DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

' RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE
NUMBER _ 2309

PAGE_1_OF _3

L=l —— e S e e ——

DHR/Baltimore City Department of Social Services/
Legal Services Division

Authorized Retention Period & instructions

Records consist of documents related to employee
hiring, promotion, evaluation and disciplinary action.
Files will contain job description (Form MS22).

item No. Description of Records Series (from Inventory Form)
/]
1 CITY SOLICITOR FILES:

Records consist of pre-Legal Services Division (1981 or | Retain in Legal Services Division for twenty-one
earlier) Child-In-Need-of-Assistance court related (21) years, then destroy.
documents and summaries. \

i

2 ADMINISTRATIVE APPEAL HEARING FILES:
Records consist of client requests for appeals relating to | Retain in Legal Services Division for one (1) year
services. Records may include foster home licensing after final decision, then destroy; Retain copies of
and Foster Care, Kinship Care, Child Protective hearing summaries and decisions in Legal
Services, Project Home, Adult Protective Services, Adult | Services Division for twenty-five (25) years after
Services and other service-related appeals. Records the final decision, then destroy.
may include summaries of investigations and
administrative decisions and orders.
3 PAYROLL FILES:
Records consist of documents related to employee Retain in Legal Services Division for three (3)
timesheets and leave requests. Records may also years after closure or until all audit requirements
contain medical documentation for leave usage. are met, then destroy.
4 PERSONNEL FILES:

Retain in Legal Services for three (3) years after
termination of employment, then destroy.

SCHEDULE APPROVED BY Legal Services
Division Director:
DATE:

DATE:

AUTHORIZED BY STATE ARCHIVIST
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RECORDS RETENTION AND DISPOSAL SCHEDULE

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

(CONTINUATION SHEET)

SCHEDULE

NUMBER 2309

PAGE_2 OF _3

DHR/Baltimore City Department of Social Services/
Legal Services Division

item No.

Description of Records Series (Program, forms, etc.)

Authorized Retention Period & Instructions -

4-E PROJECT FILES:
Records consist of 4-E compliance documentation and

court documentation of out-of home placements for
children in need of assistance.

CINA FILES:
Files consist of Child-In-need-Of-Assistance court

related documents, clearances, progress reports and
summaries.

MPIA REQUESTS/SUBPOENA FILES:

Files consist of written requests for information from
agency records, subpoenas for records, clearances,
court pleadings and court orders related to production or
Non-production of agency records and information.

ADULT GUARDIANSHIP FILES:

Files consist of agency adult guardianship court-related
documents, clearances and summaries.

SHELTER CARE LOG SHEETS:

Files consist of daily summary sheets of shelter care
authorizations approved by Legal Services Division.

Retain in Legal Services Division for three (3)
years, then destroy.

Retain in Legal Services Division until all related
children attain the age of twenty-one (21), then
ship to State Records Center to be retained for
twenty-five (25) years, then destroy.

Retain in Legal Services for two (2) years after
closure, then destroy.

Where BCDSS is appointed guardian retain files
in Legal Services Division until the death of the
client. In all other cases, retain the files in Legal
Services Division until client reaches age sixty-
five (65), then destroy.

{Retain log sheets in Legal Services Division for

three (3) years, then destroy.

DGS 550-1a [continuation] (Rev. 1/93)




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

(CONTINUATION SHEET)

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE
NUMBER 2309

e e ———

PAGE_3_OF__3

DHR/Baltimore City Department of Social Services/
Legal Services Division

Item No. Description of Records Series (Program, forms, etc.)

Authorized Retention Period & Instructions

10 TERMINATION OF PARENTAL
RIGHTS/GUARDIANSHIP FILES:

Files consist of Termination of Parental Rights court
related documents, petitions, motions, order, reports and
summaries concerning biological families. Files may
contain summaries of out-of-home placements for
children. :

1 TJERMINATION OF PARENTAL RIGHTS/ADOPTION
FILES:

Files consist of Termination of Parental Rights and
adoption court related documents, petitions, motions,
order, reports and summaries concerning biological
families. Files may contain summaries of out-of-home
placements for children.

Retain in Legal Services Division until all related
children attain age of twenty-one (21), then retain
in Records Management Center for twenty-five
(25) years, then destroy.

Retain in Legal Services Division for two (2) years
after adoption decree is issued, then ship to State
Records Center to be retained for twenty-five (25)
years, then destroy.

DGS 550-1a [continuation] (Rev. 1/93)
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' Instructions ~Type or Print a separate inventory form for each DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

Record Series. Forward with Records Retention Schedule RECORDS MANAGEMENT DIVISION

(DGS 550-1) . 7275 WATERLOO ROAD / /
P.0.BOX275 / PAGE P/

JESSUP, MARYLAND 20794

(410) 799-1379

1. Department 2. Agercy 3. Division

DEPT OF HUMAN SERVICES BALTIMORE CITY DEPT OF SOCIAL LEGAL SERVICES DIVISION.

SERVICES /

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Racord Serles Title 5. Earlest YoarfLatest Year

City Solicitor’s Files _1979_to_1981

6. Record Serles Descripion (Briefly describe the types of A found in the serles. Inckxde the purpose or function of the series.)

Files consist of pre-1981 Child-In-Need-Assistance court documents including Juvenile Court petitions,
court orders and other related documents. Files are no longer issued and were replaced by BCDSS
Legal Services CINA files as of 1981. The files record pre-Legal ‘Services court involvement with

children due to allegations of neglect and/or abuse. ;

7. Record Serles Format(s) LUstal 8. Record Series Sequence 9. Volume
i TES Filo Drawer(s)
- Fam/tape:  Elechronk:
T=ZletlorSze [ FivSides I Keplon Hard Drive == Aphsbetical I Microfim Reeks)
(ES5emm, okc)
IEElogalSize  I'Microfity I Computer Tape I Numercal i:,g; T Computar Tepe(s)
Microfiche
I Other (sp
CRok __= TAudoTeps I Floppy Disk I' Chronobgical
rBowdBook I Video Tape T CD,DVD.elc I Geographical 10. Anrug) Accumuation
I File Drawer(s)
rCad__x  TOfor(spocty) I Other (specity)
I' Microfiim ReeXs)
_None__ T Computar Tape(s)
Number
- == Other (specity) NO longer issued__
1. FllisUsed . 12.  File Bacomes inactive After
=2 Daly T Weekly I Montly T Annaly :
20 I Montis) [ES Yeer(s) OR rapiaced by Legal Services
Number CINA files.

. 14. s Racord Series Duplicatod Elsewhere?  (if yes, specify agency or offics.)
13. Curent Location(s)  (Bigg., Foer, Reom) & St. Paul Street, Ste. 2000 .

r Yes Z= No
15.  Access Restrictions (If Yes, cite Law(s) & Reguiation(s} 18.  Audit Reguirements
r Yes Article 88A, Section 6, Annotated Code of Md T No T=E None T State T Fodera) T Independant
17. 15 anindex System used? if yes, explain briefly and describe requirements 18. Recommended Retention:
Retain in Legal Services Division for twenty-one (21) years, then destroy.
r== Yes _Alphabetical by last name T No
19. Name and Tite of Preperer 20. Telsphone Nummber. 21. Date
Richa;d Jackson, Administrator 410-767-8664 Aprii 27, 2004

VIQ REN 4 fMDau 1M




' Instructions ~Type or Print a separate inventory fom for each
Record Series. Forward with Records Retention Schedule

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

SERVICES

(DGS 550-1) - 7275 WATERLOO ROAD
/ P.0. BOX 275 ence_R_or L/
‘ JESSUP, MARYLAND 20794
(410) 799-1379
1. Depariment 2. Agercy 3. Division
DEPT OF HUMAN SERVICES BALTIMORE CITY DEPT OF SOCIAL LEGAL SERVICES DIVISION

/
DEFINITION - RECORD SERIES - A group of retated records

4. Record Serles Title Lo : /

Administrative Appeal Hearing Files’

nommally filed and used as aAunit for reference as well as retention and disposition purposes.

5. Earfiost Year/Latest Year

__1981___ to_current

6. Record Series Description (Briefly describe the types of infc

found in the series. Include the purpose or function of the series.)

Files consist of documents related to client requests for appeal of adverse actions related to foster home
licensing, foster care, kinship care, Project home, APS and Adult Services. They also include client
requests for appeals pertaining tp dispositions of investigations of suspected child abuse and neglect.
Files contain hearing related docum/ents including administrative hearing decisions and orders.

i

7. Record Serles Format(s) Listal 8. Record Series Sequence 8. Volums
i T== File Drawer(s)
Paper. Fim / tape: Electronic:
T==lotler Sze [ FivSides I Kepton Hard Ddve I'EE  Alphabetical I Microfim Reei(s)
(35mm, etc) . ’
FlogaiSize  T'Microfiny I Computer Tape I Numerical N—mzi— T Computer Tape(s)
Microfiche i)
' Other (specify
FRols __= [AwfoTaps I Foppy Disk I Chonobgical
rBoud Book I Video Teps I CD,OVD,etc I Geographical 10. Annual Accumsdation
I File Drawer(s)
I Card I Other (specify), T Other (specify)
I Microfim Ree(s)
_5 I' Computer Tape(s)
Number
I Ofther (spacity)
11, Fiels Used 12.  Fils Becomes Inactive After
r== Daly I Weeky T Monthly T Annualy
— T Month(s) TZE Year(s)
Number
14. 13 Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
13. Curent Location(s)  (Blag., Floor, Reom) 6 St. Paul Street, Ste. 2000 ‘
’ . I Yes TEE No
15, Access Restrictions (if Yes, cite Law(s) & Regulation(s) 18.  Audit Requirements
r ves Article 88A, Section 6, Annotated Code of Md [ No T== None T State T Federal T Independent
17. Is an Index System used? If yes, explain briefly and describe requirements 18, Recommended Retention:
Retain in Legal Services for 1 year after closure, then destroy. Retain copies of
== Yes _Alphabetical by last name, r No hearing summaries and decisions in Legal Services for 25 years after the
decision, then destroy.

18. Name and Title of Preparer
Richard Jackson, Administrator

20. Telephone Number:

410-767-8664

21. Date

April 27, 2004

DGS 5504 (Rev. 1/93)




Instructions ~Type or Print a separate inventory form for each
Record Series. Forward with Records Retention Schedule

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

/

SERVICES

(DGS 550-1) - 7275 WATERLOO ROAD
/ P.O. BOX 275 pace ~3__or _ 4/
‘ * JESSUP, MARYLAND 20794
(410) 799-1379
1. Depeartment 2. Agency 3. Division
DEPT OF HUMAN SERVICES BALTIMORE CITY DEPT OF SOCIAL LEGAL SERVICES DIVISION

| _DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4.Mm8¢|u1"lb

Payroli Records

5. Eacfiest YoarLatest Year

__1994 to_cument__

6. Racosy Sevles D (Brefly descsive the types of

payr‘ﬁll.

found in the series. Inchude the purpose or function of the sesies.)

Files consist of timesheets, leave requests, medical documentation and other documents related to

L.

Number

—3 T Morth(s)

7. Record Serfes Format(s) Listef - 8. Record Series Sequence 9. Volure
F== Fie Dreawer(s)
Paper: Fim / tape: Electronic:
[==lstiorSize I FinvSides I Kepton Hard Drive IE=  Aphabetical I Micofim Reel(s)
@5mm, etc)
TFlagaiSie  T'Microfiy T Computer Tape I Numerdcal -N—~1°— T Computer Tape(s)
Microfiche T Other (spocify)
FRofs __a TAudoTape T FloppyDisk I Chronological
TBoudBook ['Video Tape [ COVD,eic T Goographical 10. Annusat Accumuation
= File Drawer(s)
I Card I Other (specity) I Other (specify)
I Microfim RoeKs)
— 2T Computer Tapa(s)
Number
I Other (specity),
11, Fiois Used 12.  File Becomes inactive After
=S Daly T Woekly T Monthly T Annualy

TE= Year(s)

13. Curent Location(s)  (Big., Foor, Room) 6 St. Paul Street, Ste. 2000

14. |3 Rocord Series Dupkicated Elsowhere? (if yes, specify agency or office.)

[ES Yes BCDSSpayod r No

15, Access Restrictions (if Yes, cite Law(s) & Regulation{s)

T Yes T No

16.  Auwdit Requirements

I Noms I'Z State

I’ Federal

I independant

17. s anindex System used? if yea, explain briefly and describe requirements

18. Recommended Retention:

Retain in Legal Services for 3 years or until audit requirements are met, then

r== vee _Alphabetical by last name r No destroy.
19. Name and Title of Preparer 20. Telephone Number: 21. Date
Richard Jackson, Administrator 410-767-8664 April 27, 2004

DGS 5504 (Rev. 1/83)




‘ Instructions ~Type or Print a separate inventory form for each
Record Series. Forward with Records Retention Schedule

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

SERVICES

(DGS 550-1) - : 7275 WATERLOO ROAD
P.0. BOX 275 pace Aol _or L
JESSUP, MARYLAND 20794
(410) 799-1379
1. Dopartment 2. Agercy 3 mn
DEPT OF HUMAN SERVICES BALTIMORE CITY DEPT OF SOCIAL LEGAL SERVICES DIVISION

DEFINITION - RECORD SERIES - A group of related records nommally filed and used as a unit for reference as well as retention and disposition purposes.

4, Record Serles Title

Personnel Records

5. Earfiest Year/Latest Yesr

__1981 to__current

6. Record Serles Descripon (Briefly the types of | found in the series. include the purpose or function of the series.)

Files consist of employee hiring, evaluation, promotion, reclass requéSts, correspondence and other
miscellaneous documents related to employment.

7. Rocind Sertes Formatts) Ustal 8. Record Serles Soquence 8. Vome
’ =S Fllo Drawer(s)
Paper: Fum / tape: Electornic:
IS=lotlerSize  I'Fim/Sides T Kopt on Herd Drive I==  Aphabetical I Microfim Roes)
{35mm, etc) .
FlegatSizs  'Micofiy I Computsr Tapo I Numerical N—“%; T Computor Tapel(s)
Microfiche [ Omer(epocity) .. .
TRols __ = [ AudoTape I Floppy Disk T Chronolbgical
r'BoundBook ['Video Taps I CD,DVD.eic I Geographical 10. Anrusal Accumuation
= Fie Drawer(s)
T Cand T Other (specity) T Other (specity)
I Microfilm Reexs)
_1___ I CompuerTapo(s)
Number
[ Other (specify),
11, Fiisis Used 12, Flie Bocomes inactive After
IEE Daly T Weekly I Monthy T Annually N
3 T Mont(s) IZE Year(s)
Number
14. Is Record Series Dupiicated Eisewhere? (If yes, specify agency or office.)
13, Cument Location(s)  (Bidg., Floor, Room) 6 St. Paul Street, Ste. 2000
: [EZ  Yes_BCDSSF Office, r Ne
15.  Access Restrictions (if Yes, cits Law(s) & Reguiation(s) 18.  Audit Requirements
T Yes I No IS None [ State I' Federal T Independent
17. Is an Indax System used? if yes, explain briefly and dascribe requirements 18. Recommended Retention:
Retain in Legal Services for 3 years after termination of employment, then
r== ves _Alphabetical by last name TN destroy.
19. Nams and Titie of Preparer 20. Telephone Numbec: 21. Date
" Richard Jackson, Administrator ) 410-767-8664 April 27, 2004

DGS 5504 (Rev. 1/53)




_

m ~Type or Print a separate inventory form for each
Record Series. Forward with Records Retention Schedule

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

SERVICES

(DGS 550-1) 7275 WATERLOO ROAD ,
P.O. BOX 275 pace_ 5~ o _ /L
JESSUP, MARYLAND 20794
(410) 799-1379
1. Depastment 2. Agency 3. Division
DEPT OF HUMAN SERVICES BALTIMORE CITY DEPT OF SOCIAL LEGAL SERVICES DiVISION

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Serles Tite

4-E Project Files

5. Eartest YoarfLatost Year

__1991__fo__1996___

8. Record Serias Description (Briefly e types of inf

petitions and orders.

found in the serles. Include the purpose or function of the serles.)

Files consist of documents related to out-of-home placements for children including supportive court

7. Record Serles Format(s) Listal

3 T Month(s)

Number

8. Record Series Sequence 9. Volure
) T=ZE File Drawor(s)
Paper. Fiim/ tape: Electronic:
[=E Letter Szo [ FinySides T Kept on Hard Drive IEE  Aphabetical I Microfiim Ree¥(s)
(35mem, etc)
FlegaiSze  [Mirofiy I ComputorTape F Numerical - 3|— T Computor Tapo(s)
Microfiche p
T Other
TRols __ = [ Audio Taps T Floppy Disk I Chronolbogical
CBoudBook [I'Video Tape [I'CD.DVDetc I Geographical 10. Annual Accumuletion
TE File Drawer(s)
TCard______ I Other (specify). T Other (specify)
I Microfilm Reeks)
_None____r Computer Tape(s)
Number
I'EZ Other (specify)_No longer issued__
" Fiio is Used 12. File Becomes inactive After
I'EE Oaly "' Weekly I Monthly © [ Annualy

IES Year(s)

13. Curent Location(s)

(exig., Foor, Room) 6 St. Paul Street, Ste. 2000

14. 13 Record Series Duplicated Elsewhers? (i yes, specify agency or office.)

. I Yes == No
15, Acoess Restrictions (if Yes, cits Law(s) & Reguation(s) 18.  Audit Requirements
TEE Yes Asticle 88A, Sectian 8, Amotatad Code of Md. T No IEZ Nona T Stats I Federal T Independent

17.  ls enindex System used? if yes, explain brefly and describe requirements

r== ves _Alphabetical by last name.

r No

18.  Recommended Retention:

Retain in Legal Services for 3 years, then destroy.

19. Name and Titie of Preparer
Richard Jackson, Administrator

20. Telephona Nuber:

410-767-8664

21. Date
April 27, 2004

DGS 550-4 (Rev. 1/83)




Instructions ~Type or Print a separate inventory form for each
Record Series. Forward with Records Retention Schedule

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

SERVICES

(DGS 550-1) - : 7275 WATERLOO ROAD ,
P.0. BOX 275 Y/
JESSUP, MARYLAND 20794 '
(410) 799-1379
1. Department 2. Agency 3. Division
DEPT OF HUMAN SERVICES BALTIMORE CITY DEPT OF SOCIAL LEGAL SERVICES DIVISION

/

DEFINITION - RECORD SERIES - A group of related records nomally filed and used as a unit for reference as well as retention and disposition purposes.

4. Racord Serles Title

5. Eariest YearLalest Year
s

CINA Records 1981__to_Current___
8. Record Series Description (Briefly the types of found in the series. Inchude the purpose or function of the seres.)

Files consist of Child-In-Need-of-Assistance court related documents, petitions, motions, orders,
progress reports and summaries. Files may also contain medical summaries. \

7. Record Sertes Formas) Listal

Paper. Fim/ tape: Electronic:
TZE Letter Size T Fim/Sides T Kept on Hard Orive
(35mm, ekc)

TEE Logal Size T Microfirm/ I Computer Tape
Microfiche

I'Rots __a [ Audio Tape I Foppy Disk

2. Volure
TSZ Flio Drawer(s)
I Microfim Reeks)
_840____ T Computer Tape(s)
T Other (; ity)

DGS 5504 (Rev. 1/63)

T'Boud Book TI'Viieo Tepe I CD,OVD,etc I Geographical 0. Annual Accumdation
I= Fils Deawer(s)
I Cand I" Other (specit T Other (specity)
T Microfim ReeKs)
35 [ Computer Tepe(s)
Nurber

T Other (specity)____

1. Fueis Used 12, File Bacoms inactive After
TEE Daly T Wesidy T Monthy T Annualy .
-3 T Monts) [E= Year(s)
Nurber
14. Is Record Series Dupiicated Elsewhere? (if yes, specify agency or office.)
13, Curent Location(s)  (Bigg., Fioor, Roem) 6 St. Paul Street, Ste. 2000
: r Yes =2 Mo
15.  Access Restrictions (if Yes, cite Law(s) & Regulation(s) 18.  Audit Requirements
TEE Yes Asticle 88A, Section 8, Amotated Code of Md. T No FZZ None T" Siate T Federal rmmim
COMAR 07.01.07 and Attomey/Cllent Priviiege
17. 15 nIndax System used? If yes, explain briefly and describe requiremants 18.  Recommended Retertion
Retain in Legal Services until all siblings reach age 21 or CINA jurisdiction
r== ves _Assigned Legal Services Number (Chronological) r No terminated for all siblings, then retain in Records Management Center for 25
tn-House automatad tracking . years, then destroy.

19. Name and Title of Preparer 20. Telephons Nurber: 21. Dats
Richard Jackson, Administrator 410-767-8664 April 27, 2004




Instructions ~Type or Print a separate inventory form for each
Record Series. Forward with Records Retermon Schedule
(OGS §50-1) -

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0.BOX 275
JESSUP, MARYLAND 20794
(410) 789-1379

AGENCY RECORDS INVENTORY

pace_ 2 o _J/

1. Department

DEPT OF HUMAN SERVICES

2. Agercy

BALTIMORE CITY DEPT OF SOCIAL
SERVICES /

3. Division

LEGAL SERVICES DIVISION

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Racord Serles Title

MPIA Requests/Record Subpoenas Files

/[

4

5. Earfest YearfLaisst Yoar

6. Record Serles D

ption (Briefly describe the types of

found in the series. inchude the purpose or function of the serles.)

Records document agency response to written requests for information. Files consist of written

correspondence, subpoenas, clearances, court pleadings related to disclosure/non-disclosure of agency

records and |nformat|on

7. Record Sertes Format(s) Listall

Paper.
I'ZE Letter Sze

Fim/ tape: Electronic:
I'Fim/Sides T Kept on Hard Drive
(33mm, otc)

T Lagal Stze T" Microfim/ T Computer Tape
Microfiche

T Roks = I Awdio Tape T Floppy Disk
T'Bound Book T Video Tape

T Card T Other (specify)

10. Arsuai Accumudation
FZ Fle Drawer(s)
T Microfim Reeks)
T Computsr Tape(s)
T Ofher (specify)____

—2__
Number

File Bacomes tnactive After

. Number

T Monih(s)

TEE Year(s)

13. CumentLocation(s)  (Bidg., Fioor, Reom) 6 St. Paul Street, Ste. 2000

T Yes

14. Is Record Series Duplicated Elsewhare? (if yes, specify agency or office.)

=2 No

18. Access Restrictions (if Yas, cits Law(s) & Reguiation(s)

FZE Yes Asticle 88A, Section 6, Annotated Code of Md.
COMAR 07.01.07 and Attomey/Client Privilage

17. 13 anindex System used? if yes, expiain briefly and describe requirements

== Yes Mwwm ' No
n-House automated tracking system

18.  Recommended Retention

Retain in Legal Services for 2 years after closure, thén destroy.

19. Name and Title of Preparer

Richard Jackson, Administrator

20. Telephone Number:

410-767-8664




Instructions ~Type or Print a separate inventory form for each DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Record Series. Forward with Records Retention Schedule RECORDS MANAGEMENT DIVISION
(DGS 550-1) . 7275 WATERLOO ROAD ?

/ P.O. BOX 275 PAGE o/

‘ JESSUP, MARYLAND 20794

(410) 799-1379
1. Dopartment 2. Agancy 3. Division
DEPT OF HUMAN SERVICES BALTIMORE CITY DEPT OF SOCIAL LEGAL SERVICES DIVISION
/| SERVICES :

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.
4. Recond Serles Tite / 5. ExrBest YeariLatest Yosr
Adult Guardianship Files ’ _1981___to_cument__

6. Record Series Description (Briefly describe the types of information/documents/Tonms found i e series. inchide the purpose of funcion of the series.)

Adult guardianship court related documents, clearances and summaries.

\

7. Record Sedes Formex(s) Listall 8. Record Serles Sequence $. Volume
N TSE File Drawer(s)
Psper. Fiim/ tape: Elsctronic:
[ZZloterS8ize I Film/Skides I Kopt on Hard Drive IE Aphabelicsl I Microfilm Reei(s)
(Smm, ekc)
TlegaiSze  I'Miofim’ T Computer Tape I MNumercal "'TN.."Z&— T Computer Tape(s)
Microfiche (xrecifi)
I Other
TRofs _a ['AwioTaps T Floppy Disk T Clronologicat
r'BoudBook ['Video Tepe [ CD,OVDetc I Geogaphical 10. Amual Accumudation
T2 Fiie Drawer(s)
T Card T Other (specity) I Other (specity)
¢ ¢ I Microfim ReeXs)
3_ T Compuler Tapa(s)
Number
[ Omer(specity)
11, Fieis Used e 12, Flie Bacomes Inactive After
I'=S Daly I Weelly I Monthly - T Anmualy .
’ T Month(s) FZE Year(s)
Number
14. s Record Series Dupicated Eewhore? (if yes, specify apency or office.)
13. Curent Location(s)  (Blig., Foor, Reomy 6 St. Paul Street, Ste. 2000
. I Yes TEE Mo
15. Accass Restrictions (If Yes, cite Law(s) & Reguiation{s) 16.  Audit Requirements
T=E Yes Article 88A, Section 8, Annotated Code of Md. T No IS Nome T State T Federal T Independent
COMAR 07.01.07 end Attonay/Client Privilege
17.  ts anindex System usad? if yas, expiain Deiefly and describe requivemonts 18.  Recommended Retentior When BCDSS Is appointsd guardian, retain i Legal Services
untit desth of client, then dastroy. All other guardianship cases are ratained in Legal
r Yes r No Services until client reaches age 85, then destroy
19. Name and Titls of Preparer 20. Telophone Number: - 21. Date
Richard Jackson, Administrator 410-767-8664 April 27, 2004

OGS 5504 (Rev. 1/83)




Record Series. Forward with Records Retention Schedule

Instructions -Type or Print a separate inventory form for each

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

SERVICES

(DGS 550-1) : 7275 WATERLOO ROAD
P.O. BOX 275 moe_ 7 or L
JESSUP, MARYLAND 20794
(410) 799-1379
1. Departmert 2. Agancy 3. Division
DEPT OF HUMAN SERVICES BALTIMORE CITY DEPT OF SOCIAL LEGAL SERVICES DIVISION

/

4. Racord Serles Title

Shelter Care Logs

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as weil as retention and disposition purposes.

5. Earlest Year/Latsst Year

__1981_to_cumrent__

6. Record Secies Descriplion (Briefly describe the types of inf fc

living environment.

o

v

found in the series. Inchide the purpose or fiunction of (he series.)

Contains listing of daily shelter care authority to remove children believed to be at risk of harm in their

7. Record Series Formet(s) Listadl 8. Record Series Sequence €. Volume
i == Flie Drawer(s)
Paper. Fiim / tape: Electronic:
[EElsterSize I FinySkdes T Kepl on Hard Orive T Aphabetical I Microfim Resi(s)
(350w, etc)
TlegaSize  IMicofiw I Compuisr Taps T Numerical Tui;'— T Computor Tape(s)
Microfiche P
T Other (sp
FRols __ = T Audio Taps T Floppy Disk =2 Chrombogical
I'Boud Book I Video Tape I CO.OVDetc I Geographical 10 Annual Accumudation
T File Drawer(s)
T Card T Other (specity), T Other (specity)
I' Microfiim Reeks)
. - T Computer Tape(s)
Number
T Oter(specity)_
" File is Used 12. File Bacomes Inactive After
TZ= Daly T Woeeldy T Monthly I Annualy .
—_3 T Months) TZE Year(s)
Number

13. Cument Location(s)  (Bidg., Fioor, Reom) 6 St. Paul Street, Ste. 2000

14. Is Rocord Serles Dupiicated Elsewhers? (if yes, specify agency or office )

COMAR 07.01.07 and Attomay/Cllert Privilege

I Yes == No
18, Access Restrictions (if Yes, cits Law(s) & Reguiation(s) 18.  Audit Requirements
TEE Yes Articis 88A, Section 8, Annatated Code of Md. T No T2 None T State T Federal T independent

17.  ta.anindex System used? If yes, explain briefly and describe requirements

r Yes s No

18.  Recommendsd Reteriorr Retain in Legal Services for 3 years, then destroy.

19. Name and Tie of Preparer
Richard Jackson, Administrator

/

20 Telephone Number:
410-767-86684

21. Date
April 27, 2004

DGS 5504 (Rev. 1/83)




s

Instructions ~Type or Print a separate inventory form for each
Record Series. Forward with Records Retention Schedule

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

SERVICES

(DGS 550-1) . 7275 WATERLOO ROAD
P.0.BOX 275 pace_/2_of _LL
JESSUP, MARYLAND 20794
(410) 799-1379
1. Department 2. Agency 3_ Division
DEPT OF HUMAN SERVICES BALTIMORE CITY DEPT OF SOCIAL LEGAL SERVICES DIVISION

4. Racord Series Title

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as weil as retention and disposition purposes.

Termination of Parental Rights (TPR)/Guardianship Records

5. Earfest Year/Latest Year

__1979_to_cument ___

6. Record Series Descripion (Bdefly

the types of inf

placements for children.

found in the series. inciude the purpose or funcion of the series.)

Files consist of Termination of Parental Rights court related documents, petitions, motions, orders,
reports and summaries concerning biological families. Files may also contain summaries of out-of-home

Number

7. Record Serfes Fonmay(s) Lisied 8. Record Serles Sequence 9. Volume
i TEZ File Drawer(s)
Paper. Fim/ tape: Electroric:
== Letter Size I FinvSlides T Kapt on Hard Drive IE  Aphabetcal I Microfim ReeXs)
(35mm, etc)
IEZlegelSize  I'Microfiy [ Computer Tape r Numercal E_nsgo_ T Computor Yapa(s)
Microfiche A
T Other (sp
FRols __ = T Ao Tepa [ Floppy Disk I' Chronobgical
I'SoudBook ['Video Taps I CD,DVD.eic T Geographical 10. Annual Accumdation
IZ Fis Drawer(s)
I Card T Other (specify), T Other (specify)
T Microfiim ReoXs)
15 I Cormputer Tape(s)
Nurber
T Other (specify)
", Fiio is Usad 12. File Bacomes Inactive After
I'=E Daly T Weekly I Montly T Amualy
5 I T Month(s) IZZ Yem(y)

13. Current Location(s)

(Bxig., Floor, Room) 6 St. Paul Street, Ste. 2000

14. is Record Series Duplicated Elsewhera? (If yes, specify agency or office.)

COMAR 07.01.07 and Attamey/Client

I' Yes TEE No
15.  Access Restictions (if Yes, cite Law(s) & Regulation(s) 18.  Awiit Requitements
T== Yes Asticle 88A, Section 6, Amnotated Code of Md. T No IE=Z None I State T Federal T Independent
Privilage

[E= Yes _Alphabetical by last name.
inHouse autometed trecking system

r No

17. 1s an index System usad? if yes, explain briefly and describe requirements

18. Recommended Retention:

Retain in Legal Services until all related children attain age of twenty-one (21),
then retain in Records Management Center for 25 years, then destroy.

19. Name and Tithe of Preparer
Richard Jackson, Administrator

20. Telaphone Number.
410-767-8664

21. Date

April 27, 2004

DGS 5504 (Rev. 183)




oD

Instructions —~Type or Print a separate inventory form fof éach DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Record Series. Forward with Records Retention Schedule RECORDS MANAGEMENT DIVISION
(DGS 550-1) . 7275 WATERLOO ROAD
P.O. BOX 275 race_Ll _of ___//
JESSUP, MARYLAND 20794
(410) 799-1379
1. Department 2. Agency 3. Division
DEPT OF HUMAN SERVICES BALTIMORE CITY DEPT OF SOCIAL LEGAL SERVICES DIVISION
SERVICES

DEFINITION - RECORD SERIES - A group of related records nomally fited and used as a unit for reference as well as retention and disposition purposes.

4. Record Serles Tite

Termination of Parental Rights (TPR)/Adoption Records

8. Earflest YearfLatest Year

1979 to_cument___

6. Rocord Series D

(Brefly the types of inf ory A

of-home placements for children.

found in the series. Include the purpose or function of the series.)

Files consist of Termination of Parental Rights and adoption related court documents, petitions, motions,
orders, reports and summaries concerning biological families. Files may also contain summaries of out-

7. Record Sertes Format(s) List ol

Paper. Fam / tape: Electronic:

[=E Lotter Size [ Filw'Sides  I' Kept on Hard Drive = Alphabetical
(35mm, eic)

TEE Logal Ske T Microfiry F Computer Tape I' Numerical
Microfiche

TRols __ & T"Audio Tape I Floppy Disk I Chronobogical

T'BoundBook T Video Tape I CD.DVD.etc I Geographica!

I Card T Other (specify) T Other (specify)

9. Voume

I'=S File Drawer(s)

T Microfilm Ree(s)
_360_ I Computer Tape(s)
Number

T Other (sp

10. Annuat Accumuation
I'Z Fie Drawer(s)
T Microfilm Reeks)

15
Number

T Computer Tape(s)
T Other (specily)

1". File Is Used

T'EE Daly T Weekly T Monthly T Annually

12. File Becomes Inactive After

—21_

Number

T Montis) [ES Year(s)

13. Curent Location(s)  (Big., Floor, Room) 6 St. Paul Street, Ste. 2000

14 Is Record Series Duplicated Elsewhere? (i yes, specify agency or office.)

T Yes IZ== No

15 Access Restrictions (If Yes, cts Law(s) & Regutation(s)

TES Yes Articie 88A, Section 8, Annotated Code of Md. T No
COMAR 07.01.07 and Attomey/Clert Privilege

18, Auiit Requirements

IE= Nore r Stats [ Federal T independent

17.  is anIndex System used? If yes, explain briefly and describa requirements

[EE Yes _Alphabetcal by last name, r No
in-House automatad tracking system

18 Recommended Retention:
Retain in Legal Services for two (2) years after adoption decree is issued, then
retain in Records Management Center for twenty-five (25) years, then destroy.

18. Name and Title of Preparer

Richard Jackson, Administrator

20. Telophone Number:

410-767-8664

21. Date

April 27, 2004

DGS 5504 (Rev. 1/83)




