPOSAL SCHEDULE

(CONTINUATION SHEET) SCHEDULE
NO. 1406 - 12
PAGE
NO. 4 of 6
Item '
No. Description Retention
8.| INSTITUTIONS SERIES: Retain for two (2)
years, then send
A. Roxbury to the State
B. Somerset Facilities Records Center for
C. Central Laundry thirteen (13)
D. Clifton T. Perkins years, then
E. MRDCC destroy.
F. BPRU S
G. Women's Pre-Release
H. Jessup Pre-Release
I. Personnel
J. MHC Annex
9.| MEDICAL STATISTICAL REPORTS SERIES: Retain for two (2)
years, then send
A. Monthly Medical Statistics to the State
B. Monthly Recording-Inpatient Days Records Center for
C. Monthly recording of population count, |thirteen (13)
emergency treatment of employees years, then
D. Monthly report of number of inmates destroy.
seen in on-site clinics
E. Monthly report of inmates seen in off-
site clinics
F. Monthly reports from RCI and MCTC
G. Monthly reports from antietam Health
Services Pharmacy
10.| MASTER PATIENT INDEX (ROLODEX) CARDS: Retain for two (2)
years, then send
This series contains the Master Patient to the State
Index (Rolodex) card which is kept on each |Records Center for
" inmate. The card is pulled from the active|thirteen (13)
file upon transfer to another facility or years, then
release from the DOC. Each card contains: [destroy.
1. Inmate's Name
2. DOC #
3. Date of Birth
4. Date came into prison system
5. Date came to institution
6. Cell location/Institution
7. Date transferred or released
11.| INMATE MENTAL HEALTH RECORD SERIES:
This series include all psychiatric and Retain for two
psychological reports, and other medical (2) years after
related information. the inmate's
release, then
A. Front Cover send to the State
Records Center




DGS-550-1A RECORDS RETENTION AND DISPOSAL SCHEDULE

(CONTINUATION SHEET) SCHEDULE
' NO. 1406 - 12
PAGE
NO. 5 of 6
Item
No. Description Retention

INMATE MENTAL HEALTH RECORD SERIES:

(continued)
The inmate's name and number shall be thirteen (13)
displayed, for each access and filing years, then
using inmate identification number or destroy.

last name.
B. Section I: Open Chart

1. Admission/Discharge Checklist
2. Patient Consent Forms
3. Staff Signature Documentation

C. Section II: Admission Status

. Psychiatrist Admission Note
Psychologist Admission Note

Initial Nursing Assessment
Occupational Therapists' Assessment
Psychological Testing Results

U WN -

s s e

D. Section III: Orders

l. Physician Orders Sheets
2. Mental Health Unit Order Forms

E. Section IV: Rehab and Therapy

1. Individual Treatment Plan
2. Other Rehab Forms

F. Section V: Progress Notes
1. Nurses' Notes
2. Psychiatrist Notes
3. Psychologist Notes

G. Section VI: Special Reports

1. Lab Reports
2. Consultants

H. Section VII: Other Status Report
1. Seclusion/Observation Monitoring

2. Flow Charts
3. Activity Records




DGS-550-1A RECORDS RETENTION AND DISPOSAL SCHEDULE

(CONTINUATION SHEET) SCHEDULE
: NO. 1406 - 12
PAGE
NO. 6 of 6
Item
No. Description Retention

INMATE MENTAL HEALTH RECORD SERIES:

(continued)
I. Section VIII: Treatment Records

1. Medication Administration Records
2. Abnormal Involuntary Movement Scale

J. Section IX: History and Physical

1. Medical History
2. Physical Examination Forms
3. Transfer Chart Review Form

K. Section X: Miscellaneous Records

Prior Discharge Summaries

Prior Treatment Records

. Notice From Security/Tickets
Inmate's Consent to Release Infor-
mation

Chart Audits Forms

Letters Written by Inmate to Staff

W N -

oy N




JNSTRUCT IGNS - -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 278 / /]

(DGS 380-1) o | JESSUP, MARYLAND 20794 . CPAGE ___or
Bublic Satecy and’ z. plvisien 1o

Correctional Services Division of Correction Health and Mental Health

DEF INITION-RECORD SERIES-” OMOUP OF RELATED RXCORDS NORMALLY FILED AND USKD AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE Health and Mental Health 8. EARLIEST YEAR/LATEST YEAR
- _ "Inmate Medical Record Series TO

é. RECORD SERIES DESCRIPTION ‘IRIIFLY DESCRIBE THE TYPES OF IN'OMTION/DOCU_NTI/POM FOUND

IN jﬂg SERIES. INCLUDK THE PURPOSE OR FUNCTION OF THE SEFIES )
This series includes all the medical forms, reports, and other materials containing

inmate medical information, inmate grievance commission, emergency treatment (after regular
hours), nurse treatment plan, physician assistant sick call.

Identification/Prescription
General Status ’

Tests and Reports

Inpatient Days

Clinical Correspondence
Administrative Correspondence

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEGQUENCE 9. VOLUME
O LETTER SIZE O MICROFILM. O ALPHABETICAL O FILE DRAVER(S)
O MICROFILM REEL
0 LEGAL S1ZE O COMPUTER TAPE : 0 NUMERICAL n CWELRMTAPE(LT)
O BOUND BOOK O FLOPPY DISK O CHRONOLOG | CAL NUMBEY 0 omER(sPECIFY)
‘ O AUDIO TAPE O VIDEO TAPE O GEOGRAPH!CAL
10. ANNUAL ACCUMULAT ION
O OTHER(SPECIFY) O OTHER(SPECIFY) O FILE DRAWER(S)
O MICROFILM REEL(S)
RUMBER O COMPUTER TAPE(S)
. O OTHER(SPECIFY)
* 1. pite 1S UsED , 12. FiLE BECOMES INACTIVE AFTER
: flmuur O WEEKLY O MONTHLY O MONTH(S) O YEAR(S)
. RUMBEN
F = 4 - :
| 13. CURRENT LOCATION(S) (ELDG.,FLOOR,ROGM) 14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tir yxs, sreciry sraEncy onr orFrice)
OYES O NO '
15. ACCESS RESTRICTIONS O YES O NO 16. AUDIT REQUIREMENTS

{i1" yEB8, ciTx LAW({S) & rEouLATION|S)
' O NonNE )(suﬂ: O FEDERAL O INDEPENDENT

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

BRIKFLY AND DESCRIBE ANY MARDWARE/sorrTang)| '®° TECOMMENDED RETENT ION

. Retain for 2 years after inmate is released,
OvEsS 0O NO then send to State Records Center to retain
: for 13 years, then destroy.

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE )
Myles Carpeneto, Director of . ' ‘ :gj/ ‘
Procurement Services (301) 764-4113 / 4v

DGS 3350-4 (REVISED 2/87)

;;)




INSTRUCTIGNS - - TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES

SEFPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES, FORWARD 727% WATERLOO ROAD

¥WITH RECORDS RETENTION SCHEDULE P.O. BaX 278 o} /!

(DGS 380-1) _ | JESSUP, MARYLAND 20794 PAGE ——°F

1. DEPAR‘"EENT/AG{:KY 2. DIVISION 3. UINIT

Public Safety an T

Correctional Services Division of Correction Health and Mental Health

DEFINITION -RECORD SERIES-A 9"OUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE Health and Mental Health

5. EARLIEST YEAR/LATEST YEAR
Quality Assurance Series TO

". RECORD SERIES DESCRIPTION (IRIIPLY DESCRIBE THE TYPES OF IN'OMTION/DOCU_NTI/POM FOUND
IN THE SERIES. INCLQDI THE PURPOSE OR FUNCTION QF THE l!m!')

A. First Draft I. Survey Responses
B. Interdepartmental Memos J. Institutions
C. Pharmacy Services K. Procedure Manuals
D. Rehabilitation Programs L. Audits
E. P.A. Regulations . M. Reports
F. Basic Health Services _ N. Occupational Health
G. Medical Review-Division .
H. Hearing Impaired
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 5. voLumME
O LETTER SIZE O MICROFILM. O ALPHABETICAL O FILE DRAWER(S)
O MICROFILM REEL{S)
O LEGAL S1ZE O COMFUTER TAPE 0 NUMERICAL O COMPUTER TAPE(S)
O BOUND BOOK O FLOPPY DISK O CHRONOLOGICAL NUMPEY o omer(sPECIFY)
. Q o o
AUDIO TAPE VIDEO TAFPE GEOGRAPH I CAL. 10. ANNUAL ACCUMULAT ION
O OTHER(SPECIFY) O OTHER(SPECIFY) O FILE DRAWER(S)
' O MICROFILM REEL(S)
ROUMBER O COMPUTER TAPE(S)
O oTHER(SPECIFY)
I piLg 15 useD 12. FILE BECOMES INACTIVE AFTER
ﬁ X paiLy o o Y O MONTH(S) O YEAR(S)
_ WEEKLY _MONTHL o ,
| 13. CURRENT LOCATION(S} {BELDG.,FLOOR,ROCM) 14. 1S RECORD SERIES DUPL 1CATED ELSEWHERE?
' tir vxs, spEciry sraEncy or oFFicE)
O YES 0O NoO
15. ACCESS RESTRICTIONS "“OYES O No 16. AUDIT REQUIREMENTS

(1 vyes, ciTx Law({s) & rxouLATION(S) .
O NONE }isrA'n: D FEDERAL D INDEPENDENT

17. 1S AN INDEX SYSTEM USED?T (i1p vES.ZPLAIN

18. RECOMMENDED RETENTION Retain for two (2
BRIKFLY AND DESCRIBR ANY HARDBARE/SOFTWARKE )

years, then send
to the State-
Records Center fo
thirteen (13).
years, then

OYEs O nNO

destroy.
9. NAME AND TITLE OF PREPARER | 20. TELEPHONE NUMEBER 21. DATE
Myles Carpeneto, Director of ’ _ ‘ /?/1/
Procurement Services (301) 764-4113

DGS 550-4 (REVISED 2/87)

/s




LNSTRUCTIQNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NE¥W OR

REVISED RECORD SERIES. FORWARD
¥iTH RECORDS RETENT ION SCHEDULE

(DGS 380-1) JESSUP,

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLOO ROAD
P.O. BOX 273

MARYLAND 20794

-~ 1

AGENCY RECORDS INVENTORY
or U1

PAGE

1. DEFARTMENT /AGENCY
Public Safety and

Correctional Services

2. DIvVisION

Division of Correction

3. UNIT
Health and Mental Health

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCKE AS WELL AS RETENTION AND DISPOSITION PURPOSES

AND USED AS A UNIT rom

4. RECORD SERIES TITLE Health and Mental Health
‘ Infectious Disease Series

5. EARLIEST YEAR/LATEST YEAR
TO

THE SERIES.

6. RECORD SERIES DESCRIFTION (IIII'LY DESCRIBE THE TYPrES OF INPOMTION[DOCWTI/POM FOUND

A. Grant Application-Hep B
B. Venereal Disease

C. MHC Syphilis Outbreak
D. Prevalence Study

INCLUDE THE PURPOSE OR FUNCTION OF THK '!P‘i!l]

7. RECORD SERIES FORMAT(S) ‘8. RECORD SERIES SEQUENCE 9. VOLUME
O LETTER SIZE O MICROFILM. O ALPHABETICAL O FILE DRAWER(S)
O MICROFILM REEL(S)
O LEGAL SIZE O COMFUTER TAPE O NUMERICAL O COMPUTER TAPE(S)
NURBER o o pr(SPECIFY)
‘.’D:nuu>axx O FLOPPY DISK O CHRONOLOGICAL .
a a a
] AUDIO TAPE VIDEO TAPE GEOGRAPH I CAL 0. ANNUAL ACCUMULAT ION
O OTHER({ SPECIFY) O OTHER(SPECIFY) O FILE DRAWER(S)
: O MICROF ILM REEL(S )
RUMNENW O COMPUTER TAPE(S)
, O OYHER({SPECIFY)
P1t. pie 1S useD 12. FILE BECOMES INACTIVE AFTER
' O pAILY #szzxnv O MONTHLY D MONTH(S) C YEAR(S)
. RUMBRK ,
! 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROCM) f4. 1S RECORD SERIES DUPLICATED ELSEWHERE?
' fir vyes, srEciry saEncY Or OrFFicE)
O YES O NO
15. ACCESS RESTRICTIONS ‘OCYES ONo 16. AUDIT REQUIREMENTS
(1 vyes, ciTe Law(s) & rEauLaTION|S)

0 NoNE yistrn: O FEDERAL 0 INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (iF YRS .mXPLAIN 18. RECOMMENDED ReTENTIon Retain for two (2
BRIKFLY AND DESCRIBE ANY MHARDWARE/SOFTWAREK ) years, then send
- . to the State .
OCYES O NO Records Center fo.
thirteen (13)
years, then
destroy.
‘u. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21

Myles Carpeneto, Director of
Procurement Services

(301) 764-4113

5»/7/

DGS 350-4 (REVISED 2/87)




LLSTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORYARD
WiTH RECORDS RETENTION SCHEDULEK
(DGS 880-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

1

AGENCY RECORDS INVENTORY

727% WATERLOO RQAD
P.O. BOX 27%
JESSUP, MARYLAND 20794

mm:_ﬁﬁ_or_l!_

1. DEFARTMENT /AGENCY
Public Safety and

Correctional Services

2. Dlvision

Division of Correction

3. UNIT
Health and Mental Health

DEFINITION-RECORD SERIES-

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

' Contract Series

4. RECORD SERIES TITLE Health and Mental Health

8. EARLIEST YEAR/LATEST YEAR
TO

‘tN ‘FTHE SERIES.

6. RECORD SERIES DESCRIPTION (IRIIFLY DESCRIBE THE TYPES OF INPOMTION/DOCU_NTI/'OM FOUND

INCLUDE TME PURPOSE OR FUNCTION OF THEK llm!‘)

A. Contractors-Basil, PHP, CMS
B. Statistics
C. RFP-Jessup
D. Montefiore Hospital
E. University Hospital
F. MRDCC X-ray
G. Radlo;ogy Technicians
H. Associated Radiologists
I. Dental Service Bids
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE ?. VoL
O LETTER SIZE O MICROFILM O ALPHABETICAL g:::;:ﬁ:?:gxis)
O LEGAL SIZE O COMPUTER TAPE O NUMERICAL oREEY © COMPUTER TAPE(S)
O BOUND BOOK O FLOPPY DISK O CHRONOLOGICAL ) "tjanER“;Ec"Y’
. O AUDIO TAPE 0O VIDEO TAFE O GEOGRAPHICAL 10. ANNUAL ACCUMULAT ION
o}

OTHER( SPECIFY)

O OTHER(SPECIFY)

O FILE DRAWER(S)
C MICROFILM REEL(S)
ROMSEK O COMPUTER TAFPE(S)

O OTHER(SPECIFY)

| 11. piLg 15 UsED

O paiLy 0 wEEKLY O MONTHLY

12. FILE BECOMES INACTIVE AFTER

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

O MONTH(S O YEAR(S

14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?

tir vyxs, serECIFY raENCY OR OFFICE)
0O vYyeES 0O NO

15, ACCESS RESTRICTIONS ‘0 YES O no

{1r yes, ci1Tx LAW(S) & REGuULATION(S)

16. AUDIT REQUIREMENTS

J.NONE O STATE O FEDERAL D INDEPENDENT

17. 1S AN INDEX SYSTEM USED? {1r YRES.K>PLAIN
BRIKEFLY AND DESCRIAR ANY HARDWARE/SOFTWARK )

"OYES O No

18. RECOMMENDED RETENTIONp.+-in for two (2)

years, then send
to the State
Records Center fo:
thirteen (13).
years, then
destroy.

19. NAME AND TITLE OF PREPARER 20.

Myles Carpenefo, Director of

Procurement Services (301) 764-4113

TELEPHONE NUMEER

21. DATE

s/if4

DGS 530-4 (REVISED 2/87)




INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

'WITH RECORDS RETENTION SCHEDULE

(OGS 580-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE ;é:_or_lz_

1. DEFARTMENT /AGENCY
Public Safety and

Correctional Services

2. PIVISION

Division of Correction

3. UNIT
Health and Mental Health

DEF INITION -RECORD SERIES-® OMOVP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOIER

AND USED AS A UNIT FroOR

4. RECORD SERIES TITLE
: . Budget Series

Health and Mental Health

8. EARLIEST YEAR/LATEST YEAR
TO

‘N THE SERIES.

Hospital Billing

6. RECORD SERIES DESCRIPTION (™"'EFLY DESCRIRK THE TYPKS OF INFORMATION/DOCUMENTS/FORMS FOUND

INCLUDE THME PURPOSE OR FUNCTION OF THK SEFTES)

A. Supplemental Budget Request
B. Equipment
C. Purchases

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O LETTER SIZE O MICROFILM O ALFHABETICAL O FILE DRAWER(S)
O MICROFILM REEL({S)
0 LEGAL S1ZE 0O COMFUTER TAPE O NUMERICAL D COMPUTER TAPE(S)
- NGURER ;
'I’D BOUND BOOK 0O FLOPPY DISK O CHRONOLOGICAL . U OTHER(SPECIFY)
O AUDIO T a vi a
APE VIDEO TAPE GREOGRAPHI CAL 10. ANNUAL ACCUMULAT 10N
O OTHER(SPECIFY) O OTHER(SPECIFY) O FILE DRAWER(S)
‘ O MICROFILM REEL(S)
RUMBEN O COMPUTER TAPE(S)
O OTHER(SPECIEY)
| 11. riLg 1s useD 12. FILE BECOMES INACTIVE AFTER -
' O pAalLY .0 WEEKLY O MONTHLY O MONTH(S) 0 YEAR(S)
L AUNIRY

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

i

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

ti1r yxs, srEciry saENcY OR OFFicCE)
OveEs O NO :

15. ACCESS RESTRICTIONS ‘OCYES ONo 16. AUDIT REQUIREMENTS
(tr yes, ciTek LAW(S) & rREauULATION(S)
O NONE O STATE O FEDERAL. .0 -INDEPENDENT
et o S i
1. G S
17. 1S AN INDEX SYSTEM USED? (i@ vas.m>PLAIN )

BRIKFLY AND DESCRIBR ANY MARDRARE/SOFTWARK )

OYEsS O NO

RECOMMENDED RETENT ION o
Retain for two (2)
years, then send |
to the State '
Records Center for
thirteen ;(13)
years. -

18.

J—

2. NAME AND TITLE OF PREPARER 20,

Myles Carpeneto, Director of
Procurement Services

(301) 764-4113

TELEPHONE NUMEER

shiay

DGS 530-4 (REVISED 2/87)




JUSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

(DGS 580-1)

DEFARTMENT OF GENERAL SERV 1CES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

WITH RECORDS RETENTION SCHEDULR

7278 WATERLOO ROAD
P.O. BOX 273
JESSUFP, MARYLAND 2079%4

pace _b_or /1

{ . - DEFARTMENT [ AGENCY
Public Safety and
Correctional Services

2. DIVISION

Division of Correction

3. UNIT
_Health and Mental Health

DEF INITION-RECORD SERIES.® 9MOUP OF RELATED RECORDS NORMALLY FILED AND USKD AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES
(‘ Health and Mental Health
' Research Files Series

R RECORD SERIES TITLE

5. EARLIEST YEAR/LATEST YEAR
0 ,

4N THE SERIES.

6. RECORD SERIES DESCRIPTION (IRII'LY DESCRIBE THK TYPES OF mromrlon/nocm-m-n/rom P?UND
INCLUDKE THME PURPOSE OR FUNCTION OF THE SEFTES)

Papers
B. AMA-MD Jail pr
C. Nutrition

Oject

7. RECORD SERIES FORMAT|S)
O LETTER SiZE O MICROFILM

O LEGAL S1ZE 0O COMFUTER TAPE

O BOUND BOOK 0O FLOPPY DISK

O AUDIO TAPE 0O VIDEO TAPE

O OTHER( SPECIFY)

8. RECORD SERIES SEQUENCE
0 ALPHABETICAL
0 NUMERICAL
0 CHRONOLOGICAL,
0 GEOGRAPHICAL

C OTHER(SPECIFY)

9. VOLUME

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

RUMBER 0 OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

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

1% e 15 useD

O palLy O ¥EEKLY

O MoNTHLY RURBRR

12. F|LE BECOMES INACTIVE AFTER

O OYHER(SPECIFY)

O MONTH(S) O YEAR(S)

3
!
.
X

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

14. 15 RECORD SERIES DUPLICATED ELSEWHERE?
tir vxs,
0O YES O nNO

SPECIFY ,.GENCY OR OFFICE)

13. ACCESS RESTRICTIONS

“Q YES
{17 yes, ciTx LAW(S) & mREauLATION(S)

g Nno 16,

AUDIT REQUIREMENTS

‘B.NONE U STATE O FEDERAL O INDEPENDENT

17,

Oyes O nNO

1S AN INDEX SYSTEM USED? (i@ yYRS.EXPLAIN
SRIKFLY AND DESCRIRE ANY KARDIAR!/IOFTIARI)

18. RECOMMENDED RETENTION

Retain for
Review annually. :
Destroy all ref=s-" ;
erence materials

which are no long-

er useful,

two (20 years.

.s. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

20. TELEPHONE NUMEER

(301) 764-6113

21. DATE

STl

DGS 350-4 (REVISED 2/87)

¥




LLSTRUCTIQNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NE¥Y OR
REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULER
(DGS 880-1)

P.O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO RQAD

BOX 27%
JESSUP, MARYLAND 20794

AGENCY RECQORDS INVENTORY

Puz,ll_or_lL_

1 . DEFARTMENT /AGENCY
Public Safety and

Correctional Services

2. DiVisSiON

Division of Correction

3. UNIT
Health and Mental Health

DEF INITION -RECORD SERIES-A OROUP OF RELATED RECORDS NORMALLY FILED AND USRD AS A UNIT FOR
. REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSER

4. RECORD SERIES TITLE

Mental Health Series

"Health and Mental Health

8. EARLIEST YEAR/LATEST YEAR.
TO

‘FTHE SERIES.

A. Local Jails
B. Data
cC. Hospltallzatlon

G. Other Systems

6. RECORD SERIES DESCRIPTION ‘IIIIPLY DESCRIBK THE TYPES OF lN'OH‘ATlON/DOCm‘I‘I/FOm FOUND

D. Therapeutic Parole
E. Psychological Services
F. Mental Health Information

H. Mental Health Dlscharge Records

INCLUDE THE PURPOSE OR FUNGCTION OF THK SEFRTES )

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

O LEGAL SI1ZE O COMFUTER TAFE

O BOUND BOOK 0O FLOPPY DISK
'I’ O AUDIO TAPE 0 VIDEO TAFE
O OTHER(SPECIFY)

RECORD SERIES SEQUENCE 9.
O ALPHAEETICAL
O NUMERICAL
0 cHRONOLOGICAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

VOLUME

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

NURBRR g OTHER({ SPECIFY)

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

0 OTHER(SPECIFY)

FILE IS USED 1Z. fFiLE BECOMES INACTIVE AFTER
DAILY O WEEKLY O MONTHLY O MONTH(S) QO YEAR(S)
: #L RUREEN.
| 13. CURRENT LOCATION{S) (ELDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?!

tir vyxs, srecirFry raEncy or OrFrice)
OvyeEs O NO

18. ACCESS RESTRICTIONS
{1r vEs,

" YES 0 NO
CITE LAW(S) & rEGuULATION(S)

16, AUDIT REGQUIREMENTS

O NONE F(SUUI O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1P YRS.DPLAIN

BRIKFLY AND DESCRIBE ANY HARDWARE/SOFTRARK )

Qvyes O nNo

recommennep reTentionRetain for two (2)
years, then send

to the State
Records Center fo:
thirteen (13)
years, then
destroy.

18.

8. NAME AND TITLE OF PREPARER 20.

Myles Carpeneto, Director of
Procurement Services

(3Ql) 764-4113

TELEPHONE NUMEER

2'3’/// 7

DGS 3350-4 (REVISED 2/87)




T

M--m OR PRINT A DEFARTMENT OF GENERAL SERVICES oy
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7278 YWATERLOGO ROAD )
WITH RECORDS RETENTION SCHEDULE P.O. BOX 273 / //
PAGE 8 or
(DGS 330-1) ] JESSUP, MARYLAND 20794 ———
1. ?:PART?NT/AEJ‘Y 2. DlvVISICn 3. UNIT
Public Safety an v
Correctional Services Division of Correction Health and Mental Health

DEF INITION - RECORD SRIESOA GROUP OF RELATED RECORDS NORMALLY FILED AND USKED AS A UNIT ron
REFERENCE AS NWELL AS RETENTION AND DISPFOSITION PURPOSER N

4. RECORD SERIES TITLE Health and Mental Health 5. EARLIEST YEAR/LATEST YEAR
' Institutions Series TO
) 6. RECORD SERIES DESCRIPTION ‘IRIIPLT DESCRIBE THE TYPRS OF INFOMTION[DOCMTS/POM PFOUND
‘IN THE SERIES. . INCLUDR THE PURPOSE OR FUNCTION OF THK SEF1ES)
| a. Roxbury G. Women's Pre-Release
B. Somerset Facilities H. Jessup Pre-Release
C. Central Laundry I. Personnel
D. Clifton T. pPerkins J. MHC Annex
E. MRDCC -
F. BPRU
7. RECORD SERIES FORMAT({S) ‘8. RECORD SERIES SEQUENCE 9. VOLUME
O LETTER SIZE O MICROFILM. O ALPHABETICAL O FILE DRAWER(S)
O MICROFILM REEL(S)
O LEGAL S1ZE 0O COMFUTER TAPE O NUMERICAL O COMPUTER TAPE(S)
' NUBER § oren(sPECIFY
‘l’CJBummnaxx O FLOPPY DISK O CHRONOLOGICAL . ( FY)
g AuD APE O O GEOGRAPHICAL
o T VIDEO TAPE ¢ ! 10. ANNUAL ACCUMULAT ION
0 OTHER( SPECIFY) ' O OTHER(SPECIFY) O FILE DRAWER(S)
: O MICROFILM REEL(S)
RUMSER O COMPUTER TAPE(S)
0 OTHER(SPECIEY)

| 91. riLe 13 UsED 12. FILE BECOMES INACTIVE AFTER

' a a O MONTH(S O YEAR(S)

s P oaiLy WEEKLY MONTHLY RO (s)

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

ti» v£s, sPEciry raEncY ORr OFFicE)
OYES DO NO

18. ACCESS RESTRICTIONS O YES O nNo 16. AUDIT REGQUIREMENTS
{ir yes, ciTx LawlS) & mxautaTiON(S) '
D NoNE Slsrxrz O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1r yES.OPLAIN 1s. REC ,1'm3et§1,0 f:tor two (2
PRIKFLY AND DESCRIBE ANY HARDRARE/SOFTWARK ) " years:, - then send
. : to the State
Records Center fc
thirteen (13)
years, then

CYES O No

destroy.
i ‘l-)_.';-.’ R
‘9. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Myles Carpeneto, Director of ' \5"/}/6/
Procurement Services (301) 764-4113

DGS 550-4 (REVISED 2/87)




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

DEFARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

REVISED RECORD SERIES. FORWARD
¥WITH RECORDS RETENTION SCHEDULE
(DGS 850-1)

727%
P.O.

RECORDS MANAGEMENT DIVISION
WATERLOO ROAD

BOX 27%

JESSUP, MARYLAND 20794

PAGE i or //

2. PIVISION

1. DEFARTMENT /AGENCY
Public Safety and
Correctional Services

Division of Correction

3. UNIT
Health and Mental Health

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED
AEFERENCE AS RELL AS RETENTION AND DISPOBITION PURPOSES

AND USED AS A UNIT FOR

rl. RECORD SERIES TITLE
, Statistical Reports Series

Health and Mental Health

5. EARLIEST YEAR/LATEST YEAR
)

‘IN ‘THE SERIES.

Monthly Medical Statistics

8. RECORD SERIES DESCRIPTION ‘.RIIPLY DESCRIBE THEK TYPES OF INPOMTION/DOCMTI/'OM FOUND

JHCLUDR TME PURPOSE OR FUNCTION OF THE SEFTES )

A.

B. Monthly Recording-Inpatient Days

C. Monthly recording of population count,
emergency treatment of employees

D. Monthly report of number of inmates
seen in on-site clinics

E. Monthly report of inmates seen in off-

- site clinics

F. Monthly reports from RCI and MCTC

7. RECORD SERIES FORMAY(S) 8.

O LETTER SI1ZE O MICROFILM

0 LEGAL S1ZE O COMPFUTER TAPE O NMMERICAL

.Dsoumaoox O FLOPPY DISK

O AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

RECORD SERIES SEQUENCE

O ALPHABETICAL

0 CHRONOLOGICAL
0 GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

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

EEEEEF.U OTHER({ SPECIFY)

10. ANNUAL ACCUMULAT ION

U FILE DRAWER(S)
O MICROFILM REEL(S)
KUNNER O COMPUTER TAPE(S)

0 OYHER|{SPFCIFY}

| 1. e 1S useD 12. FILE BECOMES INACTIVE AFTER
DAILY Q vEEKLY O MONTHLY O MONTH(S) Q YEAR(S)
X _RUREEN
! 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROCM) 14. IS RECORD SERIES DUPLICATED ELSEWHERE?

tir yxs, seprciPY raENCY OR OFFicE])
OYES 0O NO

15. ACCESS RESTRICTIONS “Q YES g Nno

{1r vyes, ciTe LAw(s) & rxautaTION(S)

16. AUDIT REQUIREMENTS

O NoNE ﬁfsnw: O FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (I1p YRS.OPLAIN
BRIKFLY AND DESCRIBE ANY HARDBARE/SOFTWARK )

CyEs O NO

18. RECOMMENDED mmncuRetaln for two (2
years, then send
to the State

- Records Center fo
thirteen (13)
years, then
destroy.

9. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

20.

(301) 764-4113 .

TELEPHONE NUMEER

S

' DGS 3350-4 (REVISED 2/87)




|

JSTRYCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NE¥Y OR
REVISED RECORD SERIES. FORWARD
WiTH RECORDS RETENTION SCHEDULK
(DG5S 350-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD
P.O. BOX 27%

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

' pace 19 or .U_

DEFARTMENT / AGENCY

1.
q Public Safety and
Correctional Services

2. BIVISION

Division of Correction

3. UNIT
Health and Mental Health

- ] (-] RELATED R‘euﬂd' NORMALLY FILE UNIT PFOR
DEFINITION-RECORD SERIES-* 9"OUP ©OF D AND USED AS A UNI

REFERKENCE AS NELL A® RETENTION AND DISPOS|TION PURPOSES

'[ 4. RECORD SERIES TITLE

"Hea'lth and Mental Héalth

' Master Patient Index (Rolodex) Cards

5. EARLIEST YEAR/LATEST YEAR
To

inmate.

release from the DOC.
I. Inmate's Name

2. DOC #

3. Date of Birth

4

‘IN ‘THE SERIES.

This series contains the Master Patient
Index (Rolodex) card which is kept on each
The card is pulled from the active
file upon transfer to another facility or
Each card contains:

. Date came into prison system

: BRIK D | 1.4 TYPE NFO -]
6. RECORD SERIES DESCRIPTION | IEFLY DESCRI THE 8 OF INF RHATION/DOCU_NTI/POM FOUN
INCLUDKE THE PURPOSE OR FUNCTION OF THE SEPIES }

7. RECORD SERIES FORMAT({S)
0O LETTER SIZE O MICROFILM.

O LEGAL SI1ZE 0O COMFUTER TAPE

‘l’tlamnpxxnx O FLOPPY DISK

0 AUDIO TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

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

C OTHER({SPECIFY)

. VOLUME

O FILE DRAWER(S)

0O MICROFILM REEL(S)

O COMPUTER TAPE(S)
NGWBER o oripp(SPECIFY)

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
O MICROFILM REEL(S)
RUMSERX U COMPUTER TAPE(S)

11, giLg 15 useD

O OTHER(SPECIEY)

12. p\LE BECOMES INACTIVE AFTER .

' o o O MONTH(S O YEAR(S)
. jinAux WEEKLY MONTHLY pe— )
i T . M .
' 13. CURRENT LOCATION(S) {BLDG.,FLOOR,ROOM) 14. IS5 RECORD SERIES DUPL ICATED ELSEYHERE?
' {i1r vyrs, sPEcCiFryY sgENCY OR OFFicE)
O yEsS O NO
15. ACCESS RESTRICTIONS “Q YES 0 No 16. AUDIT REQUIREMENTS

{tr yes, ci17Tx raw(s) & rEcuLATION(S)

0O NONE ﬁ4ﬂmr= O FEDERAL [ INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1pr YRS.RXPLAIN
BREIKFLY AND DESCRIBRE ANY MARDRARE/SOFTWARK )

Cyes O nNO

18. RECOMMENDED RETENTIoN Retain for two (2

years, then send
to the State
Records Center fc
thirteen (13)
years, then
destroy.

‘l.ts.ruu: AND TITLE OF PREPARER .

Myles Carpeneto, Director of
Procurement Services

20. TELEPHONE NUMEER

(301) 764-4113

/9

DGS 350-4 (REVISED 2/87)




‘INSTRUCTIGNS- - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

(DG5S 380-1)

¥ITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLOC RQAD
P.O. BOX 2783
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE _lor /b

1. DEFARTMENT /AGENCY
Public Safety and
Correctional Services

2. DIVISION

Division of Correction

3. UNIT
Health and Mental Health

DEF INIT1ON -RECORD SERIES.-A OMOUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION ANO DISPOSITION PURFOSES

4. RECORD SERIES TITLE

Health and Mental Health
. . Inmate Mental Health Record Series

S. EARLIEST YEAR/LATEST YEAR
TO

related information.

Front Cover

Open Chart
Admission Status
Orders

Rehab and Therapy
Progress Notes
Special Reports

6. RECORD SERIES DESCRIPTION ‘IIIIFLY;;;;i;;II THE TYPES OF INFORMAT!ON/DOCUMENTS/FORMS FOUND
This series include all psychiatric and psychological reports, and other medica

Other Status Report
Treatment Records
History and Physical
Miscellaneous Records

INCLUDK THME PURPOSE OR PUNCTION f' THE '!P‘!!l)

7. RECORD SERIES FORMAT(S)
O LETTER SIZE U MICROFILNK

O LEGAL SIZE 0O COMPUTER TAPE

0O BOUND BOOK O FLOPPY DISK
Q AUDIO TAPE 0O VIDEO TAPE

C OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE 9. VoLuME
O ALPHABETICAL
0 NUMERICAL
O CHRONOLOGICAL,
0 GEOGRAPHICAL

O OTHER(SPECIFY)

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

RuWBEN O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
O MICROFILM REEL(S)
RUNSER U COMPUTER TAPE(S)

O OTHER|SPFCIFY)

FILE 1S USED

I
' F»DAILY

0 WEEKLY

O MONTHLY

12. F|LE BECOMES INACTIVE AFTER

=
[
'
'

! 13. CURRENT LOCATION{S) (BLDG.,FLOOR,ROCM)

0O MONTH(S O YEAR(S
U (21 (s)

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

t1» vxs, serEciry saency or oFrFice)
OYEs O NO

15. ACCESS RESTRICTIONS
{ir ves,

-Q YES
ciTe Lawis) & neoutaTiOns)

0 No

16. AUDIT REQUIREMENTS

O NONK *-STATE D FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (i1y YRS.E>XPLAIN

BRIKFLY AND DESCRIBE ANY HARDWARE/SOFTWARK )

Ovyes QO NO

) T
18 . . RECOMMENDED RETENTION .
Bt )
Retain for two years.after the inmate's
release, then"send to the State Records
Center. '

'

‘I's.ruua AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

20. TELEPHONE NUMEER 21

(301) 764-4113

Shly

DGS 330-4 (REVISED 2/87)




