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Department of Public Safety

and Correctional Services Division of Correction
Agency Division
Item
No. Description Retention
SOCIAL WORK AREA:
1. CORRESPONDENCE
Subject arrangement of original incoming Screen annually,
letters, memoranda, and other material retain for three
relating to the functions of Social Work (3) years, then
Department. destroy.
2. PSYCHO-SOCIAL ASSESSMENT
This series includes social and diagnostic| Retain for mini-
materials for inmates and is used in mum of three (3)
planning. Record copy maintained in years or as long
inmate's basefile. A copy is maintained as the inmate is
in the departmental office for purposes in the institu-
of reference. tion, then des-
troy.
3. GROUP FILES:
This series contains rosters, contracts, Retain for five
drop out notices, completion evaluations, (5) years from
certificate copies, worker notes, inmates'| group termination
evaluation of groups. date, then des-
troy.
4.| RELEASE PLANNING FILES:
This series contains worker notes and Retain for two
copies of correspondence, release of in- (2) years, then
formation forms and other miscellaneous destroy.
data related to specialized inmate
release plans.
Schedule Approved by Department, Schedule Authorized by _
Agency, or D1v151on epresentatlve x . fﬁ ERLETRC
2 O 19‘92 '7:‘ . }? :‘\J . .‘,(LC“",{/?J/. T
aa. 7/ o
Date Slgnature/}7 Tltle Date State Archivist




 DGS-550-1A

RECORDS RETENTION AND DISPOSAL SCHEDULE

A.

Raw Data

This series contains reports from each
staff person on psycho-social assess-
ment and group activity.

Monthly and Annual Summaries

This series contains reports generated
by Regional Supervisors each month and
for the fiscal year. Original is sent
to Director of Social Services, copy

in Regional Supervisor's office files.

(CONTINUATION SHEET) SCHEDULE
NO.1406 - 18
PAGE
NO. 2 of 2
Item
No. Description Retention
5. STATISTICAL REPORTS:

Retain for three
(3) years, then
destroy.

Retain for ten
(10) years, then
destroy.
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JHSIRUGTIGNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIKS. FORWARD 7273 VWATERLOO ROAD
¥iTH RECORDS RETENTION SCHEDULE P.0. BOX 278 : o’l ’]
(DGS $30-1) | JESSUP, MARYLAND 20794 PAGE
q 1. DEPARTMENT /AGENCY 1 2. DIVISION 3. UNIT
Public Safety and )
Correctional Services Division of Correction Social Work

DEFINITION-RECORD SERIES.® OFOUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERKNCE AS UEKLL AS RETENTION AND DISPORITION PURPOSKES
.[ 4. RECORD SERIES TITLE ’

1 ' ’ 5. EARLIEST YEAR/LATEST YEAR

. Social Work Correspondence T0
: $. RECORD SERIES DESCRIPTION ‘IRIIPLY DESCRIBE THE TYPES OF INNMTIM/D@CWTI/”M PFOUND
THE SERIES. . INCLUDE THE PURPOSBE GR FUNCTION OF THE ll"!l,
Subject arrangement of original incoming
letters, memoranda, and other material
relating to the functions of Social Work
Department.
) E
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCK 9. VOLUME E'
O LETTER SIZE O MICROFILM O ALPHABETICAL O FILE DRAWER(S)
O MICROFILM REEL(S)
O LEGAL SIZE O COMPUTER TAPE O NUMERICAL O COMPUTER TAPE(S)
' iiﬁii!l O OTHER(SPECIFY
O BOUND BOOK O FLOPPY DISK O CHRONOLOGICAL { )
a o
‘ AUDIO TAPE VIDEO TAPE O GEOGRAPHICAL 10. ANNUAL ACCUMULATION
O OTHER(SPECIFY) O OTHER(SPECIFY) O FILE DRAWER(S)
' O MICROFILM REEL(S)
RUNNER O COMPUTER TAPE(S)
O OTHER(SPECIFY)
| 11. g 18 useD 12. FILE BECOMES INACTIVE AFTER
l DAILY 0 wEEKLY O MONTHLY O MONTH(S) O YEAR(S)
! 13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROCM) -14. 18 RECORD SERIKS DUPL ICATED ELSEWHERE?
' tir vyxs, sPEcIFY samNcY OR OPFicCE)
- Ovyxs O nNO
18. ACCESS RESTRICTIONS ‘Oyes ONo 16. AUDIT REQUIREMENTS

{(1r vyus, ciTx LAwls) & rmauLATION(S)
O NoNE ﬁ;STATl O FEDERAL 0O INDEPENDENT

17. IS 1 '

AN INDIDX SYSTEM USEDY (1P vR®.RXPLAIN 18. RECOMMENDKD RETENTION
BRIKEFLY AKD DESCRIBR ANY HARDBARK/SOPFTWARK )
. . Screen annually,
retain for three

(3) years, then

OYEs O No

destroy-.
.I'. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEBER 21. DATK
Myles Carpeneto, Director of ‘ ' / /
Procurement Services (301) 764-4113 . d;’ / ‘7)

DGS 3530-4 (REVISED 2/87)
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LESTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

REVISED RECORD SERIES. FORWARD

WIiTH RECORDS RETENTION SCHEDUAK

(DGB 380-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.0. BOX 278
JESSUP, MARYLAND 20734

AGENCY RECORDS INVENTORY
Pacx 3 _or 1

1. DEPARTMENT /AGENCY
Public Safety and

Correctional Services

2. DIVISION

Division of Correction

3. UNIT
Social Work

DEFIN1T1ON - RECORD ml“.k GROUP OF RELATED RECORDS NORMALLY FILED

4. RECORD SERIES TITLE

REFERENCE AS EKLL AS RETENTION AND DISPOSITION PURPORES

Social Work Psycho-Social Assessment

AND USED AS A UNIT FOR

8. EARLIEST YEAR/LATEST YEAR
TO

planning.
inmate's basefile.

| 6. RECORD SERIES DESCRIPTION ‘IRlI'I.Y DESCRIBE THE TYPRES OF INN!HATION/DOCU_NTIIPOM FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THE SEriEsS |

This series includes social and diagnostic
materials for inmates and is used in
Record copy maintained in

A copy is maintained
in the departmental office for purposes

of reference.

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

" 0 LEGAL SIZE O COMPUTER TAPE

O BOUND BOOK O FLOPPY DISK
‘I' 0 AuDiO TAPE O VIDEO TAPK
O OTHER(SPECIFY) -

8. RECORD SERIES SEQUENCE
0 ALFHABKTICAL
O NUMERICAL
O CHRONOLOGICAL
0 GEOGRAFHICAL
O OTHER|SPECIFY)

. VoL é

O FILE DRAEER(S)

O MICROFI REEL(S)
O COMPUTER TAPE(S)

mﬂﬁi’::an:nustcqu

10. ANNUAL ACCUMULAT ION

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

O oTHER(SPECIFY)

!"' FILE IS USED

DAILY 0 WAy

-

o
MoNTHLY

|

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

.o

12. FILE BECOMES INACTIVE AFTER
O MONTH(S)

O YEAR(B)

14. 1S RECORD SERIKS DUPLICATED ELSEWHERE?

ti1r vyes, sPEciry soENCY OR OFFICE)
Qvyes O NO

15. ACCESS RESTRICTIONS

"0 YES
{1r ves, ciTe LAw(S) & nREGuULATIONIS)

AUDIT REQUIREMENTS

O Nonx 1ﬁsuut O FEDERAL 0O INDEPENDENT

17. 15 AN INDEX SYSTEM USED? {jpr vyRS.ZXPLAIN
BRIEFLY AND DESCRIBE ANY HARDBRARE/SOPFTWARE )

OyEs O NO

18. RECOMMENDED RETENT JON

Retain for mini-
mum of three (3)
years or as long
as the inmate is
in the institu-

tion, then des-

troy.

‘.O.NAOIAMTITLSOFPHEP“R

Myles Carpeneto, Director of
Procurement Services

20. TELEPHONE NUMEER

(301) 764-4113

21. DATE

Shla

DGS 330-4 (REVISED 2/87)
e
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LUSTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
7278 WATERLOO ROAD

WiTH RECORDS RETENTION SCHEDULK P.O. BOX 278 , fi :Z
(DGS 850-1) JESSUP, MARYLAND 20794 - AGK or ;
1. DEFARTMENT /AGENCY 2. DIVISION 3. wIT

Public Safety and
Correctional Services

Social Work

Division of Correction

DEFINITION-RECORD SERIES-? 9"OVF

OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT PFOR

4. RECORD SERIES TITLE
. Social Work Group Files

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSKS

5. EARLIEST YEAR/LATEST YEAR
TO

¢. RECORD SERIES DESCRIPTION (:"
‘IN

This series

certificate

drop out notices, completion evaluations,

evaluation of groups.

KFLY DESCRIBE THE TYPES OF lNNMTlON/DOCm‘I’l/N“ FOUND
THE SERIES. . INCLUDE THME PURPOSE OR FUMCTION OF THK SEFIES)

contains rosters, contracts,

copies, worker notes, inmates'

7. RECORD SERIES FORMAT(S)

O LETTER SI1ZE O MICROFILM

O LEGAL SIZE O COMPUTER TAPE
O BOUND BOOK O FLOPPY DISK
‘l’tlnuan'nut O VIDEO TAPE

O OTHER(SPECIFY)

) E
8. RECORD SERIES SEQUENCE 5. vVoLUME 3

O ALPHABKTICAL O FILE DRARER(S)

O MICROFILM REEL(S)
O MMERICAL O COMPUTER TAPE(S)
0 CHRONOLOGICAL ﬁanmyc’an‘n“"9"*’

O GEOGRAPHICAL $0. ANNUAL ACCUMULAT ION

0 OTHER(SPECIFY) 'O FILK DRAWER(S)
O MICROFILM REEL(S)
RUINER O COMPUTER TAPE(S)

O OTHER(SPECIFY)
P11, g 18 useD 12. 'FILE BECOMES INACTIVE AFTER
! . v o 0 YEAR(S
. {Lmn.v o wmoay O MONTHLY R MONTH(S) (8)
! ' .
| 13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROCM) . 14. 1S RECORD SERIKS DUPL ICATED ELSEWHERE?
' t1r vxs, sPeciry saENcy OR oFrice)
O vyzs O NO
18. ACCESS RESTRICTIONS ‘CYRS ONO 16. AUDIT REQUIRKMENTS

(17 ves, ciTe LAw(s) & rmouLATION(S)

O Nnonx ﬁ»S‘l‘A‘l’l O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (¢

BRIEFLY AND DESCRIRR ANY HARDBARK/SOPFTRARE )

OYYES O NO

YES . EXPLAIN 18. RECOMMENDED RETENT ION

Retain for five
(5) years from
group termination
date, then des-
troy.

9. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of

20. TELEPHONKE NUMEER 21. DATK

57119

Procurement Services

(301) 764-4113

DGS 530-4 (REVISED 2/87)
3
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LISTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEYW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULK
(DG8 530-1)

DEFARTMENT OFf GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7173 WATKRLOO ROAD

. P.0. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

nu:,ig:or_iz_.

¢

1. DEPARTMENT /AGENCY
Public Safety and
Correctional Services

2. DIVISION

Division of Correction

3., UNIT
Social Work

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED

!

4. RECORD SERIES TITLE

REFERENCE _AS ﬂEéLA!JEEEEIEELﬁunJMJLQWuumu_mummnu

Social Work Release Planning Files

AND USED AS A UNIT POR

3. EARLIEST YEAR/LATEST YEAR
T®

. ¢. RECORD SERIES DESCRIPTION ‘IRIIPLY DESCRIBE THE TYPES OF INNMTIM/MWTI/NM FOUND
tN THE SERIES.

INCLUDE THE PURPOSE OR FUNCTION OF THE SEFiES)

Thlg series contains worker notes and
copies of correspondence, release of in-
formation forms and other miscellaneous
data related to specialized inmate ‘

release plans.

7. RECORD SERIES FORMAT(S)
O LETTER SI1ZE O MICROFILM
O LEGAL SI1ZE 0O COMPUTER TAPE

C BOUND BOOK 0O FLOPPY DISK
O AUDIO TAPE O VIDEO TAPK
O OTHER(SPECIFY)

8. RECORD SKRIES SEQUENCK
O ALPHAEKTICAL
O NMUAMERICAL
O CHRONOLOGICAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

9. VOLUME é

O FILE DRAJER|{S)

D MICROFILHM REEL(S)
O COMPUTER TAPE(S)

“a“m'tlancnuwtcuv)

10. ANNUAL ACCUMULAT ION
O FILKE DRAWER(S)
O MICROFILM REEL(S)
RUBNER O COMPUTER TAPE(S)
D OTHER|SPECIFY)

!“' FILE 1S USED

O paILY O wmay

fLMonmrLY .

FILE BECOMES INACTIVE AFTER
O MONTH(S)

O YEAR({S)

r‘%

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

— HUBEEN

14. 1S RECORD SERILS DUPL ICATED ELSEWHERE?

tir ves, sPECiFY romNCY OR OPFiCE)
Ovyxs O NO

18. ACCESS RESTRICTIONS

‘0 s
(17 ves, ci17x LAwW(S) & rEGuULATION(S)

AUDIT REQUIREMENTS

O Nonk 4 STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1P vRS.RXPLAIN
SBSRIERFLY AND DESCRIBE ANY HARD-ARRIIOFYIARI)

Cyes O NO

18. RECOMMENDED RETENTION

Retain for two
(2) years, then
destroy.

‘lrn.luu:Aun‘rntttw PREPARER

Myles Carpeneto, Director of
Procurement Services

20. TELEPHONK NUMEER

(3Q1) 764-4113

Sy

DGS 330-4 (REVISED 2/87)
1
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— 1

Public Safety and
Correctional Services

Division of Correction

INSTRUCTIGNS - -TYPE OR PRINT A DEPARTMENT OF GENERAL

SEPARATE FORM FOR EACH NEW OR nsgzms MANAGEMENT 0137::‘8 AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7275 WATERLOO ROAD

¥ITH RECORDS RETENTION SCHEDULK P.0. BOX 278 b (7

(0GS 330-1) JESSUP, MARYLAND 20794 PACE e oF L

1. DEPARTMENT/AGENCY 2. DIVISION 3. WNIT

Social Work

DEF IN1T 10N - RECORD m‘u_k GROUP OF RELATED RECORDS NORMALLY FILED

REFERENCE AS NELL AS RETENTION AN
! 4. RECORD SERIES TITLE ’ ' '

. Social Work Statistical Reports Raw Data

AND USED AS A UNIT rFOR
LTION PURPOSKES .

5. EARLIEST YEAR/LATEST YEAR

TO

N THE SERIES.

Raw Data

¢. RECORD SERIES DESCRIPTION ‘IRIIPI.Y DESCRISE THE TYPES OF INPOMYION/DOCL_NTS/NM FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THK .lm!l)

This series contains reports from each
L ' : staff person on psycbo—soc1al assess-
ment and group activity.

| 7. RECORD SERIES FORMAT(S)
D LETTER SIZE O MICROFILM
0 LEGAL SIZE 0O COMFUTER TAPX

O BOUND BOOK O FLOPPY DISK

O AUDIO TAPE 0O VIDEC TAPE
O OTHER(SPECIFY)

‘8. RECORD SERIES SEQUENCE
O ALPHABKTICAL
O NUMERICAL
O CHRONOLOGICAL

2. VOLUME

E

£
O FILE DRAYER(S)
O MICROFILN REEL(S)
U COMPUTER TAPE(S)
O OTHER(SPECIFY)

O GEOGRAPHICAL
O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

8 FILE DRAYER(S)

O MICROFILM REEL(S)
O COMPUTER TAPE(S)
O ONER(SPECIFY)

P11 pig 1s used
O DAILY 0 wmay

S

' \‘uunﬂnv _Sumr

4

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

FILE BECOMES INACTIVE AFTER
O mONTM(S)

O YEAR(S)

Ovyes O No

14. IS8 ﬂm SERIES DUPL ICATED ELSEYHERE?
t:r s, sPeciry raENCY OR OFricE)

13. ACCESS RESTRICTIONS

‘0 RS
(17 ves, c1Tx Law(s) & mmauLATION(S)

AUDIT REQUIREMENTS

O NONE Cfsnw: O PFPEDERAL DO INDEPENDENT

17.

Ovyvks O nNnO

18 AN INDEX SYSTEM USED? (1P YRS.XXPLAIN
SRIRFLY AKD DESCRIRE ANY mna-ml SOPFTUARK )

18. RECOMMENDED RETENT ION

Retain for three
(3) years, then
destroy.

‘I’l..!UWEANI>111Lt<”'HIENHER

Myles Carpeneto, Director of
Procurement Services

20. TELEPHONKE NUMEER

(301) 764-4113

STi9

DGS 350-4 (REVISED 2/87)
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LUSTRUCTIGNS - -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

¥iTH RECORDS RETENTION SCHEDULE P.0. BOX 273

(DGS 580-1) . | JESSUP, MARYLAND 20794 PAcx i” -—/Z-

1. DEFARTMENT /AGENCY 2. DIVISION 3. UNIT

Public Safety and )

Correctional Services Division of Correction Social Work

DEF INITION-RECORD SERIES-A 9MOUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT Fom

H
! 4. RECORD SERIES TITLE

REFERENCE AS UELL AS RETENTION AND DISPOSITION PURPOSKS

8. EARLIEST YEAR/LATEST YEAR

Social Work Statistical Reports Monthly & Annual Summaries TO

for the fiscal year.

| 8. RECORD SERIES DESCRIPTION (llll'l.v DESCRIBE THE TYPES OF IN'OMTION/DOCU_NTI/POM FouND

INCLUDE THE PURPOSE OR FUNCTION OF THE l‘mzll

This series contains reports generated
by Regional Supervisors each month and

Original is sent

to Director of Social Services, copy
in Regional Supervisor's office files.

| 7. RECORD SERIES FORMAT(S) 8. RECORD SKRIES SEGUENCE 5. voLuMx i
O LETTER S1ZE O MICROFILM D ALPHABKTICAL _ O rFiLE DRAYER(S)

E
-

O MICROFILE REEL(S)

O LEGAL SIZE 0O COMPUTER TAPX O NUMERICAL O COMPUTER TAPE(S)
maﬁi'ﬁ!ancnu#:cuv)
O BOUND BOOK O FLOPPY DISK O CHRONOLOGICAL .
‘ O AUDIO TAPE 0O VIDEO TAPE 0 GEOGRAPHICAL 10. ANNUAL ACCUMULATION
O OTHER(SPECIFY) O OTHER(SPECIFY) O FILE DRAWER(S)

Q MICROFILM REEL(S)
RUNEEW O COMPUTER TAFPE(S)

|11, pig 1S useD
O pAlLY o wEmLY sy

O OTHER|SPECIFY)
12. pILE BECOMES INACTIVE AFTER
O MONTH(S) Q YEAR(S)
RUMEER

"7

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

14. 18 RECORD SERIKS DUPL ICATED ELSEWHERE?

ti» vyxs, sPrEcIFY raEnNcyY OR OFFicR)
Ovyxs O nNO

18. ACCESS RESTRICTIONS ‘Oyxs O NO
(1r vyEs, ciTE LAW(S) & rEGuULATIONIS)

16, AUDIT REQUIRKMENTS

0 NoNE ‘fdsu'r: O FEDERAL O INDEPENDENT

17. 18 AN INDEX SYSTEM USED? (i1F YRES.I)DPLAIN
BRIZFLY AND DESCRIBE ANY HARDBARK/SOFTWARK )

CYyESE O NoO

18. RECOMMENDED RETENT ION

'Retain for ten
(30) years, then

destroy-

Myles Carpeneto, Director of

.l. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21.

Procurement Services (301) 764-4113.

S/

DGS 330-4 (REVISED 2/87)

_ﬁ




