
Police Department
Baltimore, Maryland

General Order 12-82 Q-15

23 June 1982

Subject: Personal History

POLICY

It is the policy of the Baltimore Police Department to maintain an accurate and up-to- date
personal history record of each member, available in the Personnel Division and district/division of
assignment.

PURPOSE

The purpose of this Order is to recodify and promulgate procedures governing the initiation
of a departmental Personal History Form for each new employee; semi-annual review and updating as
required; and to have each member certify the beneficiary of his choice as listed with the Employees;
Retirement System, the Ordinary Death/Accidental Death Benefit, the Minnesota Mutual Insurance
Company, and Municipal Employees Credit Union.  Additionally, this Order provides mandates for the
timely submission and handling of Change Notices.

RESPONSIBILITIES

I. The Personnel Division shall ensure all new employees, entering the department, complete
in duplicate a departmental Personal History Form.

The Personnel Division shall forward the completed Personal History Form to the
division/district to which the member is assigned and file the duplicate copy of the form in
the member's personnel jacket.

II. Commanding Officers shall ensure the Personal History Forms for members under their
command are filed alphabetically.  This file shall only be available to supervisors, officer
supervisors as designated by Commanding Officers, and the individual concerned.

NOTE:  Information on Personal History Forms shall not be given to non-
departmental personnel under any circumstances.

III. All members shall submit a written report to their Commanding Officer within 24 hours
of the effective date of any changes/additions to the Personal History Form, except for the
Departmental History Section which shall be updated by the designated office
supervisor.  When members change their marital status Commanding Officer ensure a
counseling conference concerning the member's beneficiaries for the Employees' Retirement
System, the Ordinary Death/Accidental Death Benefit, the Municipal Employees Credit
Union or the Minnesota Mutual Insurance company is conducted within five working days
by an office supervisor or other designated administrative member of his command.

NOTE:  All members shall review their Personal History Form twice each year
during the months of January and July in conjunction with reviewing their semi-
annual performance evaluation reports.  If there are not additions/ corrections to
the form, members shall sign the form in the space provided. 
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Supervisors have the mandated responsibility to ensure members the certify
Personal History Form if the information is correct at the time of each semi-
annual review.

If additional space is needed, a new form shall be utilized.  The new for shall include the
member's name and the additional information required and shall be attached to the
original Personal History Form.

IV. Commanding Officers shall submit a written report to the Deputy Commissioner of their
respective Bureau, when the semi-annual reviews/updates are completed for their
individual commands.  Commanding Officers of Police Commissioner's Staff Divisions shall
submit a written report to the Deputy Commissioner, Human Resources/Services Bureau.

Once a change has been effected which requires the submission of a Change Notice, that
Change Notice shall immediately be completed and forwarded by the officer supervisor
to the Fiscal Division via departmental mail.  Upon receipt of the Change Notice, the Fiscal
Division shall update the necessary records and had carry the appropriate copy to the
Personnel Division within four hours.  The Director, Personnel Division, shall ensure all
changes are reflected in the necessary records including the member's departmental
Personal History Form maintained in the Personnel Division.

Commanding Officers shall have the mandated responsibility to ensure that all changes
are properly recorded and all Change Notices are handled in a timely and expeditious
manner.

V. Members wishing to change beneficiaries or other pertinent information may obtain the
necessary forms telephonically or appear in person at the following locations:

A. Employees' Retirement System and the Ordinary/Death Accidental Death Benefit --
Retirement System Office, Room 640 City Hall.
NOTE:  Change of beneficiary for the Employees' Retirement System and the
Ordinary Death/Accidental Death Benefit must be notarized prior to mailing the
appropriate form back to the Retirement System.

B. Minnesota Mutual Insurance Company -- Fiscal Division, 7th Floor, Police
Department Headquarters Building.

C. Municipal Employees Credit Union -- 401 East Fayette Street.

D. Blue Cross/Blue Shield health Maintenance Organization -- Personnel Division, 7th
Floor, Police Headquarters Building.

VI. When a member is transferred, office supervisors shall review the departmental Personal
History Form to ensure all entries are updated and place the form in the member's
division/district personnel jacket and forward the personnel jacket to the member's new
assignment.

When a member retires or terminates employment, the office supervisor shall forward the
member's division/district personnel jacket to the Personnel Division.
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VII. The Staff Inspection Section shall periodically inspect each division/district Personal
History File.

RECISION -- Remove from manuals/files and recycle/destroy:

General Order 33-78, "Personal History", dated 23 October 1978.

COMMUNICATION OF DIRECTIVE

Commanding officers and supervisors shall communicate the contents of this directive to
their subordinates and ensure compliance.  This directive is effective on the date of publication.

Commissioner

ANNEX

A. Personal History Form

DISTRIBUTION

"A"
Plus All Civilian Employees
Plus All Departmental Bulletin Boards

I certify that I have read and fully understand this Order.

                                                                               
Signature








