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Warning about distressing information

This guide contains information that some people may find distressing. If you experienced abuse as a child or young person in an institution mentioned in this guide, it may be a difficult reading experience. 

Guides may also contain references to previous views, policies and practices that are regrettable and do not reflect the current views, policies or practices of the department or the State of Victoria. 

If you find this content distressing, please consult with a support person either from the Department of Health and Human Services or another agency.

Disclaimer

Please note that the content of this administrative history is provided for general information only and does not purport to be comprehensive. The department does not guarantee the accuracy of this administrative history. For more information on the history of child welfare in Australia, see Find & Connect.

Intellectual disability
	Description
	Date range

	Office of the Chief Psychiatrist (1987-current) and predecessor agencies going back to the Hospitals for the Insane Branch (1867-1905) within the Chief Secretary's Department, (1855 – 1979), Department of Mental Hygiene (1934-1944); Mental Hygiene Branch (1944-1978)
	

	Master Inpatient Index Cards (also known as Statistical Record Cards), Chief Psychiatrist

Card; Permanent (VPRS Number 17945 / P0001)
Content: This collection consists of cards maintained by a succession of Government agencies responsible for the management of mental health over the period 1912-83. The contents, however, date from as early as 1865. The card system was created in 1912 when it replaced the procedure of sending "Nominal Registers", "Mental and Bodily Statements" and copies of reception papers to the Office of the Inspector General of the Insane. These cards form an index of all inpatients of mental health facilities over the period 1912-83. Cards were created initially for all patients in institutions on the first of April 1912.

Until the establishment of the Mental Retardation Division in 1981, the provision of care for people with intellectual disabilities and those with psychiatric illness was managed by the same government body. This card system also includes people who resided in "Mental Deficiency Training Centres", such as Janefield and Kew Cottages.

From 1963 onward the cards became more detailed and were also used for the collection of statistical data on mental health. At this time they were also known as Statistical Record Cards.

Cards were created for every inpatient admitted into psychiatric care (including voluntary boarders). Yellow cards were used for males and white cards for females. Orange cards were used for repatriation patients. The cards were created by psychiatric institutions and sent to the Head Office of the department responsible for mental health, for retention. This was the centralised way in which the location of patients, and their previous hospitalisations, was monitored. A pink copy of each card was made and retained for use by the institution concerned.

Each card contains some or all of the following patient details: 
· name, sex, date of birth, age, address, religion and marital status of the patient
· date of admission and type of admission and the name of the institution
· patient's nationality, country of birth, year and age of arrival in Australia, length of residence here and whether naturalised

· patient's mental and physical condition, diagnosis and prognosis

· patient's occupation, profession or vocation qualifications, whether currently employed and occupational status

· next of kin details

· name and address of the person signing the request to leave

· names of the medical practitioners who certified the patient

· an indication whether this was the patient's first reception and whether previously in other facilities

· section of the Lunacy Act under which the patient was committed
· causation of insanity
· dates of transfer, boarding out, probation, discharge, death or escape

· dates examined, and, if relevant
· cause of death
Cards also contain annual examination notes in the form of Superintendent's Report Sheets.
The layout of the cards changed over the years. Most cards are folded with one page containing personal information about the patient, two pages containing space for movement details (if any) such as admission and discharge sheets. There are instances, however, of older single cards with print/writing on one or both sides.
As patients were transferred to new hospitals within the psychiatric care system, details of subsequent admissions, discharges and trial leave (where applicable) were noted on the index cards. This information was obtained from the hospitals via the Return of Changes forms completed daily. If it were known with certainty that an individual had previously been admitted into care and that a card already existed for that individual, a new card was not required by the Head Office. A pink copy, however, had to be prepared if the hospital concerned did not have such a card on file.
These cards have a number added, usually in the right hand corner in red pen These numbers usually have an M prefix (for example, M12345678) and were later used to create new computerised records of inpatient admissions.
The early 1960's - a new statistical system
Around 1961 the Department of Mental Health introduced a new statistical system which was designed to provide data on mental disorders in Victoria for administrative and epidemiological purposes.
The Master Inpatient Cards (also known as Statistical Record Cards) were one of the five main forms used to collect statistics, along with code cards, Superintendent report sheets, prevalence lists and Return of Changes lists. The Statistical Record Card gradually replaced the individual record card of current patients used prior to 1961.
Each statistical record card had a tear off portion which was used for recording information on the patient in a summarised format; these were known as code cards. The location of these cards was unknown as of 2015.
The Superintendent's Report sheets, as already mentioned, were glued inside the statistical record cards, and the Return of Changes lists were used by the Head Office of the department concerned to update the patient's movements (that is of trial leave, escapes and boarding out). These form part of this collection. Unfortunately, it appears that in some instances previous Superintendent's Report Sheets were removed when the latest report was affixed to the patient's index card. Thus in some cases a patient's history over time was lost.
Return of changes lists were created by mental hospitals on a daily basis, and provided a statement of patients' admissions, discharges and other movements. These were used by the Head Office of the Department responsible for mental health to update the statistical record cards.
The final format used for gathering information such as this was the prevalence list. The prevalence list was compiled from a study of all patients under the care of the Mental Health Authority (VA 692) on the 30th of November each year. The information contained in these lists is likely to be found in a summary form in the Chief Psychiatrist's annual report (not held in PROV custody).

Recordkeeping system

Cards are arranged in strict alphabetical order within an alphabetical grouping in each box. (for example, box 1 might contain AA-ADAMR, box 2 ADAMS - AGG). Each alphabetical grouping includes three sequences:
1. patients on trial leave or still in care
2. discharged patients
3. deceased patients
For example, if a patient were discharged from a particular hospital then his or her inpatient index card would be removed from the sequence which contained patients on trial leave or still in care and placed into the sequence which contained discharged patients. Similarly, if a patient died while in psychiatric care then their card would be placed in the sequence which contained deceased cards. Each sequence is marked by a coloured divider: red for patients on trial leave or still in care, yellow for discharged patients and blue for deceased. The cards may not, however, always have been maintained in separate sequences. Changes which occurred after 1983 are not reflected in this arrangement. These changes were, however, recorded on the Office of Psychiatric Services (VA 2837) database.
Record keeping in the late 1980's
Following the abandonment of the card system for indexing patient records, a computerised record keeping system was developed for the Office of Psychiatric Services (VA 2837). This was known as the Medical Records Administration system. Data from active patient index cards was entered into the new system. However, generally the data from non-current patients (i.e deceased or discharged) was not transferred.
	1865–83

	Outpatient Index Cards

Card; Unappraised
Content: This collection consists of small out-patient index cards which seem to be a group of cards for spill-over from the main card index drawers; the cards are in alphabetical order by patient’s surname.
	1880–2000

	Departmental administration
	

	Sick and Special Leave Register (Mental Defectives Branch)
Volume; Permanent (VPRS Number 7514 / P0001)
Content: This volume consists of the Sick and Special Leave Register for the Mental Defectives Branch of the Department of Mental Hygiene. Agencies included in this register are Travancore Special School, Pleasant Creek Special School at Stawell and the Janefield Colony. This volume was once part of a larger series of records but no other volumes have been recovered to date.
The contents in the volume are arranged chronologically by year and then by the name of the institution. Within each hospital entry staff members who requested leave were allocated a sequential single number. The numbers start again for each hospital and for each year. An index by name is at the front of the volume. 

This indicates:
· the institution
· the year leave was taken 
· the sequential number
To access entries in the register the researcher should find the required year (indicated at the top of the folios) the hospital name and then the sequential number of the staff member

Details recorded are:
· name,
· classification,
· date of leave,
· number of days,
· whether full or half pay
There is some correspondence, such as regulations covering Leave of Absence, placed at the front of the volume.
The collection is arranged chronological by date of leave. The content is arranged chronological by date of leave and then individuals are listed under the employing institutions’ names.
The words, "Sick and Special Leave", are stamped on the volume spines.
The date ranges of the contents are:

· Travancore: 1939 
· Janefield): 1956‑57 

	1939–57

	General Correspondence Files
File; Permanent VPRS Number (6345 / P0000)
Content: This collection comprises the central administration general correspondence files of the Health Commission of Victoria.

Their central registry created subject classifications for all its incoming and outgoing correspondence. 

The files are arranged in alphabetical order according to the  subject classifications. The file enclosures have records dating back to the early twentieth century and may include components from earlier departmental filing systems (subject to further research).
The subject categories reflect the enquiries and business involvements of the department’s head office with:

· its institutions and suburban offices

· the general public

· non-government organisations

· other Victorian and federal government departments and so on.

These correspondence files include transactions from both the Mental Hygiene Branch and the Mental Retardation Branch.
	c.1920–81

	For information of the modern filing systems relating to Disability and Intellectual Disability please consult the guide entitled Disability and Intellectual Disability Client filing systems since the 1980s.
	

	Mental Health
	

	Office of the Chief Psychiatrist (1987-current) and predecessor agencies going back to the Hospitals for the Insane Branch (1867-1905) within the Chief Secretary's Department, (1855–1079)
	

	Patient information
	

	Master Inpatient Index Cards (also known as Statistical Record Cards), Chief Psychiatrist

Card; Permanent (VPRS Number 17945 / P0001)

Content: This collection consists of cards maintained by a succession of Government agencies responsible for the management of mental health over the period 1912-1983. The contents, however, date from as early as 1865. The card system was created in 1912 when it replaced the procedure of sending "Nominal Registers", "Mental and Bodily Statements" and copies of reception papers to the Office of the Inspector General of the Insane. These cards form an index of all inpatients of mental health facilities over the period 1912-1983. Cards were created initially for all patients in institutions on the first of April 1912.

Until the establishment of the Mental Retardation Division in 1981, the provision of care for people with intellectual disabilities and those with psychiatric illness was managed by the same government body. This card system also includes people who resided in "Mental Deficiency Training Centres", such as Janefield and Kew Cottages.

From 1963 onward the cards became more detailed and were also used for the collection of statistical data on mental health. At this time they were also known as Statistical Record Cards.

Cards were created for every inpatient admitted into psychiatric care (including voluntary boarders). Yellow cards were used for males and white cards for females. Orange cards were used for repatriation patients. The cards were created by psychiatric institutions and sent to the Head Office of the department responsible for mental health, for retention. This was the centralised way in which the location of patients, and their previous hospitalisations, was monitored. A pink copy of each card was made and retained for use by the institution concerned.

Each card contains some or all of the following patient details: 
· name, sex, date of birth, age, address, religion and marital status of the patient
· date of admission and type of admission and the name of the institution
· patient's nationality, country of birth, year and age of arrival in Australia, length of residence here and whether naturalised

· patient's mental and physical condition, diagnosis and prognosis

· patient's occupation, profession or vocation qualifications, whether currently employed and occupational status

· next of kin details

· name and address of the person signing the request to leave

· names of the medical practitioners who certified the patient

· an indication whether this was the patient's first reception and whether previously in other facilities

· section of the Lunacy Act under which the patient was committed
· causation of insanity
· dates of transfer, boarding out, probation, discharge, death or escape

· dates examined, and, if relevant
· cause of death
Cards also contain annual examination notes in the form of Superintendent's Report Sheets.
The layout of the cards changed over the years. Most cards are folded with one page containing personal information about the patient, two pages containing space for movement details (if any) such as admission and discharge sheets. There are instances, however, of older single cards with print/writing on one or both sides.
As patients were transferred to new hospitals within the psychiatric care system, details of subsequent admissions, discharges and trial leave (where applicable) were noted on the index cards. This information was obtained from the hospitals via the Return of Changes forms completed daily. If it were known with certainty that an individual had previously been admitted into care and that a card already existed for that individual, a new card was not required by the Head Office. A pink copy, however, had to be prepared if the hospital concerned did not have such a card on file.
These cards have a number added, usually in the right hand corner in red pen These numbers usually have an M prefix (for example, M12345678) and were later used to create new computerised records of inpatient admissions.
The early 1960's - a new statistical system
Around 1961 the Department of Mental Health introduced a new statistical system which was designed to provide data on mental disorders in Victoria for administrative and epidemiological purposes.
The Master Inpatient Cards (also known as Statistical Record Cards) were one of the five main forms used to collect statistics, along with code cards, Superintendent report sheets, prevalence lists and Return of Changes lists. The Statistical Record Card gradually replaced the individual record card of current patients used prior to 1961.
Each statistical record card had a tear off portion which was used for recording information on the patient in a summarised format; these were known as code cards. The location of these cards was unknown as of 2015.
The Superintendent's Report sheets, as already mentioned, were glued inside the statistical record cards, and the Return of Changes lists were used by the Head Office of the department concerned to update the patient's movements (that is of trial leave, escapes and boarding out). These form part of this collection. Unfortunately, it appears that in some instances previous Superintendent's Report Sheets were removed when the latest report was affixed to the patient's index card. Thus in some cases a patient's history over time was lost.
Return of changes lists were created by mental hospitals on a daily basis, and provided a statement of patients' admissions, discharges and other movements. These were used by the Head Office of the Department responsible for mental health to update the statistical record cards.
The final format used for gathering information such as this was the prevalence list. The prevalence list was compiled from a study of all patients under the care of the Mental Health Authority (VA 692) on the 30th of November each year. The information contained in these lists is likely to be found in a summary form in the Chief Psychiatrist's annual report (not held in PROV custody).

Recordkeeping system

Cards are arranged in strict alphabetical order within an alphabetical grouping in each box. (for example, box 1 might contain AA-ADAMR, box 2 ADAMS - AGG). Each alphabetical grouping includes three sequences:
1. patients on trial leave or still in care
2. discharged patients
3. deceased patients
For example, if a patient were discharged from a particular hospital then his or her inpatient index card would be removed from the sequence which contained patients on trial leave or still in care and placed into the sequence which contained discharged patients. Similarly, if a patient died while in psychiatric care then their card would be placed in the sequence which contained deceased cards. Each sequence is marked by a coloured divider: red for patients on trial leave or still in care, yellow for discharged patients and blue for deceased. The cards may not, however, always have been maintained in separate sequences. Changes which occurred after 1983 are not reflected in this arrangement. These changes were, however, recorded on the Office of Psychiatric Services (VA 2837) database.
Record keeping in the late 1980's
Following the abandonment of the card system for indexing patient records, a computerised record keeping system was developed for the Office of Psychiatric Services (VA 2837). This was known as the Medical Records Administration system. Data from active patient index cards was entered into the new system. However, generally the data from non-current patients (i.e deceased or discharged) was not transferred.
	1865–1983

	Outpatient Index Cards

Card; Unappraised

Content: This collection consists of small out-patient index cards which seem to be a group of cards for spill-over from the main card index drawers; the cards are in alphabetical order by patient’s surname.
	1880–2000

	Chief Psychiatrist Patient Files - Reportable Deaths and Dates of Death

File; Unappraised

Content: This collection consists of patient files of mental health patients; reportable deaths; files containing the circumstances of the patient’s death completed by the service responsible for the treatment and care of the patient at the time of death; clinical report; correspondence including from the coroner; coroner’s report. Files are arranged in alphabetical order by patient’s family name.
	1988–97

1998–2002

	Patient correspondence files 

File; Unappraised

Content: This collection consists of the psychiatric patient correspondence files between hospitals, patients and the Chief Psychiatrist. Various matters are referred to including complaints, investigations, and requests. The files are arranged in alphabetical order by family name for each patient.
	1941–91

	Absent without leave and transfers

Document; Temporary

Content: This collection consists of reports of patients absent without leave and patients transferred to another psychiatric in-patient service, which was sent to the Chief Psychiatrist. Details include: description of patient; summary of mental state; destination and outcome; the forms are arranged in year order from 1990-92 for AWOL patients; 1989-90 for transfer patients
	1989–92

	Psychiatric patient files annual medical examinations, reportable deaths, seclusion registers and mechanical restraint registers 

File; Temporary

Content: These patient records were transferred from the Chief Psychiatrist’s Office. The alphabetical sequence of files documents the annual medical examinations and reportable deaths, 1996-1998. The collection documentation does not contain a list of patient’s names. This collection also includes Mechanical Restraint Registers for patients from 1996 to 1998.
	1994–98

	Correspondence, reference papers and court transcripts relating to cases involving Gary David also known as Gary Webb

Document; Temporary

Content: This collection contains correspondence and reference papers produced and collected by the Office of the Chief Psychiatrist in preparing defence papers for the Health Department of Victoria in relation to court hearings relating to Gary David alias Gary Webb, during the period 1989-90.

Destroyed since 2011.
	1989–90

	Department administration
	

	Lunacy Department (1905-1934), Department of Mental Hygiene (1934-1944), Department of Health I (1944-1978), Health Commission of Victoria (1978-1983), Department of Health II (1985-1992), Department of Health and Community Services (1992-1996), Department of Human Services (1996-2010)
	

	Chief psychiatrist subject files

File; Temporary and Unappraised

Content: Files include the following subjects: infants in prison; working party on drug problems; joint parliamentary committee on drugs; legal matters; medical audit; medical staff alcohol and drug services.
	1979–84

	Patient information
	

	Registers of Voluntary Boarders in Licensed Houses
Volume; Permanent (VPRS Number 7516 / P0001)

Content: This collection consists of Registers of Voluntary Boarders being treated in various Licensed Houses for psychiatric patients. The collection was maintained in the central office of the Lunacy Department 1914-1933, Department of Mental Hygiene 1934-44, and the Mental Hygiene Branch of the Health Department 1944-51.
Voluntary boarders were those patients who made and signed a request to be cared for as a patient in a Hospital for the Insane or a Licensed House. Voluntary boarders were not deemed to be a "lunatic" or a "lunatic patient" within the meaning of the Lunacy Acts. Voluntary boarders could be discharged on their own application. They usually agreed to a definite period of residence.
Licensed Houses included in this collection are:
Mount Ida -1914-33
Glen Holme -1921
Belmont -1922-36
Merton -1915-51
Sunnyside -1915-20
Pleasant View [St Helens] -1915-51
The Register of Voluntary Boarders for Merton and Pleasant View is continued in VPRS 7515, Unit 4.
The register functioned as an annual return of voluntary boarders. Long-term boarders are included in the list each year. Entries are arranged under the name of the Licensed House and then chronologically by date of admission. New patients are allocated a sequential number on admission and maintain that number for all further entries in the registers. Each year all patients already in residence are listed first (all mixed numbers), then all new admissions are listed in sequence.
Details recorded include name, date of admission, period of residence, discharge date.
System of Arrangement/Control
Series: No control symbols apparent
Contents: 2.11.1914 (Mount Ida) - 31.12.1951 (Pleasant View)
Legislation:
Lunacy Acts Amendment Act 1914.
	1914-c.1951

	Registers of Voluntary Boarders in Hospitals for the Insane 
Volume; Permanent (VPRS Number 7515 / P0001)
Content: This collection consists of Registers of Voluntary Boarders who were treated in various Hospitals for the Insane. These records were maintained in the central office of the Lunacy Department 1915-34 Department of Mental Hygiene 1934-44 and Mental Hygiene Branch Department of Health 1944-54.
Voluntary boarders were those patients who made and signed a request to be cared for as a patient in a Hospital for the Insane or a Licensed House. Voluntary boarders were not to be deemed a "lunatic" or a "lunatic patient" within the meaning of the Lunacy Acts. Voluntary boarders could be discharged on their own application. They usually agreed to a definite period of residence.
Hospitals included in this collection are:
- Yarra Bend 
- Kew
- Ararat 
- Beechworth 
- Sunbury 
- Ballarat 
- Royal Park
- Mont Park
- Janefield
Volume 4 also records voluntary boarders at the Pleasant View and Merton Licensed Houses between 1952 and 1954.The register functioned as an annual return of voluntary boarders. The total is given at the end of each year. Long-term boarders are recorded in a number of volumes. Entries are arranged under the hospital name and then chronologically by date of admission. New patients are allocated a sequential number on admission and maintain that number for all further entries in the registers. Each year all patients already in residence are listed first (all mixed numbers) then all new admissions are listed, continuing the number sequence. Details recorded include name, date of admission, period of residence, rate of maintenance, payment, any remarks and discharge date.

System Of Arrangement/Control

Series: Chronological

Contents: By hospital name then chronological by date of admission. Volumes self-indexing by hospital name.

Range of Control Symbols

Series: No control symbols apparent

Contents: 23.12.1915 (Kew) - 7.8.1954 (Merton)

Legislation: 

Lunacy Acts Amendment Act 1914 (No.2539)
	1915–54

	Register of Boarded Out Patients
Volume; Permanent (VPRS Number 7563 / P0001)

Content: This collection records the registration details of those patients who were boarded out from the Hospitals for the Insane to persons and to hospitals. This system of "boarding out" was an attempt to reduce patient numbers in the large hospitals. It was also generally believed that living in a "community" environment would be beneficial to the health of the patient. Guardians were remunerated by the Government. Regulations relating to "boarded-out" patients were published in the Government Gazette.

The volumes are arranged chronologically. The contents are arranged by hospital name. Under each hospital there are separate lists for those patients boarded out with persons and those patients sent to hospitals. Patients are then listed chronologically by date of the commencement of the "boarding-out". 

Details recorded include: 

· date boarded out, 

· name of patient, 

· rate per week, 

· to whom boarded out, 

· returned date

· Recordkeeping System
The records are arranged chronologically.
	1924-59

	Mental Health Review Board (1987- 2014)
	

	Register of determinations, mental health review
Volume; Permanent (VPRS Number 16285 / P0001)
              Permanent (VPRS Number 16285 / P0002)
             Permanent (VPRS Number 16285 / P0003)
             Permanent (VPRS Number 16285 / P0004)
Content: The volumes constitute the Register of Determinations created by the Mental Health Review Board (MHRB) and its creation is dictated by section 28 of the Mental Health Act 1986. The register contains particulars of applications lodged with the Executive Officer, the determinations of the Board and the reasons for each determination.

The documents (Register) are created as a result of hearings before the Board.

The Board commenced operation in 1987 and had the following functions:

To hear appeals from involuntary and security patients, people on community treatment orders and restricted community treatment orders who wish to be discharged

To review all involuntary and security patients within eight weeks of admission to determine if their involuntary or security patient status should continue

To review all involuntary and security patients at least every twelve months to decide if their involuntary or security status should continue

To review every decision to extend a community treatment order or a restricted community treatment order

To hear appeals against refusals to grant leave to security patients; and

To hear appeals against transfer orders.

Recordkeeping System:
The register of determinations is the prime record created by the MHRB and its creation is dictated by section 28 of the Mental Health Act 1986. 

As part of the recordkeeping system, the client hearing files which are created are administrative in context and only really document the process of the hearing (mainly the organisation of the hearing). No medical information is involved, and the prime client record remains the patient file in the hospital.

Each record in this collection is a file created for a patient who has a hearing before the Board. Each file is numbered using the patient's unique state-wide identifying number (known as a "UR" number). Where a patient has more than one hearing, the documents (for example Register) relating to that second or subsequent hearing are placed on the same file. One file contains all the documents (Register) relating to a patient.
	1987-c.2014

	Departmental administration
	

	Master Set of Examination Papers for Nurses and Attendants

Document; Permanent (VPRS Number 7540 / P0001)

Content: Mental Hygiene Branch Master set of Examination papers for first, second and third year attendants and nurses (at Hospitals for the Insane). Copies have been retained under the provisions of the Public Record Office General Standard PROS 87/10 for Examination Records.
	1936-50

	Register of Applicants for Permanent Positions

Volume; Permanent (VPRS Number 7477 / P0001)
Content: This collection provides a list of applicants for permanent employment in Victorian Psychiatric Institutions
Each entry contains (generally):

· the date of entry into register,

· date of birth of the applicant,

· address of applicant,

· number and date of certificate,

· remarks about the applicant (particularly those unsuccessful)

The first volume lists all types of employees, while the second and third list only nurses and attendants; the fourth volume lists attendants only, and the fifth, nurses only.

There is no indication of the fate of other permanent employees (that is, not nurses or attendants) after 1912, although there may be some link to VPRS 7476/P1, volumes 12 and 13.

There is a sequential numbering system running throughout the five volumes and various linking relationships between these numbers (or applicants) are common.

Series: Chronological

Contents: Volumes 1 and 2 indexed by occupation. Chronological by name. Volume 3 divided into nurses and attendants. Chronological entry, no index.

Volumes 4 - 5 chronological, indexed by name.
	1907-46

	Register of Applicants for Temporary Positions
Volume; Permanent (VPRS Number 7476 / P0001)

Content: This collection provides a list of applicants for temporary employment in Victorian psychiatric institutions.
Each entry contains (generally):
· the date of entry into register, 
· date of birth of the applicant,
· address of the applicant,
· number and date of certificate,
· remarks about the applicant (particularly those unsuccessful)
The first two units list all positions in one sequence, from there, three separate groups developed, units 3 - 7 list attendants only, units 8 - 11 list nurses only, and units 12 - 13 list the remainder of occupations.
There is a sequential numbering system relating to nurses and attendants and some linking relationships between earlier and later entries.
Unit 11 contains 12 entries relating to permanent nursing positions.
	1905-56

	Sick and Annual Leave Registers (Hospitals for the Insane)
Volume; (Permanent VPRS Number 7513 / P0001)

Content: This collection consists of Sick and Annual Leave Registers created by the Hospitals for the Insane Branch of the Chief Secretary's Department 1901-15, Lunacy Department 1915-1943, and the Department of Mental Hygiene 1934-44 and the Mental Hygiene Branch of the Department of Health, 1944-54. The volumes were used at Head Office to record the sick and annual leave of staff employed at the Hospitals for the Insane.
The volumes are arranged chronologically and entries within the volumes are arranged chronologically by year and then by hospital name. Each hospital and Head Office is allocated at least one folio. Entries for most of the hospitals in later years run over many pages. At the end of each year one page is used to record annual leave taken by staff in all the hospitals. This may not be a complete list.
From volume 9 the format is slightly different. Within each hospital, staff requesting leave are allocated a sequential single number. The numbers start again for each hospital. An index by the staff member's name is at the front of the volume. This index indicates the hospital name, the sequential number and the year leave was taken. To access entries in the register the researcher should find the required year (indicated at the top of the folios), the hospital name and then the sequential number for the relevant staff member.
Regulations for Leave of Absence are placed in the front of volumes 11, 12 and 13.
This collection includes staff from the following Hospitals:
· Yarra Bend

· Kew

· Ararat

· Beechworth
· Sunbury
· Ballarat
· Mont Park
· Bundoora
· Royal Park
· Larundel
Details recorded include:
· name,

· classification,
· dates,
· number of days,
· full or half pay
System of Arrangement/Control
Volumes: Chronological by date of leave. The date range is stamped on the spine of some volumes.
Contents: Chronological by date of leave and then individuals are listed under the employing hospital.
Legislation: 
Public Service Act 1928.
	1901-54

	Sick and Special Leave Register (Mental Defectives Branch)
Volume; Permanent (VPRS Number 7514 / P0001)

Content: This volume consists of the Sick and Special Leave Register for the Mental Defectives Branch of the Department of Mental Hygiene. Agencies included in this register are Travancore Special School, Pleasant Creek Special School at Stawell and the Janefield Colony. This volume was once part of a larger sequence of records but no other volumes have been recovered to date.
The contents in the volume are arranged chronologically by year and then by the name of the institution. Within each hospital entry the staff requesting leave are allocated a sequential single number. The numbers start again for each hospital and for each year. An index by name is at the front of the volume. This indicates:
· the institution,
· the year leave was taken
· the sequential number
To access entries in the register the researcher should find the required year (indicated at the top of the folios), the hospital name and then the sequential number of the staff member.
Details recorded are:
· name,
· classification,
· date of leave,
· number of days,
· whether full or half pay
There is some correspondence, that is, regulations covering Leave of Absence, placed at the front of the volume.
System of arrangement/control:
Volumes: Chronological by date of leave.
Contents: Chronological by date of leave and then individuals are listed under the employing institution.
Range of control symbols:
Volumes: Spine stamped "Sick and Special Leave", no other control symbols apparent.
Contents: 1939 (Travancore) - 1956/57 (Janefield).
Legislation: 

Public Service Act 1928.
	c.1939-c.1957

	Correspondence Register 1952 - 1956 Diary of Events 1952 - 1956 Register of Increments 1901 – 1911
File; Permanent (VPRS Number 7507 / P0001)

Content: This volume has been used to record a number of the administrative activities of the Inspector-General's Office and the Mental Hygiene Branch of the Health Department at various times. It is not a record of the Gippsland Hospital, Sale, although the cover indicated that Hospital as the recording agency. Initially the volume may have been intended for use at the Hospital as the regulations governing the Hospital have been glued inside the front pages and some pages have been ruled up as a "Register of Patients" but they were never used.
Instead it appears the volume was maintained at the central office for its own use. The functions recorded by this volume are described below:
A. Inward Correspondence Register.
Several pages have been used as a correspondence register for incoming correspondence relating to suggestions for the amendment of Mental Hygiene Acts.
The correspondence number was allocated elsewhere, possibly in the Chief Secretary’s correspondence records, and then copied into this volume later.
Entries are arranged in chronological order. 

A Summary of the contents of the letter is included.
B. Diary of Events.
Brief description of events occurring in the Mental Health area in Victoria, for example proclamation of a hospital, land purchased.
C. Dates of Proclamations of Hospitals.
Historical list of when hospitals were proclaimed. It gives the date and Gazette Reference.
D. Areas of Land reserved for each hospital. 
Acreage for farm, buildings, vegetable gardens, parish details and Gazette references.
E. List of Ministers of Health.
List indicating name and date as Minister.
List in chronological order.
F. Increment Register.

The rear of the volume was used to record increments in salary granted to staff at the Inspector-General's Office and the various asylums between 1901 and 1911.
Individuals are listed under their employing agency (eg. Yarra Bend Asylum) and are then listed by division (that is, nurses, attendants, and so on). Details of their total salary and increment paid each year are recorded.
	c.1901-58

	Alphabetical Subject Index to General Correspondence Files (Mental Health)
File; Permanent (VPRS Number 8787 / P0001)
Content: These records provide an index to the General Correspondence Files (VPRS 6344) created by a succession of agencies responsible for the administration of the legislation relating to mental health between 1952 and 1983.
The General Correspondence Files relate to the administration, policy, staffing, and development of psychiatric services within Victoria. Subjects covered by these correspondence files include details of psychiatric and mental hospitals, clinics, child and adolescent centres, community mental health centres, domiciliary services, day hospitals and outpatient services, among others.
Note: Researchers should note that the General Correspondence Files (VPRS 6344) are CLOSED to public access under section 9 of the Public Records Act.
How to use this series
These cards can be used to browse through the subjects covered by the General Correspondence Files which they index. The steps to be taken are as follows:
1. Locate the card/s for the subjects desired (eg. machinery)
2. Select the desired file (eg. "ECT and EEG Machines and Operators")
3. Note the number of the desired file (eg. 54/5)
4. Check the consignment lists for the number of the box in which the file is stored.
If the file does not appear on the consignment list, consult the Register of General Correspondence files (Mental Health) (VPRS 8788) using the file number to determine whether the file became part of a subsequent record keeping system.
This is necessary because in 1981 the Health Commission of Victoria was restructured, and the former mental retardation services section of the Mental Health Division separated to become the Mental Retardation Division (VA 2577). At this time some of the files were removed from the Mental Health Division's filing system and incorporated into the filing system of the Mental Retardation Division (see VPRS 6352). This procedure is known as file conversion, and the files are "top-numbered" with new numbers. The Register of General Correspondence Files (Mental Health) (VPRS 8788) is the only record of such file conversions and should be consulted to verify the information contained in this index (that is, to determine whether the indexed file was subsequently top numbered into another filing system).
System of Arrangement and Control
This index is arranged by subject in alphabetical order (for example Administration, Committees, Property and so on). The subject is written at the top of each card, then files raised relating to that subject are listed underneath with the file number (annual/single number system for example 83/1), and the file title. File numbers were allocated to files using VPRS 8788, Register of General Correspondence Files (Mental Health).
	1952-83

	General Correspondence Files (Mental Health)
File; Permanent (VPRS Number 6344 / P0001)

Content: Researchers wishing to locate files within this collection will need to consult VPRS 8787 Alphabetical Subject Card Index to General Correspondence Files (Mental Health), to establish the number of the file on the subject in which they are interested. The index is arranged in alphabetical order by subject (for example Administration, Committees, Property and so on). The subject is written at the top of each card. Files raised relating to that subject are listed underneath with the file number (annual/single number system for example 83/1), and the file title.

There are two separate Records Description Lists for this collection, one for each of the two consignments. The details included on the Lists are not identical. Both Records Description Lists for the collection should be consulted as the index gives no indication as to the consignment in which the files may be located. Parts of a file may have been transferred in each consignment. It may be easier to browse through these lists rather than the Alphabetical Subject Card Index to identify the particular file required.

For the P consignment: There is a list of file titles and a Records Description List which should be used in conjunction with each other. The first lists the file numbers and file titles in file number order and the second lists the file numbers and the units (boxes) in which they are stored in the Repository. The unit number should be noted for retrieval.

For the P1 consignment: The Records Description List contains the file numbers, titles, and the numbers of the units in which they are housed. The files are listed in file number order. In this way the user is directed to the particular box of files required. The unit (box) number should be noted for retrieval.

If the file does not appear on either of the item lists (or in the box requested), then the researcher should refer to VPRS 8788 Card Register of General Correspondence Files (Mental Health). This register was used as the file registration system from which the next available annual/single number was allocated. It is arranged in file-number order. Alongside the file number is the file title, and on some cards an annotation to indicate that the file has been removed to a subsequent filing system, or transferred to the Public Record Office (PRO) in the first consignment.

Function / Content
This collection contains records created by the central agencies responsible for the administration of the Mental Hygiene Act 1958 (No.6314), the Mental Health Act 1959 (No.6605) and the Mental Deficiency Act 1958 (No.6313) between 1952 and 1983.

The purpose of this collection was to collate the inwards and outwards correspondence, memos, minutes of meetings and reports of the central administration of the Mental Health Division into various subject files for ease of retrieval.

Files relate to administration, policy, staffing and the development of psychiatric services within Victoria, including services provided by psychiatric and mental hospitals, clinics, child and adolescent centres, community mental health centres, domiciliary service, day hospitals and outpatient services and services for alcoholics and drug dependent persons.

Recordkeeping System
Files in this collection were registered in an annual single number sequence. When a new file was raised it was registered and allocated the next file number by using file registration cards, VPRS 8788 Card Register to General Correspondence Files (Mental Health). New files were also indexed by subject in the Alphabetical Subject Card Index to General Correspondence Files (Mental Health), VPRS 8787. Files were arranged sequentially by annual single number. The contents of each file were arranged chronologically by placement of folios upon files.

There is some doubt about the exact date when this collection commenced. Judging by the annual single numbering system on the file covers, this collection commenced in 1952 and continued until 1983.

Within the files for 1952 the first (base) folio on each file is a sheet of brown paper. On this is another annual single number. For example file 52/2 (Sewerage and Drainage Mont Park Area) shows the number 52/67 on the brown paper sheet inside the file cover. (This brown paper sheet probably constituted the file cover in the previous filing system.) It would appear that this file when it was 52/67 had been top-numbered up from another filing system as the file contains correspondence dating from 1945 (to 1973). There are a number of files that have been top-numbered in this way. (In the process of top-numbering, files were given new numbers.)

Close examination of some of the files in the collection indicates that many files were re-registered into this collection in 1970. Nothing is known (in 1994) of the previous record-keeping system as a complete entity, that is, before files were re-registered and top-numbered into this collection of general correspondence files. There appears to have been extensive culling (or, dispersal?) of the files when they were brought into this collection, that is, from over 600 files in 1952 to 7 files in the new system.

Some folios on these files have numbers that indicate they were registered in other earlier correspondence registry systems, with control at document level. The number M/74, for example, was from a centralised filing system which was later decentralised.

This collection has been transferred to the Public Record Office in two consignments. Many of the files have numerous parts, some of which were transferred in the first consignment and others in the second.

Subsequent Series

When the Mental Retardation Division (VA 2577) was formed in 1981, some files were removed from this collection (VPRS 6344), to become part of General Correspondence Files (Mental Retardation) VPRS 6352.

The psychiatric services section of the Mental Health Division instituted a new record keeping system in 1983. Some files from the general correspondence collection were top-numbered into this subsequent system which comprised two collections VPRS 8827 and VPRS 8828. The remainder of the files have been transferred to the Public Record Office as the second consignment of this collection (VPRS 6344/P1).

Editor’s Note: The following files were held back from transfer to the Public Record Office at the time of the transfer of the first consignment of the collection: 

56/11 Bendigo Psychiatric Centre - General File Part 1 1965-72; 56/11 Bendigo Psychiatric Centre - General File Part 2 1973-1976; 56/11 Bendigo Psychiatric Centre - General File Part 3 1977-1979; 67/139 Dandenong Psychiatric Centre - General File Part 1 1961-1970; and,

67/139 Dandenong Psychiatric Centre - General File Part 2 1971-73.

The files were found in 1994 during a clean-out of the compactus storage units in a box with the number 229. As the files were stored in file number order in their active life, they were transferred to the PRO in May 1994 and inter-sorted into VPRS 6344/P.
	c.1952-83 (contents date back to 1900)

	Register of General Correspondence Files (Mental Health)
File; Permanent (VPRS Number 8788 /  P0001)
Content: These volumes were used to register (allocate numbers) to the General Correspondence Files (VPRS 6344) created by a succession of agencies responsible for the administration of legislation relating to mental health between 1952 and 1983.
The General Correspondence Files to which this collection forms a register relate to the administration, policy, staffing, and development of psychiatric services within Victoria. Subjects covered by these correspondence files include details of psychiatric and mental hospitals, clinics, child and adolescent centres, community mental health centres, domiciliary services, day hospitals and outpatient services, among others.
System of Arrangement and Control
This register is arranged by file number in annual/single number order, that is, numbers were allocated sequentially each year, with the numbers reverting to 1 at the start of each new year. 
Each card lists 6 file numbers/titles, the number of parts for each file, and the location of the file. Locations were amended as the files moved, and in this way the register was used as a file tracking system. 
Where files have been top-numbered into other collections this information appears written next to the entry (usually in red ink). 
It is not entirely clear when this collection was created, but it appears to have started around 1970, when a significant number of files seem to have been culled from the record keeping system. This register may have been needed at that time to control the newly numbered files. The General Correspondence Files registered by this collection however, date back to 1952. The first card in this collection is therefore, 52/1. 
The date written on the cards is believed to be the date on which the file was registered (not always in order), although this has not been proven. 
Files sent to the Public Record Office in earlier consignments are noted on the cards with the letters PRO and the date eg: -->PRO 26/3. 
The last card for each year often contains registration details of the first few files for the following year. Therefore in order to locate the first file for 1982 it may be necessary to look at the last card for 1981 and so forth.
	c.1970-83 (contents date back to 1952)

	Office of Psychiatric Services
	

	Patient information
	

	Aged Community & Mental Health Psychiatric Patient Files

File; Unappraised

Content: This collection consists of geriatric psychiatric patient files. There are two sequences arranged differently: the first sequence is alphabetical by patient surname; the second sequence comprises files of deceased patients. 
	1995

	Patient Number Lists / Registers

Volume / Document; Unappraised

Contents: These patients’ lists / registers detail: patient’s name; number and year in which number was assigned. These registers facilitate the process whereby each number is allocated to one patient. It is difficult to determine whether or not these lists detail patients’ names and numbers from a particular centre/hospital or various centres/hospitals. Inpatient and outpatient centres appear to be included. 
	1961–82

	Annual Examination of Patients

Document; Temporary

Content: This collection comprises standard (proforma) reports detailing annual examinations of patients. Such reports contain examinations on patient’s mental and general medical health. The records are arranged in order of centre/hospital together with date ranges indicated. Inpatient services are listed separately.
	1987–82

	Seclusion Registers

Volume; Unappraised

Content: This collection is a collection of seclusion registers provided to the Chief Psychiatrist from psychiatric inpatient services. The registers include patient’s name; date of seclusion; duration; reasons; name of person who authorised the procedure. Most of the records are arranged in date order only and others are arranged in approximate alphabetical order.
	1989–91

	Monthly Reports - Non Psychiatric Treatment

Document; Temporary

Content: This collection is a collection of reports prepared by an authorised psychiatrist documenting the non-psychiatric treatment performed on each patient and the reason for consent for this treatment. Also included are approval forms for non-psychiatric treatment from Lakeside hospital Ballarat. In the main, the records are arranged in alphabetical order according to hospital.
	1987-1990

	Mechanical Restraint Registers

Volume; Unappraised

Content: these registers record the approval of mechanical means of bodily restraint used on patients. Authorisation for the mechanical restraint must be approved by the authorised psychiatrist. The registers are accompanied by approval forms and are arranged in alphabetical order by hospital; there is a separate register for Lakeside hospital Ballarat.
	1987-90

	Electroconvulsive Therapy Sheets

Document; Temporary

Content: these ECT therapy record sheets include either daily or monthly returns providing a summary report on patients receiving ECT treatment and details of authority to perform ECT; statistical returns are included; records are grouped according to year; ECT record sheets are stapled together according to the responsible psychiatric in-patient service.
	1988-92

	Department administration
	

	Forensic Psychiatry Memos

Document; Temporary

Content: This collection contains: forensic psychiatric services staff memos from doctors and staff at various psychiatric institutions, such as: Pleasant View Centre; Alcohol And Drug Rehabilitation And Forensic Branch; also general memos from Forensic Psychiatry Services; Mental Health Division; Office Of Corrections. The memos detail a variety of personnel and operational matters including: staff leave and new appointments; duty rosters; staff shortages; from doctors; chief psychiatrist and management positions at Pentridge G Division; accommodation; seminars; sex offender treatment program. The records are in chronological order.
	1981-96

	Notices & Returns Of Deaths & Activities

Document; Unappraised

Content: This collection comprises forms and original reports sent to the Office of Psychiatric Services. The reports include notices of death; suicides; returns of numbers of patients who had electroconvulsive therapy; absconders. 
	1979-92

	Electronic File Register and Index (Computer Output Indexes to VPRS 8827 and VPRS 8828)
Computer Outputs; Permanent (VPRS Number 8826 /  P0001)
                                Permanent (VPRS Number 8826 / P0002)
Content: The computer outputs of this collection can be used to locate items in VPRS 8828 Psychiatric Programs Policy (General Correspondence) Files collection, and in VPRS 8827 Psychiatric Services Hospital Administration Files (Head Office) as follows: 
The easiest way to locate records in this collection is to search using "keywords". To do this the P3 consignment should be consulted as it forms a keyword listing of all files. For example, if you wished to find a file on "Audit Reports" you should use the keyword index, and look under the terms "Audit" or "Report", in this way the file number, and title (see below) of the file can be identified. Once the number and title are known, the records description list for the relevant collection should be consulted to determine whether the file was transferred to the Public Record Office, and if so, which unit it is in.
· If the file number looks like BGO/002 it is in VPRS 8827
· If the file number looks like 008/316 it is in VPRS 8828
If preferred, the P1 consignment of this collection could be consulted as it forms a numerical file registration and listing. Alternatively, the P2 consignment of this collection is an alphabetic index, and could be consulted if desired. These approaches are not likely to be as useful as the keyword index.
This collection was used to register and index two collections of files created by the Office of Psychiatric Services, namely the Psychiatric Programs Policy (General Correspondence) Files (VPRS 8828) and the Psychiatric Services Hospital Administration Files (Head Office) (VPRS 8827). 
System of Arrangement and Control
This database was used to allocate numbers to newly created files, and to provide an index to those files. 
Numbers were allocated to files in two ways:
a) Psychiatric Programs Policy (General Correspondence) Files [VPRS 8828].
Files in this collection were created in a multiple number system, with 10 authorised index categories. For example, category 6 was "finance". The first file created in the finance category was given the number 6/1, the second file was 6/2, and so on. Thus the register was used to identify the next available number for files in each category.
b) Psychiatric Services Hospital Administration Files (Head Office) [VPRS 8827].
Files in this collection were created in an alphanumeric system with a three letter prefix for every hospital, for example, BGO stands for Bendigo Hospital. A number of standard categories of files were created for each hospital, for example category 5 was "health inspections". Therefore the file on health inspections for Bendigo hospital would be BGO/005, the file for Aradale Hospital on the same topic would be ARA/005 and so on. In addition to the standard files created for each hospital, files were created for specific issues - for example, if a hospital had a centenary celebration a special file might have been created and allocated the next available number from the register.
See descriptions below for VPRS 8827 and 8828 for more details on the arrangement and control of these records.
This electronic file register and index was essentially a database created specifically for the Office of Psychiatric Services on an in-house basis using a package known as "Smartware". Information could be put into the database via several fields. The fields available were: 
· file number (controlled numeric field)
· file title (free text field)
· number of parts (controlled numeric field)
· date created (controlled numeric field)
· keywords (free text field) other relevant files (free text and numeric field)
· date closed / archived (controlled numeric field)
Several reports could be generated from this information including:
· file list by alphabetical order 
· file list by numerical order
· file list by alphabetical keyword order
· file list by date created
· file list by date closed / archived
· list of keywords
Not all records would have to appear in each report, as the scope of the report could be limited by specifying other parameters such as, "file list by alphabetical order A - M only" or "file list by date created 1992 - 1994 only" and so on.
The Office of Psychiatric Services mainly printed and used the file lists by keyword and by numerical order, and to a lesser extent, by alphabetical order for reference by staff that did not have access to the database. The printed reports were regularly superseded, and earlier printouts destroyed. The printed versions of these reports held by the Public Record Office are the final printouts of this database which index these record collections (VPRS 8827 and VPRS 8828) as these collections have ceased to be created. 
Therefore these printouts are a static picture of the data base at the conclusion of its use by the Office of Psychiatric Services as an index for its record collection.
Previous Collection
Prior to the commencement of this database (March 1991) a typed list was used to sequentially allocate file numbers, with each new file being typed on the bottom of the list, and the file being allocated the next sequential number. 
This list was superseded by the database which incorporates all the files created by the Office of Psychiatric Services as part of the Department of Health and Community Services and its predecessor the Department of Health 2. (See collection registrations for VPRS 8827 and VPRS 8828). As this list was replaced by the database, and did not contain any information not available from the database, it was decided not to transfer the list to Public Record Office custody.
	1991-94

	Psychiatric Services Hospital Administration Files (Head Office)
File; Permanent (VPRS Number 8827 / P0001)
        Permanent (VPRS Number 8827 / P0002)
Content: This collection contains some of the records created by the central agencies responsible for the administration of Victoria's psychiatric hospitals and mental health clinics under the Mental Hygiene Act 1958 (No.6314), the Mental Health Act 1959 (No.6605), and the Mental Deficiency Act 1958 (No.6313) between 1983 and 1993.
The file registration system used was numerical with a three-letter prefix. The files were arranged in alphanumeric order. The alphanumeric identifier was comprised of a three-letter abbreviation to indicate the name of the institution, and a number to indicate the subject of the file. The letters and numbers were taken from authorised lists. For example, the file for Aradale Hospital (Ararat) on the subject of Fire Damage Reports & Procedures was ARA/6, and the file on the same subject for Lakeside Hospital (Ballarat) was BLT/6. 
The authorised list of subject headings chosen reflected activities common to all hospitals.
The files were registered on VPRS 8826 Electronic File Register and Index (Computer Output Indexes to VPRS 8827 and VPRS 8828). Occasionally, files were raised for specific hospitals on specific headings other than those authorised. Numbers between 24 and 39 were used for this purpose. The list of authorised headings was expanded during the life of the record-keeping system. The numbers from 40 to 45 were used for new issues that applied to nearly all hospitals. A restricted set of the authorised headings was used for mental health clinics.

Previous Collection
Until 1983, correspondence relating to the administration of psychiatric hospitals and clinics was included in VPRS 6344 General Correspondence Files (Mental Health).
Subsequent Collection
In 1993 the administration of psychiatric hospitals and clinics was delegated to various regions in Victoria. The Office of Psychiatric Services closed files that were no longer used. It is these files that have been transferred to the Public Record Office in the P1 consignment. The remainder of the files were transferred to the regions for ongoing use.

Set File Headings
1 Policy
2 Audit Reports
3 Works & Services Program
4 Thefts
5 Health Inspections
6 Fire Damage Reports & Procedures
7 Overtime
8 Residences
9 Visits by Head Office Staff
10 Official Visits & Visitors
11 Motor Vehicles
12 Finance
13 Office Machines
14 Pharmaceutical Services & Staffing
15 Social Work Services & Staffing
16 Laundry Services & Staffing
17 Catering Services & Staffing
18 Occupational Therapy Services & Staffing
19 Administrative Staffing
20 Nurse Staffing
21 Medical Staffing
22 Artisan & Other Staffing
23 Psychologists Services & Staffing
* * * * *
40 Payroll Budget
41 Health Service Agreements
42 OPS Meetings with Hospital Executive
43 Internal & External Disaster Plans
44 Management Information System
45 Industrial Disputes.
	1983-93

	Psychiatric Programs Policy (General Correspondence) Files
File; Permanent (VPRS Number 8827 / P0001)
Content: This collection contains some of the records created by the central agencies responsible for the administration of the Mental Hygiene Act 1958 (No.6314), the Mental Health Act 1959 (No.6605), and the Mental Deficiency Act 1958 (No.6313) between 1983 and 1993.

For general correspondence files for mental health for the years 1952 to 1983, see VPRS 6344 General Correspondence Files (Mental Health). When the Mental Retardation Division was formed in 1981, some files were removed from VPRS 6344, to become part of another collection: VPRS 6352 General Correspondence Files (Mental Retardation/Intellectual Disability).

The psychiatric services section of the Mental Health Division instituted a new filing system in 1983 to replace VPRS 6344 General Correspondence Files (Mental Health). Some files from the general correspondence collection were top-numbered into the subsequent system which is this collection (VPRS 8828). The remainder are located in the second consignment of the collection (VPRS 6344/P1).

In 1993 the Department of Health and Community Services (VA 3092) instituted a central registry. The various offices of the Department no longer managed their own record-keeping systems. Current files were top-numbered into the centralised system which was a modified version of the records management system Recfind.

General correspondence relating to mental health and psychiatric services on policy and administration was classified into ten broad authorised index headings. Files were registered into a multiple number system. The numbers from 1 to 10 were linked with subjects or headings as follows:

1: Hospitals & Institutions (Policy) 2: Administrative Services, Head Office

3: Psychiatric, Medical & Para Medical

4. Academic Appointments (previously Alcohol, Drug and Forensic Services)

5: Education & Training

6: Finance 

7: Legislation 

8: Committees & Organisations 

9: Conferences, Meetings & Seminars

10: Nursing Services.

Subject heading number 4 changed from 'Alcohol, Drug and Forensic Services' to 'Academic Appointments' at some stage during the period 1983 to 1993 when Alcohol and Drug Services formed a separate unit, outside the Office of Psychiatric Services. Forensic Services remained with the Office of Psychiatric Services for a time, and then they too formed a separate unit. They were a very small unit and subsequently were re-integrated into the Office of Psychiatric Services. The files were top-numbered into the subsequent collection.

The heading number was followed by a sequential number, for example 8/1, 8/2, 8/3 and so on, file 8/3 being the third file registered in the Committees & Organisations category.

When a new file was raised it was registered and allocated the next file number using file register VPRS 8826 Electronic File Register and Index (Computer Output Indexes to VPRS 8827 and VPRS 8828). Files were also indexed by keyword (or subject).
	1983-93

	Administration and Statistics 

Document; Unappraised

Content: This collection consists of statistics and reports. These records contain annual patient statistics, type of admission / discharge numbers and bed returns, correspondence between the Mental Health Authority and centres on various subjects including accommodation, patient issues, and procedures. There is a clinics general file and two early patient files that could be of particular interest. The files are arranged in approximate alphabetical order by file title or hospital name. Also included are circulars and social workers’ reports for the medical superintendent.
	1932-85

	Correspondence Files (Reportable Deaths, Complaints, Enquiries)

File; Unappraised

Content: This collection consists of general correspondence files which document the activities of the office of psychiatric services; a range of subjects are covered; Perspay; Newpay; arts access; compassionate friends; psychiatric epidemiology services; Mental Health Research Institute; Victorian Mental Illness Awareness Council; Barwon Psychiatric Services; occupational assault. The files are generally arranged in numerical order.
	1997-98

	General Correspondence Files
File; Permanent (VPRS Number 6345 / P0000)
Content: This collection comprises the central administration general correspondence files of the Health Commission of Victoria.

Their central registry created subject classifications for all its incoming and outgoing correspondence. 

The files are arranged in alphabetical order according to the  subject classifications., The file enclosures have records dating back to the early twentieth century and may include components from earlier departmental filing systems (subject to further research).

The subject categories reflect the enquiries and business involvements of the department’s head office with:

· its institutions and suburban offices

· the general public

· non-government organisations

· other Victorian and federal government departments 

These correspondence files include transactions from both the Mental Hygiene Branch and the Mental Retardation Branch.
	c.1920-81
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