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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.

Pleasant Creek Special School (1937–68)
	Description
	Date range

	Child information 
	

	Admission and discharge cards

Card; Unappraised

Content: This collection consists of cards which are the centre’s version of the chief psychiatrist inpatient index cards. They detail:

· name 

· address 

· year of birth 

· age 

· religion 

· education 

· marital status 

· occupation and other personal details 

· reports from annual examinations 

There are four separate sequences each in chronological order. 
	1930–90

	Admission warrants

Document; Temporary

Content: This collection consists of admission warrants which are required for a patient’s lawful admission to the centre. They contain authorised documentation for the reception of clients:

· name 

· sex 

· date of birth 

· address 

· parent or guardian details 

· religion 

· name and address of other relatives of the child 

· medical practitioner

Warrants are in chronological order.
	1937–55

	Register of residents (children’s admission and discharge registers)

Volume; Permanent (VPRS Number 18187 / P0001)
Content: This collection consists of volumes which record admission and discharge information about residents at Pleasant Creek Colony/ Pleasant Creek Training Centre.

The first volume records the following information: 

· Date of Last Previous Reception (if any) 

· Reception Number (sequential number, by gender) 

· Date of Reception 

· Full Name 

· Gender 

· Date of Birth 

· Dates of Medical Certificates, and by Whom Signed 

· Date and Particulars of Discharge 

· Religion 

The remaining volumes each have an index at the beginning and record the following information: 

· Type of Admission (V, R, A, J, S) 

· Admission Number (sequential number, by gender) 

· 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, &c. 

· Secretary's Signature- 

· Discharge Category 

· Assigned Cause of Death (if applicable) 

· Who Present at Death (if applicable). 

The registers outline all admissions which ceased in around 1993 although Pleasant Creek Training Centre stayed open until 1999. 

Entries are arranged chronologically by date of admission.
	1937–93

	Residents discharge register 

Volume; Permanent (VRPS Number 18189 / P0001)
Content: This collection consists of a volume which records information on the discharge of residents from Pleasant Creek colony/ training centre. 

The Discharge Register records the following information: 

· Discharge Number 

· Date of Death, Discharge or Removal 

· Date of last Reception 

· Admission Number (as listed in Register of Residents) 

· Name 

· Gender 

· Means of Discharge (section of the Act, where removed to) 

· Assigned Cause of Death 

· Who Present at Death 

· Observations 

The last few pages of the Discharge Register list in excess of 150 discharges in March 1969. All of these residents were then re-admitted and registered into VPRS 18187 Register of Residents. It is thought this was due to Pleasant Creek Colony changing to Pleasant Creek Training Centre in 1969. 

Entries are arranged chronologically by date of discharge.
	1937–69

	Nominal register

Volume; Permanent (VPRS Number 18188 / P0001)
Content: The purpose of this record was to act as an index to the Admission Registers relating to residents from the Pleasant Creek Colony. The Colony was established in 1937. This register covers that period from the establishment of the Colony, until early 1969 when the Colony was re-functioned and re-named as the Pleasant Creek Training Centre. 

Each name entered in the Nominal Register would provide a date of admission and a unique sequential admission number. This date and/or number could be used to find that person’s entry in the Admission Registers, which would provide more detailed information relating to that person’s admission. 

The register is in the form of a medium size bound volume.

 The register is a medium size bound volume which lists entries throughout in A – Z tabs, with separate sequences for boys and girls. The information in this register is minimal, and uses the following columns:

· Admission Date

· Sequential Number

· Full Name

· Discharge Date and Details (where discharged to)

The admission date and / or the sequential number can be used to find that person’s entry in the Admission Registers.
	1937–68

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

File; Temporary

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

· Some of the patients were wards of the state.

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

· statements of personal details and other admission documentation

· medical and other histories

· correspondence with other health specialists and organisations

· correspondence with family, schools and so on

· nursing notes

· care instructions

· personal correspondence of the patient.
	1965–85

	Nara unit and special school 
	

	Nara unit and special school student admission cards 
Card; Unappraised
Content: This collection consists of client admission cards which are arranged in alphabetical order. Details include:
· date of admission 

· date of birth 

· next of kin 

· medical details 

· pension number 

· Medicare number
The client index cards are also in alphabetical order and detail:

· vaccination history 

· booster reminders 

· medication details 

· daily regime 

· religion 

· dates of reviews and of Individual Program Plans (IPP)
There are 3 sets of index cards.
	1951–63

	Pleasant Creek Training Centre (1968–99)
	

	Trainee information
	

	Admission and discharge cards

Card; Unappraised

Content: This collection consists of cards which are the centre’s version of the chief psychiatrist inpatient index cards. They detail:

· name 

· address 

· year of birth 

· age 

· religion 

· education 

· marital status 

· occupation and other personal details 

· reports from annual examination 

There are four separate sequences, each in chronological order. 
	1930–90

	Admission warrants

Document; Temporary
Content: This collection consists of admission warrants which are required for a patient’s lawful admission to the centre. They contain authorised documentation for the reception of clients:

· name 

· sex 

· date of birth 

· address 

· parent or guardian details 

· religion 

· name and address of other relatives of the child 

· medical practitioner

Warrants are in chronological order.
	1937–55

	Register of residents (children’s admission and discharge registers)

Volume; Permanent (VPRS Number 18187 / P0001)
Content: This collection consists of volumes which record admission and discharge information about residents at Pleasant Creek Colony / Pleasant Creek Training Centre.

The first volume records the following information: 

· Date of Last Previous Reception (if any) 

· Reception Number (sequential number, by gender) 

· Date of Reception 

· Full Name 

· Gender 

· Date of Birth 

· Dates of Medical Certificates, and by Whom Signed 

· Date and Particulars of Discharge 

· Religion. 

The remaining volumes each have an index at the beginning and record the following information: 

· Type of Admission (V, R, A, J, S) 

· Admission Number (sequential number, by gender) 

· 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, &c. 

· Secretary's Signature- 

· Discharge Category 

· Assigned Cause of Death (if applicable) 

· Who Present at Death (if applicable). 

The registers outline all admissions which ceased in around 1993 although Pleasant Creek Training Centre stayed open until 1999. 

Entries are arranged chronologically by date of admission.
	1937–93

	Residents discharge register 

Volume; Permanent (VPRS Number 18189 / P0001)
Content: This collection consists of a volume which records information on the discharge of residents from Pleasant Creek colony / training centre. 

The Discharge Register records the following information: 

· Discharge Number 

· Date of Death, Discharge or Removal 

· Date of last Reception 

· Admission Number (as listed in Register of Residents) 

· Name 

· Gender 

· Means of Discharge (section of the Act, where removed to) 

· Assigned Cause of Death 

· Who Present at Death 

· Observations 

The last few pages of the Discharge Register list in excess of 150 discharges in March 1969. All of these residents were then re-admitted and registered into VPRS 18187 Register of Residents. It is thought this was due to Pleasant Creek Colony changing to Pleasant Creek Training Centre in 1969. 

Entries are arranged chronologically by date of discharge.
	1937–69

	Nominal register

Volume; Permanent (VPRS Number 18188 / P0001)
Content: This item records the names of trainees resident at Pleasant Creek. It has entries in alphabetical sections so can be used as an index to other records but its primary function was to account for numbers of individuals resident at any point in time.
	1937–68

	Summary admissions and discharge register 

Volume; Temporary
Content: this collection consists of a register which documents client statistics:

· number of male and female clients 

· number of clients received and discharged

Records are in chronological order.
	1980–95

	Voluntary boarders discharge papers 

Document; Temporary
Content: This collection contains documents required to be completed to permit the discharge of voluntary boarders from residence at Pleasant Creek.
	1978–88

	Leave of absence register

Volume; Temporary
Content: This item is a register which documents clients allowed out on leave. Details include

· name 

· dates of leave 

· name and address of guardian

The entries are in chronological order. 

The register has an alphabetical index.
	1970–87

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

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

Some of the patients were wards of the state.

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

· statements of personal details and other admission documentation

· medical and other histories

· correspondence with other health specialists and organisations

· correspondence with family, schools and so on

· nursing notes

· care instructions

· personal correspondence of the patient
	1965–85

	Medical information
	

	Medical officer’s correspondence 

File; Unappraised

Content: This small collection contains letters, notes and client reports kept by Dr Wendy W. Donoghue (Pleasant Creek Training Centre, Medical Officer) from 1968–75
	1968–75

	Immunisation cards

Card; Temporary
Content: These pro-forma cards document the immunisation history for patients / trainees resident at Pleasant Creek.

The records were destroyed in 2001. 
	1955–77

	Staff and client immunisation histories

Volume and form; Temporary
Content: This collection contains lists of staff and client approvals for and receipt of immunisation. Included were a vaccination register, consent forms and five-year booster schedule for Hepatitis B and a card index for TB/ BCG immunization.

The records were destroyed in 2010.
	1987–92

	Centre records (trainee cards)

Card; Temporary
Content: This collection originally contained a variety of records that documented an array of centre activities. Most records were destroyed in 2009, with a few records being placed into other collections.

There remain in this collection several sequences of cards relating to patients / trainees of several centres, including one sequence for Pleasant View trainees dated c.1975. 
	1937–90

	Outpatient client files

File; Temporary
Content: This collection consists of client files which document referrals to the centre. Files contain notes, correspondence and sometimes follow-up notes to other services. Files are in alphabetical order by client family name. 
	c.1957–76

	Restraint and seclusion authorisations

Form; Temporary
Content: This small collection contained monthly notifications of restraint and seclusion that reported the use of chemical restraint and seclusion on trainees. Information included: 

· details of the clients

· date of administration

· chemical restraint used

· dosage

· name of the authorised program officer

The records were destroyed in 2010.
	1999–99


Departmental administration

	Description
	Date range

	Voluntary children’s home files (central social welfare departmental correspondence files)

File; Permanent (VPRS Number 18069 / P0002)
Content: The files in this collection record interaction between the various voluntary homes and the Government agencies responsible over time for social / community welfare functions. This filing system was created in 1975 combining earlier correspondence and other records to create one system with ‘VH’ prefixes. 

Because Pleasant Creek Training Centre was a Mental Health Authority institution and not a Social Welfare Department institution and therefore was considered to be not a departmental home, a file for Pleasant Creek was created with a voluntary home file number.

The single file for Pleasant Creek is referred to as Pleasant Creek Special School both on its cover and on some headings in correspondence. Date of content is 1943 to 1982. Content 1943 to 1961 mostly refers to the special school. Content dated 1968-1982 (5 items) relates to Pleasant Creek Training Centre.

Much of the file content deals with admissions from other Children’s Welfare Department facilities to Pleasant Creek. Most documents include one or more named children (most of whom are wards of the state.) Content overall includes:

· Psychiatric reports on five named wards and recommendations for placement 1943–44

· Children’s earnings and list of named wards with ages 1944

· Documents and correspondence between the Children’s Welfare Department and the school  regarding admissions, placements, transfers and so on of wards 1944–45

· Vaccinations 1959

· School reports (six children) 1961

· Transfers to Stawell (three children) 1968

· Arrangements for a camping trip 1975

· Consent for surgical and other operations on wards 1982.
	c.1930–c.85

	Trainees’ programs information 
	

	General service plan files, individual program plans

File; Temporary
Content: These files contained the individual general service plans prepared for each resident of Pleasant Creek. The plans were to be reviewed each six months and focused on optimising the quality of life for the trainees. They set realistic goals covering matters such as personal hygiene, appearance, life skills, socialisation, and educational and vocational opportunities, contact with family and friends and so on. 

The records were destroyed in 2004.
	c.1999

	Monitoring information
	

	Day and night report books

Volume; Temporary

Content: this collection consists of day and night report books which provide brief entries about trainees’ wellbeing during a particular day or night; any incidents are recorded.

The records are in chronological order and grouped in sequences according to the various residential houses.
	1957–97

	Day and night report books

Volume; Temporary
Content: This collection consists of books in which staff recorded details about clients in their residential units  that includes:

· staff on duty

· visitors 

· nurses’ reports 

· medications administered 

· condition of clients 

· any significant changes 

· daily events and activities 

Entries are in chronological order

The records were destroyed in 2008.
	1990–98

	Daily ward report books

Volume; Temporary
Content: These report books provide a summary of events within wards on a daily basis from September 1968 to April 1975. Details include trainee numbers, bed numbers, trainee movement, physically ill, seclusion or restraint, disturbed trainees, deaths and further remarks. 
	1968–75

	Shift reports

Form; Temporary
Content: This collection contains a form report book that provides details of events and activities that occurred in units during a shift. They may include 

clients’ visitors 

· staff on duty 

· incidents 

· reports 

· responsible officer 

Pages are pre-printed with serial numbers. In this collection are records for the Syme unit and the nurses’ home unit.

The records were destroyed in 2008.
	1998–99

	Unit communication books

Volume; Temporary
Content: This collection contains unit communication books used to record messages for staff when changing shifts. This provided continuity for staff and client care. Notes about clients’ behaviour were recorded, unfinished tasks noted and duties to be attended to.

The records were destroyed in 2010.
	1990–97

	Unit monthly and roster reports

Document; Temporary
Content: These were an indexed, monthly summary of events in units with content extracted from the day/ night report books. The reports coincide with each four-week staff roster.

The records were destroyed in 2010.
	1995–97

	Day / night report summaries

Volume; Temporary
Content: These records are summaries derived from the detailed day / night report books to advise centre management of any significant events or incidents. They are the third copy of document prepared in triplicate.

The records were destroyed in 2004.
	1994–99

	Pharmacy information
	

	Drug and pharmacy records

File; Temporary
Content: This collection consists of records documenting all aspects in the control and disbursement of drugs and pharmaceuticals including drugs of addiction.
	1967–93

	Drugs of addiction register and drug administration book

Volume; Temporary
Content: This collection contained registers to account for usage of addictive drugs administered to clients.

The records were destroyed in 2004.
	1992–96

	Dangerous drugs register

Volume; Temporary
Content: This collection contains information required to be kept to register and account for quantities of dangerous drugs acquired and held at the centre and the subsequent use of the drugs.
	1969–79

	Official visits, incidents and investigations
	

	Inspector Generals and visitors book

Volume; Temporary
Content: This box consists of a book which documents inspections by the inspector-general and the chief medical officer which were a legal requirement. Official visitors could visit without notice every three months. Their reports about the condition of patients and the centre were written in the book.
	1937–88

	Incident reports

File; Unappraised and temporary
Content: This collection records category 1 - 2 - 3 incidents involving clients at Pleasant Creek Centre. Reports contain advice to the regional director and descriptions of the incident.

Files are arranged in file number order. 
	1991–92

	Incident reports and incident registers

Volume and file; Temporary
Content: Reports were created to notify unit, centre and regional managers and staff of incidents involving clients.  Details in reports (which are pre-printed forms) include:

· incident number 

· region

· category of incident (1, 2 or 3)

· time

· date

· location

· program

· persons involved or witnessing incident

· description of the incident

· injuries and equipment damaged

· local action

· further action

· media response

· Register books contain

· incident date

· reference number (of the incident)

· staff / client / reporting officer

· filed by

Files were in number order and as they were from various units (on pre-numbered pads) they are not in chronological order.

The records were destroyed in 2005.
	1990–98

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

Files; Temporary
Content: This collection contains documents from the investigation into staff misconduct at Janefield training centre in 1992 and 1993 and comprises: investigations unit working papers, reports, exhibits, transcripts of police interviews etc. Financial misconduct by staff was the main investigation 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

	Grampians region category 1 Incident reports including Pleasant Creek 

Document; Unappraised

Content: this box contains incident reports category 1 - involving clients - reports contain advice to the Grampians regional director and a description of the incident - includes Pleasant Creek
	1994–99

	Direct care / nursing administration
	

	Manager, direct care services, central administration files

File; Temporary
Content: These files document various aspects in the management of direct care services:

· CEO memos 

· client data 

· client holiday submissions and reports 

· client information system 

· community living support services
	1984–96

	Manager direct care: working papers, files, reports

File; Temporary
Content: These files and working papers include:

· client registers

· staff rosters

· leave records

· personnel files (direct care staff)

· inward and outward memoranda and circulars 

· day / night report summaries
	1989–99

	Night services coordinator’s records

File; Temporary
Content: This collection contained a variety of records maintained at the night services coordinator’s station. The records included copies of day/night and shift reports as well as reference material, procedures manuals and so on.

The records were destroyed in 2010.
	c.1999

	Volunteer registration book and files

Volume and file; Temporary
Content: This collection documented the process of registering volunteers and the times and places they worked in the centre. Information includes the volunteers’ names and addresses, consents to police checks, and so on. Volunteers supported direct care staff at the centre.

The records were destroyed in 2010.
	1983–97

	Centre management
	

	Chief executive officer files

File; Temporary
Content: This collection consists of files which document the activities of the centre and the role of the CEO: Files cover a wide range of subjects. Files contain:
· memoranda

· correspondence 

· policy papers 

· reports 

· directives 

· guidelines 

· standards relating to an array of topics

Files are arranged according to an imposed file number and files are labelled with file number and title.
	1986–97

	Chief Executive Officer files

File; Temporary
Content: These were a variety of records consulted by the CEO / Manager of Pleasant Creek. They dealt with incidents, several individual trainees and staff, and a number of administrative or procedural matters.

The records were destroyed in 2004.
	1992–99

	Working files, Dr Dilys Sawyer

File; Unappraised

Content: Files are created by Dilys Sawyer, who was Acting Assistant Director, Community Services Branch, Public Health Division before 8 Feb 1982. Dilys took up the appointment as District Health Officer, North West Region on 8 Feb 1982. Files are correspondence, reports, meeting minutes and working papers which are related to strategic planning of policies. 

Several files relate to individual residents of Pleasant Creek.
	1963–83

	Central administration files

File; Temporary
Content: This collection comprises files created to document administrative activities and functions at Pleasant Creek.
	1999

	Daily numerical sheets 

Document; Temporary
Content: These records are printed forms on which may be recorded summary information about Pleasant Creek collected each day. Available fields include:

· date

· total beds

· male and female resident numbers to midnight

· permanent

· respite

· leave of absence

· vacant beds

· admissions

· discharges

· on leave

· from leave

· staff injured on shift
	1997–99

	Administration working files

File; Temporary
Content: This collection consists of files which document most aspects of the training centres administration. Files cover:

· regional services

· health inspection of food facilities 

· gardens 

· hospital employees federation union 

· staff leave 

· library

Files are not arranged in any order. 
	c.1965–93

	Administration working files, reception office

File; Temporary
Content: This small collection contained a variety of administrative records covering work dealt with by the office.

The records were destroyed in 2010.
	1999–99

	Historical records 

File; Temporary
Content: This collection provides a historical perspective of the functions and activities conducted at Pleasant Creek training centre. The records pertain to admissions and discharges, ward statistics, staffing, accounts, correspondence, photographs and administration. Includes CD/ROM of scanned photographs  
	1937–76

	Register of documents

Volume; Temporary
Content: This register records the movement of documents relating to most aspects of the centres administration:

· staff appointments and movements 

· various patient matters such as transfers or applications for adoption, as well as documenting the transfer of official paperwork. 
	1937–59

	Letter books

Volume; Temporary
Content: These books record the transfer of outgoing mail. Included is:

· a brief description of the subject matter of the documents or articles being sent 

· date 

· number 

· to whom sent 

· destination 

· subject matter 

· postage

Entries are in chronological order.
	1945–70

	Outward correspondence register

Volume; Temporary
Content: This collection contains several volumes that contain details of correspondence generated and sent out from Pleasant Creek Training Centre.
	1970–83

	Circulars and miscellaneous correspondence

Document; Temporary
Content: This collection consists of an alphabetical expanding file containing correspondence and memoranda covering a variety of subjects such as:
· contracts

· blinds 

· district architect 

· fire safety 

· flags 

· garden 

· horse tender 

· circulars
	1933–44

	Pleasant Creek and departmental memoranda 

Document; Temporary
Content: This is a small collection of official, numbered memoranda. The memoranda are arranged in annual-single number order with a separate numerical sequence for each year, 1994 to 1997. 

The memoranda are indexed by subject.
	1994–97

	Mental Health Authority instructions and memoranda

Volume; Unappraised

Content: This collection comprises a set of Mental Health Authority (MHA) circular instructions and memoranda issued by the MHA. Instructions were issued by the MHA to ensure that institutions operated according to policy and law and to clarify matters deliberated on by the authority. 
	1963–84

	Numerical books and registers

Volume; Temp

Content: This collection consists of books and registers which document client and staff statistics:

· number of male and female clients

· number of beds 

· number of clients received and discharged

· staff numbers and lists of positions

Records are in chronological order.
	1950–92

	Relocation and redevelopment information
	

	Client relocation team leader’s working files

File; Unappraised

Content: These files cover a broad range of topics related to the process of relocating clients of the Pleasant Creek training centre to community based living units. Topics include:
· client working files

· residential units individually

· BIST (behaviour intervention strategies team) program

· redevelopment process
	1997–99

	Redevelopment project files 

File; Temporary
Content: This small collection contains a variety of files associated with the planning of site redevelopment and relocation of trainee residents of the Pleasant Creek training centre to community based living units.
	1996–99

	Safety information
	

	Fire committee minute book

Volume; Unappraised

Content: This collection consists of a meeting minute book for the fire committee. Details include all aspects of fire safety at Pleasant Creek.
	1972–86

	Artisan operational information
	

	Engineers department records 

Drawing and file; Unappraised

Content: This collection contains records documenting engineering drawings, construction and renovation activities carried out by the Ministry of Housing and Construction at Pleasant Creek training centre.

· Other records included are:

· maintenance logs for fire fighting, 1998–2000

· automatic sprinkler installations,1999

· operating and maintenance manuals for mechanical services 1993
	1992–2000

	Boiler room record book

Volume; Temporary
Content: This book periodically documents the operation and variables involved in the production of the Centre’s hot water. Details include:
· dates of operation

· steam

· fuel and water required

· weekly summaries
	1969–94

	Sewing book

Volume; Temporary
Content: This book summarily documents work done on a variety of garments and articles by the sewing room each month - details include articles made and fabrics used.
	1942–58

	Personnel information
	

	Position files

File; Temporary
Content: Position files include anything relevant to the position such as:

· its establishment

· reclassification

· applications to the position

· applicant details and processes to fulfil the position, (that is, interview notes, resumes, applicant letter)

· promotion details

· resignation details 
	c.1984–92

	Personnel files

File; Temporary
Content: This collection consists of files which document appointment details:

· performance appraisal 

· salary 

· leave 

· any higher duties 

· any accident on duty 

· Workcare claims 

· termination details 

Files are arranged in alphabetical order by employee family name.
	1950–92

	Staff register

Volume; Permanent (VPRS Number 18123 / P0001)
Content: The Staff Registers represent a summary record documenting the employment details of all employees at Pleasant Creek Colony / Training Centre for the periods covered by the registers.

There are two registers in this collection. The first is a sick leave register that dates from 1937. It therefore includes information in relation to employees from the beginnings of Pleasant View Colony. Information recorded in the register includes: 

· name

· rank

· nature of illness

· doctor certifying

· period of leave

· number of days

· reconciliation of leave debits and credits

· information about where the employees transferred from

· special leave circumstances such as attending military camp or to visit parents in Ireland and so on

· references to injuries sustained while on duty at Pleasant Creek 

There is an index at the front of the book that provides folio references that contain information about the particular employee. Final entries in the volume were made in April 1950.

The second register is a staff register that dates from 1983. Information recorded in the register includes: 

· name

· position (such as nurse, clerical, cook, cleaner)

· date of birth

· other particulars such as date of commencement

· the name of the person that the employee replaced

· date of separation from the agency and the reason for separation.
The register is arranged in chronological order. Each entry refers to an employee commencing duties or ending their employment. Entries for persons commencing their employment are recorded in blue pen. Entries for persons ending their employment are recorded in red pen.

There is no index to this register.
	1983–90
1935–50

	Staff history cards

Card; Permanent (VPRS Number 18118 / P0001)
Content: The Employee History Cards are a summary record documenting the employment details of all employees at Pleasant Creek Colony (later Training Centre) for the period covered by the cards.

There are several sequences of cards.

The cards include information in relation to employees from the beginnings of Pleasant View Colony in 1937. The cards also record information about employees from agencies where they worked previously. Their particular card followed them to Pleasant Creek. The majority of cards are for personnel employed at Stawell only.

The cards may include the employee’s name, date of birth, address, commencement date, appointments and promotions including positions held and dates appointed, institution, date of separation from the agency including the reason for finishing, nursing examinations information including qualifications, salary and superannuation details, leave details, information regarding previous employment with other agencies, comments regarding the employee’s attendance, conduct, efficiency and whether re-employment would be recommended. 

The cards are arranged in alphabetical order by surname of employee. 
	c.1916–89

	Employee history cards (Pleasant Creek and Aradale training centres)

Card; Permanent (VPRS Number 18117 / P0001)
Content: The Employee History Cards are a summary record documenting the employment details of all employees at Ararat Mental Hospital, and some Pleasant Creek employees, for the period covered by the cards. The Ararat Mental Hospital was also known as Aradale. There are three sequences of cards. 

In the first sequence the record for each employee comprises between one and three cards. They are a primary Employee History Card which is yellow, Higher Duties Card which is blue and a Leave Card which is pink. 
The set of cards for each employee is preceded by a divider containing the name of the employee. 

The primary Employee History Cards include the employee's name, date of birth, address, employee pin number, commencement date, appointments and promotions including positions held and dates appointed, name of institution and location, date and circumstances of separation from the agency, superannuation information, gratuities and allowances eg. J Ward allowance and (sometimes) marital status. 

The Higher Duties Record includes the employee's name, classification, duties assigned, the reason for the higher duties and the period of higher duties.  
The Leave Record includes the employee's name, position and details of leave taken. Cards are arranged alphabetically by surname of the employee. There is one set of cards for each employee. Researchers should scan the cards for the person(s) of interest. 

The second sequence of cards contains primary Employee History Cards only. 
The third sequence of cards contains primary Employee History Cards only for ceased employees. 

The cards are arranged alphabetically by employee surname.
	1968–93

	Personnel files

File; Temporary
Content: This collection contains a small number of personnel files pertaining to Pleasant Creek training centre employees. Information includes:
· appointment details 

· leave 

· promotions 

· salary changes 

· termination details 
	1976–94

	Position and sick leave payment register

Volume; Temporary
Content: This register contains information pertaining to two types of information: position and sick leave payments. Information includes:
· sick leave approved by

· staff details 

· position held 

· nature of illness 

· credits year ended 

· on or off grounds 

· remarks 

The entries in this single register are in chronological order. 
	1950–64

	Staff time sheets

Document; Temporary
Content: The timesheets in this collection of seven boxes are arranged according to provenance and salary period. They are arranged in chronological order. 
	1991–97

	Personnel files, separated employees (Pleasant View training centre and Grampians region) 

File; Temporary
Content: This collection of personnel files documents employee terminations from Pleasant Creek and the Grampians region from 1951 to 1990. Files include:
· appointment / contract details

· performance appraisal 

· reference checks 

· staff assessments 

· salary history cards 

· leave history forms 

· higher duty details 

· accident on duty details 

· workers compensation claims 

· termination details. 

The records are arranged in alphabetical order by family name in two sequences, one each relating to Pleasant Creek training centre and the Grampians region. 
	1951–90

	Individual employment agreements

File; Temporary
Content: This collection consists of agreements between employees and the department containing the requirements and conditions of employment, job type, dates and other information similar to personnel files. 

Files are in alphabetical order by employee’s family name.
	1993

	Police check records 

Document; Temporary
Content: These were records that showed the results of police checks on persons seeking employment at the Pleasant Creek training centre.

The records were destroyed in 2004.
	1989–95

	Personnel files, direct care staff

File; Temporary
Content: These are files that document the personnel history of direct care staff employed at Pleasant Creek training centre.
	1973–98

	Staff index cards 

Card; Unappraised

Content: This collection consists of staff cards. There are four sequences of cards:

· employees in positions (these may be establishment cards) 1968‑91

· staff sick leave, A‑Z, 1982–92

· holiday record cards, A‑Z, 1963–92

· “blue day” record cards, A‑Z, 1993–94
	1963–94

	Direct care staff rosters 

Document; Temporary
Content: These items are sheets on which are outlined the schedules to which staff were required to work.
	1996–99

	Staff rosters, renewals and termination of contracts 

Document; Temporary
Content: this collection contains staff rosters for Bellfield unit and the nurses home. Rosters are in four-week blocks. Details include:
· which shift is to be worked

· leave over-time

· courses attended.

Included are renewal and termination of temporary employment contracts
	1997–99

	Staff sick leave register

Volume; Temporary
Content: Spring bound volume containing alphabetical register of employees and sick leave details for each employee.

One employee entry per page. 

Employee information recorded includes: 

· name

· date of birth

· date of appointment

· temporary or permanent status date

· position name

· Leave information recorded includes: 

· date of sick leave approval

· leave dates

· nature of illness and doctor details

· payment details (full or half pay)

· leave credits totals

Entries date largely from the 1970s. Earliest entry noted: 8/9/1957, latest entry noted: 6/2/1979
	1957–79

	Return of staff changes and absent from duty forms

Document; Temporary
Content: These forms provide daily information on staff changes such as daily absences and leave of absence. They document staff changes at Pleasant Creek, Aradale Forensic Centre and the Grampians Region (as a whole).

The records were destroyed in 2008.
	1991–93

	Personnel files, manager of direct care

File; Temporary

Content: This collection consists of personnel files maintained by the manager of direct care to facilitate the supervision of direct care staff. The records act as working files. They contain:

· assessment for staff training 

· placement reports 

· staff appraisal 

· references 

· prospective student appraisals 

· employment contract 

Files are in alphabetical order by employee family name.
	1982–95

	Finance and accounting information
	

	Finance and payroll records

Print-Out; Temporary
Content: Contains various accounts payable finance reports in Automated Data Processing (ADP) format which reconcile expenditure. This collection also includes Newpay reports which were produced on a salary period basis to facilitate the disbursement of pay to employees (for example, Employee Profile Reports and Bank Reports). 

The records were destroyed between 2002 and 2004. 
	1990–93

	Accounts contingencies registers

Volume; Temporary
Content: These registers detail all purchases and services provided to the centre. A spine index lists in alphabetical order suppliers and service providers on various maintenance aspects at the centre. The supplier index summarises transactions of services provided with a page number. The format is:

· date of supply 

· account number 

· order number 

· provider 

· services or supplies received 

· rate

· amount 
	1936–59

	Provision account and staff non-drawn ration account

Volume; Temporary
Content: The provisions and staff ration account ledger summarises documents, and subsequently, reconciles finances allocated to the purchase of provisions. The ledger provides some insight into the activities of the centre and provides details of staff totals and client totals.
	1950–59

	Petty cash register 

Volume; Temporary
Content: This single volume documents petty cash expenditure and includes reconciliations of the petty cash account.
	1937–53

	Accounts and invoices

File; Temporary
Content: This collection contained a variety of documents associated with processing invoices for payment

The records were destroyed in 2009.
	1995–99

	General claim forms

Form; Temporary
Content: These records were used to identify and authorise amounts due for payment to individuals or organisations. In some respects they stood in lieu of invoices.

The records were destroyed in 2010.
	1997–99

	Stock and store information
	

	Stock lists

Card; Temporary
Content: This collection comprises stock lists which, for each article, provide the date; quantity issued or received and balance in store at the specified date.

The records are arranged according to a numerical system, that is, each item of stock is allocated a number. Stock lists are divided into areas such as:
· laundry 

· nurses home 

· sewing room 

· engineers shop 

· garden 

· carpentry shop 

· mess room
	1941–73

	Stock condemning registers

Volume; Temporary
Content: These registers document all items that were to be disposed of due to breakage or wear. Items to be repaired are also listed. Details include date, department and titles of stock articles. Entries are in chronological order.
	1937–50

	Stores records

Volume; Temporary
Content: This collection consists of several different records related to accounting for stores purchased for use at Pleasant Creek Training Centre. They include:

· stores receipts , 1935–53

· stores received, 1953–57

· rough stores receipts, 1942–53

· stores equipment register, 1937–62

· bookmaker’s book, 1954–56

· stores vouchers, 1952–53; 1953–54
	1935–57

	Provisions issued, provisions accounts and groceries volumes

Volume; Temporary
Content: This collection consists of different types of volumes which collectively summarise stores purchased and used at Pleasant Creek training Centre. The records relate to provisions generally with one volume specifically referring to groceries.
	1937–54

	Trainee finances, client expenditure
	

	Children’s trust account ledger and cash book

Volume; Temporary
Content: This collection consists of two volumes which record how client trust funds were spent and the sources and nature of receipts. They provide a summary on the financial status of the clients trust account and financial transactions by reconciling the current status of funds available and accumulated expenditures.

The individual ledger has an alphabetical listing within client family name providing separate pages for each trainee.

The second volume is a cash book that recorded transactions as they were made. 
	1944–56

	Intellectually handicapped children’s amenities account committee, minute book

Volume; Temporary
Content: This collection consists of a meeting minute book which contains all aspects of children’s accounts and expenditure including:

· sports uniforms

· therapeutic equipment 

· pocket money 

· play therapist 

· adventure playground 

· picnics and camps 

This record was listed as missing from the archives in 2008.
	1969–77

	Trainee trust files, Aradale and Pleasant Creek training centres

File; Temporary
Content: This collection consists of client trust files for the management of client’s funds and the maintenance of individual accounts such as the amenities account and interest account.

The records were destroyed in 2010.
	1951–98

	Client account management system (CAMS) vouchers batches 

Bundle; Temporary
Content: This collection comprised batches prepared to facilitate payment of accounts and reconciling client expenditure.

The records were destroyed in 2002 and 2003.
	1991–96

	Client account management system (CAMS), record of client expenditure

Pad; Temporary
Content: These records were self-carbon-copy pads with original (to finance), duplicate (to administration) and triplicate (retained in the pad). They documented expenditure against individual clients’ accounts and included details of transactions, account balances and signatures.

The records were destroyed in 2004.
	1993–96

	Client account management system (CAMS), requisition for funds

Document; Temporary
Content: These were forms used to request funds from the finance unit for purchases which had been approved as part of a client’s financial plan or household budget but where there are insufficient funds held at the unit.

The records were destroyed in 2004.
	1996–98

	Client account management system (CAMS), materials received and asset register update

Pad; Temporary
Content: These records documented the receipt of goods or services purchased from client funds. The forms were in triplicate with one copy each going to administration and finance units, and the third copy remaining in the pad in the unit that created it. The forms also were used to update asset registers.

The records were destroyed in 2004.
	1993–98

	Client account management system (CAMS), receipt books

Volume; Temporary
Content: these receipt books were used to acknowledge receipt of funds from sources external to the centre.

The records were destroyed in 2004.
	1993–98

	Client account management system (CAMS), requisitions for stores and services

Form; Temporary
Content: These records are the third copy of a form completed in triplicate to initiate purchase of goods or services on behalf of individual clients.

The records were destroyed in 2010.
	1993–98

	Client account management system (CAMS), finance and administration records, Fyans unit

File; Temporary
Content: This collection comprised a variety of financial, administrative and general reference and procedural material.

The records were destroyed in 2004.
	1996–99

	Client Expenditure Recording System (CERS), client balances, hostel / Biala unit

Document; Temporary
Content: These records documented financial balances for individual trainees and included balance summaries, bank statements, and so on.

The records were destroyed in 2010. 
	1999–99

	Facilities management information
	

	Site building plans, blueprints and technical drawings, facilities management 

Plan and drawing; Temporary
Content: This collection consists of site and building plans. blueprints and technical drawings. There are various building floor plans as well as electrical, drainage, plumbing, telecom, gas and ventilation plans and lay outs 
	1965–95

	Flat plans. intellectual disability training centres (Aradale, Caloola, Colanda, Kingsbury, Pleasant Creek)

Drawing and plan; Temporary
Content: This collection contains architectural plans and drawings relating to capital projects at various training centres. Date range of the records and further identifying information has yet to be determined.
	- 1999
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