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	Kingsbury Training Centre 1973 – c.95
(The Department’s records listed in this guide also include many from Janefield Training Centre)
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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.
Kingsbury Training Centre 1973–c.95
(The Department’s records listed in this guide also include many from Janefield Training Centre)

	Description
	Date range

	Trainee information
	

	Admission and Discharge
	

	Register of Trainees [Admission and Discharge Register] 

Volume; Permanent (VPRS Number 18196 / P0001)
Content: A summary record documenting the admission and discharge of patients at the Kingsbury Training Centre from opening until closure. Information in the register is recorded in columns and includes: full name of patient, age /date of birth, patient number (in order of admission), date of admission, mental and physical health condition, death or discharge dates and comments.
	1974–92

	Admission And Discharge Index Cards 
Cards; Unappraised
Contents: Cards serving multiple functions – Printed cards (form MH 29) folded in half to size 20 x 12.5 cm. 
One page records identifying information (name, date and place of birth, nationality, religion, education, occupation, next of kin etc.). 
Two pages provide admission and discharge details. 
The fourth page has space for diagnosis notes and records of any outpatient attendances. 
The card may be folded so that any of its four pages is facing the front in the storage box. Inside the folded card is pasted one or more “Report of Superintendent as to Physical and Mental Condition of the patient” (form MH 26) which shows the condition of the patient at different times during their residence or for different admissions.

Arranged in alphabetical order by name of the patient. Male and female patients are inter-sorted.
	1954–90

	Dental Treatment
	

	Trainee Dental Histories 

Cards, X-rays; Temporary
Contents: Records created by the dentist and dental nurse regarding dental work that has been completed, appointments, work to be undertaken, drugs administered, and trainees’ behaviour. Primarily cards stored in plastic envelopes. Some x-rays and a small number of index cards are included. Arranged in alphabetical order by name of trainee.
	1970–96

	Monitoring
	

	Day / Night Reports 

File; Temporary
Content: Occurrences in each unit during each day and night staffing shift. Original copies were sent to nursing administration and these duplicates were maintained in the units, as a record of events and as a means of communication between shifts. 
Information included: staff on duty, bed numbers, resident numbers, visitors, incidents/accidents, medication, behaviour of trainees, and movement of residents.

The records were destroyed in 2007, 2008 and 2010.
	1986–96

	Trainee Leave
	

	Trainee Leave 
Volume; Temporary
Content: A register for short term trainee leave from the centre. Details given are: trainee’s name; unit name; dates of leave and return; summary sheets of trainee information; admission date; UR number; and names of next of kin. 
There is also a register of trainee maintenance payments for 1990–92.
	1979–92

	Trainee Trust Funds
	

	Housekeeping Books 

Book; Temporary

Content: Records documenting the Department's involvement with the management of trainees’ accounts. These records are housekeeping books, documenting the purchase of items by or on behalf of Community Residential Services (CRS) trainees.

The records were destroyed in 2005.
	1995–96

	Trainee Account Management System (CAMS) Manager’s Records 

File; Temporary
Content: Some of the transactions carried out using trainees’ funds, including: pharmacy receipts, invoices to trainees, tutoring expenses, invoices for accommodation, and community residential rent records.

These records have been destroyed 29 October 2004.
	1990–95

	Trainee Account Management System (CAMS) Records 

File; Temporary
Content: Carbon copies of trainee funds management records that were maintained by Units, the originals having been sent to the Trust Office. 

The records were destroyed in 2004
	1993–96

	Trainees’ Accounts 

File; Temporary
Content: These records documented the management of trainees’ accounts.

The records were destroyed in 2010.
	1995–96

	Vouchers 

Form; Temporary
Content: Vouchers which documented the purchase of items for individual Kingsbury trainees.

The records were destroyed in 1999.
	1987–91

	Financial Records 

File; Temporary
Content: Various records that documented Kingsbury financial transactions, mainly related to management of trainee funds including: unit cash books, trust account receipts, materials received; vouchers, batch returns and trainee account reports.

The records were destroyed in 2002.
	1986–93

	Social Worker
	

	Trainee Records (including Janefield) 

File; Temporary
Content: Social worker files compiled for accommodation placement purposes. Arranged in alphabetical order together with a numeric identifier. The collection includes files for Janefield trainees.
	c.1940–91

	Units/Wards/Residential Housing
	

	Secure Services Unit Records 

File; Temporary
Content: Kingsbury Training Centre records: individual reports, community access program for secure residents, trainee escort forms, young offenders advisory committee minutes, governor’s pleasure prisoners, policy and planning documents, plans for renovations, advocates, guardians, investigators, staffing, research, directives, memos and correspondence, cabinet submissions, proposals, day and night report books, visitors books, trust office registers. In approximate chronological order.
	1989–92

	Aquarius Unit Records 
Volumes and files; Temporary
Collection: Management of trainee expenses and occurrences in the Aquarius Unit. Contents include: account of trainee expenses, cash books, day and night report books, communication books, requisition books and forms.

The records were destroyed in 2003.
	1991–95

	Leo Unit Records 

File and Volume; Temporary
Content: Day and night report books, injury book, excursion book, dietician’s book, trust office book, diaries, communication books, grants, restraint book.

The records were destroyed in 2010.
	1981–92

	Unit Records 

Volumes and files; Temporary
Content: Records of various units at Kingsbury including: Unit Day/Night Reports; Staffing Rosters; Staff Absentee Sheets; Staff Profile Sheets; Trainee Numbers Sheets; and Day/ Night Reports. These records were documented but not received at the archives. It is possible that they were destroyed.
	1992–93

	Unit Cash Books (

Volume; Temporary
Content: Cash books were maintained in each unit to record use of funds by trainees. Details include moneys withdrawn or credited to trainee funds held at unit level, and descriptions of how the money was spent. The collection included some cash books from a Community Living Support Service (CLSS) Unit.

The records were destroyed in 2001
	1989–93

	Observation of trainees and staff training videos
	

	Trainee Therapy and Other Videos 

Magnetic Video; Temporary
Content: Audio/video material pertaining to Kingsbury Training Centre trainees. It includes videos of trainee therapy and activities, as well as training material.
	1975–90

	Trainee Observation and Training Reference Video Tapes (including Janefield) 

Magnetic Video Tapes; Temporary
Content: 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, etc. 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 1970's. These tapes are 'Sony High Density Video Tape V-60H’ For Helical Scan Video Tape Recorders.
	1975–78

	Incident reporting
	

	Incident Reports (includes Janefield Training Centre) 

File; Unappraised 
Content: Incident Reports relating to client assault of thefts and staff and public, for example kicking and spitting. Relate to Janefield Training Centre, Kingsbury Training Centre, Whittlesea/Bundoora/Diamond Valley Community Living and Support Service.
	1988–93


Departmental administration
	Description
	Date range

	Community Visitors
	

	Janefield Training Centre/Kingsbury Training Centre – Community Visitors’ Books 

Unappraised
Content: Created by community visitors to document their observations and concerns during each visit, to ensure that trainees’ needs and rights were being met. 
	1988–96

	Investigations
	

	Disciplinary / Investigation Files (includes Janefield Training Centre and Children’s Cottages Kew) 

File; Unappraised
Content: Manila folders with loose documentation, covering investigation into staff/trainee 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.
	1993–93

	Operation Janefield: Investigations into Staff Misconduct (includes Janefield and Pleasant Creek training centres, Children’s Cottages Kew and Malmsbury and Turana youth training centres) 

Files; Unappraised
Content: Documents from the investigation into staff misconduct at Janefield Training Centre in 1992 and 1993. Comprises: investigations unit working papers, reports, exhibits, transcripts of police interviews etc. Financial misconduct by staff was the main investigation focus but there were some allegations of staff sexual 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

	Executive Management
	

	Chief Executive Officer Files 
Files; Unappraised
Content: Executive Officer’s system of subject files, including minutes of committees, annual reports, policy files, staffing matters and in-service training, closure of the centre etc.
	1981–87

	Director of Nursing Records 
Files; Temporary
Content: Admission and discharge committee minutes, staff certificate course details, curriculum and mental retardation training notes, an in-service procedures manual, nursing administration files, personnel and staff training correspondence, payroll, budget, policy and planning records etc.  
Also trainee records including advices for residential trainees, a seclusion and restraint register and a register of voluntary workers.
	1974–92

	Manager Of Direct Care Subject Files 

Files; Unappraised
Content: Subject files including: personnel matters, incident reporting, Kingsbury Special School, other training centres, minutes of committees, behaviour intervention, restraint and seclusion, and therapy reports etc.
	1987–92

	Manager, Direct Care Records
File; Temporary
Content: Records created by senior staff in the Direct Care Services of Kingsbury, and later Janefield, when the two centres were managed from the Janefield Training Centre. The records belonged to the manager and assistant manager, Direct Care. 

The records included action plans, community visitors’ reports, day placement memos, unit specific notes/memos for Pisces and Leo units, occupational health and safety information, staff training information, standards and manuals, and a small group of incomplete individual trainee files (copies) compiled in the units, dated 1991–95.

These records were destroyed in 2010.
	1991–95

	Newsletters
	

	Kingsbury Training Centre Newsletters 
Document; Unappraised
Content: Internal publications created by centre staff to record, informally, news, events, special occasions, programs and future objectives, in order to keep relatives informed. 
	1975–86

	Statistics
	

	Daily Returns, Resident Changes (includes Janefield Training Centre) 

File; Temporary
Content: This collection contained copies of daily returns compiled to record statistics on the number of trainees’ resident, admitted and discharged on a daily basis. Included also were a small number of lists of trainees, 1993–95.

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

The records were destroyed in 2003
	1990–95

	Maintenance and Redevelopment
	

	Janefield and Kingsbury Training Centres Redevelopment Project Submissions (Includes Janefield Training Centre) 

Files; Unappraised

Content: 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, trainee transition / relocation, trainee relocation status rounds 1–7, and Plenty residential service.
	1995-95

	Works and Services Records (1989–94)

File; Temporary
Content: Records relating to the Annual Provisions Program, Works and Services Program and some minor works files.

The records were destroyed in 2004.
	1989–94

	Resource/Facilities
	

	Facilities Manager’s Administration Files (includes Janefield Training Centre) (1988–96)

File; Temporary
Content: Operational records relating to the day-to-day management of onsite facilities such as domestic services, fencing, laundry services, meals, security etc. Includes reporting of accidents and incidents. The records relate to both Kingsbury and Janefield training centres.  
	1988–96

	Personnel/Payroll
	

	Staff Records 

File and Bundle; Temporary
Content: Staff returns, daily placement sheets, some rosters, and brief listings of leave entitlements. The records relate primarily to domestic services staff although some nursing rosters are included

The records were destroyed in 2004
	1990–96

	Rosters 

Form; Temporary
Content: Times and shifts that staff members were allocated to work.

The records were destroyed in 2001
	1988–94

	Time Sheets (includes Janefield Training Centre)
Bundle; Temporary
Content: The times worked by staff of Janefield and Kingsbury training centres.

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

	Personnel Records, Payroll 

File; Temporary
Content: Payments to staff of Kingsbury Training Centre, including 52-week history reports; employee details, payroll reports and payslips.

The records were destroyed by 2001.
	1990–92

	Payroll Cards 

Card; Temporary

Content: Cards containing information about staff and their pay.

Contents include: higher duty records documenting a staff acting in a higher position; payroll cards with details of pay rates; salary change cards; and leave record cards. These records have been destroyed. 
	1984–94

	Finance
	

	Batches 

File; Temporary
Content: Records such as copies of purchase orders, invoices, claim forms and batch headers put together to facilitate the payment for goods and services supplied to Kingsbury.

The records have been destroyed.
	1989–95

	Financial Records 

Volume; Temporary
Content: Low-level accounting records documenting financial transactions including requisitions, purchase orders and receipts.

The records were destroyed in 2003.
	1990–95

	Batches and Accounting Records (1989–92)

File; Temporary

Content: Batches and other accounting records maintained by the Kingsbury Training Centre. They comprised purchase orders bundled together with invoices and records describing payment details.
	1989–92

	Meal Allowance Claim Forms 

File; Temporary

Content: Staff claim forms to recoup expenditure on meals. These records have been destroyed.
	1992–95

	Budget Records 

File; Temporary

Content: Documents re. some budget section functions, mainly budget analysis. Contents included: journals, standard reports, cost centre reports, financial year end reports, combined summary executive reports, ledger balances, sub-office expenditure, overtime/penalties and expenditure reports. These records have been destroyed.
	

	Property
	

	Architectural Plans and Drawings 

Plan; Unappraised

Content: Flat plans for several intellectual disability training centres, including Kingsbury.
	

	Transport
	

	Transport Records (includes Janefield Training Centre) 

File; Temporary
Content: Records created to record the maintenance and use of government-owned vehicles and to identify authorised drivers. Relate to Janefield and Kingsbury training centres, including: vehicle log books, fleet management files and vehicle maintenance check for individual vehicles and driver licence details and declarations.

It is assumed that the records were destroyed by 2008
	1993–96

	General administration
	

	Administrative Files (includes Janefield Training Centre) 

File; Temporary
Content: Administrative issues concerning the operation, and 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

	Administrative Records 

File; Unappraised
Content: Administrative records relating to subjects such as catering services, laundry service, asset disposal, trainee relocation, a redevelopment project, and budget reports.
	1991–96

	Centre Records 

Volumes, Files; Unappraised
Content: A variety of trainee and administrative/financial records. Admission and discharge and audio visual records have been removed to other collections. 
The records remaining are staffing, finance, trainee warrant and leave records. 
Some temporary records were partially destroyed. 
	1974–90


To receive this publication in an accessible format phone 03 9096 8999, using the National Relay Service 13 36 77 if required, or email RecordsService.Centre@dhhs.vic.gov.au.

Authorised and published by the Victorian Government, 1 Treasury Place, Melbourne.

© State of Victoria, Department of Health and Human Services August, 2016

Available at www.vic.gov.au/finding-records
Finding records collection guide: Kingsbury Training Centre
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