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If scanning, scan to Maryland State Archives standards and destroy originals.
Scanned images must be kept in accordance with the same retention periods
assigned to the paper version of the record. A certificate of records disposal request
must be submitted to the MDH Records Management Office for review and approval
prior to the disposal of any record materials identified in this records schedule. This
includes paper records that are scanned immediately upon receipt, paper records
that have reached maturity and electronic records that have reached maturity. After
disposal, a disposal certificate will be filed with the Maryland State Archives by the
MDH Records Office.
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DHMH — Deputy Secretary for Public Health Services — Resident Grievance System

ACENCY

DIVIBION

tem

No. . Desecription

1. Grievance Records

compliance with the Coe Consent Decree.
indexed by facility and patients' name.

2. Training Records -

Advisor.

3. | Minutes of Clients' Rights Committee

4, Facility Correspondende

5. General'cbrrespondence

Schedule Aopnvo‘ by Depertment,
Agency, ot Divisien Representetive

gl mm buse

Signanre Tit.. le

This series includes case files from all ‘grievances"
process during the fiscal year for patients in the
twelve Mental Hygiene Administration facilities in

List of persoﬁs attending education. and training
inservices provided during the fiscal year by nghts

Any correspondence that is facility specific.:

Correspondence applicable to entire system.

Retain for a total of

10 years. Keep individual
files in office until
closed, plus a minimum of
one year. Store at Record
Center for rémainder of

10 years..

They are

Retain for a total of

10 years. Keep individual
files in office -until
closed, plus a minimum of
one year. Store at Record
Center for remainder of
10 years.

Retain Permanently.

Cull files periodically.
Destroy non-pertinent
obsolete material:. Retain
 pertinent material a total
of 10 years. Keep pertinent
material in office for a
minimum of one year after
becoming inactive. Store at
Record Center for remainder
of 10 years. '

Cull files periodically.
Destroy non-pertinent
obsolete material. Keep
pertinent material for a
total.of 10 years. Keep
pertinent material in officej
for a minimum of one year
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AGENCY Ot VIS ON
item . : 7
No. Description Retention
6. Personnel Records : : Retain for 1 year after:
R ds of f 1 ' ' becoming inactive and until
ecords ob lormer employees. all audit requirements have
been fullfilled, then
destroy.
7. R.G.S. Implementation Information
Documents pertinent to the implementation of the : Retain Permanently
program following Coe Consent Decree. ‘ '
8. | Legal Assistance Provider Records
Quarterly reperte from the external advocacy program. Retain for 10 years. Store
in office until record be-
comes inactive. Store in
Record Center for remainder
of 10 years.
9. Coe Board of Review
- Minutes of Meetings;Appointments to Boards rRetain Permanently
g;Correepondence. 4 BCull files periodocally.
Destroy .non-pertinent
obsolete material. Retain -
pertinent material permanent—
ly.
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