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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.
Patient information
	Type of record
	Description
	Date range
	VPRS number

	
	Patient admission and discharge
	
	

	Card
	Patient index cards, Larundel Hospital

Content: Cards documenting individual patients admission, discharge, transfer or death. Details include:

· name 

· age 

· address 

· next of kin 

· marital status

· employment 

· education 

· nature of illness.

Cards are arranged alphabetically by patients’ names with separate sequences for male and female patients.
	1951–91
	Unappraised

	Card
	Patient index cards, Plenty Hospital

Content: Cards documenting patients admission, discharge, transfer or death. Details include 

· name 

· address 

· date of birth 

· next of kin 

· marital status 

· employment 

· education 

· diagnosis 

· summary of psychiatrists examination 

· previous admission history.

Arranged alphabetically by patient names, with separate sequences for male and female patients.
	1963–93
	Unappraised

	Volume
	Admission log books and timesheets

Content: Patient medical records from NEMPS documenting patient admissions, and a small number of staff timesheets.
	1994–96
	Unappraised

	Volume
	Admission and separation records, Mont Park Mental Hospital and Mont Park Psychiatric Hospital, Parkview Clinic

Content: Records documenting patients being admitted to and discharged as follows. 

Mont Park Mental Hospital:

· admissions Register F2, indexed, 1974–76

· admissions day residents, indexed, 1989–93

· discharge and trial leave register, indexed, 1974–75.

Mont Park Psychiatric Hospital, Parkview Clinic:

· admissions register, 1976–77

· discharge and trial leave register, 1976–77.
	1974–93
	Temporary

	Volume and file
	Admission and separation records

Content: Admission and separation records that refer to primary records summarising patient admission and or separations over a period of time. They include 

· admission and discharge registers

· warrants

· death registers 

· references to suicides

· transfers

Facilities referred to include Larundel, Mont Park and Plenty.
	1954–95
	Temporary

	Card
	Admission and separation cards

Content: Cards containing summary information about patients admitted to and separated from the centre. The cards are arranged in five alphabetical sequences with slightly different date ranges. No individual facility is identified as having created this record.
	1933–88
	Unappraised

	Form
	NEMPS admission slips, Larundel

Content: Records of patient admissions to the hospital, including: patient name, date of admission, patient status and ward. 

The records were destroyed by 2004.
	1989–93
	Temporary

	Printout
	Admissions database computer printouts (admission register), Larundel Hospital

Content: Printouts of Larundel Admission Register data, used as a daily inpatient admission register.

Contents include: patient name, unit record number, admission type, date of admission, legal status and admission tally.
	1992–95
	17837 / P0001 

	Printout
	Discharge register, computer printout, Larundel 

Content: Register entries in chronological order by discharge date. Where there is no index you can determine the discharge date by consulting a Register of Patients (VPRS 17837 and VPRS 17839) or Nominal Register (VPRS 17838).

The Register format was specified in the 1867 Act and subsequent legislation. Details 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. 

A numerical code represents discharge destination, i.e.: 

1= direct discharge 

2 = transfer 

3 = change of section 

4 = discharge while on leave 

5 = death. 
	1991–94
	17840 / P0001

	File
	Discharge summary notes, Mont Park Hospital 

Content: Mont Park Hospital discharge summary notes. Loose documents are filed in manila folders (folders are in alphabetical order.)  
	c.1990–98
	Unappraised

	Volume
	Admission and phone call log books

Content: An admissions and a phone call register. It records patients assessed but not admitted as well as those who were admitted. The phone calls book has all relevant phone contacts within the psychiatric services precincts. No specific facility is identified as having created this record.
	1990–95
	Temporary

	Volume
	Patient assessments and admission logbooks, NEMPS and Plenty Hospital

Content: Assessments of patients presenting for admission to Plenty Hospital, but not admitted. In alphabetical order by patients family name, and contain: 

· name 

· address 

· sex 

· referring agency 

· nature of problems 

· action taken and follow up 

Some have referrals and case notes attached. Entries in the admissions and phone call log books are in chronological order and contain:

· patients name

· date and time of admission 

· address 

· referring agency 

· details of patients condition 

· ward admitted to 

· date and time of phone call.
	1985–94
	Temporary

	
	Patient Relocation
	
	

	File
	Patient relocation files, Bethany Special Accommodation Home 

Content: Records created to facilitate and document the relocation of residents of the Bethany Special Accommodation Home upon its closure. The records contain administrative files and individual patient files which have confidential assessments detailing:

· patient name 

· date of birth 

· diagnosis 

· treatment 

· financial status 

· other background information.

Files are identified by patient names.
	1989–90
	Unappraised

	File
	Patient separation and relocation records

Content: Records that document patients’ relocation to other centres. It includes files identified by the names of individual patients as well as a few subject files relating to the relocation and assessment process.
	1935–96
	Temporary

	
	Patient case management
	
	

	File
	Patient histories

Content: Records documenting individual patients’ treatment and progress at NEMPS. Files are identified by patient name and by unit record (UR) number.
	1946–96
	Unappraised

	File
	Patient histories

Content: Records documenting individual patients’ treatment and progress at NEMPS. Files contain original documents. Files are in approximate alphabetical order by patients family name. There are several sequences
	1983–96
	Unappraised

	File
	Patient files

Content: Psychiatric patient files arranged in alphabetical order by patient name.
	1976–97
	Unappraised

	File
	Patient files, geriatric patients

Content: Geriatric patient files for NEMPS patients. Files contain all the usual personal details of:

· name 
· date of birth 
· address 
· next of kin 
· diagnosis 
· referral letters 
· assessment 
· case notes 
· proposed treatment 
Files also contain a social work assessment which is quite detailed. The files are arranged in alphabetical order by patient’s family name.
	1990–97
	Unappraised

	File
	Patient case histories, Bundoora Extended Care Centre 

Content: Patient case histories for the Bundoora Extended Care Centre for psychiatric treatment. Details include patients’ treatment and progress.
	1983–96
	Unappraised

	File
	Patient files

Content: Psychiatric patient files arranged in alphabetical order by patients’ family names.
	1982–94
	Unappraised

	File
	Patient files

Content: Maroondah Hospital, Murnong Clinic and Chandler House patient information files transferred to the archives from the Maroondah Hospital. 

Files are in a rough alphabetical order by patient name and are identified by unit record (UR) number.
	1950–99
	Unappraised

	File
	Patient Histories 

Content: Records documenting treatment and progress of individual NEMPS patients admitted for psychiatric treatment. The records are arranged numerically by patient PRISM UR (Unit Record) number. 

The collection includes records relating to clients who had not had contact with the Northern, North Eastern or Central East Area Mental Health Services after 01.07.95 (in boxes numbered 290 to 565). 

It is not clear how these files were brought together. Some of the original paper file lists compiled in c.1998 used stationery labelled as relating to PANCH psychiatric services medical file audit, while others used NEMPS medical record archive audit data collection sheets.
	1922–c.98
	Unappraised

	File
	Patient Histories (estrays)

Content: A small collection (one box) of files that document the treatment and progress of individual patients. Content may include referrals, assessments, case notes and correspondence. The health facility that created the records is unknown.
	1988–91
	Temporary

	File
	Patient ECT treatment consent forms

Content: Records showing consent for the patient to receive Electroconvulsive therapy (ECT) treatment at the centre, by the patient themselves or by their guardian.
	1990–95
	Temporary

	Form
	Seclusion forms, Plenty Psychiatric Hospital

Content: Seclusion forms for patients at Plenty Psychiatric Hospital. Details include:

· patients name

· date and time of seclusion 

· reason for seclusion 

· doctor’s signature.
	1989–91
	Temporary

	Volume
	Seclusion registers

Content: Seclusion registers and related documents regarding specialised treatment and non-routine medical or psychiatric or behaviour control treatments, containing:

· seclusion register forms

· admission restraint register forms

· approval of and authority for use of seclusion forms.
	1992–96
	Temporary

	
	Annual examination of patients
	
	

	File and volume
	Annual examination of patient records

Content: Records documenting patients’ physical and mental state as determined during annual examinations. There are files as well as registers.

No individual facility is identified as having created this record.
	1988–95
	Temporary

	
	Referral and assessment
	
	

	File
	Patient risk profiles

Content: Records created to document staff assessments of the risk of patients behaving dangerously. Risk behaviours assessed include violence, suicide, self-harm, arson, absconding or other damaging actions.

The records were destroyed by 2008.
	c.1989
	Temporary

	File
	Clinical Sciences (F12) referral and assessment records

Content: Referrals of patients to NEMPS Clinical Sciences (Fl 2), containing summary information on potential patients referred. Other records are client assessments to determine their suitability for treatment.

Records are arranged alphabetically by patient name.
	1981–95
	Unappraised

	File
	Referrals and assessments, prospective patients

Content: Prospective patient assessment forms to document the assessment process for receiving treatment at the centre. Includes a range of forms and correspondence. There are a number of files identified by names of individual patients as well as files that contain information relating to numbers of patients, labelled, for example, as:

· completed assessments w–z 

· seen and assessed but not admitted A–z

· referrals and referral forms

· referral correspondence.
	1988–94
	Temporary

	File
	Patient files, Crisis Assessment Triage Team (CATT) files 

Content: Deliberations of the Crisis Assessment Triage Team (CATT) in relation to patients presenting for attention. In rough alphabetical order by patient name, and further identified by unit record (UR) number.
	1993–95
	Temporary

	File
	Patient Histories – Psychogeriatric Assessment Team

Content: Records documenting patients’ treatment and progress by the NEMPS psychogeriatric assessment team. Patients from Larundel, Mont Park and Plenty hospitals. Files arranged alphabetically by patient name and there are several separate sequences.
	c.1970–97
	Unappraised

	File
	Patient Histories and Assessments, Summaries

Content: Individual patients’ progress at the centre, particularly living skills, and basic daily functioning. 
	1990–94
	Temporary

	
	Patient leave and absconding
	
	

	Volume
	Leave of Absence Forms

Content: Small collection of patient leave of absence forms recording: 

· movement within the centre

· special leave of absence 

· transfer to another in-patient service 

Records are in ledger and alphabetical binders and note book formats.
	1991–94
	Temporary

	Volume
	Patient Weekend Leave Book

Content: A weekend leave book giving details of patients leaving the centre on weekend leave.
	1995–96
	Temporary

	Form
	Unauthorised leave reports, Mont Park

Content: Reports of involuntary and security patients absent without leave from Mont Park psychiatric inpatient service. Reports from various wards sent to nursing administration. Reports include 

· patient name and address

· age 

· whether dangerous or suicidal 

· date absconded 

· relatives notified 

· police notification 

The records are in approximate chronological order.
	1987–88
	Temporary

	File
	Absconder files

Content: Records of patients who took unauthorised leave from a centre, arranged chronologically. 
	1991–93
	Temporary

	
	Ward records
	
	

	Volume and file
	P Ward records and patient files, Plenty

Content: P Ward records and patient files:

· report books

· financial records 

· requisitions 

· notes on patients 

· patient files

Alphabetical order in two sequences.
	c.1968–95
	Unappraised

	Volume and file
	Ward Records

Content: Daily ward activities and patient monitoring at Mont Park and Plenty psychiatric hospitals. They include 

· day and night report books giving 

· patients’ condition 

· medication 

· unusual occurrences 

· visitors

· communication books used by staff to convey patient information to other staff on shifts

· requisition books 

· progress meeting reports 

· patient observation registers 

· ward policy meeting books 

· school of nursing notes 

· ward diaries 

Records arranged via wards, by the type of record, then chronologically.
	1938–93
	Unappraised

	File and volume
	Ward records, Unit F3, Mont Park

Content: This collection consists of Mont Park Unit F3 records including:

· ward cash books which record cash held on behalf of patients and payments made to them 

· requisitions 

· pharmacy requisitions 

· indemnity forms 

Also Plenty Hospital patient assessments using the blue coloured nursing assessment and discharge format. There are no discharge notes on the back page. The forms contain:

· assessment details

· reports and notes 

In alphabetical order by patient family name.
	1988–93
	Unappraised

	
	Warrants and community treatment orders
	
	

	Volume, file and form
	Community Treatment Order (CTO) forms

Content: CTO forms giving legal authority for a patient to be admitted or discharged, and be supervised, sorted roughly alphabetically. Includes:

· Community Treatment Order Forms

· Extension of Community Treatment Order Forms

· Revocation of Restricted/Community Treatment Order

Files also contain correspondence between medical practitioners on patients’ progress, details of patients’ status, amendments made on patients’ behalf.

Forms are in diary format alpha binders and registers. There are a number of related records including guidelines, a diary and CTO register.

No individual facility is identified as having created this record.
	1988–95
	Temporary

	Form
	Warrants

Content: Warrants providing legal authority to admit someone for psychiatric treatment, containing patient details, condition, authority to admit them and often documents confirming their discharge from the centre.
	1992–95
	Unappraised

	
	Nominal lists of patients 
	
	

	Document and printout
	Ward lists

Content: Lists of patients in residence per ward. Until July 1991 this collection contained weekly, hand written lists of male and female patients (separately) in Larundel wards. From July 1991 the lists were computer printouts of male and female patients in all wards in the NEMPS hospitals.

The records were destroyed in 2001.
	1988–93
	Temporary

	Printout
	Patient lists, forensic ward M6

Content: Printouts showing admit. Status and R.B. Detention Section, patient names and UR (Unit Record) number. 

The records were destroyed in 2004.
	1990–90
	Temporary

	
	Psychology and Social Work
	
	

	File
	Psychology reports

Collection: Psychology reports made after patients’ examinations. Several sequences in alphabetical order by patients’ family names.
	1978–89
	Unappraised

	File
	Social workers’ patient case histories, Larundel and Mont Park hospitals - 

Content: Patient case history files created to help social workers manage the cases of patients referred from the hospitals. Social workers helped patients integrate into the community. Details include 

· name
· age 
· sex 
· referring problem 
· next of kin 
· address 
· dates of contact with social workers and outcomes 
· continuation sheets 
· correspondence 
Grouped according to the hospital, arranged in chronological order by to discharge or last contact date, then alphabetically within each year.
	1979–94
	Unappraised

	File
	Staff / client contact sheets

Content: Contact between some specialised staff and patients possibly for group therapy. Contents include; staff member's name, centre, sub-centre, date, comments (half or full day), patient name, UR number, service, type, venue, co-therapy, contact research data.
	1990–91
	Temporary

	
	Occupational therapy
	
	

	File
	Occupational therapy referrals and assessments - 

Content: Records documenting the referral of NEMPS psychiatric patients to the hospital’s occupational therapy department for assessment for various activities. The files are in approximate alphabetical order.
	1988–93
	Unappraised

	
	Neurology
	
	

	Printout
	EEG printouts 

Content: Records containing printouts of EEG results. 

The records were destroyed in 2004.
	1992–95
	Temporary

	Document
	EEG reports

Content: Records containing interpretations of printouts of EEG results. Records are arranged alphabetically by patient family name.
	1970–95
	Temporary

	
	Dietetics
	
	

	File
	Referrals, dietician

Content: Referrals of NEMPS patients to the dietician during their stay at the centre. Documents some dietician functions and show services provided such as nutrition assessments.
	1987–97 
	Temporary

	Card
	Dietician Cards, Mont Park

Content: Referrals of NEMPS patients to the dietician during their stay at the centre. The records are cards arranged alphabetically by patient name.
	1986–93
	Temporary

	
	Physiotherapy
	
	

	File
	Rehabilitation programme records, Mont Park

Content: Records from the rehabilitation programme at Mont Park giving details of programmes and individual patient plans. 
	1989–90
	Temporary

	
	Dental
	
	

	Card
	Dental records

Content: Patients’ dental treatment received by clinical science unit staff. Arranged alphabetically by patient family name.
	1985–95
	Temporary

	
	Pathology Unit
	
	

	File and film
	Pathology investigations 

Content: Pathology investigations described as:
· diagnostic material 

· x-rays 

The records were destroyed in 2004,
	1992–95
	Temporary

	File
	Histopathology blocks, pathology unit 

Content: Histopathology blocks used to keep tissue samples for biopsies. The blocks are kept in envelopes with the biopsy number. The blocks are boxed with each year’s records, numbered and arranged in an annual-single number sequence.
	1980–94
	Temporary

	File
	Quality control records, pathology 

Content: Records created as part of the Royal College of Pathologists of Australasia’s quality control program. Pathology test results used to review accuracy and testing laboratory methods.

The records were destroyed in 1999.
	1992–94
	Temporary

	File
	Test results and vaccinations, patients and staff, Pathology unit 

Content: Three types of infection and immunisation records for NEMPS pathology unit patients and staff. 

· Virology test results for hepatitis and HIV giving 

· name 

· sex

· age 

· birth date 

· source of specimen 

· doctor name 

· lab id 

· date tested 

· results 

· The second group are applications for vaccinations against hepatitis B (all staff members) and contain:

· name 

· description of vaccination process 

· signature and date 

· The third group are results of staff chest x-rays after the death of a patient with tuberculosis.

The records are in chronological order by year.
	1992-94
	Temporary

	
	Ellery Unit 
	
	

	File and volume
	Ellery Unit Records

Content: Ellery Unit records documenting some of the ward’s administrative processes and patient monitoring. They included: stores requisitions; staff rosters and leave; receipts; day/night report books; communication books; drug of addiction registers; property books.

The records were destroyed in 2004
	1992–95
	Temporary

	
	Neuropsychiatric centre 
	
	

	File
	Patient assessments, neuropsychiatric centre 

Content: Files containing patient assessment information by the Mont Park neuropsychiatric centre. 

The records were destroyed in 2003 and 2004.
	1971–88
	Temporary

	
	Plenty Hospital and Heidelberg Clinic
	
	

	File and volume
	Patient, medical and administrative records, Plenty Hospital and Heidelberg Clinic

Content: A wide variety of records not arranged in any particular order and attributed to Plenty Hospital and the Heidelberg Clinic. The records include:

· financial records

· patient discharge registers 

· clinic books 

· allocation books recording clinical details 

· patient registration forms for the years 1985 to 1993 

· various other registers containing patient information and clinical notes 

· contains staff contact forms 

· correspondence 

· meeting minutes 

· committees 

· patients on trial leave details 

· geriatric psychiatry information

· Heidelberg Centre co-ordination 

· external bodies programs such as local council 

· patient information and veterans affairs details 

· annual reports 

· contact books for staff and patients 

· case loads for staff 

· medical records receipt forms 

· computer printouts file tracking 

· staff time sheets 

· circulars to public hospitals 

· medical appointment books 

· clinical practice issues 

· staff training 

· policy and programs 

· external mental health programs 

· information for patients 

· general administrative records
	1983-96
	Unappraised

	
	Mental Health Review Board
	
	

	Document
	Determinations, Mental Health Review Board

Content: Determinations documenting patient hearings or reviews conducted by the Mental Health Review Board to determine patients’ status. Documents are arranged alphabetically by patient name.
	1991–92
	Temporary

	Departmental administration

	
	Chief Executive Officer and Executive Staff
	
	

	File
	Subject files, CEO

Content: The filing system and index of NEMPS CEO.  Subjects include:

· allied health services 

· crown land 

· dietetics
· disability services housing and support programs 

· incident reports 

· infection control 

· inpatient suicide report 

· internal audit 

· Monash Medical Centre 

· NEMPS redevelopment 

· nursing staff 

· patient care issues 

· portfolio planning 

· primary care 

· rehabilitation 

· Upton House.

Box 7 has a file index. The records are arranged in alphabetical order with full titling.
	1991–94
	Unappraised

	File
	Subject files, CEO

Content: Subject files maintained by the NEMPS CEO. The records are in no apparent order but full subject headings are provided. Information includes:

· recruitment

· trusts 

· CATT 

· agreements 

· staff relocation 

· personnel 

· decommissioning 

· Ernest Jones Clinic 

· Whittlesea Community Mental Health Centre 

· women’s health.
	1994–95
	Unappraised

	File
	Working papers, CEO

Content: The working papers of several CEOs. Contents relate to management of staff, patients, funding, and policies in these areas.

The records are arranged in alphabetical order with full titling. There are almost 300 separate files and some significant subjects include:

· Aboriginal health 

· Arthur Preston centre 

· Australian Centre for Psychiatric Excellence 

· brain trauma unit 

· Clarendon Clinic 

· client services model 

· Don Hossack unit 

· Drug Foundation Inc 

· geriatric psychiatric services 

· grants 

· Heidelberg Repatriation Hospital 

· Janefield 

· Latrobe University 

· Maroondah Hospital 

· Melville Clinic 

· Mont Park reference group 

· nurse training 

· occupational health and safety 

· pastoral education 

· psychogeriatric working party 

· public hospitals 

· regional research and ethics committee 

· Seaford cluster house 

· Victorian mental illness awareness.
	1984–96
	Unappraised

	File
	Administrative files, NEMPS executive staff

Content: Administrative files controlled by NEMPS executives, covering a range of functions such as: 

· budgets 
· committees 
· clinics 
· decommissioning of Bundoora Repatriation Hospital 
· regional affairs 
· industrial relations 
· correspondence.
The file titles are hand written and arranged in alphabetical order according to the title.
	1985–94
	Unappraised

	File
	Records of Assistant to CEO, NEMPS

Content: Work of the NEMPS officer who assisted the CEO and oversaw special projects, including policy development and implementation through liaison with health organisations. Includes meeting minutes. Some files contain confidential patient information.

The files are arranged alphabetically by subject.
	1987–93
	Unappraised

	File
	Executive meeting minutes, Eastern Metropolitan Psychiatric Services (EMPS) 

Content: A set of Eastern Metropolitan Psychiatric Services (EMPS) executive meeting minutes and associated papers, maintained by Larundel Hospital Director of Finance and Administration. 
	1990–91
	Unappraised

	File
	Working files, Director of Forensic Psychiatry Services, Mont Park

Content: The personal working files of Dr J Grigor, Director Forensic Psychiatry Services, Mont Park. Predominantly correspondence. Matters include: 

· J Ward 

· police and mental health liaison committee 

· prison health service 

· the University of Melbourne department of psychiatry 

· Victorian Institute of Forensic Pathology 

· reference material on related subjects.

Records are in approximate chronological order.
	1982–91
	Unappraised

	
	General administration and policy matters
	
	

	File
	Administration files, Region 7 (NEMPS)

Content: Administration of the Office of Psychiatric Services Region 7 (known as North-Eastern Metropolitan Psychiatric Services (NEMPS)). Covers Mont Park, Plenty and Larundel hospitals as well as numerous clinics. Records deal with standard administrative procedures such as finance and personnel, policy formulation and implementation. Meeting minutes are numerous.

The records are arranged by a formal subject-based numbering system, detailed in a document in Box 1. 

Subject to further research, these files may form a consignment to PROV series VPRS 8028,
	1981–94
	Unappraised

	File
	Administration and policy files 

Content: A variety of administrative and policy matters to do with NEMPS. They include records associated with the senior management group of NEMPS. 
	1991–98
	Unappraised

	File
	Administration and policy files 

Content: Administrative and policy matters dealt with by an individual, Adrian McEntee. The files are identified by subject. Archival documentation describes them as relating to Larundel which was part of NEMPS from 1991.
	1952–98
	Unappraised

	
	Complaints to the Minister
	
	

	File
	Ministerial correspondence

Content: Ministerial correspondence including letters of complaint to the minister Marie Tehan and her replies. The files are arranged in approximate  chronological order
	c.1992–96
	Unappraised

	
	Incident reporting
	
	

	Document
	Incident reports

Content: Incidents that interrupted normal work routine but were dealt with adequately and did not require escalation. Incidents included unusual occurrences involving staff and patients – accidents, injuries or acts of violence. 
	1989–94
	Unappraised

	File
	Incident reports

Content: Various incident reports from Mont Park Mental Hospital and Plenty Mental Hospital, including geriatric and rehabilitation patient incidents. One Workcare incident book is included.
	1990–94
	Temporary

	File
	Incident reports

Content: Incident reports involving staff and clients in the region, including: 

· assault 

· injuries 

· theft 

· damage to property 

· absconding patients 

· deaths.

The reports are in chronological order.
	1990–84
	Temporary

	Form
	Incident report forms

Content: Reports containing details of incidents:

· who was involved

· where the incident occurred 

· nature of the incident 

· any injuries sustained 

· follow-up action taken.

Entries are in chronological order
	1992–94
	Unappraised

	
	Publications
	
	

	Document
	Combined hospitals publications

Content: Brochures, pamphlets and other material publicising the services provided at the NEMPS hospitals and clinics for both patients and staff.
	1960–93
	Unappraised

	
	Photographs and memorabilia
	
	

	Photograph and object
	Photographs and plaque, pathology centre opening, Mont Park Hospital 

Content: The opening of the NEMPS pathology unit at Mont Park on 6 February 1969. Included are photographs, some of previous medical officers at Mont Park, and a commemorative plaque.
	1968-76
	Unappraised

	
	Patient statistics
	
	

	File
	Daily returns of patient changes

Content : Records showed the number of patients on each ward each day, the number admitted and discharged and their names, the number of male and female patients and their status (voluntary/involuntary).

The records were destroyed by 2014.
	?1995–96
	Temporary

	File
	Patient Movement Records

Content: Statistical information about patient movements in and out of the centre, and between different sections. 

The records were destroyed in 2001.
	1986–95
	Temporary

	
	Woman’s health program
	
	

	File
	Women’s Health Program records

Content: The Women’s Health Program files – correspondence for various medical reviews. A memorandum is attached to a yellow form with information about the review. Papers are in chronological order.
	1993–96
	Temporary

	
	Medical records management
	
	

	Card
	Unit record number index cards

Content: Unit record numbers (URs) given to each patient by the PRISM system, with patient names, addresses and UR numbers. Several alphabetical sequences in order.
	1983–96
	Unappraised

	Card
	File movement cards 

Content: Movement of files from the medical records unit at NEMPS to wards, clinics, hospitals and other external bodies and their return to the medical records unit, apparently for Mont Park, Plenty and Larundel Hospitals. Cards contain: 

· patients name

· unit record number 

· dates of movements of files 

· locations moved to

Cards are in alphabetical order by patients family name.
	c.1966–97
	Unappraised

	File
	Medical records section correspondence files

Content: Policies and procedures for arranging and managing NEMPS patient files. The first file explains some of the forms used in a case file and how they should be completed and disseminated. The second file relates to a case history audit in 1989 by senior medical staff designed to locate and address problems with case file management. Otherwise the records are correspondence and other records of the Medical Records Administration. 
	1989–90
	Unappraised

	Form
	File receipts, NEMPS

Content: Receipts for files sent from medical records to other hospitals or clinics.

The records were destroyed in 2004.
	1990–93
	Temporary

	
	Finance and accounting
	
	

	File
	Patient payment records, long term inpatients, Plenty Mental Hospital  

Content: Fee payment records and receipts for long-term Plenty Mental Hospital inpatients. Fee details on forms with calculations of program remission allowances deducted. Files include minimal patient details. Arranged in alphabetical order by patients family name.
	1992–97
	Unappraised

	File
	NEMPS Finance Manager's reference files

Content: Reference material, reports and correspondence regarding Mont Park, Larundel and Plenty Hospitals and NEMPS financial management 1988–93, before and after the institutions were amalgamated.
	1988–93
	Unappraised

	Volume
	ACORNS financial records

Content: ACORNS Requisition books detailing goods and services requisitions. ACORNS was a living skills centre attached to NEMPS. 

The records were destroyed in 2003.
	1988–95
	Temporary

	Printout
	Financial reports

Contents: Accounting reports that included cost centre journals, batches and accounts payable records. 

The records were destroyed in 2001.
	1992–93
	Temporary

	Printout
	Combined hospitals financial reports

Content: These records were printouts of financial reports relating to all hospitals and NEMPS. 

The records were destroyed in 2003.
	1990–92
	Temporary

	Volume and file
	Combined hospitals, ward financial records

Content: Regular financial transactions carried out on wards. Contents include: cash books, requisitions, receipts and invoices. 
The records were destroyed by 2003.
	1986-94
	Temporary

	File
	Financial records

Content: Financial administration records of Larundel, Plenty and Mont Park hospitals

The three hospitals merged under the NEMPS rubric from the financial year 1992–93. The collection was destroyed in 1999 and 2001 except a small number of records described as “Journal entries and batch control logs”, 
	1984–93
	Temporary

	File
	Financial records

Content: Various financial records, including requisitions, orders, materials received vouchers and cost centre reports. 

The records were destroyed in 2004.
	1991–96
	Temporary

	File and volume
	Financial records

Content: Common, non-permanent administrative records including: delivery dockets, receipts, requisitions, purchase orders, staff attendance books.

The records were destroyed in 2004.
	1987–93
	Temporary

	File
	Financial records
Content: General financial files for NEMPS regarding: audit, corporate card, bank accounts, ex-gratia claims, petty cash, thefts, diesel fuel rebates, pharmacy issues, laundry accounts, rates.  

The records were destroyed by 2009.
	1952–95
	Temporary

	Bundle
	Finance Batch Records

Content: Payments or invoices batched and discharged. Arranged by batch number per financial year

The records were destroyed in 1999 and 2001.
	1991-94
	Temporary

	File
	Financial management records

Content: Financial reports, budgets, reports of individual areas of the centre, reports on energy consumption, and personnel issues. 

The records were destroyed by 2008.
	?1980–96
	Temporary

	File
	Budgets

Content: NEMPS general financial files including:

· estimates

· expenditure 

· allocations 

· budgets 

· annual reporting for Larundel, Baronia and Mitcham community mental health programs.
	1964–93
	Temporary

	File and volume
	Reconciliation records

Content: A variety of records including transaction reports, billing receipts on monthly inpatient fee reconciliation.

The records were destroyed in 2010.
	1995–95
	Temporary

	Volume
	Requisition books

Content: Carbon copies of requisitions raised by various wards or other areas of the NEMPS group.

The records were destroyed in 2004.
	1990–96
	Temporary

	File and volume
	Expenditure and Receipt Books

Content: These were basic accounting records.

The records were destroyed by 2004.
	1980–96
	Temporary

	File
	Non-parent assistance files, NEMPS

Content: Department payments to “care takers”, i.e. guardians of wards of the state and other juvenile clients. Contents include:

· application forms

· payment reviews

· case planning reports

· coding and action sheets

· correspondence.

The files are arranged alphabetically by surname within year of last contact.
	1984–90
	Unappraised

	
	Stores and stock control
	
	

	File
	Pharmaceutical Stock Control Records

Content: Pharmaceutical stock control records for supplies acquired and used in residential sections and other areas.

The records were destroyed by 2010.
	1992–93
	Temporary

	Document
	Pharmacy requisitions, Mont Park 

Content: Pharmaceutical supply requisitions for the Mont Park Hospital pharmacy.
	1992–93
	Temporary

	Volume and file
	NEMPS Stores Records

Content: Standard stores records including MRVs, MIVs, Purchase Orders, requisitions. 

The records were destroyed in 2004.
	1985–94
	Temporary

	File
	Asset management records

Content: Various asset management records for NEMPS.

The records were destroyed in 2009.
	1995–99
	Temporary

	File
	Asset records

Content: Asset management records including forms, asset disposal records and item transfer records. 
	1992–94
	Temporary

	
	Fleet management
	
	

	Volume
	Vehicle log books, NEMPS 

Content: Records document the use of motor vehicles from the NEMPS transport department. Contents include:

· date and time of start

· date and time of end of trip

· odometer readings

· destination 

· purpose of trip

· driver’s name 

· driver’s signature. 

The records were destroyed in c.1996.
	1992–94
	Temporary

	File and volume
	Vehicle use records
Content: Transport records for NEMPS including Mont Park, Larundel and Plenty hospitals, including vehicle booking and use and fuel purchases.
	1992–95
	Temporary

	
	Redevelopment of NEMPS site
	
	

	File
	Redevelopment project files

Content: Some of the plans for redeveloping the NEMPS site, and the senior management group’s involvement.
	1991–95
	Unappraised

	File
	Redevelopment team records

Content: NEMPS redevelopment team policies and practices during the site closure, identified as “Jim Fletcher’s files”. A comprehensive set of files created by the redevelopment team documenting budgets, project management, trust office audit, relocation of patients and staff, and general correspondence with unions, other centres and other interested parties. 

Records originally arranged in a formal subject-based system with the primary file categories:

1. administration

2.  committees / working parties

3. equipment / stores / stationery

4. finance

5. industrial relations

6. legislation / acts / regulations

7. patient relocation

8. staffing services

9. publications

10. public relations

11. training and development / change management

12. transport

13. progress reports / reviews

14. program statements

15. back up tapes (NEMPS redevelopment)

Files arranged by title under primary headings.
	1984–c.1996
	Unappraised

	Plan, drawing and photograph
	Maps and plans

Content: 350 maps, plans and photographs produced to facilitate redevelopment of Plenty Hospital wards to receive patients from Willsmere Hospital being demolished. Includes plans from Larundel, Mont Park, Lakeside Hospital, Ballarat and Henry Barker Nursing Home, Macleod. These maps and plans of many of the buildings on the site were created for either construction of buildings or refurbishment. 

Note that the records were not located as at 2013.
	1956–93
	Unappraised

	
	Property management
	
	

	File
	Property files, clinic leases 

Content: This collection consists of records concerning the service’s clinics such as:

· rents 

· leases 

· outgoings.  
	1987–94
	Temporary

	
	Disaster planning
	
	

	File
	DisPlan committee minutes, Larundel Hospital 

Content: Meeting minutes documenting agenda items and agreements of the DisPlan committee. Policy recommendations and a procedure manual are included. The records are in chronological order.
	1985–89
	Temporary

	
	Personnel and payroll
	
	

	File
	Personnel files

Content: Pre-1995 personnel files for NEMPS employees. Files are in alphabetical order by employee’s family name.
	1990–95
	Temporary

	File
	Personnel files

Content: Individual Northern Metropolitan Region personnel files, arranged in alphabetical order by employee family name.
	?1980–95
	Temporary

	File
	Personnel files

Content: Individual Northern Metropolitan Region personnel files, arranged in alphabetical order by employee family name.
	?1994–95
	Temporary

	File
	Staff personal files , Maroondah Hospital 

Content: NEMPS staff personnel files. "Maroondah" is marked on the boxes as well as on some documentation. Files are arranged in alphabetical order by employee surname.
	1970–97
	Temporary

	Card
	Employee history cards, Bundoora Repatriation Hospital

Content: Employment History Cards with employment details of people employed at Bundoora Repatriation Military Hospital during the period covered. 

Three sequences of cards, the third sequence duplicates  the first sequence. The second sequence contains similar information to the first, but also contains information about the employees’ separation from the agency and, in several instances, comments about employees’ ability, skills, work performance and character.

Each card summarises individual staff members’ employment histories and may include: employee’s name, date of birth, private address, private telephone number, marital status, next of kin, country of birth, date of appointment, classification, qualifications, promotions and date of commencement in the position, and date of separation from Bundoora Repatriation Mental Hospital. 

Many employees transferred from Willsmere Hospital, Kew, during the year it closed (1988). 

The second sequence detail reasons for separation from the agency such as retirement, resignation or transfer to another agency. 

The series of cards includes a code for the various employment position categories. It is represented by different colours, with a coloured strip attached to each employee’s card signifying that employee’s employment category. The categories are as follows:

· Administration

· Charge Nurse

· Deputy Charge Nurse

· Ward/Staff

· Mental Health Aide

· Ward Assistant

· Student Aide/Student Nurse

· Prospective Aides.

Cards arranged alphabetically by employee surname.
	1972–91
	Unappraised

	Card
	Employee cards

Content: Each cards relates to an individual staff member. The function and content has not been determined. Cards are arranged in alphabetical sequences by staff names.
	1945–95
	Unappraised

	Volume
	Volunteer records

Content: A volume with details of people who worked in some capacity at the centre without receiving payment. 

This record was listed as missing in 2015.
	?1994–95
	Unappraised

	Document
	Staff leave records, NEMPS

Content: Rosters identifying dates staff were rostered to take leave.

The records were destroyed in 2001
	1988–91
	Temporary

	Document
	Timesheets

Content: Timesheets and rosters for planning and evidence of attendance.

The records were destroyed by 2010. 
	c.1994
	Temporary

	Document
	Payroll records and time sheets

Content: Time sheets documenting NEMPS staff payments: payroll reports, time sheets including nursing and domestic services, weekly returns of staff changes, overtime cards and meal allowances.

The records were destroyed 2003.
	1994–95
	Temporary

	Document
	Payroll records and time sheets

Content: Records documenting staff attendance including: rosters, running sheets, leave rosters, time sheets.

The records were destroyed in 2003.
	1990–96
	Temporary

	File and volume
	Payroll and accounting records

Content: Various accounting and payroll records including: cash books, cheque butts, payroll records.

The records were destroyed in 2003.
	1982–95
	Temporary

	File
	Position files, NEMPS facilities

Content: Management of authorised positions at the various NEMPS facilities. Each file relates to an individual position and contains salary information, classification, level, duties, reporting, delegations and responsibilities, recruitment and appointments and names of individuals who occupied the positions.
	1976–96
	Unappraised

	
	Trust, client property and guardianship
	
	

	File
	Patient trust files

Content: Files for each patient maintained by the trust office to document the management of patients’ funds.

The records were destroyed in 2004.
	1990–94
	Temporary

	File
	Trust office patient files

Content: Records created to manage and document patients’ financial affairs. 

The records were destroyed by 2004.
	1989–94
	Temporary

	File and volume
	Trust office financial records

Content: Management of clients’ funds and property by both the Trust Office and the individual ward. Cash books, maintained at ward level document transactions involving clients’ indemnification of the hospital against personal property losses. Property books list clients’ assets on admission. Vouchers document transactions to and from trust accounts. 

The records were destroyed by 2003
	1977–95
	Temporary

	Volume and file
	Financial Records, Trust Office, North and Kiosk, Larundel

Content: Financial records including a cashbook, receipts and invoices associated with running the kiosk in Ward North 9 at Larundel. This was a Trust Office activity.

The records were destroyed in 2001.
	1989–92
	Temporary

	File and volume
	NEMPS Trust Office Temporary Administrative Records

Content: Trust Office administrative functions and requirements containing generic contents including: receipts, bank statements, ledgers, head office memoranda, correspondence.
The records were destroyed in 2004.
	1970–92
	Temporary

	File
	Trust office Department of Social Security records.

Content: Records documenting payments (e.g. pensions) supporting patients in the hospitals amalgamated into NEMPS.

The records were destroyed in 1999.
	1988–91
	Temporary

	File
	Trust office bank account pay-in records, NEMPS

Content: Records documenting payment of funds into the hospital trust accounts, including: deposit date, amount, account name, account number, cheque deposit details.

The records were destroyed in 1999.
	1967–87
	Temporary

	Volume
	Trust office cheque butts, NEMPS

Content: Payments by cheque from the hospital trust accounts, including: cheque date; payee, amount, purpose of payment.
· The records were destroyed in 1999.
	1963–91
	Temporary

	Document
	NEMPS Trust Office Bank Statements
Contents: Financial transactions involving hospital trust accounts, including: transaction dates, types and account balances.

The records were destroyed in1999.
	1969–91
	Temporary

	Volume
	Indemnity form voucher books and forms

Content: Records of patients’ indemnification of the hospital should belongings being lost or stolen.
	1987–92
	Temporary

	File
	Property and indemnity records

Content: Records documenting patients’ property brought with them to the centre. 

The records were destroyed in 2004.
	1992–96
	Temporary

	Volume
	NEMPS Trust office indemnity books

Contents: Records of patients’ indemnifying NEMPS should belongings being lost or stolen. 

The records were destroyed in 2003.
	1988–93
	Temporary

	File
	Patient property and indemnity records

Content: Records documenting patients’ personal property and forms to indemnify NEMPS against damage to patients’ property during their stay.

The records were destroyed in 2004.
	1987–96
	Temporary

	Form and volume
	Patient property and asset records

Content: Management of patient property including: property and indemnity books, indemnity and property inventory forms, condemning book.

The records were destroyed in 2003,
	1963–94
	Temporary

	Volume
	Patient property register

Content: Records of patients’ property received for safe-keeping, and its subsequent return to the patient.

The records were destroyed by 2010.
	1994–95
	Temporary

	File
	Trust office records

Content: Various records including: patients’ fee files; receipts; banking records; purchase orders; trust files.

The records were destroyed in 2004.
	1990–96
	Temporary

	Volume
	Combined Hospitals Ward Cash Books 

Content: Records of funds transfers by patients in and out of their trust accounts.

The records were destroyed by 2004.
	1987–93
	Temporary

	Volume
	Trust account receipt books

Content: Trust office goods purchases. 

The records were destroyed in 1999.
	1987–91.
	Temporary

	File
	Vouchers

Content: Various trust office financial transactions. 

The records were destroyed in 2004
	1993–96
	Temporary

	File
	Patient payment records

Content: Moneys paid to patients from sources such as employment programs and trust and amenities accounts.
	1994–95
	Temporary

	Volume
	Cash books, Ward M4

Content: Cash books documenting the management of patients monies held in the unit.
	1990–91
	Temporary

	Volume
	Ward Cash Books

Content: Ward staff records of money used or received by patients and details of expenditure.

The records were destroyed in 2003.
	1990–95
	Temporary

	File
	Guardianship records

Content: Administration of the affairs of patients unable to manage for themselves, including application forms for the Guardianship and Administration Board, nursing home assessment records, social workers’ reports and asset records. 
	1974–95
	Temporary

	
	Nurse training and administration
	
	

	File
	Student nursing records, School of Nursing, Mont Park and Muriel Yarrington School of Psychiatric Nursing 

Content: Various student-related records including student files, tests and interviews, exam applications and Victorian nursing Council Annual Returns. 

Files are arranged alphabetically by student names.
	1964–87
	Unappraised

	File and card
	Mental health nursing training documentation 

Content: Records to do with mental health nurses’ training, including training manuals and student nurse registration cards with details on individual student nurses.
	1980–90
	Unappraised

	File
	Correspondence files, Assistant Director of Nursing, Plenty Hospital, and Manager, Operational Support, NEMPS

Content: Administrative records related to the work of John Turner, Plenty Hospital Assistant Director of Nursing and Manager of Operational Support for NEMPS: 

· budgets
· union matters 
· committees 
· DisPlan 
· policy formulation 
· Health Department memoranda.
The records are not arranged in any order.
	1983–90
	Unappraised

	File
	Staff rosters, nurse administration 

Content: Staff attendance documents in NEMPS units, and financial reports with staff nursing costs in different areas. 

The records were destroyed in 2003.
	1992–95
	Temporary
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