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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.
Janefield Colony (1937–62)
	Description
	Date range

	Adult and child information
	

	Admission and discharge registers
	

	Index to register of special non-certified residents [on spine of the volume Index to special cases] (Janefield Colony / Training Centre)

Volume; Permanent (VPRS Number 18184 / P0001)
Content: This single volume was created as an index to special case admissions that are documented in the Register of special non-certified residents (see listing elsewhere in this guide).

Entries in the volume are arranged in alphabetical sections (A to Z) and within each section male admissions entries are on the left-hand page and female entries on the right-hand page. Entries are in columns headed:

· admitted [which records the admission date]
· name

· case

· discharged, died etc.

· page.
The column titled ‘case’ contains either the word ‘private’ or the abbreviation ‘CWD’ (Community Welfare Department). The ‘page’ column contains a number that refers to the folio number in the volume in Register of special non-certified residents where the patient’s admission is recorded.
	1937–68

	Register of special non-certified residents [on spine of the volume Register of patients admitted other than under the terms of the Lunacy Act] (Janefield Colony / Training Centre)

Volume; Permanent (VPRS Number 18170 / P0001)
Content: This collection comprises a single volume with pages printed as a register of voluntary patients. The column titles printed in the volume include:  

· date of reception
· full name
· sex
· age
· date of birth
· occupation
· address
· form of mental disorder
· cause
· physical condition
· period of agreed residence
· record of discharge or death
· comments [usually shows state or country of birth and religion]. 

Not all of the columns have been used to record information. 

The volume has the letter S inscribed on its spine. On the first page, for entries commencing 2 December 1937, the heading, ‘Register of patients admitted other than under the terms of the Lunacy Act’ is written. The heading changes on page 60, at 21 April 1959, to ‘special non-certified’ with contents recorded in columns described above.

Reasons for admissions are listed as private or Children’s Welfare Department (CWD). 

Most of those admitted are children or youths.

Note that this is a previous collection to the collection named Register of residents: special cases.
	1937–67

	Register of residents [on spine of the volume Register of patients]

Volume; Permanent (VPRS Number 18182 / P0001)
Content: This collection contains a single volume Register of patients that contains details of mostly female patients admitted to the Janefield Colony from its commencement as a mental hospital in 1937 to the time it became a training centre in 1962. 

The registers list admissions chronologically, and detail the following information (column headings):

· date of last previous reception (if any)
· no. in order of reception [arranged by gender – there is a separate sequential number for male and female patients]
· date of reception
· first name and surname (at length)
· sex (M/F)
· age
· condition as to marriage [married / single / widowed]
· condition of life and previous occupation

· previous place of abode
· by whose authority sent

· date of medical certificates and by whom signed

· form of mental disorder

· supposed causes of insanity

· bodily condition and name of disease (if any)

· epileptics

· congenital idiots

· duration of existing attack (years/months/weeks)

· number of previous attacks

· age on first attack

· date of discharge, removal or death

· discharged or removed (recovered / relieved / not improved)

· died

· observations.
	1937–62

	Discharge register 

Volume; Permanent (VPRS Number 18172 / P0001)
Content: The purpose of this record was to provide summary information on the discharge of trainees at the Janefield Colony, from the commencement of the institution in 1938, up until Janefield was proclaimed as a training centre in October 1962. The residents were officially referred to in the records as ‘patients’.
The register chronologically records discharges from the institution, and details the following information:

· number in order of discharge [sequential number]
· date of death, discharge or removal

· date of last reception

number in register of patients [it is not known what number system this refers to]
full name

gender

means of discharge or removal (section of the act, where removed to)

assigned cause of death

who present at death.
There are far more entries for females than there are for males. 

The last few pages of the register list in excess of 70 discharges all taking place on 31 October 1962, presumably in preparation for a new recording system as this date corresponds to when the Janefield Colony was proclaimed as a training centre and consequently underwent a name change.
	1937–62

	Patient/trainee record cards (Janefield Colony / Training centre)

Card; Unappraised

Content: Card documenting a person’s admission to and discharge from Janefield Training Centre. Each card records name, date of birth, address coming from or going to, next of kin, whether a ward or not, medical notes, other general comments, special school attended, dates of admission and discharge. The cards are in alphabetical order by trainee name within separate sequences for male and female trainees.
	1937–90

	Register of voluntary boarders (Janefield Colony / Training Centre)

Volume; Permanent (VPRS Number 18166 / P0001)
Content: These records register those trainees admitted to Janefield as voluntary boarders from the commencement of the institution in 1938, up until when it was proclaimed as a training centre in October 1962. Voluntary boarders were admitted under the relevant Mental Health Acts as a ‘person who is apparently intellectually defective’, and upon the request of a parent or guardian, or on request of a medical practitioner.  

Ruled columns across double pages provide for the following information to be recorded: 

· date of reception

· full name

· sex

· age

· date of birth

· occupation 

· address

· form of mental disorder

· cause

· physical condition

· period of agreed residence

· record of discharge or death

· comments [usually shows state or country of birth and religion].

The admission of voluntary boarders was recorded chronologically by date of admission. The volume dated 1938 to 1962 has the letter V inscribed on its spine.
	1938–62

	Medical and social workers’ records
	

	Notification of death and death certificate returns (Janefield Colony / Training Centre)

File; Unappraised
Content: There are two types of record in this collection. 

Notice of death forms sent to Heidelberg Police (notifying death of trainees at Janefield Training Centre.) Summary butts remain in the volume. Incomplete dates from 1938 to 1967. 

Counterfoils for Medical Certificate of Death of trainees at Janefield Training Centre. (Originals sent to Government Statist. Summary butts remain in the volume.) Incomplete dates from 1945 to 1987.
	1938–77

	Mental hospital index of patients [actual function is Annual and quinquennial examination register] (Janefield Colony / Training Centre)

Volume; Unappraised
Content: This register records the instances of annual and quinquennial examinations for male and female patients at the Janefield colony and Training Centre. The extant register documents examinations of residents admitted to Janefield from 1937 to 1959 and includes examinations dated up to 1963.

Under s. 88(2) of the Lunacy Act 1903, every patient was to be examined annually for the first three years, and subsequently once every five years, by the Superintendent of the hospital. These registers record the date of each annual and quinquennial examination. 

Entries are in up to 12 columns, three of which have printed headings:

· date of original reception (the date of previous admissions to Janefield or other institution)

· date of reception (the current admission)

· name.
There are nine columns in which were written the years in which the examinations took place. The year range (across several folios) is 1937 to 1963.

In the year columns the dates of examinations for each resident are recorded. Annual examinations may include the digits 2 or 3 in brackets indicating that they were the second or third annual examination. The next entry for that resident will be in a column dated five years later.
	1937–63

	Social workers accommodation placement file (Janefield Colony / Training Centre)

File; Temporary

Content: This collection comprises the social worker’s case file relating to accommodation placements for the residents of Janefield Training Centre. They are arranged in alphabetical order together with a numeric identifier. These records relate to the social work department trainee case file.
	1937–91

	Operations specific to institution maintaining a self sufficient community
	

	Farm records (Janefield Colony / Training Centre)

Volume and file; Temporary
Content: This collection consists of records maintained by the farm manager to document farm activities including:

· stock control and production such as cattle and pigs
· vegetable production

· milk production and consumption.

The Janefield farm manager also provided advice to other institutions’ farms and some records refer to Mont Park Hospital and Greensborough House.

The records are in chronological order.
	1922–92



	Sewing room records (Janefield Colony / Training Centre)

Volume; Unappraised
Content: This collection comprises records created by the sewing room to document materials used in making items, types of items made, their issue to stores and condemning of items. They are arranged in chronological order. 
	1939–79

	Parents’ auxiliary records
	

	Janefield parents' auxiliary records (Janefield Colony / Training Centre)

File; Temporary
Content: Records of the Janefield Parents’ Auxiliary which formed circa 1946. Includes minutes of meetings, newsletters, the secretary’s correspondence and historical material.
	1946–c.89


Departmental administration 

	Description
	Date range

	Numerical register (Janefield Colony / Training Centre)

Volume; Temporary

Content: This volume is labelled on its spine as Janefield numerical register. The register was established when the centre was Janefield Colony and continued after it became a training centre. 

The register was created to collect daily statistics on the number and gender of patients/trainees resident at the centre and staff employed at Janefield. Statistics reporting numbers and changes to numbers were periodically required to be submitted to the mental health central management agency.

Entries in the volume are arranged in a column format. Each row on each page is for a single day and information recorded is:

· date

· number of patients

· number of staff

· patients in/out

· staff in/out

· changes [may record names or other details].

Residents in the colony were referred to as ‘patients’ and the commercially printed volume has this term in its column headings.

Until March 1960 the patient numbers are split to show males and females separately. From that date to February 1968 one figure for both male and female patients is recorded and then separate male and female patient numbers are recorded. Staff numbers are not recorded after December 1967.
	1948–72

	Superintendent’s subject files (Janefield Colony / Training Centre)

File; Unappraised

Content: Files in this collection cover a range of subjects on which the superintendent corresponded or for which he was administratively responsible. The files are arranged alphabetically by subject.
	1955–87

	Architectural drawings (Janefield Colony / Training Centre)

Plan; Unappraised
Content: This small collection of three items comprises:

· girls ward architectural plans, 1985
· site and drainage plan, 1939
· kitchen and meals room annex plan, 1964.
	1939–85

	Financial records (Janefield Colony / Training Centre)

Volume and file; Temporary
Content: This small collection contains the following three items:

· comforts account book, 1956–70

· credit and debit listings, 1978–86

· miscellaneous finance records, 1967–76.
	1956–86

	Asset management stock lists and condemning records (Janefield Colony / Training Centre)

Volume and file; Temporary
Content: These records relate to asset and stock management and they were created to account for items supplied to numerous functional areas of Janefield Colony and Training Centre. They comprise:

· individual stock lists that each relate to a different residential unit or functional area of the centre, 1938–71

· a single store register, 1940–44

· general condemning books (to account for items for disposal or destruction), 1974–76

· a single uniform condemning book, 1977–79.
	1938–1976

	Staff register (Janefield Colony / Training Centre)

Volume; Permanent (VPRS Number 17934 / P0001)
Content: This collection consists of a staff register from Janefield Colony / Training Centre.  

The register recorded:

· staff name
· date of birth [under 'admission number' column]

· job title [under 'discharge number' column]

· remarks.
The register is arranged chronologically in order of staff commencement and includes an index.
	1937–1973

	Personnel files (Janefield Colony / Training Centre)

File; Temporary
Content: This collection consists of personnel files for staff employed at Janefield Training Centre. They may include an application form, interview reports, evidence of qualifications; the staff member’s leave and pay history, details of positions held and reasons for termination of employment. 

They are in alphabetical order by family name.
	1952–1994

	Community Services Victoria and predecessor departments personnel files (Janefield Colony / Training Centre)

File; Temporary
Content: This collection comprises the central employee filing system for the department. 

These files chart each employee’s history including the following contents: employee's name, date commenced, positions held; leave details, position changes and promotions, salary increases, termination details. Some files include the employee's leave card as well as various employment history details. These records are arranged in alphabetical order by surname. 

The files include staff working at the reception centres, training centres and children’s homes. All employees are not necessarily represented in this collection.
	c.1950s–1988

	Janefield Training Centre (1962–96)
	

	Child and adult information
	

	Admission and discharge
	

	Index to register of special non-certified residents [on spine of the volume Index to special cases] (Janefield Colony / Training Centre)

Volume; Permanent (VPRS Number 18184 / P0001)
Content: This single volume was created as an index to special case admissions that are documented in the Register of special non-certified residents (see listing elsewhere in this guide).

Entries in the volume are arranged in alphabetical sections (A to Z) and within each section male admissions entries are on the left hand page and female entries on the right hand page. Entries are in columns headed:

· admitted [which records the admission date]
· name

· case

· discharged, died, etc.

· page.
The case column contains either the word ‘private’ or the abbreviation CWD (Community Welfare Department). The ‘page’ column contains a number that refers to the folio number in the volume in Register of special non-certified residents where the patient’s admission is recorded.
	1937–68

	Register of special non-certified residents [on spine of the volume Register of patients admitted other than under the terms of the Lunacy Act] (Janefield Colony / Training Centre)

Volume; Permanent (VPRS Number 18170 / P0001)
Content: This collection comprises a single volume with pages printed to be a register of voluntary patients. It thus has columns, not all of which are used, to record: 

· date of reception
· full name
· sex
· age
· date of birth
· occupation
· address
· form of mental disorder
· cause
· physical condition
· period of agreed residence
· record of discharge or death
· comments [usually shows state or country of birth and religion]. 

The volume has the letter ‘S’ inscribed on its spine. On the first page, for entries commencing 2 December 1937, the heading, ‘Register of patients admitted other than under the terms of the Lunacy Act’ is written.
The heading changes on page 60, at 21 April 1959, to ‘Special non-certified’ with contents recorded in columns described above.

Reasons for admissions are listed as ‘private’ or Children’s Welfare Department (CWD). 

Most of those admitted are children or young people.

Note that this is a previous collection to the collection named Register of residents: special cases.
	1937–67

	Register of residents: special cases [on spine of the volume Register of informal patients]

Volume; Permanent (VPRS Number 18183 / P0001)
Content: This collection contains a volume in which information about informal patients admitted to Janefield during 1968 are recorded. The volume is printed stationery with pages headed ‘Register of voluntary boarders’. There is an index to the contents at the front of the volume. The spine labels have been amended to name the volume as relating to informal patients, and another label blocks out a label that shows the volume was originally printed to be used at the Mont Park hospital.

Entries are recorded in columns. Information recorded does not necessarily match the column headings. Information shown is: 

· date of reception [including running number prefixed by M for male or F for female]

· name in full

· sex [whether male or female]

· date of birth [entered in condition as to marriage column] 

· occupation

· how admitted [entered in address of relatives column]

· form of mental disorder;

· causation

· physical condition;

· discharged [date]

· religion and place of birth [recorded in whether first reception column].

Note that this collection is subsequent to the collection entitled Register of special non-certified residents (see listing elsewhere in this guide).
	1968–68

	Patient/trainee record cards (Janefield colony and training centre)

Card; Unappraised

Content: Card documenting a person’s admission to and discharge from Janefield Colony / Training Centre. Each card records name, date of birth, address coming from or going to, next of kin, whether a ward or not, medical notes, other general comments, special school attended, dates of admission and discharge. The cards are in alphabetical order by trainee name within separate sequences for male and female trainees.
	1937–90

	Register of residents [on spine of the volume Admission and discharge register] (Janefield Colony / Training Centre)

Volume; Permanent (VPRS Number 18171 / P0001)
Content: The purpose of these records was to provide summary information on the admission and discharge of patients from the Janefield Training Centre. Each admission was assigned a unique sequential number.

It is thought that the register was begun around the time that the facility was proclaimed as a training centre, which was in October 1962. If so, all existing patients at that time would have been entered into the register at its inception.

The registers list admissions chronologically, and detail the following information (column headings):

· type of admission (V, R, A, J, S) [as detailed in ss. 41–58 of the Mental Health Act 1959]

· no. in order of admission [by gender-sequential number]

· date of admission

· full name

· secretary’s signature

· date of birth

· marital state

· occupation

· previous place of abode

· religion

· form of mental disorder

· bodily condition

· superintendent’s signature

· date of death, discharge, etc.
· secretary’s signature

· discharge category.
	1962–78



1978–90

	Register of voluntary boarders (Janefield Colony / Training centre)

Volume; Permanent (VPRS Number 18166 / P0001)
Content: These records register those trainees admitted to Janefield as voluntary boarders from the commencement of the institution in 1938, up until when it was proclaimed as a training centre in October 1962. Voluntary boarders were admitted under the relevant Mental Health Acts as a ‘person who is apparently intellectually defective’, and upon the request of a parent or guardian, or on request of a medical practitioner.  

Ruled columns across double pages provide for the following information to be recorded: 

· date of reception

· full name

· sex

· age

· date of birth

· occupation 

· address

· form of mental disorder

· cause

· physical condition

· period of agreed residence

· record of discharge or death

· comments [usually shows state or country of birth and religion].

The admission of voluntary boarders was recorded chronologically by date of admission. The volume dated 1938 to 1962 has the letter V inscribed on its spine.
	1938–62

	File index [function is an index to the patient files]

Volume; Unappraised

Content: This file index records the name, date of birth, admission date, the wards in which they resided and occasional comments. The volume used was printed as a file index book and is labelled on its spine as a file index. However, the column headings needed for the nominal register have been hand-written on each folio used.

Entries are recorded within alphabetical sections which contain entries for residents whose names begin with that letter. Comments may include that a resident was discharged, transferred or died.

The index is likely to have been created at a point in time to record people currently in residence at the centre. Subsequent entries added new admissions. Thus, the register represented a record of exactly who was resident at any time.

Admission dates range from the 1920s to 1968.
	c.1962–68

	Admission warrants

Document; Unappraised
Contents: This collection consists of warrants from Janefield Training Centre. A warrant is a legal document required for a person’s lawful admission to the training centre. Warrants contain standard documents and a statement of personal details. They are arranged according to a numeric system and are in chronological order. There are several sequences:

· male patients only
· mixed male and female

· female patients only. 
	1968–89

	Units / wards / residential housing
	

	Unit cash books

Volume and document; Temporary

Content: This collection contained cash books, petty cash records and receipts generated in various residential units at Janefield. 

The records have been destroyed.
	1985–92

1990–96

	Trainee program progress monitoring records

File; Temporary

Content: These records were created by the M1 Unit staff to monitor progress of trainees in their General Service Pans (GSP). Information may have included achievements, difficulties encountered and a GSP follow-up noting the life area focussed upon, the goal of program and action taken.

The records were destroyed in 1999.
	1993–95

	Communication books

Volume; Temporary

Content: This collection consists of communication books created and maintained in Janefield units to enable messages and information to be passed on to staff on the next shift. They include notes about trainees’ behaviour, health, attendance at appointments, instructions for staff to complete specific tasks and so on.

The records were destroyed in 2010
	1984–86

	Trainee leave and movement records
	

	Staff diaries – trainee appointments

Volume; Temporary

Content: These staff diaries were used to arrange work times and trainee appointments.

The records were destroyed in 1999
	1996–96

	Leave of absence applications

Document; Temporary

Content: These records are forms used to capture applications for residents to take leave of absence from the training centre.

The records were destroyed in 2003.
	1986–92

	Leave of absence register

Volume; Temporary

Content: The register documents residents’ authorised periods of leave from the centre. It contains information about the trainee, the period of leave and where they went while on leave. 

This record is believed to have been destroyed by 2008.
	1971–90

	Trainee movement records

Volume and documents; Temporary

Content: This collection consists of leave of absence application forms, outing books (which detail trainees destination, escort and driver, time in and out) and Riverside Unit leave forms

The records were destroyed in 2010.
	1986–89

	Trainees unrecorded leave from training centre

Volume; Temporary

Content: These books document the short periods of ‘unrecorded’ or informal leave (as compared to trial leave or leave of absence) for Janefield residents. Most leave is for one or several days with only a few extending to a week or more. Two of the three extant volumes are labelled as recording Client unrecorded leave from training centre.

A separate entry for each period of leave is recorded in chronological order by date of commencement. The information recorded for each entry is:

· commended [date leave started]

· name [of resident]

· returned [date leave ended]

· remarks [a remarks column exists for only part of the period] 

· unit [from April 1984, a column headed ‘unit’ identifies the residential unit in which the resident resided].

Many entries are marked with the annotation ‘S/S’ (meaning unknown). Some remarks or annotations indicate that some leave was subsequently recorded in formal trial leave registers and that the purpose of some leave included medical appointments and attendance at organised activities.
	1978–88

	Trial leave register

Volume; Permanent (VPRS Number 18169 / P0001)
Content: This collection contains a single volume that documents the periods of trial leave taken by residents of Janefield. Entries are in columns that record, for each entry, the following information:

· number [a running number within separate sequences for male and female residents]

· name of patient [trainee]

· number in admission [this shows the resident’s admission date, rather than an admission number]

· period of leave allowed

· leave extended

· return to hospital [may include comments as well as the date the resident returned from leave]
· remarks [shows name and address of person or place to which the resident went].
The register includes leave dated from 1937 to 1967, which occupies only 91 pages of 592 pages in the volume. Page 592 records names of three residents who ‘escaped’.

There is an index by patient surname at the back of the volume.
	1938–67

	Trainee note files (Westernport region)

File; Temporary

Content: This collection comprises trainee note files for clients of intellectual disability services from the Westernport region residing at Janefield.
	1960–94

	Nursing administration / direct care
	

	Monthly reports, nursing department

File; Unappraised
Content: These reports were written on a monthly/roster basis by each unit and senior nursing staff. They document activities within the Nursing Department, focusing on finance, staffing issues, achievements, major issues, potential problems, projects and general information. The files are arranged in chronological order.
	December 1986 to March 1992

	Monthly reports and other unit administrative records

File; Temporary

Content: This mixed collection comprises records described as:

· hostel monthly reports, 1986–87

· unit monthly reports, 1987

· unit and department correspondence, 1984–87

· unit communication meetings, 1987

· Greensborough House policy, correspondence and memoranda, 1981–83

· Greensborough House and Janefield Cottage meeting records, 1978–83
	1978–87

	Nursing administration meeting records

File; Temporary

Content: This small collection contains copies of minutes and other records associated with meetings of senior nursing administrators. The meetings to which the records relate are variously described as:

· senior nurses administration meetings

· nurse in charge meetings

· senior nurse meetings

· nursing administration meetings.
	1986–89

	Day and night report books 

Volume; Temporary

Content: This collection consists of day and night report books which document occurrences in each unit at Janefield. Details given are:

· date

· time

· staff on duty

· number of residents in the unit

· residents on leave

· a description of any incidents

· medication given. 
	1979–96 

	Trainee observation and training reference video tapes

Magnetic Video Tape; Temporary

Content: This collection contains film/video tapes (71) of trainee observations and training programs such as sex education, trainee feeding, social activities such as swimming and dancing, language teaching, and so on. This form of record provides a visual opportunity to see some of the training, educational and observation techniques used by staff of Janefield and Kingsbury training centres in the mid to late 1970s. These tapes are Sony High Density Video Tape V-60H For Helical Scan Video Tape Recorders.
	1975–78

	Head/principal nurse’s daily report book

Volume; Unappraised

Content: This collection comprises volumes that contain copies of the daily reports prepared by the head nurse or principal nurse. The reports document activities and incidents that occurred at Janefield each day. They represent a record of day-to-day operations as they relate to residents of the centre.

The reports are arranged chronologically within volumes and the volumes each have distinct date ranges.
(See also the collection entitled Farm, administration and residential unit records listed elsewhere in this guide.)
	1937–62

	Medical and dental records
	

	Dental histories 

Card, photo negative; Temporary

Content: Records created by the dentist and dental nurse to note work done, appointments made, future work to be undertaken, drugs administered and the behaviour of patients. The records consist primarily of cards which are stored in plastic envelopes and arranged alphabetically. Some X-rays and a small group of index cards are included. Index cards pre-date the provision of dental services at Janefield but their history is unknown.
	1970s–96

	Psychology program file 

File; Temporary

Content: These files are arranged alphabetically by each of the resident’s family name. The psychology program was funded by the education department and ran from 1982 to 1991 to assist residents to develop skills, such as shopping and crossing the road that the residents needed to function outside the institution.
	1982–91

	Mental hospital index of patients [actual function is Annual and quinquennial examination register] (Janefield Colony / Training Centre)

Volume; Unappraised
Content: This register records the instances of Annual and Quinquennial (5-yearly) Examination for male and female patients at the Janefield colony and Training Centre. The extant register documents examinations of residents admitted to Janefield from 1937 to 1959 and includes examinations dated up to 1963.

Under Section 88(2) of the Lunacy Act 1903, every patient was to be examined annually for the first three years, and subsequently once every five years, by the Superintendent of the hospital. These registers record the date of each annual and quinquennial examination. 

Entries are in up to twelve columns, three of which have printed headings:

· Date of Original Reception (the date of previous admissions to Janefield or other institution)

· Date of Reception (the current admission)

· Name

There are nine columns in which were written the years in which the examinations took place. The year range (across several folios) is 1937 to 1963.

In the year columns the dates of examinations for each resident are recorded. Annual examinations may include the digits 2 or 3 in brackets indicating that they were the second or third annual examination. The next entry for that resident will be in a column five years later.
	1937–63

	Report of superintendent as to physical and mental condition of patients

File; Unappraised

Content: The superintendents of institutions were required periodically to report on the residents. The reports were in a form specified by legislation and included:

· the name of the patent

· date admitted

· the name of the institution

· the diagnosis applied to the patient.
The forms were small and the reports are generally brief although occasionally a report might be typed across two forms. Several copies of each report were created; one was to be forwarded to the Chief Medical Officer while others may have been added to patient information files, nursing records and so on. This collection is most likely a set of reports retained by Janefield’s superintendent for reference.

The reports in this collection are basically arranged alphabetically by patient name. Generally, reports relating to an individual are pasted along their right side edge onto a card with the latest report being pasted on top. 

There are two sequences of cards. One sequence is arranged in 12-monthly groups (one group per calendar month). Within the groups are reports for individuals whose admission date was in the month under which the reports are filed. This arrangement presumably facilitated tracking of patients due for annual examinations.

The second, larger sequence is in rough alphabetical order by patient name although many cards and reports are out of order.
	c.1971–86



	Notification of death and death certificate returns (Janefield Colony / Training Centre)

File; Unappraised
Content: There are two types of record in this collection. 

Notice of death forms sent to Heidelberg Police (notifying death of trainees at Janefield Training Centre.)  Summary butts remain in the volume. Incomplete dates from 1938 to 1967. 

Counterfoils for Medical Certificate of Death of trainees at Janefield Training Centre. (Originals sent to Government Statist. Summary butts remain in the volume.) Incomplete dates from 1945 to 1987.
	1938–77

	Social work department
	

	Social work department trainee case file

File; Temporary

Content: This collection consists of files created by the social work department to document their casework with each ‘trainee’ in facilitating access to the broader community, coordinating programs, and assessing suitability of each person’s accommodation arrangements. Contents include social worker’s notes, details of contact with family and friends, enrolment in external day programs, employment, transfers, general service plans, some photographs, special school reports, medical reports. Includes file of persons placed on the Janefield waiting list.
Files are arranged in alphabetical order by family name of trainee. 
	c.1960s–91

	Social workers accommodation placement file (Janefield Colony / Training Centre)

File; Temporary

Content: This collection comprises the social workers case file relating to accommodation placements for the residents of Janefield Training Centre. They are arranged in alphabetical order together with a numeric identifier. These records are related to the social work department trainee case file.
	1937–91

	Accommodation Review Committee and Placement and Support Unit records

File; Temporary

Content: Records in this small collection relate to the process of determining appropriate accommodation for Janefield residents out of the institution and in a community setting. The following records are represented:

· Accommodation Review Committee 

· correspondence and meeting records, 1986–89
· Placement and Support Unit

· memoranda, policy and correspondence,, 1987–90

· grants, 1989–90

· administration, 1988–90.
	1986–90

	Operations specific to the institution maintaining a self-sufficient community
	

	Farm records (Janefield colony and training centre)

Volume and file; Temporary
Content: This collection consists of records maintained by the farm manager to document farm activities including:

· stock control and production such as cattle and pigs
· vegetable production

· milk production and consumption.

The Janefield farm manager also provided advice to other institutions’ farms and some records refer to Mont Park Hospital and Greensborough House

The records are in chronological order.
	1922–92



	Sewing room records (Janefield colony and training centre)

Volume; Unappraised
Content: This collection comprises records created by the sewing room to document materials used in making items, types of items made, their issue to stores and condemning of items. They are arranged in chronological order. 
	1939–79

	Parents’ auxiliary
	

	Janefield parents' auxiliary records (Janefield colony and training centre)

File; Temporary
Content: Records of the Janefield Parents’ Auxiliary which formed circa 1946. Includes minutes of meetings, newsletters, and the secretary’s correspondence and historical material.
	1946–c.89


Departmental administration

	Description
	Date range

	Management and official advocates
	

	Chief Executive Officer subject file 

File; Temporary
Content: These collections contain the subject file of the chief executive officer of Janefield and cover a wide range of matters such as special accommodation, accommodation review committee, budgets, nurses’ meetings, staff training, social committee, restructuring, respite, planning, statistics, meeting minutes, St Nicholas Hospital review.
	1980–92

	Manager of direct care subject file

File; Temporary
Content: This collection contains files created and maintained by the manager of direct care. Files are informal, unattached papers that cover a wide variety of areas. Files are arranged alphabetically by subject and a small group of unit files detail unit activities, events, requests, problems regarding trainees.

Files were created by/for the Manager Direct Care to document activities and functions of the nursing office and units. System was primarily used by Inge Car between 1988–92, although her successor, Peter Hudson, appears to have used the system briefly. 
	c.1988–92



	Superintendents subject files (Janefield colony and training centre)

File; Unappraised

Content: Files in this collection cover a range of subjects on which the superintendent corresponded or for which he was administratively responsible. The files are arranged alphabetically by subject.
	1955–87

	Community visitor books

Volume; Temporary

Content: This collection consisted of books which documented the observations and concerns of community visitors. The visitors were volunteers but the official advocates who ensured residents’ physical and social needs were met appropriately and that service plans were followed. The Office of the Public Advocate administered the program and annual reports were tabled in Parliament. Visitors concerns were addressed by staff.
Records were in chronological order.
The records were destroyed in 2010.
	1988–96

	Finance 
	

	Administrative and financial registers

Volume; Temporary

This collection contains a variety of records created for a variety of administrative and financial purposes. The records included are:

· patients trust accounts, 1988–91

· collectors cash book, 1937–80

· petty cash book, 1956–86

· manufacturing ledger, 1949–70

· register of documents, 1927–73

· register of memoranda and circulars, 1938–57

· advance account cash book, 1971–74

· stores provisions and stock take register, 1963–67.
	1937–91

	Asset management stock lists and condemning records (Janefield colony and training centre)

Volume and file; Temporary
Content: These records relate to asset and stock management and they were created to account for items supplied to numerous functional areas of Janefield Colony / Training Centre. They comprise:

· individual stock lists that each relate to a different residential unit or functional area of the centre, 1938–71

· a single store register, 1940–44

· general condemning books (to account for items for disposal or destruction), 1974–76

· a single uniform condemning book, 1977–79.
	1938–79

	Financial records

File and document; Temporary

Content: This collection contained a variety of finance / accounting records such as requisitions, purchase orders, Material Received Vouchers, invoices, vouchers, claim forms, journal and ledger reports, and payroll summaries.

The records were destroyed in 2002.
	1988–93

	Financial records 

Volume and document; Temporary

Content: Records created by all areas of the Training Centre to record the acquisition ad disposal of goods. Records include Materials Issued Vouchers, invoices, requisitions, purchase orders, articles / assets condemned lists and Board of Survey reports. 

Most records were destroyed in 2003.
	1990–96

	Financial records (Janefield Colony / Training Centre)

Volume and file; Temporary
Content: This small collection contains the following three items:

· comforts account book, 1956–70

· credit and debit listings, 1978–86

· miscellaneous finance records, 1967–76
	1956–86

	Batches

Bundle; Temporary

Content: These records documented the process of payment for purchases made by the Purchasing Officer at Janefield. The batches included purchase orders, invoices and other records associated with paying for goods and services supplied to Janefield.

The records were destroyed in 1999.
	1989–91

	Vouchers and batches

File; Temporary

Content: These records included purchase orders, claim forms and 1989–91 batch headers. The records were put together as part of the process of paying for the supply of goods and services to Janefield.

The records were destroyed in 1999.
	1989–91

	Minor and major works
	

	Minor works plans 

Plan; Unappraised

Content: This collection comprises a small group of minor works plans for plumbing and electrical works designed by the Public Works Department circa 1982, but possibly dated through to 1989. The records are bundled together in the order in which they were found.
	1981–89

	Janefield and Kingsbury Training Centres redevelopment project submissions (includes Kingsbury Training Centre)

File; Unappraised

Content: This collection comprises copies of the Janefield and Kingsbury Training Centres’ redevelopment project submissions, commissioned by Richard Glenn and Associates 1995. Topics include scheduling commentary, summary regional programs, client transition / relocation, client relocation status rounds 1–7 and Plenty residential service.
	1995–96

	Statistical reporting
	

	Numerical register (Janefield Colony and Training Centre)

Volume; Temporary

Content: This volume is labelled on its spine as Janefield numerical register. The register was established when the centre was Janefield Colony and continued after it became a Training Centre. 

The register was created to collect daily statistics on the number and gender of patients/trainees resident at the centre and staff employed at Janefield. Statistics reporting numbers and changes to numbers were periodically required to be submitted to the mental health central management agency.

Entries in the volume are arranged in a column format. Each row on each page is for a single day and information recorded is:

· date

· number of patients

· number of staff

· patients in/out

· staff in/out

· changes [may record names or other details].

Residents in the colony were referred to as ‘patients’ and the commercially printed volume has this term in its column headings.

Until March 1960 the patient numbers are split to show males and female separately. From that date to February 1968, one figure for both male and female patients is recorded and then separate male and female patient numbers are recorded. Staff numbers are not recorded after December 1967.
	1948–72

	Daily returns, resident changes (includes Kingsbury Training Centre)

File; Temporary

Content: This collection contained copies of daily returns compiled to document statistics on the number of trainees resident, admitted and discharged on a daily basis. Also included were a small number of lists of trainees for the period 1993–95.

Both Janefield and Kingsbury training centres were represented in the collection: Janefield returns in the period 1990–95 and Kingsbury for 1994–95.

The records were destroyed in 2003.
	1990–95

	Daily returns, resident changes

File; Temporary

Content: This collection contained copies of daily returns compiled to document statistics on the number of trainees resident, admitted and discharged on a daily basis. 

The records were destroyed in 2010.
	1989–92

	Personnel/payroll
	

	Staff register (Janefield Colony / Training Centre)

Volume; Permanent (VPRS Number 17934 / P0001)
Content: This collection consists of a staff register from Janefield Colony / Training Centre.  

The register recorded:

· staff name
· date of birth [under 'Admission Number' column]

· job title [under 'Discharge Number' column]

· remarks.
The register is arranged chronologically in order of staff commencement and includes an index.
	1937–73

	Staff attendance records

Document and file; Temporary

Content: Records document staff attendance or variation of attendance. Includes rosters, staff daily returns, requests to exchange shifts, leave taken, overtime books, and job sheets. 

Records related to staff employed in units, domestic staff and the engineers.

The records have been destroyed.
	1989–97

	Job applications, unsuccessful

File; Temporary

Content: this collection contained unsuccessful job applications for cleaners, accumulated by domestic services.

The records were destroyed in 1999.
	1994–95

	Staff records, personnel files 

File; Temporary

Content: This collection consists of individual files for nursing staff employed at Janefield. Files relate primarily to intellectual disability services officers or mental retardation nurses. Files contain resumes, interview reports, staff appraisals, disciplinary action, Workcover issues, leave, and resignation letters. Records are arranged alphabetically by family name in three groups: Intellectually Disabled Services Officers (IDSOs), Mental Retardation Nurses (MRNs), and a small remnant group.
	1987–92

	Personnel files (Janefield Colony / Training Centre)

File; Temporary

Content: This collection consists of personnel files for staff employed at Janefield Training Centre. They may include an application form, interview reports, evidence of qualifications; the staff member’s leave and pay history, details of positions held, and reasons for termination of employment. 

They are in alphabetical order by family name.
	1952–94

	Kingsbury Training Centre / Janefield Training Centre personnel records

Computer print-out; Temporary

Records documenting payments to training centre staff. Includes 52-week history reports, employee details reports, payroll reports and payslips. 
The records were destroyed by 2010.
	1990–1992 

	Staff records, miscellaneous

File; Temporary

Content: Records from several areas of Janefield that require longer-term temporary retention. Includes Accident on duty book, various Workcare documents, Register of staff on short-term contracts, Injury/Disease/Near Miss Reports, employee vaccination records and disciplinary action.
	1975–c.94

	Time sheets (includes Kingsbury Training Centre)

Bundle; Temporary

Content: These records documented the time worked by staff of Janefield and Kingsbury training centres.

The records were destroyed in 2001 and 2003.
	1991–93

	Community Services Victoria and predecessor departments personnel files (Janefield colony and training centre)

File; Temporary

Content: This collection comprises the central employee filing system for the department. 

These files chart each employee’s history including the following contents: employee's name, date commenced, positions held, leave details, position changes and promotions, salary increases, termination details. Some files include the employee's leave card as well as various employment history details. These records are arranged in alphabetical order by surname. 

The files include staff working at the reception centres, training centres and children’s homes. All employees are not necessarily represented in this collection
	c.1950s–88

	Pharmacy
	

	Medication stock control records

File; Temporary

Content: These records were created by units at Janefield to monitor types and amounts of medication held and when any of them was dispensed.

It is assumed that these records were destroyed by 2008.
	1994–96

	Resources / facilities
	

	Facilities manager’s administration files (includes Kingsbury Training Centre)

File; Temporary

Content: Operational records relating to the day-to-day management of facilities onsite like domestic services, fencing, laundry services, meals, and security. Includes reporting of accidents and incidents. May relate to both Kingsbury and Janefield Training Centres. 
	1988–96

	Works and services records

File; Temporary

Content: This collection comprised records related to works and services planned or completed for various units and buildings as allowed under the annual provisions program. 

The records were destroyed in 2004.
	1991–94

	Architectural drawings (Janefield colony and training centre)

Plan; Unappraised
Content: This small collection of three items comprises:

· girls ward architectural plans, 1985
· site and drainage plan, 1939
· kitchen and meals room annex plan, 1964.
	1939–85

	Stores
	

	Kiosk administrative and financial records

Volume and document; Temporary

Content: These records document the running of the Janefield kiosk and are mostly minor accounting records with some staff/personnel items. The records are grouped by type.
	1992–97

	Trainees’ trust funds
	

	Trust account computer print-outs

File; Temporary

Content: This collection contained a variety of printouts from the accounting system used to administer finances of Janefield and for the residents’ trust accounts. Print-outs included cash books, voucher lists, bank reports, social security reports, Public Trustee restorations, maintenance and monthly balances.

The records were destroyed in 2001.
	1989–92

	Trust records

File; Temporary

Content: These records were created to document and facilitate the receipt and disbursement of residents’ money through the Janefield client trust account.

The records were destroyed in 2004.
	1989–93

	Client account management system (CAMS) batches

Bundle; Temporary

Content: These records were batched financial/accounting records that contributed to the process of payment for goods and services acquired on behalf of residents.

The records were destroyed in 2002.
	1993–94 

	Client account management system (CAMS) records

Volume and document; Temporary

Content: Records are carbon copies of residents’ funds management records that were maintained by the residential units, the originals having been sent to the Trust Office. Records include cash books, requisitions for stores/services, and material received vouchers. 

The records are arranged by unit within record type. Most records were destroyed in 2003.
	1993–96

	Personal belongings: lists/condemning (disposal of items)

File; Temporary

Content: This collection contained lists from residential units recording acquisition of belongings such as clothing and small personal items owned by the residents.
The records were destroyed in 2004.
	1991–96

	Incident and investigations
	

	Incident reports

File; Temporary

Content: This collection comprises duplicates of incident forms accumulated by the nursing administration. Records are arranged in chronological order.

The records were destroyed in 2010.
	1988–93

	Incident report file 

File; Unappraised

Content: This collection contains incident report files. The records are arranged using individuals’ names, dates, allegations, place of incident, enquiries, working party into guidelines for allegations and complaints. Records do not appear to be arranged in any particular order but description list is clearly expressed.
	1986–91

	Incident reports (includes Kingsbury Training Centre)

File; Unappraised
Content: This small collection comprises copies of incident reports classified as category 1 and category 2, serious incident reports. They relate primarily to Janefield and Kingsbury with references to Whittlesea/Bundoora and Diamond Valley Community Living and Support Services.
	1988–93

	Disciplinary / investigation files (includes Kingsbury Training Centre and Children’s Cottages Kew)

File; Unappraised

Content: Manilla folders with loose documentation, covering investigations into staff/client situations in community residential units. Some files have copies of ministerial briefings attached. Files relate mostly to Janefield or Kingsbury with a few relating to Kew Cottages.
	1991–93

	Operation Janefield: investigations into staff misconduct (includes Kingsbury and Pleasant Creek training centres, Children’s Cottages Kew and Malmsbury and Turana youth training centres)

File; Unappraised

Content: This collection contains documents from the investigation into alleged staff misconduct at Janefield Training Centre in 1992 and 1993 and comprises: 

· investigations unit working papers

· reports

· exhibits

· transcripts of police interviews. 

· Financial misconduct by staff was the main investigation but there were some allegations of abuse of patients. 

· Operation Janefield records are the majority but other investigations concern Kingsbury, Pleasant Creek, Malmsbury, Kew Cottages and Turana.

· Staff files are in alphabetical order. All other files are in numerical order. 
	1992–93

	Grants
	

	Children In Residential Care Grants Scheme file 

File; Temporary

Content: This collection of files document applications by Janefield for funding for specific projects under the Children in Residential Care Grants Scheme. The files may include copies of an application detailing proposed projects, details regarding the spending of monies received and the outcomes of the project. Such projects may have permitted residents to spend more time in the community, learning socialising skills, or may have given residents greater opportunities to acquire literacy skills. The grant files are grouped in chronological order; included is a Children in Residential Care Grants Scheme cash book.
	1990–93

	General
	

	Administrative records

File; Temporary

Content: Operational records relating to the day-to-day administration of the centre. Also records relating to the redevelopment of the site and organisational structure.
	1991–96

	Management and administrative records

File; Temporary

Content: These records are a collection of records that document a variety of administrative and management activities carried out at Janefield Training Centre. They comprise: 
· administrative records including correspondence, memoranda and minutes, reports, newsletters and industrial relations records, 1975–90

· records relating to fuel consumption: Oil Books 1975–86 and Briquette Books 1969–85.
	1969–90

	Administrative files (includes Kingsbury Training Centre)

File; Temporary

Content: The files consist of administrative issues concerning operation of and the decommissioning of Kingsbury and Janefield complexes. They were held by the Corporate Services manager. The records are arranged in the order in which they were found when transferred to the archives.
	1987–94

	Transport records, includes Kingsbury Training Centre

File; Temporary

Content: These records were created to record the maintenance and use of government owned vehicles and identify authorised drivers. Records relate to Janefield and Kingsbury training centres. They included vehicle log books, fleet management file and vehicle maintenance check for individual vehicles and driver licence details and declarations.

These records were noted as ‘destroyed’ in 2008. 
	1993–96

	Voluntary children’s homes files

File; Permanent (VPRS Number 18069 / P0001)
Content: The files record interaction between the various voluntary homes and the government. This filing system was created in 1975, combining earlier correspondence and other records to create one system with VH prefixes. 

The specific file relating to Janefield Training Centre is dated from 1972 and includes the following information: 

· details of railway vouchers issued to Janefield Centre for use by a ward and his mother for weekend and holiday leave, 1972.
	c.1930–c.85
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