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gency

Department of Public Safety
and Correctional

Division/Unit

Services

Division of Pretrial
r Detention and

Services

Item
No.

Description

SOCIAL WORK -AREA

PEYCHO-SOCTAL ASSESSMENT

This series includes social and
diagnostic materials for inmates and

is used in planning. Record copy
maintained in inmate's basefile. A copy
is maintained in the departmental office

for purposes of reference.

GROUF FILES

This series contains rosters, contracts,
dropout notices, completion evaluations,
certificate copies, worker notes, inmates
evaluation of groups.

RELEASE PLANNING FILES

This series contains worker notes and
copies of correspondence, release of
information forms and other miscellaneous
data related to specialized inmate

‘release plans.

STATISTICAL REPORTS

A. RAW DATA

This series containg reports from
each staff person on psycho-social
assessment group activity.

Agency,

Date

Schedule Approved by Department

or Division Representative.

Retention

Retain for three (3
years or as long as
inmate is in the |
institution, then
destroy.

kRetain for five (5)
years from group
termination date,
then destroy.

Retain for two (2)
years, then destroy.

Retain for three (3)
years, then destroy.

the

Date

Schedule Authorized by State Archivist

2

57///7%
%/

May 10L 1994
dsignatute/ Z, forrm—

Typed Name_Paul E. Brown

Signature

TWNPSpec1al Assistant to the Commissigner

\

“'G8 550- T (Rev. 1/53)
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

, RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No.

1615

Page 2 of 2

Agency

Department of Public Safety -
and Correctional Services

Division/Unit

Division of Pretrial
Detention and Services

ltem

Description

Retention

No.

Figure 3A
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B. MONTHLY AND ANNUAL SIIMMARIES

Reports generated by Regional
.Supervisors each month and for the
fiscal year. Original is sent to
the Director of Social Services,
copy in Regional Supervisor's office
files. ' '

GENEEAL CORRESFONDENCE

Subject arrangement of original incoming
letters, copies of outgoing letters,
memoranda, studies,’ reports, directives,
policies, and other materials related t
the administration of the adgency. :

-and other material

Retsin for ten (10)
years, then destroy

Screen annually and
destroy that materig)
no longer needed for
current business.
Directives, policieq,

related to the
planning and policy
that illustrate the
development of the
agency retain
permanently for
eventual periodic
transfer to the
State Archives.
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INSTRUCTIGNS — TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD 1 5
P.O. BOX 275 - JESSUP, MARYLAND 20794 Page of
<_ PARTMENT/AGENCY 2. DIVISION 3. UNIT
I tment of Public Safety Division of Pretrial Baltimore City Detention
and Correctional Services Detention and Services Center

DEFINITION - Records Series - A group of related records normally filed and used as 2 unit for rafsrence as well ss retention and disposition purposes.

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

SOCIAL WORK AREA 1991 710

6. RECORD SERIES DESCRIPTION { Briefly describe the types of informatior/documents/fforms found in the Series. Include the purpose or function of the Series)

Psycho-Social Assessment

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 8. VOLUME
& Fie Drawer(s)
& Letter Size o Microfilm Yo Alphabetical O Microfim Reel (s)
e O Computer Tape (s)
O Legal Sze O Computer Tape - O Numerical o Other (Specify)
5
0 Bound Book o Floppy Disk O Chronologtcal Number
0 Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
K File Drawer (s)
o Other (Specify) O Other (Specify) ' O Microfiim Reel (s)
g Computer Tape(s)
O Other {Specify)
3
Number
11. FiLE IS USED 12. FILE BECOMES INACTIVE AFTER
¥ paly - 0 Weekly O Monthly 3 : O Month(s) X  Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)
Soc1<'_:11 Work_Offlce . o Yes ¥ No
[Baltimore City Detention Center . ‘
15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
o Yes X No O None X State 0O Federal O Independent
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and - | 18. RECOMMENDED RETENTION :
describe any hardware/software) Retain for three (3) years or as long as the 1nmate is in
% o the institution, then destroy.
1
' ADD PR 20. TELEPHONE NRUMBER 21. DATE
chard A. Bradley
ommunication/Fleet Coordinator 410-637-1361 May 10, 1994
DGS 550-4 (Revised 1/93)

Figure 1 - 25 -
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INSTRUCTIONS TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECGRD SERIES™ FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 850-1)

7275 WATERLOO ROAD

5
PO. BOX 275 - JESSUP, MARYLAND 20794 Page 2 of
(.oepmmsmmcsucv : 2. DIVISION 3. uNiT
'Department of Public Safety Division of Pretrial Baltimore City Detention
and Correctional Services Detention and Services Center

DEPARTMENT OF GENERAL St:KVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

DEFINITION - Records Series -

A group of related records normally flled and used as a unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE

SOCIAL WORK AREA

5. EARLIEST YEAR / LATETEST YEAR

1991 10 :

Group Files

6. RECORD SERIES DESCRIPTION { Briefly describe the types of information/documentsfosms found in the Series

. Include the purpose of function of the Series)

1. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQ\.;ENCE

9. VOLUME
. X Fie Drawer(s)
O Letter Sze O Microfilm ¥ Alphabetical 0 Microfilm Reel (s)
; 0 Computer Tape (s}
Q Legal Sze a Computer Tape 0 Numerical .0 Other {Specify)
- 5 .
O Bound Book a Floppy Disk D Chronological Number *
O Audio Tape O Video Tape 0 Geographical 10. ANNUAL ACCUMULATION
K Fue Drawer (s)
0 Other (Specily) O Other (Specify) O Microfim Reel (s)
0 Computer Tape(s)
O QOther (Specify)
3
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
¥ Daly a Weekly O Monthly 5 O Month(s) e“: Year(s)
. Number
13. CURRENT LOCATION(S) (Bldg., Ficor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)
Soc1§11 Work . Office . a  Yes ¥ No
rBa ltimore City Detention Center
15. ACCESS RESTRICTIONS (if yes. cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
0 Yes "X No a  None [ State O Federal O Independent

17. 1S AN INDEX SYSTEM USED? (f yes, explain bnefly and
describe any hardware/software)

’ 0 Yes
P i
(¢

X No

(N

[ o

18. RECOMMENDED RETENTION

then destroy. '

Retain for five:(5) years. from group termlnatn.on date,

i
i

ichard A. Bradley
ommunication/Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1361

21. DATE

May 10, 1994

(G5 550-4 (Rewisea 1793

Figure 1
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INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GEN\ERAL SERVICES . ."\GENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION b S
SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD 3 5
PO. BOX 275 - JESSUP. MARYLAND 20784 Page of
(. W DEPARTMENT/AGENCY : 2. DIVISION 3. UNIT
Department ef Public Safety Division of Pretrial Baltimore City Detention
and Correctional Services i Rerention and Services. Center i

DEFINITION - Racotds Series - A group of reiated records normally flied and used as a unit for reference as well as retention and disposition purposes.

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

SOCIAL WORK AREA 1991 1o

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe types of information/documentsfforms found in the Series. Include the purpose o function of the Series)

Release Planning Files

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
A Fre Drawer(s)
& Letier See a Microfilm Y2 Alphabetical o Mcrofim Reel (s)
: 0 Computer Tape (s)
QO Legal Sze 0 Computer Tape - 0 Numerical o Other (Specify)
' -
O Bound Book a Floppy Disk o Chronological Number *
D Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
K Fde Drawer (s)
O Olher (Specify) O Other (Specify) ‘ O Microfilm Reel (s)
. . o Computer Tape(s}
. O Other (Specify)
’ 3
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
¥ Daly - o Weekly O  Monthly 2 O Monthis) B  Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

Social Work Office
Baltimore City Detention Center

o Yes X No

15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS

O Yes <30 No o0 None X State o0 Federal O Independent

17. 1S AN INDEX SYSTEM USED? (I yes, explain briefly and - | 18. RECOMMENDED RETENTION .
descrnbe any haraware/software)

Retain for, two (2) years, then destroy.

.
Lo

20. TELEPHONE NUMBER _ - l - | 21. DATE o o
E chard A. Bradley . N I , A
ommunication/Fleet Coordinator 410-637-1361 . May 10, 1994

DGS 550-4 {Revised 1/93)
N

Figure 1 o | . -25- i | '




{NGLRUCTIONS - TYPE QR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES . AGENCY RECORDS INVENTORY

REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCIEDULE (DGS $5C-1) 7215 WA‘ERLOO ROAD 4 5
PO. BOX 275 - JESSUP, MARYLAND 20794 : Page of : ,
f————_—————:—_—————_—_—_——_—_—__
( W, DEPARTMENT/AGENCY : 2. DIVISION > 3. UNIT
Department of Public Safety Division of Pretrial

Baltimore City Detention

and Correctional Services Detentiaon and Services Center

DEFINITION - Records Series - A group of related recorde normally flled and used as a unlt for reference as well as retention and disposition purposes.
4. RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR
SOCIAL WORK AREA 1991 710

6. RECORD SERIES DESCRIPTIGH ( Brefly describe the types of informatior/documenisfforms found in the Series. Include the purpose of function of the Senes})

Statistical Reports

a. Raw Data
b. Monthly and Annual Summaries

1. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. YOLUME
X File Drawer(s)
O( Letter Size O Microfilm 30 Alphabetical _ O Microfilm Reel (s)
’ : O Computer Tape (s)
0 Legal See O Computer Tape - o Numerical -0 Other (Specify)
-5
@ Bound Book O Floppy Disk 0 Chronological Number *
O Audio Tape O Video Tape G Geographical 10. ANNUAL ACCUMULATION
K Fie Drawer (s)
O Other (Specify) O Other (Specify) ’ O Mucrofiim Reei (s)
O Computer Tape(s)
a Other (Specity)
3
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
¥ Day - o Weekly 0 Monthly 3 ; o Monihs) &  Yearls)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {if yes, specdy agency or office)

Social Work Office
Baltimore City Detention Center

o Yes ¥ No

15. ACCESS RESTRICTIONS (if yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS

O Yes X No "o None X State O Federal O independent

118 AN INDEX SYSTEM USED? (i yes‘, explain briefly an& -] 18. RECOMMENDED RETENTION o i ‘
describe any hardware/software)

: : ) Retain for three, (3) years,~then destroy. . a
p O Yes ¥ No S a ! . "'u A
.\ P 'M - - . .

TSR IAREVNOSIERE OELREPRRER 20. TELEPHONE NUMBER 21. DATE

'1chard A. Bradley . o ,
Communication/Fleet Coordinator 410-637-1361 ° O May 10, 1994

TGS 550-4 (Rewicea 1/33) : : j
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INSTRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD 5 5
PO. BOX 275 - JESSUP. MARYLAND 20794 Page of
( ¥ DEPARTMENTIAGENCY : 2. DIVISION 3. UNIT
Department of Public Safety Division of Pretrial Baltimore City Detention
and Correctional Services Detention and Services Center )

DEFINITION - Records Series - A group of related records normally filed and used as a unit for refarence as well as retention and disposition purposes.

4. RECORD SERIES TITLE §. EARLIEST YEAR { LATETEST YEAR

SOCIAL WORK AREA 1991 1o

6. RECORD SERIES DESCRIPTIOR ( Brefly descrbe the types of information/documentsfforms found in the Senes. Include the purpose of function of the Series)

General Corresporidence

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
¥ File Drawer(s)
o Letter Sze a Microfilm ¥ Alphabetical ‘ o Microfilm Reel (s)
; 0O Computer Tape (s)
O Legal Sze a Computer Tape - 0 Numerical ) 0O Other (Specify)
5
0 Bound Book O Floppy Disk 0 Chronological Number *
0 Audio Tape O Video Tape a Geographical 10. ANNUAL ACCUMULATION
X File Drawer (s)
O Other (Spectly) O Other (Specify) ) Qa Microfilm Reel (s)
. o Computer Tape(s}
0 Other (Specify)
3
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
¥ Day - 0 Weekly o Monthly ] O Month(s) ¥ Year(s)
Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (if yes, specify agency or office)
80012311 Work.Offlce - O Yes ¥ No
Baltimore City Detention Center .- o :
15. ACCESS RESTRICTIONS (If yes, cte law(s) & regulation(s) 16. AUDIT REQUIREMENTS
0 Yes ‘X No o None X State D Federal o Independent
17. 1S AN INDEX SYSTEM USED? (if-yes, explam bneﬂy and - 18 RECOMMENDED RETENTION ° L o !
describe any hardware/software) - Screen annually- .and destroy ;:hat materlal no lonqer
. L needed for' current bu51ness., .
D Yes . ¥ No
4 G sl . e
’ 20. TELEPHONE NUMBER ‘ ‘ 21. DATE i
1char A. Bradley TS : .o - o
ommunication/Fleet Coordinator 410-637~-1361 | ' ; May 10, 1994 ; -
DGS 550-4 (Rewvised 1/93) o ' . :

Figure 1 . =95 =




