STATE OF MARYLAND

DEPARTMENT OF PUBLIC SAFETY AND CORRECTIONAL SERVICES
DIVISION OF CORRECTION

PROGRAM: GENERAL ADMINISTRATION
DCD #: 20-14
TITLE: Records Retention and Disposal
DIVISION .
oF cornection | ISSUED: September 10, 1992
PIRECTIVE | APPROVED: — = COMMISSIONER
(et & M‘ e
l. Ref er ences: Article 54, Sections 1 & 2, ACM COVAR 14.18; Records
Management, Records Di sposition Manual, 1984; DCD 20-
13
. Applicable to: Headquarters, Al Institutions and State Use
I ndustries
[11. Purpose: To establish a policy and procedures for records

retention and disposal within the Division of
Correction.

| V. Definitions:

A

B

Department - Departnent of Public Safety and Correctional Services
DGS - Department of General Services

Nonrecord Material - Materials created or acquired solely for
reference or exhibition purposes such as manual s, panmphlets and
circular letters; extra copies of documents preserved only for the
conveni ence of reference, such as reading, tickler or suspense
file copies of correspondence; work papers, such as drafts of
letters or menoranda; shorthand notes and notebooks that have been
transcri bed; other tenporary papers used to control internal work
in progress; and, stocks of publications and reproduced docunents.

(RDM

RDM - Records Disposition Manual, 1984, published by the DGS
Records Managemnent Division

Record - Any material, regardless of its physical form received
or created in connection with the transaction of the public

busi ness of a State agency or office. It nmay include papers,
books, punched cards, magnetic tapes, photographs, maps, film
sound recordi ngs, or other docunentary materials. (RDM

Schedul e - A Records Retention and Di sposal Schedul e contai ni ng
one or nore series of programmatically related records.
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V.

V.

DCD 20-14

Series - A group of related records normally used and filed as a
unit for reference as well as retention and di sposition purposes.

(RDM

Pol i cy:

Pr ocedur es:

A

The Division of Correction shall conply with the
regul ati ons, policies and procedures of the Departnent of
General Services' Records Managenent Division regarding the
retenti on and di sposal of records.

Schedul es

The following are the schedul es under which all Division records
are categori zed:

PN ORWNE

Addi cti on Services
Di sci plinary Hearings
Admi nistrative Ofices
Apprenticeship and Training (inmate)
Chapl ai n Servi ces
Cl assi fication/ Case Managenent
Dat a Processing
Educati on (inmate)
Facilities Mintenance
Fi nance
Food Services
Heal th and Mental Health
I nvestigation Unit
Per sonne
Policy Review and Publication
Pr ocur ement
Security
Soci al Work
State Use Industries Sales
Trai ni ng (enpl oyee)
Vol unt eer Services

Ret enti on and Di sposa

1

Gener a

The Division's records may be retained, transferred to the
State Records Center, or destroyed only in conpliance with
the Records Retention and Di sposal Schedul es appended to
this DCD. (See Appendix 1).

Transfer of Records to the State Records Center

When records are to be transferred to the State Records
Center, the schedul e manager shall

Page 2 of 4



DCD 20-14

a. Ensure that the records are packed in approved Records
Center cartons and appropriately | abel ed;

b. Prepare the Records Transmittal and Receipt form (DGS
550-5);
c. Arrange for the institution to transport the records

and the Records Transmittal and Receipt formto the
State Records Center; and,

d. Permanently nmaintain the Records Transmittal and
Recei pt formafter the State Records Center has
entered the accession and | ocation nunbers and
returned the form

Destruction of Records Wthin an Institution

When the Records Retention and Disposal Schedules call for a
record to be destroyed within an institution rather than
transferred to the State Records Center, the schedul e
manager shal |

a. Arrange for the record to be destroyed in a manner
consistent with any pertinent |[aws, regulations or
DCDs;

b. Prepare a Certificate of Records Disposal (DGS 550-2);

c. Send the original of the Certificate of Records

Di sposal to the DGS Records Managenent Division; and,

d. Permanently maintain the copy of the Certificate of
Recor ds Di sposal

Destructi on of Records at the State Records Center

When a record stored at the State Records Center is to be
destroyed, the State Records Center shall send the
institution a Disposal Clearance letter. Upon receipt of
the Di sposal Clearance letter, the schedul e manager shal
review the pertinent Records Transmittal and Receipt forns
to determne if there are any unusual circunstances, which
warrant further retention of any of the records scheduled to
be destroyed.

a. Destructi on Del ay
()If arecord is to be retained, the schedul e nanager
shall prepare such witten justification to support

the delay as the State Records Center shal
require.
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(2) The schedul e manager shall send the Records
Managenment Coordi nator a copy of the Disposa
Cl earance letter, the pertinent Records
Transmttal and Receipt forms, and the del ay
request.

(3) The schedul e manager shall retain a copy of al
del ay transactions with the pertinent Records
Transmittal and Receipt fornms.

C. Ref erence
1. When it is necessary to reference a record stored at the

State Records Center, the schedul e manager shall

a. Prepare the Reference Request (DGS 550-8);

b. Attach a copy of the Reference Request to the
pertinent Records Transnittal and Receipt form

c. Notify the requestor when the record arrives;

d. Ensure that the requestor signs a receipt for the
record, if the requestor takes the record fromthe
schedul e manager's cust ody;

e. Attach a copy of the receipt to the pertinent Records
Transmttal and Receipt form and,

f. Arrange for the record to be returned to the State
Records Center.

D. No institutional directive is required.
VII. Attachnents: Appendi x 1 - Records Retention and Di sposal Schedul es
VI1I. Rescission: DCD 100-10, June 1, 1977

Di stri bution:
A
L
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