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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.
Sunbury Asylum (1879 - 1905); Hospital for the Insane (1905–34); Mental Hospital (1934–85) - records relating to the mental health hospital
	Description
	Date range

	Patient and trainee information
	

	Admission, discharge and transfer
	

	Patient index cards, mental hospital 

Card; Temporary

Content: Client cards provide a summary history of each client at Caloola. Information includes reasons for admission, diagnosis, prognosis, treatment history, details of discharge, transfer or death, biographical and next of kin details. 
	1880–1970

	Index to patient files, male division 

Volume; Permanent (VPRS Number 8232 / P0001)

Content: This collection was apparently created as an Index to the Patient Files of male patients (VPRS 8244) admitted to Sunbury from August 1912 to 1928. The index records the patient's name, date of admission, file number (until 1925) and the eventual fate of the patient (i.e. the date of the patient's death, discharge, transfer or when boarded out).
However it is no longer necessary to use the Index to gain access to the files because, in about 1925, the patient files were rearranged alphabetically by patient name and it was no longer necessary to know the file numbers by which the files had originally been arranged.
The volume extant can also be used as an index to a small proportion of the case histories recorded in VPRS 7405 Case Books of Male Patients for patients admitted prior to 1912. (see below).
In 1912 the format for recording patient histories was changed from entries in large volumes known as Case Books to folders of loose-leaf folios or patient files. This change is reflected in two separate types of entries in the Index and subheadings indicate whether a patient's case history will be found in a Case Book or a loose-leaf file.
(a) Patients admitted prior to 1912
The case histories of patients admitted prior to 1912 were initially recorded in the Case Books (VPRS 7405). No new patients were recorded in the Case Books after 1912 but clinical notes regarding patients already at Sunbury continued to be entered in the Case Books until November 1924.
In 1924 this practice ceased and loose leaf patient files (VPRS 8244) were established for all patients who had been admitted prior to 1912 and who were still in the asylum's care.
The index contains references in black ink to the volume number and folio of the Case Books for patients whose surnames began with A to O. Inexplicably there are no such references for patients whose surnames began with P to Z.
A second column records the numbers of the loose leaf patient files created for patients still in custody in 1924. A separate sequence of numbers with an O prefix (for example 08) was allocated for these files. The sequence of the numbers allocated corresponds to the chronology of the dates of admissions. The numbers range from 01 to c.0200 and are mostly entered in green ink. This is mentioned in a note on the frontispiece of the index.
Patients who had been boarded out but who were still in Sunbury's custody have also been included in this sequence.
(b) Patients Admitted after 1912

The case histories of patients admitted after about August 1912 were recorded in loose leaf patient files (VPRS 8244 Patient Files - Males). The file numbers for these patients are recorded in black ink. The sequence of numbers entered was from 1 to c.990 and the last of these file numbers was allocated on 11 March 1925. From that date until about 1928, the names of new patients were recorded in the index in alphabetical - chronological order. Information about the eventual fate of patients continued to be recorded until April 1928 when entries in the index ceased altogether.
	1912–28

	Nominal register of patients (Ballarat Asylum and Sunbury Asylum / Hospital for the Insane) 

Volume; Permanent (VPRS Number 7428 / P0001)

Content: This volume is the nominal register of patients at the Ballarat Asylum for the period 1877 to 1879 and subsequently at the Sunbury Asylum for the period 1879 to 1907. Patients from Ballarat were transferred to Sunbury when it was opened in 1879, hence the nominal register was also sent to Sunbury and continued to be used there for new admissions. Some patients who were transferred from Ballarat to Sunbury have had their original admission date to Ballarat Asylum altered to the date they were admitted to Sunbury Asylum. 

The nominal register was created to record the names of all patients on the books of the Asylum. Both patients in residence and those out on trial leave were included. Details recorded are:

· name of patient

· date of admission

· date of discharge and how discharged.

This volume could be used to access patient information in VPRS 7405 Case Books of Male Patients and VPRS 7406 Case Books of Female Patients if the date of admission of the patient is unknown.

This volume was self-indexing. It is arranged alphabetically by the patient's surname and then chronologically by date of admission within the alphabetical listings.
	1877–1907

	Register of patients (Ballarat Asylum and Sunbury Asylum /Hospital for the Insane) 

Volume; Permanent (VPRS Number 8236 / P0001)
Content: These volumes were created to record the admission of patients to the Sunbury Lunatic Asylum between 1877 and 1970. The Register lists patients chronologically by date of admission, with each patient's admission number recorded against their name. A separate collection of numbers was maintained for men and women.

The admission numbers were recorded on the warrants issued on the admission of a patient to a lunatic asylum. The actual warrants can be found in VPRS 8259 (Male Patients) and VPRS 8261 (Female Patients).

An alphabetical index is extant in the front of each volume. From 1934 the indexes are not part of the bound volume, but rather are a separate book attached to the frontispiece of the volume. The register and its indexes can be used to gain access to the patient histories in the Case Books which are arranged chronologically by date of admission: VPRS 7405 (Male Patients) and VPRS 7406 (Female Patients).

The first 44 pages of the first unit of this collection list patients admitted to the Ballarat Asylum (VA 2843) between 1877 and 1880 and who were subsequently transferred to Sunbury. The numbering sequence was recommenced again when the volume was taken to Sunbury. It is the Sunbury numerical sequence which is recorded on the spine of this volume.

While the discharge details were always included in the `Admission Registers', in 1963 the title given to the volumes was changed to `Admission and Discharge Register' to confirm a practice which had been followed previously. A separate collection of Discharge Registers was also created between 1877 and 1970 (VPRS 8237).

The new admission numbering system which distinguished five categories of admission commenced in the first of the Admission and Discharge Registers. However there continued to be two separate sequences for males and females. Prior to 1963 the admission of Voluntary Boarders was recorded in separate Registers: VPRS 8238 - Voluntary Boarders Register. 
	1877–1970

	Discharge register (Ballarat Asylum and Sunbury Asylum /Hospital for the Insane) 

Volume; Permanent (VPRS Number 8237 / P0001)
Content: Within twenty-four hours after the discharge, removal or escape of any patient the clerk of the asylum was to make and sign an entry to record this occurrence in the Discharge Register also known as the Register of Discharges, Removals and Deaths. This was required under the provisions of section 23 of the Lunacy Statute 1867. Subsequent legislation included similar provisions. An entry was also to be made in the admissions register and a written notice was to be sent to the Chief Secretary.

The format of the Discharge Register was specified in the seventeenth schedule of the 1867 Act and in schedules to subsequent legislation. Details recorded included date of death, discharge or removal, date of last admission, number in Register of Patients, name at length, name of hospital to which patient removed (if applicable), condition on discharge, cause of death (if applicable) and age at death. The entries are arranged chronologically by date of discharge 

There is an alphabetical index at the beginning of each volume.

A discharge number was recorded for each patient. Separate sequences were maintained for males and females. The range of discharge numbers is noted on the spine of the first and second units of the collection. The remaining volumes do not have this information.

The first nine pages of the first unit list discharges from the Ballarat Asylum. Sunbury entries begin on page 11 with new Discharge numbers being issued.

In the second unit the admission number is also recorded. The allocation of discharge numbers was discontinued for a period and then the practice was reintroduced and continued seemingly without a break.

Volumes are arranged chronologically by date of discharge. The date range of each volume is noted on the spine of each volume along with a sequential volume number (number range Vol 1 to Vol 12).

Entries are arranged chronologically by date of discharge with numbering sequences for each gender. Discharge number sequences were: Males: 1-5682 and Females: 1-8007.
	1877–1970

	Register of patients (Brightside Inebriate Asylum and Sunbury Mental Hospital) 
Volume; Permanent (VPRS Number 7480 / P0001)
Content: This collection consists of a Register of Patients at the Brightside Inebriate Institution from 1910 and the Sunbury Inebriate Home between 1952 and 1954. The function of the record is to document the payment paid by or on behalf of the patient for his/her maintenance in the institution. It also records the length of time the patient was committed to the Institution. The index by patient name at the front of the volume gives reference to patient admission numbers.

There is a single volume and entries in it are arranged chronologically by date of admission with a sequential number allocated to each entry.
	1910–54

	Nominal register (Ballarat Asylum and Sunbury Asylum) 

Volume; Permanent (VPRS Number 8235 / P0001)
Content: This volume was created at the Sunbury Lunatic Asylum to record the names of the patients admitted to the asylum. It records the admission of patients in chronological order for each letter of the alphabet. Males are listed on the left hand side of each folio and females are listed on the right hand side. The Register originally recorded the admission of patients into Ballarat Asylum between 1877 and 1879. Most of these entries have "transferred to Sunbury" against their names. In addition to the name of the patient and their date of admission, details of the patient's age on admission and the date of their discharge are also given.

The register may be used to obtain the date of admission of a patient and thus the location of his/her case history recorded in VPRS 7405 Case Books of Male Patients or VPRS 7406 Case Books of Female Patients.
	1877–1903

	Voluntary Boarders Register 

Volume; Permanent (VPRS Number 8238 / P0001)
Content:  All but the first volume of the Voluntary Boarders Registers have alphabetical indexes at the beginning.
These volumes register those patients admitted to Sunbury as Voluntary Boarders under Section 8 of the Lunacy Amendment Act 1914 (No.2539). Under Section 105 of the Lunacy Act 1915, a patient could be "admitted and detained for care and treatment as a voluntary boarder in any hospital... upon that person's making and signing a request in the prescribed form." Such patients could be detained for a particular nominated period of time and could be discharged at their own request.
The Voluntary Boarders Register lists the name and sex of such patients and the date of their admission. It also gives the conjugal state, occupation, address, form of disorder, physical condition and its cause, agreed period of residence, how discharged or died (with remarks).
Until 1962, this register controlled VPRS 8260 Admission Warrants - Voluntary Boarders.
The admission of voluntary boarders was recorded chronologically by date of admission. Males and females were recorded in the same sequence and the entries were numbered from May 1953 to 1962 when the record keeping system was changed. From 1963 the admission of voluntary boarders was recorded in the same sequence as that for all other patients (See Register of Patients VPRS 8236).
Volumes are arranged chronologically by date of admission. Entries are arranged chronologically by date of admission. 
	1915–71

	Patient Ward Placement Register 

Volume; Temporary
Content: These records document the ward location of each patient. Patients are listed in alphabetical order with the ward they are in. If a patient is located out of Sunbury then a note of location is recorded (for example, BO for Boarded Out and OTL for On Trial Leave). No date range is recorded against entries although the date 22/4/1938 was pencilled on the inside front cover.

Entries are arranged alphabetical by patient surname, male on one side of page females on the other.
	?1938

	Male inebriates and migrant register 

Volume; Permanent (VPRS Number 8233 / P0001)
Content: This register was used to record two totally unrelated functions and they seem to be recorded in the same register purely for administrative convenience.
Male inebriate details only cover four folios in the register. The record details males committed under the Inebriates Act 1928 between 3 July 1952 and 4 May 1954. It records their admission number, the date, their name, address, committal period, signature of admitting physician, date of discharge and additional remarks regarding trial leave where appropriate. The details appear totally unrelated to any other Sunbury records and the individuals were not recorded in the admission or discharge registers.
The migrant register follows on in the same volume and records those migrants admitted between 17 December 1954 and 14 September 1955. It records their name, admission date (also contained in VPRS 8236 Register of Patients) general remarks, date of birth, date of arrival in Australia and the ship on which they arrived if this was known. The last column also details whether they were assisted or full fare paying migrants. There is no evidence to suggest that this volume is part of a larger collection nor that there was a subsequent or previous collection. 
	1952–55

	Psychiatric Superintendent Examination Cards 

Card; Temporary
Content: Cards provided a summary description on clients residing in the Centre by containing various personal details and entries regarding reception, movement, physical and mental condition, and discharge or death. Cards also included an attached “Report of Superintendent as to physical and mental condition of patient”. These cards were a reference copy only. 

The records were destroyed in 1994.
	1962–75

	Warrants
	

	Admission statements, leave of absence, transfer and discharge warrants (Ballarat Asylum and Sunbury Asylum /Hospital for the Insane) 

Document; Unappraised
Content: This collection comprises Ballarat Asylum admission statements (Content 1863-1877), applications for leave of absence from Ballarat (Content 1877-1880) and transfer and discharge warrants (Content 1877–09). These loose documents were held by the institutions at Ballarat and Sunbury 

Arranged in no discernible order, the Ballarat Asylum admission statements (Content 1863-1877) include patients' full names, dates admitted and by whom, previous residence, age and sex, marital status, if any family, occupation, native place, religion, duration of existing condition, if previously disordered, supposed cause, if dangerous or suicidal, physical health, and names and addresses of nearest relatives or friends. Many of these statements are attached to "statement papers" listings which include patients' names and allocated admission numbers for the Ballarat and Sunbury Asylums. Ballarat Asylum admission numbers range from 1-152. These particular records comprise statement papers for Ballarat Asylum patients who were not allocated Sunbury Asylum admission numbers, presumably because these patients were never admitted to Sunbury Asylum. Ballarat Asylum's first patients were transferred from Yarra Bend Asylum to ease crowded conditions there. Ballarat was not intended to cater for patients suffering from acute insanity. Both male and female patients were in residence at Ballarat until 1878 when the buildings were closed due to lack of funds and patients were transferred to Sunbury Asylum. These patients were certified and admitted under the Lunacy Statute 1867 (no.309). Ballarat was occupied by the Hospitals for the Insane Branch again in March 1893 to 1905.

Arranged in chronological order, the Ballarat applications for leave of absence (Content 1877-1880) were made on behalf of patients seeking leave of absence from the Asylum. These applications for three months leave of absence are signed by the person who was to be responsible for the patient while they were on leave and approved by the Inspector of Lunatic Asylums. Attached recommendations for leave are signed by the Lunatic Asylum Medical Officer. Details recorded include the patient's full name, annotated reference number, dates of leave, the relationship between the patient and the person responsible for them while on leave, and the place where the patient would reside while on leave.

Arranged in rough chronological order, the transfer and discharge warrants (Content 1877-1884) document the removal and, in some instances, discharge of patients under Sections 63 and 70 of the Act 31 Victoria (no.309) from the Metropolitan, Ararat, Ballarat and Sunbury Lunatic Asylums by order of the Chief Secretary and Attorney-General of the colony. Patients were transferred to institutions such as the Ararat, Ballarat, Beechworth, Yarra Bend and Metropolitan Lunatic Asylums. These warrants include patients' full names, annotated reference numbers, and the dates on which removal or discharge was ordered.

Arranged in rough chronological order, the transfer warrants (Content 1884–09) document the removal of patients under sections 63 and 91 of the Acts 31 and 54 Victoria (nos.309 and 1113) from the Lunatic Asylum and the Hospital for the Insane at Sunbury by order of the Chief Secretary of the colony. Patients were transferred to institutions such as the Ararat, Ballarat, Beechworth, Yarra Bend and Kew Lunatic Asylums / Hospitals for the Insane. These warrants include patients' full names, annotated reference numbers, and the dates on which removal was ordered.
	1863–1909

	Boarded out warrants 

Document; Unappraised

Content: This collection comprises two boxes of warrants They are described as 

· obsolete boarded out warrants, 1908–32

· boarded out paper, 1908–31

Boarded out warrants are the authority which permitted patients of Sunbury mental hospital to be placed in external boarding situations.
	1908–1938

	Admission warrants, voluntary boarders 

Document; Permanent (VPRS Number 8260 / P0001)
Content: Admission warrants are generally arranged in admission number order. Admission numbers were allocated in chronological order by date of admission. Dates of admission can be obtained from the Register of Patients, Nominal Register, Index to Case Books and Annual Examination Registers. 
Admission Warrants consisted of the official document and accompanying medical certificates which authorized a person's committal to an asylum. People could be admitted to an asylum by a number of means. Voluntary Boarders (V) were those who requested that they be admitted for a mutually agreed period of time (from 1915 onwards.)

The warrants are arranged chronologically by date of admission of the patient. The date of admission can be obtained from the Voluntary Boarders Register (VPRS 8238). All but the first of these registers have an alphabetical index in the front.
Until May 1953 the warrants were not numbered. From May 1953 to December 1962 the warrants for male and female patients were numbered within the one sequence.
From 1963 the warrants issued to voluntary boarders were kept with the warrants for all other types of patients. The warrants for males and females were kept in separate sequences (VPRS 8259 - Males and VPRS 8261 - Females). Sometimes the actual letter requesting a discharge will be attached as well.
It appears that all of the warrants from 1915 to 1934 have survived. However, none for the period 1935 to May 1940 are extant and some are missing for the period up to 1953.
The first 12 numbered warrants (1953) are also missing but the rest of the numbered warrants are extant.
	1915–63

	Admission statements, leave of absence, transfer and discharge warrants (Ballarat Asylum and Sunbury Asylum /Hospital for the Insane) 

Document; Unappraised
Content: This collection comprises Ballarat Asylum admission statements (Content 1863-1877), applications for leave of absence from Ballarat (Content 1877-1880) and transfer and discharge warrants (Content 1877–09). These loose documents were held by the institutions at Ballarat and Sunbury. 

Arranged in no discernible order, the Ballarat Asylum admission statements (Content 1863-1877) include patients' full names, dates admitted and by whom, previous residence, age and sex, marital status, if any family, occupation, native place, religion, duration of existing condition supposed cause, if dangerous or suicidal, physical health, and names and addresses of nearest relatives or friends. Many of these statements are attached to "statement papers" listings which include patients' names and allocated admission numbers for the Ballarat and Sunbury Asylums. Ballarat Asylum admission numbers range from 1-152. These particular records comprise statement papers for Ballarat Asylum patients who were not allocated Sunbury Asylum admission numbers, presumably because these patients were never admitted to Sunbury Asylum. Ballarat Asylum's first patients were transferred from Yarra Bend Asylum to ease crowded conditions. Ballarat was not intended to cater for patients suffering from acute insanity. Both male and female patients were in residence at Ballarat until 1878 when the buildings were closed due to lack of funds and patients were transferred to Sunbury Asylum. These patients were certified and admitted under the Lunacy Statute 1867 (no.309). Ballarat was occupied by the Hospitals for the Insane Branch again in March 1893 to 1905.

Arranged in chronological order, the Ballarat applications for leave of absence (Content 1877-1880) were made on behalf of patients seeking leave of absence from the Asylum. These applications for three months leave of absence are signed by the person who was to be responsible for the patient while they were on leave and approved by the Inspector of Lunatic Asylums. Attached recommendations for leave are signed by the Lunatic Asylum Medical Officer. Details recorded include the patient's full name, annotated reference number, dates of leave, the relationship between the patient and the person responsible for them while on leave, and the place where the patient would reside while on leave.

Arranged in rough chronological order, the transfer and discharge warrants (Content 1877-1884) document the removal and, in some instances, discharge of patients under Sections 63 and 70 of the Act 31 Victoria (no.309) from the Metropolitan, Ararat, Ballarat and Sunbury Lunatic Asylums by order of the Chief Secretary and Attorney-General of the colony. Patients were transferred to institutions such as the Ararat, Ballarat, Beechworth, Yarra Bend and Metropolitan Lunatic Asylums. These warrants include patients' full names, annotated reference numbers, and the dates on which removal or discharge was ordered.

Arranged in rough chronological order, the transfer warrants (Content 1884–09) document the removal of patients under sections 63 and 91 of the Acts 31 and 54 Victoria (nos.309 and 1113) from the Lunatic Asylum and the Hospital for the Insane at Sunbury by order of the Chief Secretary of the colony. Patients were transferred to institutions such as the Ararat, Ballarat, Beechworth, Yarra Bend and Kew Lunatic Asylums / Hospitals for the Insane. These warrants include patients' full names, annotated reference numbers, and the dates on which removal was ordered.
	1863–1909

	Admission warrants, females patients 

Document; Permanent (VPRS Number 8261 / P0001)
Content: Admission Warrants consisted of the official document and accompanying medical certificates which authorized a person's committal to an asylum. People could be admitted by a number of means.

Admission numbers were allocated from Registers of Patients. Most individual volumes of Registers of Patients have alphabetical indexes by patient name. Dates of admission can also be obtained from Nominal Registers, which are arranged alphabetically by patient name. Indexes to Case Books and Annual Examination Registers can also be used to ascertain dates of admission if other records are not extant. The centrally created Alphabetical Lists of Patients in Asylums (VPRS 7446) which covers the period 1849 to 1885 can also be used to obtain dates of admission.

The format of the admission papers has varied over time. In most cases the papers provide details of:

· the person's name

· age
· previous place of abode
· occupation 

· in the case of "recommended" patients, details of the person requesting their admission. 
One or more reports written by medical practitioners are also usually attached. In many cases, papers recording the death, discharge or transfer of the patient or the release of the patient on trial leave are attached to the admission papers.

Between 1879 and 1890 all patients admitted to Sunbury were transferred from other asylums: Ballarat, Kew or Yarra Bend. Often, all the patients transferred together were listed on one warrant. This may or may not have the individuals' statements of initial admission to an asylum attached to it.
From February 1963 (when a new system started), this collection contains information about voluntary boarders which had previously been recorded in a separate system (Voluntary Boarders Register VPRS 8238 and Voluntary Boarders Admission Warrants VPRS 8260). The admission of voluntary boarders was recorded in VPRS 8236 Register of Patients from this time. The Registers dated post February 1963 include information which distinguishes between the five types of patients which were set out in s41 to s58 of the Mental Health Act 1959 (No.6605). The admission of voluntary boarders was governed by section 42 of the Act. Those warrants issued after February 1963 also record the page number in the Register of Patients (VPRS 8236).
	1879–1970

	Admission warrants, males 

Document; Permanent (VPRS Number 8259 / P0001)
Content: Admissions of patients were recorded in date order in Registers of Patients and patients were allocated an admission number. An index of surnames was often created to provide access to the entries. The Admission Warrants authorising the committal of the patients to the asylum were filed by admission number and hence are also chronological by date of admission.
Case histories were recorded on each patient. Initially the case histories were entered in bound volumes, known as Case Books, in order of date of admission (admission number order). A separate Index to the Case Books was sometimes maintained. From 1912 loose leaf folios were used. Known as Patient Clinical Notes, the folios were transferred as patients moved between asylums. The notes were ultimately filed alphabetically by surname according to the year of final discharge or death. Patient Files succeeded the Patient Clinical Notes in 1953 and were controlled and arranged in the same manner. Routine examinations of patients were recorded in Annual and Quinquennial Examination Registers. Entries in these registers are usually either by date of examination or by date of admission. The volumes are often self-indexing.
Records of the discharge transfer or death of patients was initially recorded in separate Discharge Registers as well as in the Register of Patients and the case histories. From 1962 separate Discharge Registers were phased out, however, some asylums continued to maintain them. Dates of admission and discharge were also recorded in Nominal Registers of Patients, which provide access by patient surname to other patient records.
Between 1879 and 1890 all patients admitted to Sunbury were transferred from Ballarat, Kew or Yarra Bend asylums. Often, all the patients transferred together were listed on one warrant. This may or may not have the individuals' statements of initial admission to an asylum attached to it.
From February 1963 (when the new system started), this collection contains information about voluntary boarders which had previously been recorded in a separate system (Voluntary Boarders Register VPRS 8238 and Voluntary Boarders Admission Warrants VPRS 8260). The admission of voluntary boarders was recorded in VPRS 8236 Register of Patients from this time. The Registers dated post February 1963 include information which distinguishes between the five types of patients which were set out in s41 to s58 of the Mental Health Act 1959 (No.6605). The admission of voluntary boarders was governed by section 42 of the Act. Those warrants issued after February 1963 also record the page number in the Register of Patients (VPRS 8236).
	1879–1963

	Discharge warrants 
Documents; Unappraised

Content: Discharge warrants consist of the official documents which authorised the discharge of patients by the various permissible ways. Warrants may have other documents attached such as medical certificate or notes, judicial order and so on. While these discharge warrants are separate and stand alone, often they would have been attached to, and be filed with, admission warrants.
	1963–66

	Patient case management
	

	Case books, male patients (Ballarat Asylum and Sunbury Asylum /Hospital for the Insane) 

Volumes; Permanent (VPRS Number 7405 / P0001) 

Volumes: Permanent (VPRS Number 7405 / P0002)
Content: Compiled in chronological order, case books document the personal details of a patient their general state on admission, immediate history, details of past life, kin and so on. They record the change in the patient over the period of their stay and if insufficient room, is usually carried over to later folios in this or other volumes. In many instances, papers may be attached to the folios such as post mortem notes and letters from relatives.

This collection consists of case books of male patients at the Ballarat Asylum from 1877 until 1878 and Sunbury Asylum from 1879 until 1912. The case books in this collection record details of those patients admitted until June 1912, however notes were added to some case histories until 1924.

Patients from Ballarat were transferred to Sunbury when it was opened in 1879 and hence the case book recording their admissions and medical histories was sent to Sunbury. Some of these patients had previously been admitted to other asylums including Yarra Bend and Kew. The case histories of patients transferred from Ballarat Asylum are recorded on pages 1-157, in Vol 1 (see unit 1 of VPRS7405/ P0001). Case histories of patients admitted to Sunbury Asylum begin on folio number 158 of the same volume. Case histories for some patients were recorded in both the Ballarat and the Sunbury sequence of entries. Perhaps they represent patients admitted to Ballarat and still in custody in 1879.
	1868–12

1896–12

	Case books, female patients (Ballarat Asylum and Sunbury Asylum /Hospital for the Insane) 
Volume; Permanent (VPRS Number 7406 / P0001)

Volume; Permanent (VPRS Number 7406 / P0002)
Content: Compiled in chronological order, case books document the personal details of a patient their general state on admission, immediate history, details of past life, kin and so on. They record the change in the patient over the period of their stay and if insufficient room, is usually carried over to later folios in this or other volumes. In many instances, papers may be attached to the folios such as post mortem notes and letters from relatives. 

This collection consists of case books of female patients at the Ballarat Asylum from 1877 until 1878 and Sunbury Asylum from 1879 until 1912. The case books in this collection record details of those patients admitted until June 1912, however notes were added to some case histories until 1924.

Patients from Ballarat were transferred to Sunbury when it was opened in 1879 and hence the case book recording their admissions and medical histories was sent to Sunbury. Some of these patients had previously been admitted to other asylums including Yarra Bend and Kew. The case histories of patients transferred from Ballarat Asylum are recorded on pages 1-54 in unit 1 of the P1 consignment (see VPRS 7409/ P0001). Case histories of patients admitted to Sunbury Asylum begin on folio number 55 of that volume...
	1877–12

1880–12

	Patient files, male 

File; Permanent (VPRS Number 8244 / P0001)
Content: Full medical history of each patient often with correspondence attached. Most files prior to 1920 have photographs of patients. There are files for patients that were previously entered into the case books collection but these files rarely have any entries prior to November 1924 when case books were discontinued.

Whilst the format of case histories changed from 1912, those patients still at Sunbury at this date had their patient histories updated and maintained in the case books until 1924. The last notes in the case books were made in November 1924. Patients admitted to Sunbury prior to 1912 and remaining there in November 1924 were then allocated new patient files to record their continuing patient histories. A cross reference to their case book details was recorded on the new patient file.
There is evidence of a defunct numbering system on some of the patient files. Between 1912 and 11 March 1925 male patient files were given a consecutive number between 1 and 990. This information has been obtained from the "Male Division" Index (VPRS 8232). This system ceased in 1925 from which time patient files were arranged in strict alphabetical sequence until circa 1956.
Whilst in active use, the files were placed in ward registers in steel spined binders. When the files became inactive, they were transferred to Sunbury's central registry.
Among these files are found brown manila cardboard folders. These are the newest style of files and record the same information as the earlier patient files. In most cases these folders originated from Royal Park which was the receiving house for most patients prior to admission into other asylums. It appears that most of the voluntary boarders had these new files. Often these new folders contain complete patient files within them and the folders were thus used as a consolidation of earlier patient file information.
Patient files are thus found in three forms:
· the normal patient folder with information recorded on the inside covers, summary information on the outside cover and various attachments within; 
· the newer style manila folders with all patient information and sometimes the entire patient folders enclosed; 
· correspondence files on particular patients. These were originally maintained within the patient files and have been separated in the filing process.
For the case histories of female patients for the period 1912 to 1956, see VPRS 8245/ P0001 Patient Files - Females.
	1912–56

	Patient files, female 

Permanent (VPRS Number 8245 / P0001)
Content: Full medical history of each patient often with correspondence attached. Many of the files prior to 1920 have photographs of patients. There are files for patients that were previously entered into the case books collection but these files rarely have any entries prior to November 1924 when case books were discontinued.

Whilst the format of case histories changed from 1912, those patients still in Sunbury at this date had their patient histories maintained in the case books until 1924. The last notes were made in the case books in November 1924. Patients admitted to Sunbury prior to 1912 and still there in November 1924 were then allocated new patient files to record their continuing patient histories. A cross reference to their case book details was recorded on the new patient file.
There is evidence of a defunct numbering system on some of the patient files. Between 1912 and 11 March 1925, patient files were given a consecutive number. This system ceased in 1925 from which time, patient files were arranged in strict alphabetical sequence until circa 1956.
Whilst in active use the files were placed in ward registers in steel spined binders. When the files became inactive they were transferred to Sunbury's central registry.
Amongst these files are found a collection of brown manila cardboard folders. These are the newest style of files and record the same information as the earlier patient files. In most cases these folders originated at Royal Park which was the receiving house for most patients prior to admission to other asylums. It appears that most of the voluntary boarders had these newer files. Often these new folders contain complete patient files within them and the folders were thus used as a consolidation of patient information.
For the case histories of male patients for the period 1912 to 1956 see VPRS 8244/ P0001 Patient Files - Males.
	1912–56

	Patient files (estray) 

File; Unappraised 

Content: This collection contains 31 patient information files that include correspondence of the Sunbury psychiatrist superintendent. It is not known why they were separated from other collections of patient files.
	1937–74

	Patient files, psychiatric patients 
File; Temporary
Content: Each client admitted into the Centre had a file created which documented their case history from time of admission to discharge or death. This form of recording is a requirement of legislation. 

The records were destroyed in 1994.
	1957–76

	Hospital record, single patient only 
Volume; Unappraised
Content: This is a single file described as a hospital record for single named patient. It is not known why this single file exists by itself and or why it is not part of another collection. The individual is a female who had a history of admissions to Royal Park and Sunbury as a psychiatric patient.
	1961–66

	Monitoring and reporting 
	

	Electro convulsion therapy book 

Volume; Permanent (VPRS Number 8248 / P0001)
Content: This collection was created to record details of E.C.T. treatment and seems to have been kept by a nurse or attending doctor. It records details in a diary format chronologically by day of treatment.
Entries record the patient's name, number of treatments previously administered, whether the treatment was to be reviewed, the number of possible future treatments, drugs and medication if prescribed, medical notes and notes showing if the treatment was to be the last prescribed.
Several names have been crossed through, possibly to signify that the patient was no longer to receive treatment. Raw data on E.C.T. was often recorded in the patient files but the E.C.T. book is the only consolidated source for this period.
	1964–66

	Seclusion books 

Volume; Permanent (VPRS Number 8256 / P0001)
Content: This collection documents the restraint and seclusion of patients. Patients were secluded or isolated from other patients, usually for 'violent and dangerous' behaviour. Although the journal predominantly records the seclusion of patients, the means of patient restraint (signified by either the word 'camisole' or the heading 'restraint') was also recorded.
The volumes record the name of the patient, the type and cause of restraint or seclusion and the number of hours per day that the patient was treated in this manner. Daily, weekly and quarterly totals of hours are also recorded.
The volumes are arranged chronologically by date of report. Each folio contains reports for one week: males on the left hand side and females on the right hand side. Part of the last volume of the collection records the same information in a slightly different format. In the first part of this volume entries were recorded chronologically on a daily basis. Subsequently there was a return to weekly reports. Throughout the last volume only the initial of the first name is given and there is no apparent distinction in the listing between males and females. 
	1879–48

	Observation ward report books, females patients 

Volume; Permanent (VPRS Number 8249 / P0001)
Content: The collection records the observations of nurses on duty between 8.00pm and 7.00am each night in the observation ward. Patients in this ward were classified as destructive, epileptic, suicidal or 'special case'.
The entries are recorded in chronological order, usually two days to a page with entries re date, patient's name and remarks about medication. The nurse also noted whether the patients were awake or asleep at hourly intervals and recorded special remarks about various happenings throughout the night. The books were signed daily by the night and day attendants.
Covering the period 1922 to 1928, these records are quite damaged and several pages have been lost.
The existence of male report books (VPRS 8250) commencing in 1920 suggests that female books may also have been created from this date. 
	1922–28

	Observation ward report book, male patients 

Volume; Permanent (VPRS Number 8250 / P0001)
Content: This collection records the nurses' observations made between 8pm and 7am in the asylum's observation ward. Patients in this ward were classified as destructive, epileptic, suicidal or 'special case'. The entries are arranged chronologically, usually two days per folio with entries re: date, patient’s names and remarks about medication. Nurses noted whether patients were awake or asleep at hourly intervals and also recorded various happenings throughout the night. Books were signed by the night and day attendants.
Covering the period 1920–22, these reports are quite damaged and several pages have been lost.
Whilst no longer maintained in volume format, several night reports may be found as separate folios in VPRS 8251 Nursing Report Books - Male - Mental Hospital, Units 10, 11. Even though this consignment only includes the years 1920–22 it is likely that the collection continued at least until 1928, since female records exist for this period. (See VPRS 8249)
	1920–22

	Nursing report books male mental hospital 

Volume; Permanent (VPRS Number 8251 / P0001)
Content: Variously known as Head Attendant's or Principal Nurse's Daily Report books, these report books document patient statistics, admissions, discharges, transfers, escapes and leave, employment, weather, medical treatment, state of behaviour, fire practice and staffing details.

Each page forms a daily record. The extant records are from 1922 to 1925 and from 1950 to 19 December 1968. From this date information about the Training Centre is included on the same page as that for the Mental Hospital. This continued until the end of the volume and finished on 11 March 1969. From 12 March 1969 to 31December 1969, the latter half of a Training Centre volume (VPRS 8255) is used to record Mental Hospital details. There are no further Mental Hospital entries after December 1969. This is consistent with the official closing of the Mental Hospital in 1970.
	1922–69

	Nursing report books, female, mental hospital 

Volume; Permanent (VPRS Number 8252 / P0001)
Content: These report books chronologically record patient statistics, admissions, discharges, transfers, escapes and leave, employment, weather, medical treatment, state of behaviour, fire practice and staffing details.

Each page forms the record for one day and these volumes were created from 1922 to 1969. However there are no report books for the period 1928 to 1939. From 28 October 1969 through to 1970 sketchy details on the few remaining Mental Hospital patients were recorded in a volume primarily used for reports about Training Centre patients - see also VPRS 8254 Nursing Report Books - Female - Training Centre.

In Unit 21, a report of absconding patients is attached and in Unit 22 the receipt of patients from Royal Park is noted.
	1922–70



	Leave and boarding out
	

	Trial leave registers, mental hospital (Ballarat Asylum and Sunbury Asylum /Hospital for the Insane) 

Volume; Permanent (VPRS Number 8240 / P0001)
Content: This collection was created to record trial leave details of patients of Ballarat and Sunbury Asylums between 1878 and 1970. Whilst the informational format changes slightly over that century, the details are essentially the same and a record was always kept to record trial leave details.
Details of the Ballarat Asylum patients are recorded at the start of Unit 1 for the years 1878 to 1879. No separate trial leave registers for Ballarat Asylum are extant.
Various forms of trial leave were used throughout the life of the Sunbury Asylum. Leave gave patients an opportunity to be released for a specified period into another person's custody, to test whether the patient should be discharged.
Whilst a number of terms have been used to describe leave, essentially it falls into two categories: seven day trial leave also known as leave of absence or short term trial leave. As the name suggests it was leave granted for a specified period of time. The other form was trial leave or probation. This was leave granted for a substantial amount of time and was often extended. Patients were often discharged whilst on trial leave.
Trial leave was allocated in three, six, or twelve month allotments for the most part and a 1978 memorandum attached to Unit 9 indicates that trial leave expired at the end of each six month period. In practice the period of leave was often extended as administrative practice meant that leave always finished at the end of June or December.
The record was arranged chronologically by date of commencement of the trial leave and it records the individual leave number, the patient's admission date (and admission numbers from 26/10/1962), period of leave, leave extension if relevant and additional remarks, for example: family details and guardian to whom assigned. (In the case of voluntary boarders, there is no admission date but simply a reference to VB or VP.)
Escapees and their recapture circumstances are recorded within Units 2 to 9. Letters and memoranda from the Inspector-General of the Insane and his successors are attached to Units 2, 4, 7 and 9. Notices of expiration are attached to Unit 1 and at the back of Units 1 and 2 there is a list detailing those patients still on leave as at the close of those volumes.
Unit 9 has been used for convenience as a Leave of Absence Register for the Sunbury Training Centre from 1974 to 1978. (For the remainder of that collection 1964 to 1974 and 1978 to 1984 see VPRS 8242 Leave of Absence Registers - Training Centre.) 
	1878–1970

	Boarded out register 

Volume; Permanent (VPRS Number 8239 / P0000)

Volume; Unappraised 
Content: Under s.95 of the Lunacy Act 1890 (No.1113), the Governor-in-Council could make regulations for the boarding out of patients. The regulations stated that the same person could not receive both male and female patients and prescribed other matters such as the class of person to whom patients might be boarded out; the type of accommodation and the distance from the hospital; the permissible occupations of the patient; the hours to be kept by the patient; the degree of liberty of a patient whilst boarded out and the dietary requirements to be provided for the patient.

The boarded out register records the details of patients in chronological order by date of discharge. They record 

· the name of the patient

· admission details

· date of boarding out and date of return or death

The name and address of the people or organisation to which the patient had been boarded out was recorded in a remarks column. From 1922 this column is headed `to whom boarded out' and in the second volume these details are fewer and the column is simply titled guardian.

Initially the admission details included the admission number and date of admission, but later only the date of admission was recorded. Patients were numbered in order of date boarded out, with males and females having separate sequences of numbers. The numbers do not correspond to any others used in the records of Sunbury Asylum. On two occasions, 28 March 1924 and 4 January 1926, the register was rewritten to include only those patients still boarded out.

There is an alphabetical index at the start of each register. Entries were made in the register in registration number order (which corresponds with date of discharge order).
	1898–1954

and

1954–70

	Leave of absence register, mental hospital 

Volume; Permanent VPRS Number 8243 / P0001)
Content: The register was created to record details of patients granted seven day trial leave (leave of absence) from the Sunbury Mental Hospital. It basically records the same information as the trial leave registers (VPRS 8240) except that the leave period was kept strictly at seven days.

The register records patients in chronological order by date of the commencement of their seven days leave. It listed their admission date, admission number, (unless they were a voluntary boarder), their leave period, their date of return or discharge and the name, relationship and address of their guardian.]
	1962–70

	Patient leave of absence register 
Volume; Unappraised
Content: This collection contains three registers: 
1. The large leather bound leave of absence register (Content 1970–91) has an alphabetical index of client names at the front of the volume with corresponding register folio (page) numbers. Clients are recorded in chronological order by date of the commencement of their leave. The register lists admission date, admission number (unless they were a voluntary boarder), their leave period, date of return or discharge and the name, relationship and address of the guardian into whose custody the client was released.
2. The "7 day 1/4/84 to" leave register (Content 1965–90) records admission date, name of client/resident, whether voluntary (vp) or approved (app), leave period, date of return or discharge and the name, relationship and address of the guardian into whose custody the client was released. 
3. The client leave register (Content 1990–92) lists unit, client name, hospital, and period o f leave (out/in)...
	1970–92

	Annual examination of patients
	

	Annual examination of patients registers 

Volume; Permanent (VPRS Number 7411 / P0001)
Content: These volumes record the date of the annual examination of patients at the Sunbury Asylum held between 1889 and 1912. The volumes are self-indexing. Entries are arranged alphabetically by the patient's surname. There are separate listings for male and female patients.

These registers can be used to access patient information in VPRS 7405 Case Books of Male Patients and VPRS 7406 Case Books of Female Patients at Sunbury Asylum if the date of admission of the patient is unknown to the researcher.

Volumes are arranged chronologically by date of examination. Content is arranged alphabetically by patient's surname and then chronological by date of admission.

Background: Section 17 of the Lunacy Amendment Act 1888 required that each patient in every asylum, philanthropic hospital and cottage for the reception of patients and every boarded-out patient was to be examined annually by a medical practitioner appointed by the Governor-in-Council in order to determine their sanity or insanity and to inquire into their general health. This was to occur at least once in every 12 consecutive months of the detention or supervision of the patient. Under a provision of the 1888 Act, the medical practitioner was not to be an employee of any of the asylums. This provision was a direct result of the Report of the Royal Commission of Inquiry into the Insane and Inebriate 1882-1884 (Zox Commission). Many witnesses before the Commission had alleged that patients were unnecessarily detained in the asylums.

The legislation requiring an annual examination of patients was amended by the Lunacy Act 1903 section 88. From 1905 patients were to be examined once every 12 months for their first three years in residence and subsequently once every five years by the Superintendent of the asylum or in the case of a licensed house, by the Government Medical Officer. A report was then to be made to the Inspector-General of the Lunacy Department who in turn reported to the Chief Secretary (from 1950, reports were sent to the Chief Medical Officer of the Mental Hygiene Branch).
	1889–12

	Annual examination registers, male patients 

Volume; Permanent (VPRS Number 8246 / P0001)
Content: The register records the date of annual examination, the date of reception into any previous institution, the admission date at Sunbury, patient name, disposal date and action and the date of the last examination of the patient.

Patients still in Sunbury at the end of each volume were re-recorded in the next volume until they were no longer at Sunbury. At the expiration of the third volume there are references to several patients who were still in Sunbury but there appears to be no continuing volume. For the annual examination register of female patients, see VPRS 8247.

The collection is arranged in chronological order by date of examination.
	1920–48



	Annual examination registers, female patients 

Volume; Permanent (VPRS Number 8247 / P0001)
Content: The register records the dates of annual examinations, the date of reception into any previous institution, the admission date to Sunbury, patient name, disposal date and action and the date of the last examination of the patient.

Patients still in Sunbury at the end of each volume were re-recorded in the next volume until they were no longer at Sunbury. At the expiration of the third volume there are references to several patients who were still in Sunbury but there appears to be no continuing volume. For annual examination registers of male patients, see VPRS 8246.
	1920–46

	Transfers
	

	Register of transfers 

Volume; Permanent (VPRS Number 8234 / P0001)
Content: This register records the transfer of patients to other hospitals between 1963 and 1985. The title of the register is "Transfer of Patients sent section 86 to other hospitals".

Section 86 of the Mental Health Act 1959 allows for the transfer of patients to other hospitals for the "benefit of his health".
The Register of Transfers records:
· date of transfer

· name of patient
· name of asylum where transferred

· date of return

· whether returned or whether transfer was extended

· date of extension.

Males and females are in the same sequence, which records the information chronologically by date of discharge...
	1963–85

	Death of patients 
	

	Post mortem notes 

Volume; Permanent (VPRS Number 8258 / P0001)
Content: This collection was created to record post-mortem details for the period 1906–21. Arranged chronologically by date of post mortem, these notes were recorded by the medical officer at Sunbury.
Each folio documents one post mortem and the following details were recorded: patient's name, admission number (not in all instances), sex, age, occupation, date of reception, date of death, form of mental disorder, certified cause of death, a reference to the patient's case file, details and the date of the examination. The notes also include medical/pathological details such as bodily condition and state of head, thorax, abdomen, weight of organs, microscopic appearances and any other special notes.
The Coroner's Acts (1890, 1911, 1914, 1915) required that all deaths in lunatic asylums be investigated. It is likely that these post-mortem notes would have been used at the coronial inquiry. A 1906 memo (at the front of the first unit) written by the Inspector-General for the Insane says he "considers it very essential that full notes of pathological examinations should be taken in all cases of death which take place at the Hospitals for the Insane." This not only establishes that this is the first volume of the collection but also indicates that post-mortems were being more carefully scrutinised.
Between 1921 and 1924, the post-mortem notes were recorded on single sheets and attached either to the case books (VPRS 7405 - Male, VPRS 7406 - Female) for patients admitted prior to 1912, or to the patient files of patients admitted after 1912. After 1924 they were attached to the Patient Files (VPRS 8244 Male and VPRS 8245 Female).
Units 1 and 3 contain alphabetical indexes to the notes which are attached to the front covers of these volumes. Units 1 and 2 were called 'Pathologist Case Books' on the spine.
	1906–21

	Allied Health
	

	Ophthalmic department record of cases seen 

Volume; Unappraised 

Content: Marked “Sunbury mental hospital ophthalmic department record of cases seen” on the front cover, this soft bound volume was created and maintained at Sunbury mental hospital. These records document client/patient optometrist visits, diagnoses and any corrective measures needed. Entries are arranged chronologically by date of delivery of eye glasses. Summary information includes any repairs, number of pairs of spectacles for male and female patients, individual patient number, date, patient name, ward, medical officer, diagnosis and disposal
	1956–73

	Caloola Training Centre (1962–92) - records relating to the intellectual disability centre
	

	Admission and discharge
	

	Trainee cards, intellectual disability services 

Card; Unappraised
Content: The collection contains the alphabetical client cards. The Content of cards are name, date of birth, section (disability act), religion, admitted (date and ward or unit number), discharged, transferred, O.T.L description, ex-service (inebriate, Tuberculosis x-ray, occupation), diagnosis and immediate treatment, gratuities, nearest relatives or friend.
	1960–70

	Admission and Discharge Registers 

Volume; Permanent (VPRS Number 18174 / P0001)
Content: These records document the admission and discharge of clients to or from the training centre either on a permanent or temporary basis. They include client admission number, name, age, sex, date of birth, physical condition, diagnosed disorder, admission and discharge date, and so on
	1962–91

	Nominal register of patients 
Volume; Permanent (VPRS Number 18175 / P0001)
The purpose of these records is not known. It is thought that they may have been used for the monitoring of leave and / or as a means of accounting for residents on a daily basis. These registers were transferred to the Department with a large group of Caloola records when the Training Centre closed in 1992.

The registers are in the form of small bound volumes. They are name index type and list names alphabetically, with separate sequences for female and male trainees.  The following information (column headings) is recorded:

· name

· section (of the Mental health Act, under which admitted)

· date of admission

· ward olacement

· remarks
· The later of the two registers records additional details on the facing page, as follows:

· computer number

· medicare number

· pension number

· religion

· date of nirth
The register is thought to have been used primarily as a daily roll of attendance due to the way information was recorded in the “Remarks” column. The “Remarks” column was used to record (in pencil) temporary absences from the Centre (trial leave, and so on). These temporary absence details were then erased on return to the Centre. All subsequent absences would be recorded in the same way. Upon the final departure from the Centre (discharge or death), the entry is made in pen. 

The date range given for the collection refers to the date of discharge, transfer or death.
	1971–92

	Admission and discharge register, Unit F8 
Volume; Unappraised
Content: This volume records the following details: date of admission; full name of resident; from unit; reason for admission; treatment and remarks; date of discharge to unit or other facility; signature of nurse in charge.
	1983–91

	Admission and discharge register, Unit 20 
Volume; Temporary
Content:  the register book documents admission date, name (client), unit number, next of kin, diagnosis, treatment, discharge date, unit, medical office. Trainees documented in the book are from different units.
	1991–92

	Leave and trial leave
	

	Patient leave of absence register 
Volume; Unappraised
Content: This collection contains three registers: 

1. The large leather bound leave of absence register (Content 1970–91) has an alphabetical index of client names at the front of the volume with corresponding register folio (page) numbers. Clients are recorded in chronological order by date of the commencement of their leave. The register lists admission date, admission number (unless they were a voluntary boarder), their leave period, date of return or discharge and the name, relationship and address of the guardian into whose custody the client was released.

2. The "7 day 1/4/84 to" leave register (Content 1965–90) records admission date, name of client/resident, whether voluntary (vp) or approved (app), leave period, date of return or discharge and the name, relationship and address of the guardian into whose custody the client was released. 

3. The client leave register (Content 1990–92) lists unit, client name, hospital, and period of leave (out/in).
	1970–92

	Trial leave registers, training centre 

Volume; Permanent (VPRS Number 8241 / P0001)
Content: This collection records details of patients on trial leave from the Sunbury Training Centre. Leave gave patients an opportunity to be released for a specified period into another person's custody, to test whether that patient could reasonably be released from the institution.
Whilst a number of terms have been used to describe such leave, essentially the leave fell into two categories: seven day trial leave also known as leave of absence or short term trial leave. As the name suggested it was leave for a short and specified period of time. The other form was trial leave or probation. This was leave of a much greater duration, usually three, six or 12 months and it was quite often extended. Patients were often discharged whilst on trial leave.
The entries in the register are arranged chronologically by date of leave commencement and the following details are recorded: admission number (except if a patient was a voluntary boarder) period of leave, leave extension notes, return or discharge notes and the name, address and relationship of the guardian to whom the patient was assigned whilst on leave.
Escapees were listed separately at the back of the volume with details of their recapture if relevant.
On the final two folios, Nos.136 and 137, there are several references to a subsequent transfer book. As at 1994, this book had not been located. 
	1962–72

	Leave of absence registers, training centre 

Volume; Permanent (VPRS Number 8242 / P0001)
Content: This collection was created to record details of patients granted seven day trial leave, sometimes called 'leave of absence', from the Sunbury Training Centre. It basically records the same information as the trial leave registers (VPRS 8241) except that the leave period was kept strictly at seven days.
The register records patients in chronological order by date of the commencement of their seven day leave. It lists their admission date, admission number (unless they were a voluntary boarder), their leave period, date of return or discharge and the name, relationship and address of the guardian into whose custody the patient was released.
For whatever reason, leave of absence details for the period 1974 to 1978 were recorded in Unit 9 of VPRS 8240 Trial Leave Register, Mental Hospital. 
	1964–84

	Transfers
	

	Death of trainees
	

	Case notes to other hospitals 

Files; Temporary
Content: These records document the movement of client case notes in the event of death in the training centre or when a client left the centre either on discharge, extended trial leave or transfer to another institution. The records include client details, destination, medication, treatments, file destination, dates of last prescriptions and notes taken at the centre.

The records were destroyed in 2009.
	1970–79

	Register of patient deaths, morgue book and death register 

Volume; Unappraised
Content: This collection comprises registers of deaths of patients / trainees resident at Sunbury / Caloola, for the period 1952 to 1991, and a morgue book that records similar information, for the period 1966 to 1991. Content of the records may include the names of he resident, coroner and funeral director; as well as dates of birth and death, age at death, time of death, religion, next of kin, and funeral directors coroner’s details.
	1966–91

	Death Book 

Volume; Unappraised
Content: This small blue bound volume is marked on the front cover "1/7/88 onwards...death record (front) - admission record (back) - discharge record (back)". This register records summary details of client deaths including date of death, client name and cause of death, also admission and discharge details such as client name, date admitted, date discharged and to where 

The record is attributed to the Trust Office so it is likely that its function related to administering patient trust accounts 
	1988–92

	Death certificates 

Volume; Temporary
Content: This collection contains a book of death certificates. There are 14 counterfoils and some blank certificate forms in the book. The content of the counterfoils are: name of deceased, age, last seen alive, died on (date), at (time), cause of death, signed, date.
	1991–92

	Undertakers book and mortuary book 
Volume; Temporary
Content: The item contains three pieces of paper on the register book which documented name (of deceased), time and place of death, religion, next of kin, medical officer, age (client), signature of undertaker. Most of clients documented in the records were from unit 20.
	1991–92

	Hospital records, deceased patients (St Gabriel’s Training Centre, St Nicholas Hospital, Sunbury Training Centre, Pleasant Creek Training Centre) 

File; Temporary
Content: This collection of 16 files appears to have been maintained by the Paediatrician, Inner Eastern Regional Team. The files all relate to children and some adults who were deceased but who had some prior contact, either as outpatients or residents, of one or more Mental Health Authority institutions. Most had contact with St Gabriel’s but also included are St Nicholas Hospital, Pleasant Creek Training Centre and Sudbury Training Centre (one file).

Some of the patients were wards of the state.

The files are identifiable by the name of the patient. Content includes:

· statements of personal details and other admission documentation

· medical and other histories

· correspondence with other health specialists and organisations

· correspondence with family, schools and so on

· nursing notes

· care instructions

· personal correspondence of the patient

· and so on.
	1965–85

	Warrants
	

	Admission Warrants, Voluntary Boarders, Male and Female trainees 

Document; Unappraised
Content: These records document the authority to admit and discharge clients to the Centre. Forms include client personal details, applications and orders relating to clients admission and discharge. The warrants are arranged in separate sequences for male and female clients in admission number order: M#### = male admission number and  F#### = female admission number.
	1962–76

	Allied health
	

	Occupational therapy subject files 

Files; Temporary
Content: This group of files is an accumulation of individual linked subject files, brought together by individual occupational therapists. They include correspondence, reports, brochures, client details, activities and general occupational therapy administration information. 
	1965–92

	Occupational therapy financial records 

File; Temporary
Content: Primarily financial records arising from the Occupational Therapy and Community Projects Program. Includes receipt books and cash books. 

The records were destroyed in 1998.
	1966–87

	Occupational therapy subject files 

Files: Unappraised
Content: This collection contains two files re-accessioned from the larger OT Subject Files collection. The files relate to:

· Annual reports

· Industrial relations
	1987–92

	Occupational therapy miscellaneous records 

File and Photograph; Temporary
Content: Complex group of records which were scattered throughout the Occupational Therapy office. Includes financial records, correspondence and photographs. 

The records were destroyed in 2010.
	1974–92

	Occupational therapy program resource files 

File; Temporary
Content: This collection comprised occupational therapy program resource files maintained in the occupational therapy manager’s office at the Sunbury training centre. These files were created by the occupational therapist and the craft supervisor to act as reference / resource material for therapy programs. Also included were records that reflected the day-to-day running of the occupational therapy department, such as outings and excursions, various projects and task analysis for nursing students as well as meeting minutes of the human relations steering committee 1980 and the 1992 winter festival support committee.

The records were destroyed in 2009.
	1980–92

	Occupational therapy client files 

File; Temporary
Client Files include two classes; those clients that may still be active and those clients that are deceased.

The records were destroyed in 1999.
	c.1981–86

	Occupational therapy geriatric assessment team 

File; Temporary
Content: Records relate to assessments by the Geriatric Assessment Team (Greenvale) G.A.T. Assessments include client profiles and meeting minutes

The records were destroyed in 2010.
	1991

	Remedial / gym unit program establishment records 

File; Temporary
Content: These records document the activities of the remedial (also known as the gym unit) program. They include report books, client progress reports, subject files and reference material. 

The records were destroyed in 2010.
	1979–90 

	Remedial / recreational gym unit client assessments 

File; Temporary
Content: This collection contains client individual program files covering client assessments of motor sensory, developments as well as nursing notes which recorded clients’ developments in certain activities.
	1979–85

	Recreation programme review 
File; Unappraised
Content: This collection comprises documentation of a review of the recreation programme at Caloola in 1989.
	1989–89

	Recreational gym programme sheets 
File; Temporary
Content: This collection comprises programme sheets for the fitness leaders coursed and the obstacle course programmes.
	1973–73

	Recreational gym unit program records 
File; Temporary
Content: These records comprise remedial / recreational gym unit program records maintained by nursing administration, Sunbury training centre. These records document clients attending the remedial gym unit program which was established September 1979 to promote remedial therapy facilities, physical education, physical fitness and recreational activities.
	1983–91

	Recreational gym, monitoring and review 

File; Temporary
Content: This file contains mainly policy and procedures relating to the recreational gym, and some administration papers.
	1990–91

	Motor activities programmes 
File; Temporary
Content: These records contain details of the motor activities programmes undertaken at Caloola / Sunbury.
	1980–83

	Speech pathologists subject files 

File; Temporary
Content: These records document the administration of speech pathologists programs. They include correspondence, client referrals, minutes of meetings, policy and budget information. 
	1990–91

	Behaviour intervention support team (BIST), reference material 

File; Temporary
Content: this collection comprises some reference material and as well as operational notes on the program. Content includes:

occupational therapy annual report 1960

a guide to Caloola occupational therapy 1981 (what is it? for whom? how can it help?)

therapy books that outline the goal and contain some information about operation of the program (cooking, stimulation, signing, literacy, toy library, craft).
	1960–90

	Behaviour intervention support team (BIST), working file 

File; Temporary
Content: This file contains evaluation report, report of activities and achievements, behaviour intervention guideline and list of names for psychologist assessment.
	1990–91

	Client and Medical Correspondence Files (clients residing in Centre during 1990) 

File; Temporary
Content: This collection comprises client correspondence files relating trainees who were resident sat Caloola during 1990. The files are predominantly arranged in alphabetical order by client surname. Some medical files are inter-sorted with the correspondence files. Most files have a four to six digit file number. 
	1990

	Client assessments, psychiatric consultations  
File; Temporary
Content: The collection contains five files of psychiatric assessments of clients in several residential units and individual patients / residents.
	1979–90

	Pharmacy
	

	Pharmacy records 

Volume, card and file; Temporary
Content: A variety of records including drug of addiction administration book, accounts (from Royal Park), and Client Dispensing Cards. Boxes 11 to 13 were added to this collection as these records were in use by the Institutional Investigations People at the time of the Centre’s closure. 

This collection comprises pharmacy prescription book registers maintained by the pharmacy at the Sunbury training centre. These large bound volumes are arranged in chronological order according to the date on which the pharmaceutical medication was dispensed. 
Information includes: 

· the names of the trainees / patients or staff to whom medication was supplied 

· their ward / unit number if applicable

· dispensing number

· name of pharmaceutical and dosage

· whether the medication was a repeat prescription. 

The collection originally included: 

· drugs of addiction administration books

· Dosett communication books

· pharmacy and unit requisitions

· accounts for Royal Park

· emergency drug supply for unit 20 (hospital unit)

· pharmacist subject files

· hospital dispensary system computer diskettes

· pharmacy dispensing sheets for ward units. 

The records were destroyed by 2010.
	1975–92

	Monitoring and reporting 
	

	Nursing report books, male and female, training centre 

Volume; Permanent (VPRS Number 8253 / P0001)
Content: This collection records the day-to-day information on the running of the Sunbury Training Centre. It chronologically records patient statistics, admissions, discharges, transfers, trial leave, escapes and fire practices. Previously separate report books were maintained for male and female patients (see VPRS 8255 and VPRS 8254).
All but the first volume in this collection have been specifically printed to ensure use as a dual gender volume with the male department details recorded on the right side and the females on the left. From 27 August 1981, the details of both genders are recorded on the same page
The first volume actually starts as a male report book but from 12 October 1975, information about the female patients is recorded. On this date a page has been taken from a female report book and attached to the male book. The dual gender collection thus runs from 12 October 1975 to 1983. It is uncertain whether this collection continued after 1983.
	1977–81



	Nursing report books, female, training centre 

Volume; Permanent (VPRS Number 8254 / P0001)
Content These report books record the day-to-day running of the female department of the Sunbury Training Centre. Entries include patient statistics, admissions, discharges, deaths, escapes, leave, seclusion, employment, weather, medical treatment, the state of particular patients and other remarks. The books were kept consecutively, a day to a page with the Principal Nurse's signature, or her delegate's, recorded at the foot of each page.

The volumes in custody date from 21 April 1963 to 11 October 1975. However reports for the period 28 October 1969 to 25 April 1970 are recorded in a volume which also contains the final detailed entries for female mental hospital patients. This particular volume has been processed as unit 32 of VPRS 8252/P1 Nursing Report Books - Female - Mental Hospital. Separate training centre report books were created again from 26 April 1970. From this date, summary details of the numbers and wards of remaining mental hospital patients were recorded on the top left hand corner of each page of the volumes until 1975, the date of the last extant female nursing report book. Form 1975 information about female patients was recorded in VPRS 8253 Nursing Report Books - Male and Female - Training Centre. 
	1963–74



	Nursing report books, male, training centre 
Volume; Permanent (VPRS Number 8255 / P0001)
Content: This collection records the day-to-day running of the male department of the Sunbury Training Centre. It records patient statistics, admissions, discharges, deaths, escapes, leave, seclusion, employment, weather, medical treatment, and state of particular patients or other remarks.
The first extant volume commences in 1963, but the first 14 folios have been covered over with memoranda regarding consulting physician visits, details of the procedures regarding patients being admitted to the Eye and Ear Hospital and so on These memos obscure the earlier April 1963 reports but the record runs consecutively from that date until 18 December 1968.
Entries made between 19 December 1968 and 31 December 1969
During this period entries for male training centre patients and male mental hospital patients were recorded in one volume.
For the period 19 December 1968 to 11 March 1969, entries relating to male training centre patients were recorded in the mental hospital report book for the period, (refer to VPRS 8251/P1 unit 18). From 12 March 1969 to 31 December 1969, entries relating to male mental hospital patients was recorded in the training centre report book, (refer to unit 6 of the P1 consignment/of this collection).
This collection ended on 12 October 1975 when the practice of using the same report book to record both male and female patients began (refer to VPRS 8253). Unit 1 of VPRS 8253/P1 contains the final male patient entries spanning the period 2 July to 12 October 1975 in addition to the first combined entries. 
	1963–76



	Day / night report books, Unit Copy 
Volume; Temporary
Content: Carbon book copies of unit day/night reports. Such reports were compiled upon each shift in each unit. The originals were then sent to nursing administration. 

The records were destroyed in 1994.
	1989–92

	Communication books, permanent sample 

Volume; Temporary
Content: This collection comprised residential unit administration records and day / night report and communication books .These records were originally kept in clients' residential units... They were generally ordered according to the residential units (numbered 1 to 20), Caloola lodge, the hostel, houses (numbered 1 to 18), the old housing project and new housing project.

Administration records include cash and trust account receipt books, injury / incident registers, visitors books, patients parcel and property registers, movement of patients and case notes books, treatment books, photograph album clients outing and activities record books, daily treatment books, client assessments, seclusion register, stock lists and requisitions, memoranda, staff signed emergency procedures registers, client referrals registers, and so on. 

The records were destroyed in 2010.
	1982–92

	Day / night reports 

Form; Temporary
Content: This collection comprises nursing administration day / night reports created by staff on duty in the training centre units. The records comprise unbound sheets bundled together (sometimes loose or stapled together and held with rubber bands) roughly arranged in chronological order by month and year (there are gaps in date range). Some sheets are marked 'day report' or 'night report' only. More recent versions are marked both 'day/night report' giving staff the option to cross out whichever was not applicable. The reports provide details of the number of staff on duty, the number of residents in the unit, including residents on leave and the number of vacant beds. Also recorded are the notes of the charge nurse on duty between 7.00am and 7.00pm each day (or 7.00pm and 7.00am each night) regarding treatments, medications, accidents, appointments, prognosis, regress, requisitions, and so on. Reports were signed daily by the charge nurses on duty.
	1989–90

	Day / night report books and communication books 

Volume; Temporary
Content: These records were created by staff on duty in the units. They provide details of numbers of clients in the units, name of staff on duty and hours worked details of official visits and nursing reports, details of medication and condition of clients. They are a different format to the main group of Day/Night reports, and were most likely used as an alternative at some point.

The records were destroyed in 2010.
	1986–88

	Restraint and seclusion
	

	Medical journals (Ballarat Asylum and Sunbury Asylum / Hospital for the Insane) 
Volume; Permanent (VPRS Number 8257 / P0001)
Content: Each asylum was required to maintain a Medical Journal under s21 of the Lunacy Statute 1867. Every week the Superintendent was to enter, or cause to be entered in the Medical Journal, a statement showing:

· the date of such statement

· the number of patients of each sex in the asylum

· the name of every patient placed in seclusion or under restraint since the last entry

· the reasons, length of time and means of such seclusion/restraint
· the names of any patients under medical treatment

· the general health of patients in the hospital
· any deaths, injuries or marks of violence on patients since last entry.
Volume one of the Medical Journal was begun in 1877 at the Ballarat Lunatic Asylum and was transferred to the Sunbury Asylum in December 1879 when the former asylum was closed and the patients were transferred to the latter. Unlike other parts of the record keeping system that was also transferred to Sunbury at this time, there is no reference to a change of asylum from Ballarat to Sunbury. 
	1877–1952



	Restraint/Seclusion Medical Certificates 

File; Temporary
Content: This collection comprises restraint and seclusion medical certificates and reports to the intellectual disability review panel on the use of restraint, seclusion and aversive therapy. The certificates also act as a register. 

The records are in year groups with a large group (1963-1969) apparently missing. They document the time and date of seclusion or restraint, the type of seclusion or restraint, the reason, the name / position of person applying the intervention and the name of person authorising intervention. They are signed by the superintendent or medical attendant. 
	1963–86

	Mechanical restraint and seclusion registers, female patients 
Volume; Unappraised
Content: The collection contains three books of female seclusion registers. The Content of those books are daily records of clients’ sleeping condition and behaviour. 
	1988 to 1991

	Register of restraint seclusion and aversive therapy 

File; Temporary
Content: This collection comprises copies of monthly reports that were required to be prepared for the attention of the Intellectual Disability Review Panel. The reports relate to clients of Caloola Training Centre and summarise instances of the application of restraint, seclusion or aversive therapy.
	1989–92

	Unit / ward records
	

	Daily treatment book 
Volume; Temporary
Content: There are a number of collections that contain daily treatment books for various units at Caloola. The treatment books recorded information about minor medical treatment provide to unit residents each day. Entries documented treatments such as:

· zinc cream to pressure areas

· Betnovate cream to both legs

· silicone cream applied to buttocks

· saline bath

· treatment of dandruff.

Units represented are:

· unit 11 (includes an injury register), 1989–91

· unit MF7, M7 and F7, 1979–87

· unit F8, 1983

· unit 18, 1991

· unit F3, unit 6, 1987–92

· unit M5, 1982

· unit M3, 1978–84

· unit M9, 1945–76

· unit 6, F3, 1990–91
	1989–91

	Female ward casualty book treatment register 
Volume; Temporary
Content: This collection contains a treatment book which includes date, ward number, and treatment of some units. There are no client names included.
	1964–67

	Unit administration records 

Volume and File; Temporary
Content: These records were maintained to document the administration and activities of the units for example include patient related information such as movements within the centre patient mail, belongings, visitors, and treatments. These items also detail unit procedural information, assessments, ward-lists and cash books. 

The records were destroyed in 2010.
	1955-c.1992 

	Report books M6A unit 

Volume; Temporary
Content: These records document patient behaviour and occurrences in M6 Unit. They include descriptions of patient’s behaviour, mental state, medication given, staff on duty and visits by doctors. 

The records were destroyed by 2009.
	1965–91

	General service plans, House 9 
File; Temporary
Content: This collection comprises original general service plans (GSP) for deceased House 9 clients. The purpose of the records was to provide a plan for optimising the care of each client. These files, which were pulled out of the system upon the death of the client, provide individual program goals for each client in particular areas of their life such as leisure, finance, community access and so on and strategies for achieving those goals. Details of clients’ health, family support, and advocacy are included as well as descriptions of how clients were coping with various living skills.

The records were destroyed by 2008. 
	1988–92

	Residential units, various records 

Volume and File; Temporary
Content: Records documenting the various activities and functions of the residential units. Includes 

· Bruise and Injury Books

· Communications Books

· Leisure Activity Books

· Requisition Books

· Patient Clothing Books 

· Incontinent Books.

The records were destroyed in 2010.
	1954–91

	Patient / Client Injury Books 
Volume; Temporary
Content: The small collection contains records of minor injuries of clients from different units and wards. Records are:

· ward M6 injury book 1981-1986

· ward F4a records of injuries 1969-1992.

· Ward M7 injury book 1962-1987

· unit 17 F4a patients injuries 1964-1977

· ward M3 injury book 1962-1981

· ward F8 accident report 1964-1972

· ward F4a records of injuries 1962-1969

· ward F7 injuries record 1962-1967.
	1962–92

	Unit cash books 

Volume; Temporary
Content: These bound volumes documented expenditure of client funds and acted as petty cash books. Trust account records concern larger amounts paid to units; however, these records show how these funds were expended at a more detailed level. 

The records were destroyed in 2010.
	1975–88

	Financial records, housing project 
Volume and File; Temporary
Content: This collection comprised housing project financial records. These volumes, loose sheets and book stubs were originally created and held in the housing project houses. Arranged according to individual houses (that is, houses 1-7, 10-13, 15-18), these records related to financial transactions against house trust accounts and included cheque butts, bank statements, cash books and receipts. Trainees pooled their funds into house trust accounts and all expenses were then paid from the trust account; only trainees could sign for payments. These records were transferred to the Department of Community Services on the request of the training centre finance manager when the houses closed in October 1992. 

The records were destroyed in 2001.
	1980–92

	Sunbury Mental Hospital (1934–85) and Caloola Training Centre (1962–92) - records relating to both the mental health hospital and intellectual disability centre
	

	Admission and discharge
	

	Patient / trainee admission and discharge card index  

Card; Unappraised
Content: This collection comprises a patient / client admission and discharge card index arranged in alphabetical order by patient surname. Male and female patients' cards are retained separately. This card index is a summary record of the admission, discharge and transfer details of each patient admitted to Sunbury between circa 1932 and 1992. These records were maintained concurrently with various admission and discharge registers of patients, warrant forms, and so on.

Card details include: 

· patient name

· year of birth

· date of admission

· type and name of institution

· date of discharge, date of transfer

· trial leave date commenced, expiry and return to care

· boarded out date commenced and returned

· date of escape and return

· date and cause of death

· diagnosis

· attendances at outpatient clinics in each year

· religion, marital status

· whether Australian born, migrant country of birth

· year of and age on arrival in Australia;

· education standard achieved and age on leaving full-time education

· next of kin name, relationship, address and occupation

· copy of annual report of superintendent as to physical and mental condition of patient (form mh26).

Admission and invalid pension numbers are annotated on cards
	c.1932–92

	Nominal registers, males 
Volume; Permanent (VPRS Number 18173 / P0001)
Content: The purpose of these records is not known. It is thought that they may have been used for the monitoring of leave and/or as a means of accounting for male residents on a daily basis. 

Register 1 has a separate sequence for both mental hospital patients and training centre residents. Register 2 has only a single sequence.

These registers were transferred to the departmental archives with a large group of Caloola records when the Training Centre closed in 1992.

The registers are in the form of small bound volumes and are of a name index type.

These registers record the following information:

· Name

· Date of Admission

· Section (of the Mental health Act, under which admitted)

· Ward Placement

· Remarks

The registers are thought to have been used primarily as a daily roll of attendance due to the way information was recorded in the “Remarks” column. The “Remarks” column was used to record (in pencil) temporary absences from the Centre (trial leave, and so on). These temporary absence details were then erased on return to the Centre. All subsequent absences would be recorded in the same way until a final entry to record a permanent move (i.e. transfer, discharge or death). This final entry was sometimes made in pen.

The date range given for the collection refers to the date of discharge, transfer or death.

This collection of records is very similar to the later collection which covers 1971 to 1992, excepting that this collection records information on male residents only. 
	1965–80

	Nominal register, females 

Volume; Permanent (VPRS Number 18176 / P0001)
Content: The purpose of these records is not known. It is thought that they may have been used for the monitoring of leave and/or as a means of accounting for female residents on a daily basis. 

The first register covers a time period when intellectually disabled residents were admitted to mental hospitals under section 44 of the Mental Health Act 1959. The second and third registers cover the time period after the Caloola Training Centre was opened at the Sunbury Asylum site. No register has yet been located which covers the missing period of January 1958-January 1963.

These registers were transferred to the departmental archives with a large group of Caloola records when the training centre closed in 1992.

The registers are in the form of small bound volumes and are of a name index type.

The first register records only:

· Name

· Ward Placement

· Current Status (whether on leave, transferred, discharged deceased).

The two later registers partially overlap in date range, and it has not been determined how they differ, as the same entries sometimes appear in both registers. 

These registers record the following information:

· Name

· Section (of the Mental health Act, under which admitted)

· Date of Admission

· Ward Placement

· Remarks.

The registers are thought to have been used primarily as a daily roll of attendance due to the way information was recorded in the “Remarks” column. The “Remarks” column was used to record (in pencil) temporary absences from the Centre (trial leave, and so on). These temporary absence details were then erased on return to the Centre. All subsequent absences would be recorded in the same way until a final entry to record a permanent move (i.e. transfer, discharge or death). This final entry was sometimes made in pen.

The date range given for the collection refers to the date of discharge, transfer or death.

This collection of records is very similar to the later collection which covers 1971 to 1992, excepting that this collection records information on female residents only.
	1950–68

	Annual examination of patients
	

	Annual examination index cards 

Card; Temporary
Content: This collection comprises patient an annual examination card index created and maintained at Sunbury mental hospital / training centre. There two sets of cards: one sequence for current in-patients and the other for patients on trial leave. The cards are arranged chronologically by month of examination from January to December and then alphabetically by patient surname. These cards record: 

· patient's name

· admitting hospital

· date of admission

· date of examinations

· patient's gender

· whether patient discharged or died

· whether patient a British, European, Asiatic or other migrant

· whether patient receiving an age, invalid, widow or service pension

· if service, whether navy, army or air force

· whether Christian or non-Christian

· whether admission private, court, from receiving house, by Chief Secretary’s order, or transfer.  

The records were destroyed in 2008.
	c.1961–85

	Superintendent Examination Cards 

Card; Temporary
Content: Cards provided a summary description on clients residing in the Centre by containing various personal details and entries regarding reception, movement, physical and mental condition, and discharge or death. Cards also included an attached “Report of Superintendent as to physical and mental condition of patient”. These cards were a reference copy only. 

The records were destroyed in 1994.
	1962–75

	Superintendent’s cards, annual examination of patients 
Card; Temporary
Content: Cards document annual reports into patient’s physical and mental condition. These cards were kept in a card drawer in the CEO’s office. The cards include copies of the Superintendents annual examination recorded on form MH26. 

Note: This collection was noted as missing in 2008 but other copies of the cards exist in several other collections.
	1962–84

	Trainee case management
	

	Patient / trainee files, intellectual disability services 

File; Unappraised
Content: These records contain information relating to individual psychiatric and intellectual disability clients such as reports on their physical and mental well-being, prescribed treatments, and injuries sustained, proposed transfers to other institutions and deposition of witnesses in the case of death. 
	1907–92

	Client and Correspondence Files 
File; Temporary
Content: This collection comprised client and correspondence psychiatric files (1957-1976) and intellectually disabled clients files. Some files contained case histories in folio format inside brown manila cardboard folders. 

The records relating to psychiatric patients were destroyed in 1994. Those files relating to intellectually disable trainees were removed and are included elsewhere in this guide.
	1957–76

	Unit M1
	

	Admission and discharge register, Unit M1 
Volume; Unappraised
Content: This ward (unit M1) admission register was created and maintained at Sunbury by the mental hospital and training centre. This single hardbound volume lists patient / client admissions. Entries are arranged in chronological order by date of admission and include: client name; section of the act under which the client was admitted; date admitted, transferred, discharged, and so on. 
	1958–69

	Patient / Trainee Leave
	

	Patient trial leave and leave of absence records 

Volume; Temporary
Content: These records document the movement of clients to or from the centre either on a permanent or temporary basis. Client details include medication, location, period of time away, and guardian during leave.

The records were destroyed in 2010.
	1958–92

	Patient trial leave and leave of absence records 
Volume; Temporary
Content: These records document the movement of clients to or from the centre either on a permanent or temporary basis. Client details include medication, location, period of time away, and guardian during leave.

The records were destroyed in 2010.
	1958–92

	Patient Trust Funds
	

	Patient files and Trust Files 

File; Unappraised
Content: This collection contains patient and patient trust files. They are identifiable by patient name and are in a rough alphabetical order by family name. 
	1950–70

	Allied Health
	

	Psychologist subject files 

File; Temporary
Content: This collection contained mainly duplicate copies of correspondence, in particular, lecture notes prepared by the psychologist for her own use. 

The records were destroyed in 1994.
	1983–86

	Social workers client files 

File; Temporary
Content: These records document the relationship between individual clients and social workers.

They contain social worker referral forms, correspondence relating to action to be taken regarding a client and case reports. 

The records were destroyed in 2010.
	1956–92


Departmental administration
	Collection of group historical documents
	

	Sunbury historical records 

File, Volume and Photograph; Unappraised
Content: This collection comprises historical records and photographs They include albums, loose images and documents relating to history of the institution such as: Inspector-General of the Insane Hospitals for the Insane Report, 1905; Caloola Landscape Masterplan 1987, Sunbury institution landscape history 1879–54, course booklet for Caloola nurses school, various potted histories of the institution at Sunbury, histories of residences, events and so on One album was used to identify each individual client in the training centre during the 1988 industrial dispute. Photographs in this album are arranged according to ward units. 
	1905–88

	Nursing / direct care administration
	

	Personnel cards (direct care / nursing administration employee history cards) 
Card; Permanent (VPRS Number 18177 / P0001)
Content: This collection comprises sequences of cards that record summary information relating to employees at Caloola Training Centre. The primary purpose of the records was to keep identifying information on individual employees and to record leave entitlements and leave taken by the employees 

This collection was brought together by Department of Health and Human Services archival staff after or during the period of closure of Caloola Training Centre. It contains cards in several formats that in part result from different formats being used at different times as well as cards from different systems being collected into the collection. There are also many “re-purposed” cards that record information they were not designed to record.

Most of the records relate to nursing staff including students with some relating to other technical staff such as drivers and kitchen staff. 

There are two groups of records each of which records information about employees for slightly different periods. The first group relates mainly to the 1970s while the second group relates to the 1980s. Both groups include information about individuals originally employed earlier than these dates. Both groups of cards record the same basic information being personal identifying data, position and salary details, qualification s and leave. 

Group 1: Most records include a card that has been “re-purposed”. That is, a printed system card intended to record patient information has been written on or typed and ruled with lines to record personnel information. To these may be stapled other cards or documents. For nursing staff, most frequently is added a card headed “Nursing Staff Leave Card”. Notes attached may relate to leave, disciplinary matters, and resignations and so on Other cards that may be in this group or attached to the primary record include the employees’ history card, and the Mental Health Nursing card. Each of these card types may have originally been in other record collection that have or will be transferred to PROV

Group 2: The primary record, which appears to have been used for staff commencing from 1986 is a printed orange card with provision to record: gratuities and allowances; salary and increments; personal information and department al position information; Service record for the individual.

Other cards created earlier and recording similar information are also included and some of each type of card may have other cards or papers attached as for sequences 1 and 2.
	c.1973–c.92

	Management and co-ordinating committee, charge nurse staffing, policy meeting minutes 

File; Unappraised
Content: This collection contains minutes of management and coordinating committee meetings relating to nursing staffing policy. Arranged chronologically. 
	1977–85

	Mental retardation nursing students leave and training records 

Card; Unappraised

Content: Mental retardation nursing student cards include: name, date of birth, home address, next of kin(name, contact number, address), training centre, educational standard, entrance test, date of entry to p.o.s, examination and tests, date of entry to 2nd year, second year examination, date of entry to 3rd year, final examination, completed training, concessions, Victorian Nursing Council’s registration number,  summary of practical ability and aptitude over 3 years, summary of the theoretical achievements over 3 years, lecture subjects, theoretical hours, working date and hours, sick/recreational leave
	1986–88

	Nursing Administration Records 

Files, Volumes; Temporary

Content: This collection was composed of a variety of records documenting nursing administration for the entire Caloola Centre. Some records documented on the basis of unit, whilst others by date. 

Some records in this collection have been re-accessioned and are documented elsewhere in this schedule of holdings.  

The remaining records were destroyed in 2010. 
	1926–91

	Nursing Administration Records 

Volume; Temporary
Content: This small collection of records comprised:

· two day report book, 1990 and 1991

· diary 1990

· three communication books 1989–91.

The records were destroyed din 2009.
	1989–91

	Administrative and personnel records 

File; Temporary
Content: This collection comprises administrative and personnel records created and maintained at Sunbury by nursing administration. These records include employment applications, nursing examinations, assessments and evaluations, loose papers, forms and correspondence. 
	1969–84

	Staff leave registers 
Volume; Temporary
Content: This collection contains various records that register staff sick leave. They are mostly in a diary format showing which staff took leave at particular dates. Two volumes in the collection also sho overtime worked in “the housing project” during 1991 and 12992.

Entries are arranged chronologically by date of leave.
	1963–92  

	Monthly summaries and statistical returns of patient changes 

File; Temporary
Content: Monthly summaries documenting the statistical returns of patient changes across the whole centre. They include patients in residence, on trial leave, boarded out and details of admission. 

The records were destroyed in 2009.
	1962–86

	Accident on duty registers 

Volume; Temporary
Content: These records were created to document any accidents to staff while on duty at the centre. They include the staff member’s name, their position, and date of injury, period of time away from work, and any claim details relating to the injury. 

Although many accidents were not claimed, many of the entries detail multiple claims and payments. 
	1960–63

1996–76 

	Daily return of patient and staff changes 

File; Temporary
Content: Daily returns of patient changes document the number of patients in the centre and number of patients coming in and out of the centre on a daily basis. Includes leave of absence and trial leave forms. Daily return of staff changes document daily absences and staff returns. 

The records were destroyed in 2001.
	1986–92

	Rosters, nursing administration 
File; Temporary
Content: this collection comprised rosters relating to nursing staff shift arrangements created and maintained by nursing administration. 

The records were destroyed in 1995. 
	1984–87

	Personnel records, nursing administration 
File; Temporary
Content: Includes rosters, personnel cards/files, overtime records, correspondence, and patient restraint and seclusion reports.

The records were destroyed in 2010.
	c. 1985–92

	Nursing category review, applications for employment 

File; Temporary
Content: Consisted of individual applications for employment, brought about by the nursing review that was undertaken at Caloola. Also included associated police check documentation. 

The records were destroyed in 1995.
	1991–92

	Student Nurse Records 

File and Cards; Permanent (VPRS Number 18178 / P0001)
Content: The records document the training of nurses undertaking the Mental Deficiency Nursing course at the Caloola Training Centre at Sunbury, also known as the Sunbury Training Centre. The primary purpose of the records was to document student progress and attainments through the course.

The records are mostly files of individual students, detailing the student’s progress, results and placements during the course. Information contained in these files includes personal details, application and enrolment forms, results and evaluations, attainments, transcripts, certificates of completion and correspondence. 

Many of the individual student files contain a Record of Training card which is a summary of that student’s results over the entire course. 

There are two additional files which were removed from a separate collection of records transferred to the Department after the closure of Caloola Training Centre. These two files contain:

Certificates of Completion–85

Record of Training cards–79
	1973–87

	Nursing Administration Subject Files 

File; Temporary
Content: These records document the activities of the nursing administration. They include correspondence, staff and student biographical information, applications, reports, assessments, and individual student files.  Note that student nurse records that may be retained permanently have been removed from this collection and are listed elsewhere in this guide.
	1957​–86

	Personnel files, student nurses 
File; Unappraised
Content: This collection contains personnel files for a number of individual employees. The original collection register records that the employees were part of the nursing staff as the records generally are attributed to the nursing administration at Caloola.

The files are in a rough alphabetical sequence by family name of employee.
	1957–86

	Student 
File; Unappraised
Content: These files document the educational history of staff. The nursing records include basic and post-basic training in psychiatric nursing. The records are arranged by year but are not always in alphabetical order.
	1959–92

	Direct Care Staff Cards/Training Record for Local Student Nurses/Aides 

Card; Permanent (VPRS Number 18179 / P0001)
Content: This collection comprises records created by the Direct Care nursing administration of the Caloola Training Centre. As such they relate to nursing staff only, rather than administrative or other professional or support staff. The primary purpose of the record was to record movement of or placement of staff in various areas of the training centre and presumably contributed to managing rostering of staff. A large proportion of the cards relate to Trainee Intellectual Disability Service Officers (TIDSOs) although the cards are a personnel record rather than a training record.

These cards provide detailed evidence of where and when at Caloola Training Centre nursing staff were employed. The primary record is a printed, white card 245x299mm in size. It has areas to record: 

· Personal identifying information about the staff member including position at Caloola and qualifications.

· Dates commenced and left Caloola with provision for comments and reasons for leaving.

· Training Record for Local Student Nurses / Aides. This provides for recording dates commenced and completed for the three years Mental Retardation Nurse / Intellectual Disability Services Officer training. No assessment information is recorded.

· Records (Work area, types of leave, higher duties …). Information recorded here appears to be the main purpose this record was created. Information is recorded in four columns headed From [date], To [dates], Placement [records the unit the staff member was placed in or the type of leave and so on], and Remarks. There are two sets of these columns at the base of the front of the cards and on the entire back of the card.

Many of the cards include copies of correspondence and other record cards attached by staples. The correspondence relates to matters that effect staff members’ employment including their appointment, cessation, qualifications, placement preferences, leave and so on Cards that are sometimes attached include the primary personnel staff card (the employment history card), and cards that record details of nurses training. Each of these cards types may have originally been in other record collection that have or will be transferred to PROV.
	1984–90

	Nursing Administration Direct Care Staff Employment History Cards 
Card; Unappraised
Content: The Employee History Cards are a summary record documenting the employment details of direct care mental retardation nursing staff employed at the Caloola Training Centre for the period covered by the cards. The cards were created and managed at Sunbury by the nursing administration.

There is one sequence of cards. 

Each card summarises the employment history of individual staff members, many of whom were trainees. The cards typically include the employee’s name, sex, date of birth, private address, private telephone number, languages spoken, date commenced, position and qualifications. 

Cards are arranged alphabetically by surname of the employee. 
	1985–91

	Direct Care Personnel Files 
File; Temporary
Content: This collection contains direct care nurses’ personnel files from 1984–93, Includes: employee’s history card on which there are address, date of birth, nationality, birth certificate, dependants, next of kin, employee’s signature, education, previous experience, qualifications, date commenced, department, occupation, award classification, rate, date joined, date left, reason for leaving, rate to pay, leave-award entitlement, annual leave, sick leave. 

Files may include correspondences re study leave, Workcare, applications for positions, interview, training. Annual Practising Certificate-Victorian Nursing Council. Nursing staff development and assessment record incident report.
	1984–93

	Policy and Procedure Manual 
Volume; Unappraised
Content: There is an index on the cover detailing Content of the manual which includes: policy and procedure of airway obstruction; admission to Caloola Centre; admission and discharge policy unit 20; appraisal exempt staff; absence management; bus outings with volunteers; cessation of duty; counselling; sick leave and absent without leave; death of a resident; discipline procedure; drugs and pharmacy matters; enema; External Placement Committee; financial plan for clients; holiday trips; Portarlington holiday house; unit handover; incident report; I.D.R.P. documentation; incident management; leave; processing medical information from outside sources; overtime; staff on rehabilitation programme via Workcare; statement for resident’s outings; observations and guidelines for specific circumstances; pets; restraint and seclusion; requisitions; student nurses as responsible officers; sexual harassment; staff dress; support new staff; format for application to increase unit establishment. 
	1986–91

	Working papers, manager direct care 
File; Temporary
Content: These records document the activities of the centre when Frank Unferdorben was the manager, direct care / centre manager. They include correspondence, reports, notes, financial and client details. 

The records were destroyed in 2010.
	1981–92

	Manager direct care services subject files 

Files, Photographs, Floppy Disks; Temporary
Content: These records document the role performed by the Manager. They include correspondence, reports and photographs.
	1983–92

	Manager direct care services subject files 

File and photograph; Unappraised
Content: These records were re-accessioned form a larger collection of subject files. There are five items as follows:

· a report to the superintendent, 1988

· a photo album

· a coroners report

· HIV/AIDS and hepatitis B

· Intellectually Disabled Persons Services Act 1986
	1988–92

	CEO / superintendents office
	

	Office of CEO’s / secretary’s file movement register 

File and Volume; Temporary
Content: The file movement register was maintained by the CEO’s / Secretary of Sunbury / Caloola. This collection also includes a death register which was created for reference purposes only. The latter register is a copy of the formal death register. 
	1959–82

	Chief executive officer’s / manager’s subject file 

File; Temporary
Content: This is a single file that contains reports of Reviewing Caloola project and car allowances, reimbursement of travelling expenses, budget estimate and allocation, staff statistics return and progress reports, annual reports and audit reports.
	1966–84

	Notes of clinical trial held at Sunbury mental hospital in 1956 for the drug Reserpine (Serpasil) 

Digital File; Temporary
Content: The single item in this collection is a digital copy of part of the annual report of the Mental Hygiene Authority for the year ended 31DCecember 1956.
	1956

	Consents / authorities for medical treatment 

Bundle; Temporary
Content: This collection comprises forms signed by patients’ next of kin or the Sunbury chief executive officer to authorise medical treatment for patients. Usually the forms related to administration of a general anaesthetic or for surgery.

The records were destroyed in 2008.
	c.1980–91

	Case notes, named patient 

Volume; Unappraised
Content: This record was created after the client’s mother made a complaint, concerning the centre, to a local newspaper. The volume was kept to record all notable aspects of the client, and also anything related to contact and correspondence of staff with the client’s mother. The volume contains newspaper articles, written staff entries and comments.
	1972

	Complaint book (Ballarat asylum and Sunbury asylum / hospital for the Insane / mental hospital) 

Volume; Unappraised

Content: These records document all complaints and charges laid against members of staff plus action taken. They contain name and rank of offender, the nature of the offence, any previous offences, and how these were dealt with, and the punishment for the present offence.

Marked "complaint book" on the spine, this large volume was created and maintained by the Ballarat asylum (1877-1879) and Sunbury asylum / hospital (1879-1971. This record documents complaints and charges made against staff employed as well as action taken. Entries are arranged chronologically by date of the complaint. There is an alphabetical index by staff name at the front of the volume which gives page number references. Pages are divided into columns variously titled:

· date in register of documents

· no. In register

· name and rank

· date and nature of offence

· previous offences and how dealt with

· punishment for present offence.

The first pages have "cancelled vide old book" written across them. The first two pages range from 1877 to 1880. The third page begins in 1890.

In 1877 the Ballarat asylum was established "for use as an asylum for idiot children and harmless adult idiots". However this institution was closed due to lack of funds two years later and patients were transferred to Sunbury asylum. The patients were certified and admitted under the Lunacy Statute 1867 (no.309).
	1877–1971

	Numerical Register 

Volume; Unappraised
Content: These records document the numbers of patients and staff in Sunbury on a daily basis.

They contain the actual patient numbers on each day and variations caused by discharges and admissions. Separate figures for males, females, ordinary and working patients are provided. The right-hand page contains numbers while the left-hand page contains the names of staff that are “On” or “Off.
	1888–86

	Investigations records 

File; Unappraised
Content: This collection consists of records relating to the investigations into staff disciplinary issues at Caloola training centre in 1991. Content includes

· incident reports

· correspondence 

· lists of people interviewed 

· a register of contacts made during investigations and their subject 

· police records 

These files are numbered. There are other centre records such as client files which have been separated out.
	1991–91

	Inspector General’s and visitors’ book 

Volume; Unappraised
Content: These records document visits by the Inspector General and other official visitors. They contain letters advising of visits by the Inspector General as well as comments from the Inspector General and other official visitors regarding each visit (i.e. whether proper practices are occurring).
	1905–86

	Circulars and memoranda, Inspector-General of the Insane 
Volume; Temporary

Content: This register is a record of circulars and memoranda received and sent between the hospital for the insane, Sunbury, the Chief Secretary's office, the Inspector-General of the Insane, the Lunacy Department, - the Department of Mental Hygiene and the Postmaster General's Department. It appears that the circulars were sent to all the hospitals for the insane for the information of the superintendents. Memoranda and circulars relate to specific incidents at Sunbury as well as general administrative or medical instructions. The directives cover a wide range of issues including advice regarding chaplaincy, treatment of patients, use of motor vehicles, petty cash, staff conditions / leave / salaries, nursing training / examinations, furniture removal, tenders, telegrams and so on.

An alphabetical index at the front of the register documents the function of each circular or memorandum with a page reference. Additional page references are recorded for each further document received or the document is attached to an earlier one. The index pages from 'a' through to 'i' were not in the register when it was appraised.
	1920–49

	Acting managers subject files 

File; Temporary
Content: These records document numerous functions related to the operation of Sunbury Training Centre. They are predominantly correspondence files, but also contain copies of minutes of meetings and reports.

The records were destroyed in 2010.
	1970–85

	Chief executive officer’s subject files 

File; Unappraised
Content: These records document the activities of the centre and the Chief Executive Officer. They are predominantly correspondence files, but also contain minutes of meetings and reports.
	1959–92

	Correspondence files 

File; Permanent (VPRS Number 7531 / P0001)
Content: This collection comprises inward and copies of outward correspondence and memoranda relating to the general administrative activities of the Sunbury Hospital and includes matters such as:

· applications for employment

· requisitions

· accounts

· and so on.

The documents are arranged in roughly chronological order with each year being bundled separately. 
	1919–35

	Intellectual disability review panel-appeals case files 

File; Temporary
Content: These records document the lead up to and outcome of appeals by individual clients. They contain information on the nature of the appeal, client background, invitations to attend the appeal, notification of the appeal and requests for responses from relevant people within the Department.
	1992–92

	Incident files 

File; Unappraised
Content: These records document notable incidents that occurred at Sunbury involving staff with clients or clients with clients. These records include allegations and investigations into matters such as inappropriate behaviour of staff or their treatment of clients (for example, complaints of assaults, harassment or -abuse), accidents and missing property or records. They contain correspondence regarding the incident, statements, reports and newspaper clippings.

Files are arranged in a single sequential number which is also in very rough alphabetical order by the surnames of individuals.
	1973–92

	State plan program officers files 

File; Temporary
Content: These records document the implementation of the State Plan at the centre. They were subject files which included correspondence, reports and client details. 

The records were destroyed in 2010.
	1990–91

	Minutes of board of management, unit M6A project. 
File; Unappraised
Content: This collection contains minutes of meeting relating to the closure of unit M6A. 
	1985

	Meeting papers, human relations unit advisory committee 
File; Temporary
Content: These are records associated with meetings of an internal Caloola training centre committee.
	1988–91

	Meeting papers. managers consultative and advisory committee 
File; Temporary
Content: These are records associated with meetings of an advisory committee attended by managers of mental health institutions including Larundel hospital, Royal P{ark hospital, Bundoora Repatriation hospital, Caloola and so on. and so on This was originally part of 92/203/011.
	1980–84

	Meeting papers, secretary, mental Health division and institution managers 

File; Temporary
Content: This collection comprises meeting papers associated with meetings between the Secretary, Mental Health Division and the managers of various mental health institutions including Caloola, Royal Park, Larundel Hospital, Willsmere Hospital, Eric Cunningham Dax House and so on.
	1980–84

	Meeting papers, fire committee 

File; Temporary
Content: These papers document the activities of the Sunbury / Caloola fire committee. The committee was established by order of the Mental Health Authority and had the Authority’s full support.
	1968–85

	Meeting papers, community living support service advisory committee 
File; Temporary
Content: These papers document the deliberations of the community living support service advisory committee.
	1990–91

	Reception / Mail
	

	Reception records 

Volume; Temporary
Content: This small collection of records were identified as being kept by reception staff at the centre’s reception desk. It included motor vehicle requisitions, mail registers, message books for nursing administration, fire alarm and PABX faults register. 

The records were destroyed in 2009.
	1975–92

	Outward correspondence register 

Volume; Unappraised

Content: The purpose of these records is to provide copies of outwards correspondence. They contain general correspondence with one volume containing “Communications to Master in Equity and Director of Mental Hygiene”. 
	1890–89

	Registered parcel register / requisitions book 

Volume Temporary

Content: The first volume records 2 functions; the front half of the volume in the registered parcel register is used to keep track of all registered parcels on behalf of patients and lists the patients’ name and the parcel Content (1957–69). Secondly, the back half of the volume is a requisition book which document the requisitions applied’ for and details the date of requisition, goods required and date they were received (1957–61). The second volume is solely a parcel register. 
	1957–69

	Register of documents and accounts 

Volume; Unappraised
Content: The purpose of this register is to keep a record of all documents received and the action stemming from the document. The register lists each document received, its nature, author, how disposed of and reference. The register is marked as volume seven and starts at article 387 suggesting the existence of prior volumes.
	1892–95

	Dispatch books
Volumes; Unappraised
Content: These records document summary details of outwards correspondence. They contain details such as name and address of recipient, reference number of the document and usually a brief note on the content.
	1923–56

	Mail Books 

Volume; Temporary
Content: These records document correspondence sent out from the Centre. Entries include date and short summary on content of correspondence.

These records have been destroyed.
	1960–87

	Finance and accounting
	

	Finance reports accounts payable 

Printout; Temporary
Content: Computer printouts of transactions against the accounts payable account. 

The records were destroyed in 1998.
	1986–92

	Meal and travel allowance cards 

File; Temporary
Content: This collection included meal and travel allowance cards, as well as petty cash cards.

Cards contained details of days worked per meal allowance and staff number. 

The records were destroyed in 1995.
	1988–88

	Finance copy purchase orders 

File; Temporary
Content: Included pink purchase Orders (Finance Branch copy) and White Purchase Orders (Stores Branch copy 

The records were destroyed in 1995.
	1986–88

	Miscellaneous finance records 

File; Temporary
Content: Miscellaneous financial records includes petty cash records, material received vouchers, deposit and receipt books, Cab Charge receipts, transaction report, vendor history report and personal expenses. 

The records were destroyed in 1999.
	1981–92

	Finance office financial records 

File and Volume; Temporary
Content: Includes purchase orders, ledger records (stores records), petty cash books and provision issued records. 
	1968–92

	Motor vehicle and other records 

File;  Temporary
Content: Motor vehicle returns, logbooks, motor vehicle history files, incident reports, fuel issue books, requisitions and time sheets. 

The records were destroyed in 2001
	c.1988–92

	L2A batches 

File; Temporary
Content: Includes batched claims for payment of personal expenses using the L2A claim form and supporting vouchers. 

The records were destroyed in 1998.
	1990–91

	Contingencies account ledger 

Volume; Temporary
Content: These records document the purchase of items or services made in contingencies. They list accounts under suppliers name including the date, items purchased, unit price, quantities and totals. 
	1912–56

	Provisions account ledger 

Volume; Temporary
Content: Document the ordering of provisions as well as keeping track of accounts. They list suppliers’ accounts with goods ordered and cash totals owed. 
	1946–51

	Advance account ledger 

Volume; Temporary
Content: These records document all transactions made against the advance account, including salaries being drawn per individual, reimbursements from the department, cheque numbers and so on debit and credit columns are held on each page. 
	1929–71

	Revenue account ledger 

Volume; Temporary
Content: These records document incoming and outgoing revenue. They list all receipts issued to suppliers, and others, with reimbursement cheques to the Inspector General. Each page contains a credit and debit column with the date, name and particulars pertaining to each transaction. 
	1929–65

	Incidental orders 

Volume; Temporary
Content: These records document requests to suppliers of specific goods and services. They list name of supplier, goods/services ordered, date and the amount. 
	1937–38

	Petty cash books 

Volume; Temporary
Content: Records document petty cash transactions, which include the date, name of person requiring money, reasons for cash, and amount. 
	1937–66

	Finance manager’s subject files 

File; Unappraised

Content: These records appear to be the working files of a number of consecutive Finance Managers. They include correspondence, financial records, reports and memorandum. 
	1986–92

	Budget Estimates 
File; Temporary
Content: This single file contains information about Sunbury mental hospital / training centre annual budget estimates. It also includes the Annual Report of Sunbury Mental Hospital (1968–75). The file was previous part of the Secretary’s correspondence system.
	1962–85

	Children in Residential Centre Grant Files 

File; Temporary
Content: These records document the grants procedures of the C.I.R.C. program. They include correspondence, reports, program and financial details. 
	1975–87

	Artisans / maintenance information
	

	Engineer’s requisitions 

File; Temporary

Content: This collection consists of requisitions in manila file covers arranged by name of supplier. These requisitions were located in the Engineer’s Office during the Closure of Caloola. 

The records were destroyed in 2001. 
	1990–92

	Manufacturing book 

Volume; Temporary

Content: These records were used to keep track of articles that were returned to stores by various artisans, such as the tailor and shoemaker. They detail items that have been made up from various clothes and include production statistics.
	1907–76

	Tailors shop and sewing room records 

Volume; Temporary
Content: These records document the activities of the tailors shop and sewing room at the centre. They include uniform registers, manufacturing registers, order and supply registers, order-forms and invoices. 
	1926–92

	Engineers office records 

File; Unappraised
Content: These records document the activities of the Engineer’s Office at the centre. They include boiler room log sheets, correspondence, internal memo’s, photographs and flowcharts.
	1958–92

	Domestic Services
	

	Domestic services records 

File; Temporary
Content: This collection comprises domestic services administrative records held in unit 7 of the Caloola training centre. The records include staff rosters, change of day book, overtime and communication books, absence management policy book, course participation book, staff injury book, domestic services stores requisitions and staff leave entitlement book. 
	1985–92

	Kitchen financial and miscellaneous records
File; Temporary
Content: Miscellaneous kitchen records comprising of patients menus, general memoranda, milk book, purchase orders and requisitions, reconciliations, invoices and delivery dockets.

The records were destroyed in 1999.
	1979–91

	Garden / Farm
	

	Livestock register 

Volume; Unappraised
Content: These records were used to keep track of livestock over time. They list livestock by sex and type including any changes in their number over time as defined by running totals at the base of each page. The left-hand page contains figures for animals obtained and the right-hand page contains figures for animals disposed of. Both contain brief comments as to how the animals were obtained or disposed of. 
	1931–92

	Farm Managers Subject Files 

File; Temporary
Content: These records functioned as a reference source for farm managers. Collectively, they provide an overview on the day to day activities. Records mainly contain information on sales, stock and milk.
	1927–92

	Caloola training centre closure project, community residential units, finance
File; Temporary

Content: This collection contains informal files relating to community residential units and the closure of Caloola. It contains documents about staff training in client financial management systems, transfer of trust monies from Caloola, client re-location and bank details. They are in chronological order.
	1990–93



	Personnel / payroll information
	

	Employee history cards (staff cards (resignations from 1960) 
Card; Unappraised
Content: The Employee History Cards are a summary record documenting the employment details of all employees at the Sunbury Mental Hospital and the Caloola Training Centre for the period covered by the cards. 

There are two card formats. The cards have been inter-sorted in order of employee. The first is a white card. The second is a beige colour card that folds over. The latter cards seem to have been introduced in the early 1970s. The white cards often have a label attached stating that particulars were transferred to the new Staff Card system in a month in 1973 or 1974. Employees often have information recorded on more than one card. Information recorded on the cards is a mix of typed and handwritten entries. Information in relation to the employee’s separation from the agency is handwritten in red ink.

The cards may include the employee’s name, date of birth, private address, marital status, country of birth, date on duty, designation and date of original appointment, salary and increments, positions and promotions, location including previous institutions, superannuation details, date of separation from the agency including the reason for finishing, and other remarks considered to be relevant. Superannuation information is to be found on the back of the cards.

Cards are arranged alphabetically by surname of the employee. Researchers should scan the cards for the person(s) of interest after perusing the Records Description List.
	1940–89

	Personnel files, resignations and dismissals 

File; Temporary
Content: These personnel files document the records of staff members who have resigned or had their positions terminated.
	1958–92

	Personnel files, estray group 

File; Temporary
Content: This collection comprises personnel files (Content circa 1965–94) for seven employees, most of whom were attached to the Caloola training centre... These files are arranged alphabetically by employee surname. These records were accessioned during the relocation of archival services from 555 Collins street to 674 Bourke Street in 1996.
	c.1965–94

	Personnel records 

File; Temporary
Content: This collection comprised personnel records created and maintained by Caloola training centre. They were short-term temporary records such as leave applications, computer and absence from duty reports, higher duties documentation, position applications. There was no apparent order within the files.

The records were destroyed in 2008.
	1991–92

	Timesheets 

Document; Temporary
Content: Includes both A3 and A4 formats. The former appears to be from all areas of the Centre. Timesheets recorded the attendance for duty by members of staff.

The records were destroyed between 1994 and 2010.
	1985–92

	Personnel salary records
Printout; Temporary
Content: Computer printout reports including payslips, direct banking reports, salaries cashbooks, cashbooks, master-file listing, review listing, employee profile records, and auditors, overdue report. Also included are pay batches. 

The records were destroyed in 2003
	1986–92

	Pay variation files 

File; Temporary
Content: Files contain “orders to pay”, signatures to collect pay and payroll input forms. Payroll input forms have been removed from the files. The records were arranged in pay-period order.

The records were destroyed in 2009.
	1986–92

	Payroll records 

File; Temporary
Content: This collection comprised payroll records created and maintained by the personnel payroll section of Caloola training centre. These records documented some of the payroll functions of the training centre and included employee details, 52–week histories and employee cards. 

The records were destroyed in 2002.
	1991–93

	Payroll records 

File; Temporary
Content: This collection comprised payroll records created and maintained by the Caloola training centre. These records documented the payment of Caloola staff and included salary change cards, employee profiles and group certificates. 

The records were destroyed in 2008.
	1991–92

	Personnel files 
File; Temporary
Content: These personnel files are not records of consolidated employment history. They are mainly correspondence in relation to leave, overtime and some administration papers. 

The format of the records consists of small folded bundles of documents held within manila folders. Although not clearly marked on the folder covers, the files are alphabetically arranged according to employee surnames. The documents comprise staff entitlements such as applications for recreation leave, retirement, death details and so on. 
	1923–61

	Subject files, personnel / payroll 
File; Temporary
Content: Various subject files relating to higher duties, apprenticeships, various leave, work experience, rostering and redeployment / re-employment matters. Largely the files did not relate to direct care or nursing staff.

The records were destroyed in 2009.
	1978–92

	Indicative preference forms, staffing services training team (SSTT) 

Document; Temporary
Content: SSTT Indicative Preference Forms include two main sections.

1. name, address, qualifications and experience. Also includes training, type of work sought and preferred regions to work in. 

2. an additional personal information form which allows the applicant the opportunity to add any details to be taken into consideration. 

It is assumed that these forms were sent out to training centre staff prior to the centre's closure in order to ascertain staff qualifications and work preferences to assist in determining redeployment options. The forms were arranged alphabetically by employee surname. 

The records were destroyed in 2009.
	1991–92

	Transferred head office personnel files 

File; Temporary
Content: This collection comprises two collection of Caloola training centre staff files (contents: first collection 1980s-1988?; second collection 1950s-c.1987) maintained by the personnel management branch PMB, head office of the Department of Community Services (also known as Community Services Victoria CSV, 1985-1992) and arranged alphabetically by employee surname. 

In the late 1980s the function devolved to individual centres and regions. Subsequently these files were head office duplicates of Sunbury's own files. 
	c.1950–88

	Successful applications for trainee intellectual disability service officers (TIDSO) positions 

Document; Temporary

Content: This collection comprises direct care staff successful applications for Trainee Intellectual Disability Service Officers (TIDSO) positions Caloola training centre. These records consist of loose sheets held mostly in envelopes. They include original application letters, interview reports and a few police checks. 
	1990–91

	Accident compensation claim files 
File; Temporary
Content: Files include reports of accident on duty, accident compensation commission claim forms (original and copy), correspondence (such as with Workcare Appeals Board), exit package details, insurance claims, medical certificates and incident reports. Prior to 1988, Workcare details were kept on the personnel file but in 1988-89 Workcare files were formed. 
	1988–92

	Accident compensation claim files 
File; Temporary

Content: Workcare files document the administration of workers compensation claims. Depending on the circumstances of the claim, a Workcare file can include pro-forma claims forms which initiate the entire process, medical details (that is, examinations), correspondence to and from the relevant administrative unit, correspondence to the relevant insurance body (for example, the State Insurance Office) and payment details. Files may also contain attendance records.
	1983–95

	Staff position register 
Volume; Unappraised
Content: This register documents staff appointments. Content is arranged alphabetically  and for each staff member there is recorded:

· date of commencement 

· date of birth 

· religion 

· marital status 

· address 

· position 

· whether resigned or terminated. 

There are annotations indicating other information relating to the staff member such as

· standard of English

· nationality

· work quality or recommended or not for re-employment.

Date range 1948–60 then a hiatus of 13 years occurs with some references appearing as late as 1974. This may relate to the fact that Caloola training centre was in operation from 1968–92 and a different register was used.

At the back of the register there is a list of university students, dated 1956.
	1948–74

	Position descriptions and regulations 

Volume; Temporary

Content: These records describe the duties and regulations relevant to a great variety of positions at Sunbury. They contain descriptions of positions and correspondence between institutions requesting data on regulations and requests to see regulations relevant to workers positions. 
	1877–1927

	Position files 

Files; Temporary

Content: These records documented the position details of various positions at Caloola. They contain correspondence and position details (i.e. applicant prerequisites, classifications, recruitment and so on.). Most of the files contained standard forms such as Establishment/Proposal Certificates, Position Analysis and Evaluation Office forms, and Vacancy and Advertisement Details. 

The records were destroyed in 1999.
	1957–92

	Position files 

Files; Temporary
Content: This collection contains position files for roles at Caloola. File content includes role classification, recruitment, advertising and so on.
	1977–93

	Salary registers 

Volume; Temporary
Content: These records document the wages of staff Includes lists of all staff by the three employment division: Professional (doctors, scientists and so on), clerical (administrative officers) and technical and general division (included nursing staff, cleaners, cooks and other “artisan” staff.) Entries record staff wages for a four week period per column. Each double page covers a full financial year.
	1931–49

	Staff cards 

Cards; Unappraised
Content: These records kept track of staff employment details. They provide key dates in staff employment including promotions. The back of the card provides superannuation and salary details. Each card relates to an individual member of staff.
	1910–64

	Staff registers 

Volume; Unappraised
Content: These records were used to keep track of staff appointments and changes to roles, duties and so on. They contain date, name of staff member, position, date of birth, date of nomination, and any remarks or points of note.
	1925–74

	Sick leave registers 

Volume; Temporary

Content: These records document staff sick leave. They contain name of officer, rank, and nature of illness, certificate details, and number of days, rate of pay, credits after leave taken, and any remarks.
	1903–92

	Personnel records 

File; Unappraised
Content: This collection contains: 

· notification of separation

· certificate of resignation

· higher duties record (name, classification, and duties Assigned)

· transfer of personnel 

· and so on. 
	1982–88

	Overtime records 
Volume; Temporary
Content: This collection comprised overtime records for staff (excluding nursing / direct care staff) working overtime at Caloola. The records such as individual employee cards and registers. The cards were arranged alphabetically by employee surname within financial years and according to the area in which the staff member was employed. These cards related to personnel payroll functions. Registers listed nursing staff only and were arranged chronologically. 

The records were destroyed in 2002.
	1986–92

	Trust office and payroll records 
Printout; Temporary
Content: This collection comprised various trust office and payroll records created and maintained at Caloola training centre. They were mainly computer generated reports.

The records were destroyed in 2004...
	1989–93

	Resource / facilities management
	

	Working papers and minutes, facilities manager 

File; Temporary
Content: This collection comprises working papers and meeting minutes maintained by the facilities and services manager. The records are in bundles and  include 

· specifications for the domestic services building complex tender and works

· the Caloola management consultative Hospital Employees Federation 2 sub branch meeting minutes

· implementation committee minutes

· various kitchen repair records. 

The records were destroyed in 2010.
	1985–90

	Relocate accommodation domestic services department 
File; Unappraised

Content: These file relates to domestic services department accommodation and its possible relocation some time in the 1980s or 1990s.
	1986–90

	Correspondence files, resources and general services 

File; Unappraised
Content: These records originated from the General Services Office. Correspondence relates primarily to staff 

With the exception of four files, the records were destroyed in 1994.
	1990–92

	Internal requisitions for maintenance and supplies 

File; Temporary
Content: Requisitions for supplies, maintenance, goods and services.

The records were destroyed in 2001.
	1990–92

	Working papers, resources manager 
File; Temporary
Content: This collection comprises working papers of the resource manager, Caloola training centre. The records relate to or include, 

· service improvement group

· laundry closure

· Victorian Public Service Association management consultative meeting,

· administrative executive meetings

· senior management group meetings

· Caloola operations and closure

· staff redeployment and retraining

· industrial action contingency plan

· various financial records

· and so on.
	1983–92

	General services, works and services files 
File; Temporary
Content: This collection comprises works and services files created and maintained by the general services office at Caloola training centre. The files contain correspondence, memoranda, requisitions, and incident reports, admitting minutes, reports, tenders and plans. Most files have a file reference number and a Public Works Department number and were originally arranged in file number order.
	1983–92

	Subject files, resource manager 

File; Temporary
Content: These records document the activities of the Resource Manager of the centre. They have a mixed content including meeting minutes, union and executive reports, and considerable amounts of information on industrial relations. 
	1984–92

	Minutes, Hospital Employees Federation consultative committee 

File; Temporary

Content: This collection contains minutes of a consultative committee set up to provide a means of formal consultation between staff members of the Hospital Employees Federation of Australia, Victorian Number 2 Branch, and centre management. The records relate to industrial relations.
	1985–90

	Subject files, resource and facilities management 
File; Temporary

Content: Document the activities of the resource/facilities. They include correspondence, reports and meeting minutes.

The records were destroyed in 2008.
	1984–90

	Asset register files 

File; Temporary
Content: These records document the assets of Sunbury Training Centre. Asset Register forms were completed for each asset. They contain a description of the asset and its value. Each file contains the assets of a unit or division. An asset reconciliation form is often found on the top of each file. 

The records were destroyed in 2004.
	1991–92

	Architectural plans and drawings 

Plan; Unappraised
Content: This collection contains a variety of plans and drawings identified as relating to buildings at Sunbury / Caloola.
	1900–96

	Flat plans, intellectual disability training centres: Aradale, Caloola, Colanda, Kingsbury and Pleasant Creek 

Plan; Unappraised

Content: This small collection comprises flat plans identified as relating to buildings at Aradale, Caloola, Colanda, Kingsbury and Pleasant Creek training centres. No date range has been identified for these plans.
	Dates unknown

	Flat Plans 

Plan; Unappraised

Content: Various sized flat plans which contain maps, diagrams and architectural drawings of proposed or permitted alterations to the centres buildings, facilities or grounds. There are also plans from the local area including Sunbury schools, Fawkner Technical School and L.T.C. primary and secondary schools. 

NOTE: Collection Missing at 2009
	1954–85

	Construction of a recreation area and new blocks 

File; Unappraised

Content: This collection contains sketch plan, site plan, budget estimate, request for ministerial approval, correspondence re successful tenderers and so on. The documents were originally part of the Chief Executive Officer’s subject correspondence the bulk of which has been destroyed.
	1973–75

	Site managers meeting minutes, asbestos removal 
File; Temporary

Content: Caloola Centre Management meeting with the Public Works Department Inspectors of works Northern Area and it’s involved in Asbestos Removal. 
	1984 ​–86

	Miscellaneous records
	

	Asylum / training centre records 

File and Volume; Temporary

Content: These four collections contain a variety of records associated with administration of the Caloola centre, the provision of care and delivery of services to its clients and employees. Records required for permanent or long term temporary retention have been re-accessioned into a number of new collections to simplify their disposition. The records remaining in these collections have or will be destroyed according to Public Record Office Victoria retention and disposal authorities. 
	1870–90

	Miscellaneous Records 

File; Temporary
Content: Variety of isolated records found scattered across the “Caloola attic”. Includes subject files and loose documents relating to Nursing Administration, Stores, and Finance. Box 3 contains an Institutional Investigations Program file. There are some discharge warrants held in Box 1.
	c. 1940–89

	Poster sized photographs
Photograph;  Temporary
Content: These were used for promotional display purposes during the Caloola Closure Conference in October 1992. They show various aspects of the Centre (including the archivists). Also includes logo posters.
	1992

	Asylum / training centre records 

Volumes and Files; Unappraised
Content: This collection is composed of a small number of items collected together from other collections. The items have been assessed as being of ongoing value and may be transferred to PROV.  Records under the following headings are included: farm records, photograph album, government employee housing, gardeners, engineers, catering, psychiatry conferences, superintendents report books, historic asylum records.
	1926–87

	Telegram Book 

Volume; Unappraised
Content: This record predominantly documents Content of telegrams sent to next of kin advising of a patient's/client's critical condition, death, abscondment, transfer to another institution, or requesting that the addressee contact the hospital/training centre regarding the client. Some entries refer to staffing matters. The volume is marked "telegram book" on the front cover and spine. 

Entries are arranged in chronological order by date of issue of telegram 
	1966–87

	Stores
	

	Stock Lists 

Document; Temporary
Content: The stock list folios are not arranged in any apparent order. Folios are variously titled “hospital for the insane Sunbury” and “mental hospital Sunbury” reflecting the change in administrative structure of the creating agency. These records represent an inventory of current stock (articles alphabetically listed) for given months of particular years indicating the types of supplies required  for the ongoing activities of the various sections of the hospital, such as the male and female divisions, the farm, occupational therapy, matron’s office, engineering shop, kitchen, dentist, laundry, and so on. 
	1901–70

	Material received vouchers, and stores issued vouchers, stores copy 

Document; Temporary

Content: Includes MRVs, SIVs, invoices, completed orders and provisions requisitions. 

The records were destroyed in 2004.
	1986–88

	Stores inventory records 

Document, Volume, Card; Temporary
Content: Includes purchase orders, MRV’s, stock ledgers, requisitions and stock bin cards. 

The records were destroyed in 2001.
	1986–92

	Trust records
	

	Correspondence, Residential Trust and Client Property 
File; Temporary

Content: This collection contains correspondence files dealing with residential trust and client property matters relating to eleven training centre residents.
	1962–89

	Trust Account Vouchers 
Document; Temporary
Content: Document payments and receipts on behalf of patients in order to reconcile transactions. Vouchers/Batches include requisitions for payment, batch-headers; reimbursement claims forms, copies of purchase orders, invoices and payment advices.

The records were destroyed in 2001. 
	1986–92

	Trust Account Cashbooks-ADP
Volume; Temporary
Content: Various computer trust reporting printouts including cashbooks, interest, kiosk, reconciliations, voucher listings. These forms of reports serve as a check on payments and receipts since previous reports. 

The records were destroyed in 2010.
	1983–91

	Patient kiosk orders
Printout: Temporary
Content: This collection comprised computer printouts and receipts relating to kiosk orders by clients / patients (Content 1990–92) maintained at Caloola training centre, Sunbury. 

The records were destroyed in 2008.
	1990–92

	Trust Office Financial Records 

Document; Temporary

Content: Various financial records including bank deposit books, bank statements, and receipts (revenue and expenditure). 

The records were destroyed in 1999. 
	1971–91

	Sundry accounts
Document; Temporary

Content: This collection comprised sundry accounts listings from the mental health trust accounts maintained at Caloola training centre, Sunbury. 

The records were destroyed in 2008.
	1992–92

	Trust Office Subject Files 

File; Temporary

Content: Includes Unit account files and other finance based files, as well as general correspondence. For example, “Hairdresser”, “General Correspondence Internal Only”, and “Disco 10.2.87 Attendance”. 

The records were destroyed in 2009.
	1973–85 

	Financial records, community living support services 
File; Temporary
Content: These were financial records associated with administration of the community living support service. 

The records were destroyed by 2008  
	1989–92

	Pension schedules, Department of Social Security 

File; Temporary
Content: Pension schedules (for mainly invalid pensions) include a list of clients and amounts in

Pension periods. Also included are return of patient changes and maintenance printouts (1990). 

The records were destroyed in 2009.
	1986–90

	Industrial fund records 

File; Temporary

Content: Includes residents name, days worked, amount paid, paying officer’s signature, witness, and also the residents time sheets. 

The records were destroyed in 1999.
	1986–90

	Trust Ledger Cards 

Card; Temporary

Content: Trust Ledger Cards document expenditure and receipt details for each patient. 

The records were destroyed in 1994
	c. 1950–60’s

	Patient property books 

Volume; Temporary
Content: Documents patient property by including patient name, date of admission, property lodged receipt and disposal comments. 
	1895–27

	Patient property index 
Volume; Temporary

Content: The purpose of this record was to act as an index to patient property registers which were maintained when patients were admitted to the Centre. The entries are limited containing only the patient name and the corresponding patient property register number. The index covers more than one of the registers. 

This record was noted as missing in 2009.
	Date unknown

	Cash book, patients comfort fund 

Volume; Temporary

Content: Documents transactions into and out of the patients comfort fund. Includes name, date, particulars, receipt number, details of each item, and the totals banked. 
	1945–84

	Trust Office Files 

Files; Temporary

Content: These records document the ongoing financial situation of individual clients at Caloola Training Centre. They contain information regarding financial matters relating to clients such as pension details, asset lists, bank account details, details of purchases and general correspondence regarding financial and personal matters.

The records were destroyed in 2009.
	1960–92

	Trust Office Financial Records 

File; Temporary

Content: Records in this collection related to administration of patient trusts. Some records were re-accessioned and are described elsewhere in this schedule of holdings. The remaining records included:

· Correspondence

· Purchase orders

· Property records

· Next of kin details

· General service plans

· Assets and pensions

· Batch payment details.

These remaining records were destroyed in 2010. 
	1968–92
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