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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.
Royal Park Receiving House (1907–62); Royal Park Psychiatric Hospital (1962–99)
Short term assessment, diagnosis and treatment facility (see also entries for records below relating to both Receiving House/ Psychiatric Hospital and Mental Hospital)
	Description
	Date range

	Patient information

PLEASE NOTE: Patients could be admitted to a Receiving House/Psychiatric Hospital for short-term treatment, but the maximum stay was two months. 

Patients still needing treatment after two months could be sent to a Hospital for the Insane/Mental Hospital, in the same complex or another, for longer-term treatment. 

Hence, there could be more than one set of records for any one person. Please check each location for former patient records.
	

	Admission and discharge
	

	Register of Patients: Recommended Patients [Admission Register] 

Volume; 17882 / P0001 and Volume; 17882 / P0002

Content: Volumes detailing male and female ‘recommended patient’ admissions to Royal Park Receiving House (1909–54); Royal Park Psychiatric Hospital (1954–88) (VA 2845). 

The Register of Patients volumes include: 

· admission number 

· patient name 

· date of reception 

· marital status 

· age 

· sex 

· occupation 

· religion 

· place of abode (suburb only) 

· by whose authority sent 

· form of disorder 

· date of discharge (transfer/committal) 

Some volumes also recorded place of birth (country) and religion. 

Registers of Patients/Admission Registers
From at least 1845, public asylums and licensed houses were required to maintain a Register of Patients.  Initially the register maintained by licensed houses was officially known as the Book of Admissions.  In some institutions the Register was also known as an Admissions Register or as an Admission and Discharge Register and these terms were sometimes stamped on the volumes. 

Immediately a person is admitted to an asylum, the clerk of the asylum was required to make an entry in the Register of Patients. Details recorded included: 

· patient's name; 

· date of admission;

· admission number; 

· date of last previous admission; 

· age; 

· marital status; 

· occupation; previous place of abode; religion 

· form of mental disorder; state of physical health. 

Further details were entered in the register on the death, transfer or discharge of a patient.  Institutions were also required to maintain a separate Register of Discharges, Removals and Deaths, usually known as a Discharge Register. 

The format of the Register of Patients was specified in the Lunacy Statute and legislation changed little until the Mental Health Act 1959, proclaimed in 1962.

It then officially became the Register of Patients and Discharge Register, and included information about the following five specified types of admission: 

· Voluntary Boarders (V) entered the hospital at their own request or, if under the age of 16, at the request of a parent/guardian and a medical practitioner. 

· Recommended (R) and Approved (A) Patients – those admitted upon recommendation (in a prescribed form) of a medical practitioner who had examined them. As soon as possible after admission, the hospital superintendent was required to examine the patient and either approve their admission or discharge them. 

· Judicial Admissions (J) – those admitted following information provided on oath before a justice that they were mentally ill but not receiving proper care, or could not support themselves or had committed an offence, and they had been examined by two medical practitioners. A justice could then order the person to be admitted to/detained in a mental hospital. 

· Security Patients (S) – those who had been detained in a gaol but were found mentally ill and transferred to a mental hospital. 

The Register of Patients and Discharge Register officially superseded the separate Discharge Register. However some institutions continued to maintain a separate record of patient discharges, transfers and deaths. 

Entries were made in the Royal Park register in chronological order by the date of admission.  

Volume 1 of the collection is missing. 

Records of patients in asylums were well controlled. 

For the most part patient records are arranged by the date of admission or date of discharge (including death). Some asylums, however, maintained a Nominal Register of Patients, which can be used to access records by patient surname. 

Admissions of patients were recorded in date order in Registers of Patients and patients were allocated an admission number. An index of surnames was often created to provide access to the entries. The Admission Warrants authorising the committal of the patients to the asylum were filed by admission number and hence are also chronologically arranged by date of admission. 

Case histories were recorded on each patient. Initially the case histories were entered in bound volumes, known as Case Books, in order of date of admission (admission number order). A separate Index to the Case Books was sometimes maintained. From 1912 loose leaf folios were used. Known as Patient Clinical Notes, the folios were transferred as patients moved between asylums. The notes were ultimately filed alphabetically by surname according to the year of final discharge or death. Patient Files succeeded the Patient Clinical Notes in 1953 and were controlled and arranged in the same manner.  

Routine examinations of patients were recorded in Annual and Quinquennial Examination Registers.

Entries in these registers are usually either by date of examination or by date of admission. The volumes are often self-indexing. 

The discharge, transfer or death of patients was initially recorded in separate Discharge Registers as well as in the Register of Patients and the case histories. From 1962 separate Discharge Registers were phased out, however, some asylums continued to maintain them.
	1909–62

1989–90

	Discharge Register [Recommended Patients] 

Volume; Permanent (VPRS Number 17891 / P0001)
Content: Volumes detailing recommended male and female patient discharges from Royal Park Receiving House (1907–09) and Psychiatric Hospital (1954–66).
Within 24 hours after the discharge, removal or escape of any patient the clerk of the asylum was to make and sign an entry to record this occurrence in the Discharge Register also known as the Register of Discharges, Removals and Deaths. This was required under the provisions of section 23 of the Lunacy Statute 1867. Subsequent legislation included similar provisions.  An entry was also to be made in the Register of Patients and a written notice was to be sent to the Chief Secretary. 

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

The entries are arranged chronologically by date of discharge. 
For more information on recordkeeping in asylums, See: Register of Patients: Recommended Patients [Admission Register] above
	1907–66

	Nominal Register of Patients
Volume; Permanent (VPRS Number 74523 / P0001)
Content: This series consists of the Nominal Register of Patients at the Royal Park Receiving House. It was maintained separately from the records of the Royal Park Hospital for the Insane. This volume records the name of every patient admitted to the Receiving House between September 1907 and December 1913. Details recorded include:

· the name of patient

· date of admission

· date of discharge/transfer/death

The function of the Receiving House was to further examine the mental state of those persons who were not certified as insane by two medical practitioners. People were to be retained in the Receiving House for no longer than 7 days while further examinations would take place and it would be determined whether the patient should be committed to the Hospital for the Insane. Alternatively any Justice could order that any person should be conveyed to a Receiving House while further examinations took place.

Recordkeeping System
Volume entries were arranged alphabetically by the patient's surname and then chronologically by the date of admission. Males and females were listed separately.

Legislation

Lunacy Act 1903.
	1907–13

	Lunacy Department Nominal Register of Patients at Receiving Houses Ballarat, Royal Park and Pleasant View 
Volume; Permanent (VPRS Number 7482 / P0001)
Content: The Nominal Register of Patients admitted to the Receiving Houses at Royal Park and Ballarat. 

The Nominal Registers were created and maintained in the central office of the Lunacy Branch (from 1934 the Department of Mental Hygiene) to record the names of all patients admitted.
The volumes are arranged chronologically. The entries are arranged by the patients' surname and then chronologically by date of admission within the alphabetical listings. Details recorded are the name of patient, date of admission, and date of discharge/transfer/death, and if transferred elsewhere, place of transfer. Patients admitted to the Ballarat Receiving House are marked (B). Unit 3 also includes patients admitted to Pleasant View.

Background: Receiving Houses
Receiving Houses provided temporary accommodation for people believed to be insane while further examinations could be undertaken to determine their sanity/insanity. If diagnosed insane, patients were subsequently committed to a Hospital for the Insane. Initially, 28 days was the maximum period a patient could remain in a receiving house. However, the time limit was not strictly adhered to and many patients remained longer.
	1930–58

	Royal Park Hospital; Admission & Discharge registers
Volume; Unappraised
These admission and discharge registers have their entries in chronological order; some are for male and female patients; others are for male or female patients only.
	1987–92

	Discharge Summaries
Document; Unappraised
Records created on patients’ discharge, summarising their reason for admission, treatment and progress at the hospital. This practice started in October 1967. The summary is a précis of the psychiatric history of individual patients often used if the full clinical notes were unavailable. The discharge summaries/clinical summaries are arranged in numerical order, usually a single page per person but sometimes multiple sheets.
	1967–83

	Index Cards (Females)
Cards; Unappraised
Patient Index cards giving summary details of the people admitted. They contain details of the patients, their illness, and a report by the admitting doctor. 
	1967–85

	Index Cards (Males)
Cards; Unappraised
Patient Index cards giving summary details of the people admitted. They contain details of the patients, their illness, and a report by the admitting doctor.
	1967–85

	Psychiatric Hospital Area Admitting Card Index
Index; Unappraised
Content: Card index system arranged alphabetically by the patient’s surname, recording the following information under headings across the top of the card:

· Age

· File Yes/No (often not amended)

· Name

· Referral/Referral Source (institution or self)

· Address

The rest of the patient information is in a column format comprising:

· Date (of admission)

· Current problem. Provisional Diagnosis

· Action Taken

The card can include attached enclosures such as a letter of referral.
	1979–81

	Register of Patients (Royal Park Psychiatric Hospital)
Volume; Permanent (VPRS Number 17892 / P0001)


This volume details the informal male and female patient admissions to Royal Park Psychiatric Hospital. 

The Register of Patients volume include: 

· admission number 

· patient name 

· admission date 

· place of residence 

· reason for admission 

· doctor's signature 
	1981–86

	Warrants
	

	Receiving House Warrants
Document; Unappraised
Content: Records which document that a person was legally admitted to the Receiving House (later Psychiatric Hospital). They contain details of the person and medical certificates. 
	1907–62

	Warrants (Recommended Patients) 
Document; Unappraised
Content: Records created to show that a person was legally admitted to the hospital. They contain details of the person and medical certificates.
	1991 

	Admission warrants; voluntary patients 
Document; Unappraised
Content: Warrants numbered in chronological order. Number format: warrant number followed by year, sequence comprises 1/92; 531/92.
	1992

	Warrants
Document; Unappraised
Content: This collection contains warrants which are legal documents in order for a patients admission into a psychiatric hospital to be lawful; they contain medical certificates authorising admission; personal details; nature of the presenting problem
	1996–99

	Patient Case Management
	

	Receiving House Case Books Male Patients
Volume; Permanent (VPRS Number 18133 / P0001)
Content: Royal Park was the only Receiving House in Victoria when it opened in 1907. Receiving Houses were used to provide accommodation for those patients who required only short term diagnosis and treatment. No person was to be detained in a receiving house for more than two months.

Each patient admitted was required by legislation to have a record created to document their case history from time of admission to time of discharge.

These registers document the case history of those male patients admitted to the Royal Park Receiving House, for the duration of the registers.

The entries in this register are ordered by date of admission. 

Each entry is assigned two pages. Page 1 was used to enter all required information, and page 2 was used to enter case notes – most often in the form of updates on the patient’s condition. The last entry will often detail a transfer to another hospital, or another reason for discharge.

The common information recorded was:

· Date of Admission

· Full Name

· Form of Insanity

· By Whom Brought

· Previous residence

· Age and Gender

· Marital Status

· Occupation

· Religion

· Details of Attack

· State of Bodily Health

· Facts Indicating Insanity Before Admission (basically, the opinion of the committing medical practitioner)

· Physical Condition on Admission

· Mental Condition on Admission

Some entries contain accompanying papers (either loose or pinned), such as:

· Discharge or Leave Slip signed by the Medical Superintendent 

· Correspondence to/from the patient

· Request for Reception of Patient

· Police Reports

In the fourth register, the sequence of admissions to the Receiving House begins in February 1912 and ceases in June 1912. It then recommences at 12 October 1915 as the “Military Ward”, thereafter being used exclusively for the treatment of returned soldiers. The same information is recorded here as was in the earlier registers; however, there is a greater volume of loose and pinned documentation present, particularly official military correspondence. Photographs of these patients are also more numerous. This sequence ends in 1917. 

A register has not been found for the missing time period in this sequence, being February 1911 to February 1912.

The entries are arranged chronologically by date of admission.
	1907–17

	Case Books Female Patients (Royal Park Receiving House)

Volume; Permanent (VPRS Number 18134 / P0001)
Content These registers document the case history of those male patients admitted to the Royal Park Receiving House, for the duration of the registers.
For description of this collection see entry above for Case Books Male Patients (Royal Park Receiving House).
	1910–11

	Patient Case History Files: Male Patients (Royal Park Psychiatric Hospital)
File; Permanent (VPRS Number 18096 / P0001)
Content: Each patient admitted into a psychiatric hospital was required by legislation to have a file created to document their case history from admission to discharge or death.
Around 1954, case histories changed from being a simple folio with relatively few entries and attached papers to foolscap sized, manila folder files which contain various types of forms, correspondence and medical paperwork, depending on the legislative requirements at the time.

File covers include the patient name and provision for recording dates of admission and discharge, as well as file movement details, if the patient had been admitted to other institutions, as it was required that the file move with the patient. 

Contents of the file were not consistent until the Mental Health Regulations 1962 made provision for colour coded sheets to be used within the files for specific purposes which include:

Sheet 1 (brown or plain) - Face sheet providing personal details

Sheet 2 (purple): Referring letters

Sheet 3 (red): Superintendents Examination/Reports

Sheet 4 (orange): Special Examinations/Investigation

Sheet 5 (yellow): Physical Examination

Sheet 6 (blue): Psychiatric History

Sheet 7 (black): Psychiatric Examination

Sheet 10 (green): Social Worker’s Report

Sheet 16 (mauve): Nursing Notes

Sheet 20 (black): Post Mortem Examination

Some files include papers relating to admissions that pre-date the creation of this collection in cases where papers or files from earlier admissions have been added to, or attached to, the files in this collection Similarly, in some cases, content has been added after files have been closed, to accommodate matters such as correspondence relating to freedom of information requests. In at least one case, files from later admissions to other institutions have been filed with an item in this collection. Hence the file holds documents dating right up to 2003.
	1954–65 (File contents dated 1929 - 2003)

	Patient Case History Files: Female Patients (Royal Park Psychiatric Hospital)
File; Permanent (VPRS Number 18095 / P0001)
Content: See entry above for Patient Case History Files: Male Patients (Royal Park Psychiatric Hospital).
	1954–65 (File contents date from 1928 - 2001)

	Patient Case History Files: Deceased Patients
File; Permanent (VPRS Number 18097 / P0001) and Unappraised
Content: See entry above for Patient Case History Files: Male Patients (Royal Park Psychiatric Hospital). 
	1953–81 1983–94

(File contents 1929 - 2004

	Patient Case History Files (Male and Female)
Files; Unappraised
Content: See entry above for Patient Case History Files: Male Patients (Royal Park Psychiatric Hospital).
	1965–82

1986–93

1982–96

	Patient Case Histories (1996 onwards)
File; Temporary
Content: Patient case histories; the collection register contains a list of patient names in alphabetical order together with their first names; UR number; box number.
	1996 - 2001

	Patient Master Index ( PMI ) Index Cards [refers to decisions regarding patients made by the hospital committees]

Card; Unappraised
Content: 10 registers providing indexes that refer to further items; from the sub committees of the Mental Health Authority meetings as well as the executive committees. the volumes are as follows:

· Volume 1 1958; 1971 Chaplains Advisory Committee; with Index

· Volume 2 1952; 1973 Medical Superintendents Committee; with Index

· Volume 3 1973; 1978 Alcoholics & Drug dependent persons services branch 

· Volume 4 1961; 1967 Advisory Committee to the Mental Health Authority; with Index

· Volume 5 1967; 1974 advisory committee Ambermere/St Nicholas 

· Volume 6 1974; 1976 St Nicholas advisory committee

· Volume 7  1974 Medical Superintendents Committee

· Volume 8 1974; 1978 Trustees of the Bruce Bowman Pearce bequest Trust Fund

· Volume 9 1978; Index Executive Committee Minutes, 1979
· Volume 10 1980, Index Executive Committee Minutes
	1999

	Remnant Patient Registration and Referral Records
File; Temporary
Content: Remnant patient case files of people mostly born between 1900 and 1926.
	1990–95

	Patient movement and leave
	

	Patient Changes Records
Document; Temporary
Content: Forms giving summary details of the number of patients in each unit each day, and the names of those admitted or discharged. 
	1990–95

	Absent Without Leave Registers
Volume; Unappraised
Content: Registers containing details of patients who have absconded from the hospital. 
	1991–93

	Ward records
	

	Ward Daily Report Books - Male and Female Patient Wards (Royal Park Psychiatric Hospital)
Volume; Unappraised
Content: Daily Ward Report Books record daily occurrences in the separate male and female wards and details of patient behaviour and any incidents. 
	1939–85

	Day and Night Reports
Document; Temporary
Content: Volumes from different wards monitoring patients and incidents in the wards. Destroyed 20/8/2010
	1986–91

	Medical records
	

	Royal Park Receiving House Prescription Book
Volume; Unappraised
Content: Volume used to record the dispensing of drugs to patients. Handwritten entries record the date, patient's surname, and the name and amount of drug prescribed. 
	1901–11

	Royal Park Hospital for the Insane (1909–34); Royal Park Mental Hospital (1934–54) 
– long-term treatment patients (see also entries for records below relating to both Receiving House/Psychiatric Hospital and Mental Hospital)
	

	Assessment under the Lunacy Act
	

	Magistrates Court Registers 
Volume; Permanent (VPRS Number 17933 / P0001)
Content: Volumes detailing orders of people apprehended under the Lunacy Act 1928 and remanded to Royal Park Hospital for the Insane and Royal Park Mental Hospital (VA 2845) from 1927 to 1953. 

Under Section 43 of the Lunacy Act 1928, when a person was apprehended despite conflicting opinions as to their sanity, and a medical practitioner advised in writing that insanity was not confirmed, a Justice could remand the person to a receiving house or ward for no more than seven days. 

After seven days, on advice from the Superintendent and medical practitioner, the Justice could order the person’s discharge, transfer, or another seven-day remand. 

According to the Act, a person shall not be retained more than two months. 

The Orders include the following: 

· date of justice proceedings 

· judge name 

· name of patients 

· where committed from 

· whom committed by 

· date of reception 

· section received under 

· decision (further remand, discharge, transfer, committed to) 

Unit 4 of P0001 consignment has pages missing from the beginning of the volume. Therefore orders from May until the end of July are missing.

Entries are arranged chronologically by order date.
	1927–53

	Admission and discharge
	

	Admission Registers (Male)
Volumes; Permanent (VPRS Number 17893 / P0001)
Content: Volumes detailing male and female patient admissions to Royal Park (VA 2845). Given the dates, admissions are presumed to be to Hospital for the Insane (1909–54) and Mental Hospital 1934–54). Further research is needed to determine particular patient types, (Recommended, Voluntary et al); or whether the register is indeed from a particular ward, hospital or receiving house of Royal Park. 

The Registers of Patients include: 

· admission number 

· patient name 

· admission date 

· marital status 

· DOB 

· religion 

· previous place of abode 

· discharge date 

From 1992 the register converts to a computer printout from an unknown database. The printout includes: 

· date of admission 

· patient surname 

Entries are chronological by date of patient admission and separate sequential admission numbers are assigned to male and female patients in the volumes.
The first volume(s) of the collection is missing (c.1980–89) as well as computer printouts 1992–95 when the psychiatric unit closed and became a unit within Goulburn Valley Base Hospital. 
For more information on Registers of Patients/Admission Registers, see Register of Patients: Recommended Patients [Admission Register] above
Recordkeeping System

Entries were made in the register in chronological order by the date of admission. Most volumes contain an index of patient surnames. 
For more information on recordkeeping in asylums, See: Register of Patients: Recommended Patients [Admission Register] above 
	1909–54

	Discharge Register
Volume; Permanent (VPRS Number 17890 / P0001)
Content: Volumes detailing male and female patient admissions to Royal Park (VA 2845). Given the dates, admissions are presumed to be to Hospital for the Insane (1909–54) and Mental Hospital 1934–54). Further research is needed to determine particular patient types, (Recommended, Voluntary et al); or whether the register is indeed from a particular ward, hospital or receiving house of Royal Park. 
	1909–54

	Case Books: Females Patients Royal Park Hospital for the Insane)
Volume; Permanent (VPRS Number 18134 / P0001)
Content: Each patient admitted into a mental hospital was required by legislation to have a record created to document their case history from admission to discharge or death. Prior to 1913, this record was in the form of a case book, which preceded the use of individual case histories.
This register documents the case history of those female patients admitted to the Royal Park Hospital, for the duration of the register.

The entries in this register are ordered by date of admission. 

Each entry is assigned four pages. Pages 1 and 2 were used to fill out required information, and pages 3 and 4 were used for a continuation of case notes – most often in the form of irregular updates on the patient’s condition.

The common information recorded was:

· Date of Admission

· Full Name

· Gender

· Age

· Marital Status

· Occupation

· Previous Place of Abode

· Religion

· Personal Details of Friends/Relatives

· Details of Attack

· Essentials of Medical Certificates (basically, the opinion of the committing medical practitioner)

· Physical Condition on Admission

· Mental Condition on Admission

The case notes usually begin at the bottom of page 2. The last entry will often detail a transfer to another hospital, or another reason for discharge.

Some entries contain accompanying papers (either loose or pinned), such as:

· Discharge or Leave Slip signed by the Medical Superintendent 

· Correspondence to/from the patient

· Request for Reception of Patient

Some entries display a photograph taken on admission.

The register has a name index at the beginning, which records the patient name and the page at which an entry for that person can be found.
	1909–12 (Contents 1909–13)

	Warrants
	

	“Mental Hospital Discharges” Warrants
Document; Unappraised
Content: Records created when patients were discharged to summarise their reason for admission, treatment and progress in the hospital.

These records are held in chronological order for each year. They are kept in cardboard covers on which are recorded Mental Hospital Discharges' and the year/s contained. The records include orders and warrants for the discharge of clients, whether discharged outright or transferred to another hospital. 
	1910–54

	Medical records
	

	Annual Examination of Patients Register
Volume; Permanent (VPRS Number 7414 / P0001)
Content: Volume recording the date of the annual examination of patients at Royal Park Hospital for the Insane (known as the Acute Mental Hospital), 1909–12. It may have been part of a larger series however it is the only volume extant. The volume is self-indexing. Entries are arranged alphabetically by patients surname and then chronologically by the admission date. There are separate listings for male and female patients. 

Details recorded include:
· name of patient
· date of admission
· dates of examinations (if any)
· date of discharge
· how discharged
Annual and Quinquennial Examination Registers
Section 17 of the Lunacy Amendment Act 1888 required that each patient in every asylum, philanthropic hospital and cottage for the reception of patients and every boarded-out patient was to be examined annually by a medical practitioner appointed by the Governor-in-Council in order to determine their sanity and their general health. This was to occur at least once every 12 consecutive months the patient remained. The medical practitioner was not to be an employee of any of the asylums (following the Report of the Royal Commission of Inquiry into the Insane and Inebriate 1882–84, Zox Commission, where witnesses had alleged that asylum patients were unnecessarily detained).

The legislation requiring an annual examination of patients was amended by the Lunacy Act 1903, section 88. From 1905, patients were to be examined once every 12 months for their first three years in residence, and subsequently once every five years by the Superintendent of the asylum or in the case of a licensed house, by the Government Medical Officer. A report was then to be made to the Inspector-General of the Lunacy Department who in turn reported to the Chief Secretary (from 1950, reports were sent to the Chief Medical Officer of the Mental Hygiene Branch).
	1909–12

	Royal Park Mental Hospital Daily Report Books
Volume; Permanent (VPRS Number 7439 /  P0001)
Contents: Daily reports by the Ward Head Nurse, arranged in chronological order. Reports list significant events relating to ward administration, with particular emphasis on patient welfare. The names of the admissions and discharges for the day are included.

Daily statistics relating to patients are standard to each entry.

Various volumes include the type and amount of drugs administered and to whom.

The volumes recording the reports from October 1947 to August 1951 are missing.

The volume entries are chronological by date of report. 
	1946–67

	Post Mortem Registers 
Volume; Permanent (VPRS Number 7433 / P0001)
Contents: Results of post-mortem examinations of patients at Royal Park Hospital for the Insane (from 1934 known as Mental Hospital).

Entries are arranged chronologically by date of post-mortem. The name of the patient and their age at death is recorded. In addition, the doctor performing the post-mortem recorded the following information:

· clinical diagnosis
· general appearance (of cadaver)
· circulatory system
· respiratory system
· alimentary system
· excretory and generative system

· nervous systems
· cause of death.
In some cases, the doctor provided diagrams of unusual features such as skull shape.

Arranged chronologically by post-mortem report date. Volumes have date range written on the spine.
	1931–52

	Royal Park Receiving House (1907–62); Royal Park Psychiatric Hospital (1962–99); Royal Park Hospital for the Insane (1909–34); Royal Park Mental Hospital (1934–54) 
relates to both short- and long-stay facilities
	

	Admission and discharge
	

	Index Cards 
Cards; Unappraised
Patient Index cards giving summary details of the people admitted. They contain details of the patients, their illness, and a report by the doctor who admitted them. 
	c.1935–85

	Royal Park Mental Hospital Asylum Records Content: 
Volume; Permanent (VPRS Number 7481/P0001)
Contents: Records from Royal Park Hospital for the Insane, and Receiving House, separately created and maintained, but placed together to reflect a recordkeeping system in operation, and for ease of reference.

The following records are included in the series.

Units 1 and 2 Registers of Patients.

Using Registers of Patients/Admission Registers

Each volume contains an index by patient name, providing a reference to the volume and page number where the patient's entry can be found.

For more information on Registers of Patients/Admissions Registers, See: Register of Patients: Recommended Patients [Admission Register] above
Register of Patients - Royal Park 

A note in volume 2 explains that this register is a "temporary" register only; however this volume has been retained permanently because many of the admissions registered in the volume are not recorded in any other volumes extant.

Both of these volumes may have been part of a larger series but they are the only records recovered to date.

System of Arrangement/Control

Chronological by date of admission. Volume one has its date range stamped on the spine. Separate sequential numbers allocated to males and females.

Range of Control Symbols

Series 24.9.1907 - 23.5.1909 (Unit 1 only)
Entries: 24.9.1907 - 25.3.1912

Units 3 and 4 Circulars Books

Unit 3 contains copies of memoranda sent from Government Departments to each Hospital for the Insane. Unit 4 contains copies of memoranda sent from the Medical Superintendent to staff. The subject matter in both volumes deals with various matters including care of patients, record keeping arrangements and working conditions of staff. Circulars are arranged chronologically within the volume.

Unit 5 Register of Candidates and Results for Nursing Examinations

This volume records the names of candidates for first, second and third year nursing examinations. Their results (pass or fail) in each component of the exam, previous examination results, and any other remarks. All examinations held on the one date are recorded together in the one folio. Entries are arranged chronologically by date of examination.

Unit 6 Official Visitors Book

Under the provisions of the Lunacy Act 1867, the Governor-in-Council was to appoint not less than two Justices to be Official Visitors for the metropolitan hospitals and not less than two Justices to be official visitors for each of the country hospitals. The Official Visitors were to be accompanied by the Inspector-General of the Insane and to visit at least once every three months. 
The Official Visitors were to inspect: every part of the building; the grounds; every patient (inquiring whether any patient was under restraint or in seclusion, and why); the registers of patients; the order and certificates for every patients’ reception since the last visit. 
On inspection they were to enter in the "Inspector-General's and Visitors' Book" a memo with: the hospital and patients’ condition; the number of patients under restraint or seclusion and reasons; and specify any irregularities in any order or certificates.

The reports in this volume are arranged chronologically. Each one is signed and dated by the Inspector General and/or Official Visitors. They vary in length from one sentence to several paragraphs. A few loose leafs listing the names of Official Visitors has been placed at the front of the volume.

Unit 7 Case Book

How to locate an individual case history

Case histories were recorded chronologically by date of admission of the patient. Some casebooks include an alphabetical index to patients which gives the page number on which the entry is found. In some institutions, a separate Index to Casebooks was maintained.

When no index is available, it is necessary to determine the date of admission by consulting other records such as Registers of Patients, most of which have alphabetical indexes by patient name. Dates of admission can also be obtained from Nominal Registers, which are arranged alphabetically by patient name. Annual Examination Registers can be used to ascertain dates of admission if other records are not extant and centrally created Alphabetical Lists of Patients in Asylums (VPRS 4779) which cover the period 1849–85 can also be used.

Casebooks

From at least 1845 and the proclamation of An Act for the Regulation of the Care and Treatment of Lunatics (8 & 9 Vic c.100), each asylum was required to maintain a Casebook of patients. The book was to be kept in such form as the Governor in Council was from time to time to direct. As soon as possible after the admission of any patient and periodically thereafter, the following details were to be entered into the Casebook:

· the mental state and bodily condition of every patient on admission

· the history of his/her case recorded from time to time while he/she continued to be a patient in the asylum
a correct description of the medicine and other remedies prescribed for the treatment of his/her disorder

· and in the case of death an exact account of the autopsy (if any) of the patient

Information recorded in the case histories included:

Personal Details

· date of admission

· admission number

· name and address of nearest relative

· by whom brought to the asylum

· previous residence

· age and sex of patient

· whether married, widowed or single

· if any family

· occupation

· habits of life

Medical Details

· form of insanity

· duration of present attack

· if disordered before/if disorder hereditary

· specific signs of insanity

· if suicidal

· if dangerous and destructive

· a brief description of bodily condition

· the history of his/her case recorded from time to time while he/she continued to be a patient in the asylum

· a description of the medicine and other remedies prescribed for the treatment of his/her disorder

The casebooks usually record whether a patient was transferred elsewhere, discharged or died in custody. A copy of the post-mortem report was sometimes included in cases of death.

These books were to be regularly inspected by an Inspector or other officer appointed under the provisions of the prevailing legislation. It was expected that a full account of the mental and physical condition of the patient would be entered in the casebook on admission of the patient with a further note to be made at the end of each month at least for the first six months and subsequently a full note every six months. However such thorough and accurate notes were not always maintained.

In later years the format of the casebooks was altered slightly. Reference was made to the admission number of the patient and a photograph of the patient on admission was often included. Additional information such as extracts from the required medical certificates and a copy of the Medical Superintendent's report on the mental and physical condition of the patient were often incorporated and additional space was provided for recording the history of each patient.

In 1912 the format of case histories was changed from bound casebooks to loose leaf folio format. The new format facilitated the transfer of case histories with the patients when they were sent to other institutions.
Case Books - Royal Park

There is an index by patient surname at the front of both volumes. This is the only volume which has been recovered to date.

Range of Control Symbols

Volumes: No control symbols apparent
Contents: 28.6.1945 - 31.8.1948

Unit 8 Record of Subjects sent to School of Anatomy, Melbourne University.

Under direction from the Chief Secretary, the Department of Mental Hygiene was permitted to supply the School of Medicine, Melbourne University with not more than 12 bodies per annum to assist in the instruction of medical students in anatomy. A body of a dead patient could be supplied if:

(a) it was suitable for anatomical dissection,

(b) no relative or friend could be found who was willing to arrange for a burial of the deceased,

(c) there was no objection by any relative,

(d) there appeared to the Medical Superintendent no reason why any special report should be made to the Coroner requiring a post-mortem examination.

The Director of Mental Hygiene was to be notified in writing in each case of the Intention to send a body to the School of Medicine.

This volume was used to record that notification. A preformed indicating that a body of a particular deceased person was to be transferred was removed from this volume and sent to the Inspector of Anatomy Chief Secretary's Office. The volume retained a receipt noting:

· name 

· age 

· sex 

· religious denomination 

· last place of abode 

· place of death
· date of death 

· cause of death.
A memorandum outlining the procedure concerning the conveyance of bodies to Melbourne University is placed within the volume.

This volume may have once been part of a larger series; however it is the only record recovered to date. 

Arranged chronologically by notice date 

Entries: 16.11.1936 - 6.12.1954

Unit 9 Case History Notes

These loose leaf case history notes perform the same function as the Case Book (unit 7) and record the same information. The only difference lies in their loose-leaf folio format. The reason for changing to the loose leaf format was to improve the efficiency of record keeping. Rather than having to create a new record every time a patient was transferred to another institution, the loose leaf history could also be removed to another institution along with the patient.

The loose leaf folios have been arranged chronologically by the date of admission.

Contents: 12.5.1916 – 2.9.1941
	1907–68

	Voluntary Boarders Maintenance Books
Volume; Unappraised
Content: Registers documenting the names of voluntary boarders, when they are admitted, and details of payment. 
	1932–45

	Admission Registers (Voluntary and Involuntary)
Volumes; Permanent (VPRS Number 17881/ P0001), Permanent (VPRS Number 17916 / P0001), Permanent (VPRS Number 17920 / P0001)
Registers documenting the admission of patients to Royal Park Hospital.
	1988–96

	Registers of Voluntary Boarders
Volume; Unappraised
Content: Registers containing details of patients admitted voluntarily to the hospital. 
	1942–62

	Register of Patients: Inebriates
Volume; Permanent (VPRS Number 17883 / P0001)
A volume detailing inebriate patient admissions to Royal Park (VA 2845). It is unknown why the hospital maintained a separate volume for patients with alcoholism. The register includes:

· admission number

· date of admission

· patient name

· for what period committed

· by whom committed

· address

· discharge details

Information regarding who was to pay for the patient's stay was also recorded.

Entries were made in the register in chronological order by the date of admission. The volume also contains an index at the front arranged alphabetically by patient surname. 

For more information on recordkeeping in asylums, See: Register of Patients: Recommended Patients [Admission Register] above
	1945–53

	Register of Patients: Immigrants
Volume; Permanent (VPRS Number 17884 / P0001) and Permanent (VPRS Number 17885 / P0001)
Content: Volumes detailing immigrant patient admissions to Royal Park Psychiatric Hospital. 

The register of patients includes:  

· admission date

· section of the act under which admitted 

· name

· date of birth

· place of birth

· date of arrival (in Australia)

· name of ship  

· assisted or full fare passenger

A separate section in the register is allocated for Voluntary Boarders. This section includes:  

· name

· place of birth

Some volumes include discharge information. Entries were made in the register in chronological order by the date of admission.

For more information on recordkeeping in asylums, See: Register of Patients: Recommended Patients [Admission Register] above 
	1954–66

	Discharge Summaries
Document; Temporary
Content: Discharge Summaries for patients at Royal Park Hospital in 1994; they are arranged in alphabetical order
	1994

	Casebooks (Females)
Volume; Unappraised
Content: Volumes documenting the treatment and progress of females admitted to Royal Park Hospital and Royal Park Hospital Receiving House. They precede individual patient case histories. 
	1909 –12

	Warrants
	

	Admission and Discharge Warrants, Admitted Voluntary Boarders, Section 98 Warrants, Orders for Transfers 
Document; Unappraised
Content: Miscellaneous admission warrants, 1912–76; admitted voluntary boarders 1959; admission warrants, 1950; 1948 Section 98 Warrants and Orders for Transfers; Discharge Warrants, 1949–50 and 1963. 
	1912–76

	Warrants (Voluntary Boarders)
Document; Unappraised
Content: Records which document that a person was legally admitted to the hospital as a voluntary boarder. They contain details of the person and medical certificates. 
	1918–62

	Discharge Warrants
Document; Unappraised
Content: Records documenting that a person has been legally discharged from the hospital, and is not an absconder. 
	1963–72

	Warrants (Voluntary, Involuntary and Recommended)
Document; Unappraised
Content: Records which document that a person was legally admitted to the hospital. They contain details of the person and medical certificates. 
	1973–92

	Warrants (Recommended)
Document; Unappraised
Content: Records documenting a person’s legal admission to the hospital, with details and medical certificates. 
	1973–96

	Warrants (Informal)
Document; Unappraised
Content: Records documenting a person’s legal admission to the hospital as an informal patient, with details and medical certificates. 
	1981–86

	Patient Case Management
	

	Patient Clinical Notes
File; Permanent (VPRS Number 18098 / P0001)
Content: Each patient admitted into a mental hospital was required by legislation to have a file created to document their case history from admission to discharge or death. From1912–53, the files allowed each patient to have a unique file containing information relevant to only him or her. The file could thus be moved between wards or institutions when the patient was moved or removed from current filing systems when the patient was discharged or died. 

Depending on file format and patient circumstances, a file can include the patient’s personal details in the form of a face sheet or 'Statement of Personal Details', superintendent’s examination, special investigations, physical examination, psychiatric history, psychiatric examination, nursing notes and special treatments.

Records in this collection commenced to be created in mental health institutions from 1912. Prior to that date patient case records were in bound case books that contained information on a large number of patients with one or two folios relating to an individual patient. From 1912 the folios relating to an individual patient were created separately in the form of a pale blue, loose-leaf, four-sided folio reinforced on the spine with cotton tape. 

The front cover of these folios included: patient name; admission dates; trial leave dates; dates boarded out; date of discharge or date of death. The inside pages detail: all available personal details; admission details; medical details; as well as running notes by staff on the patient’s condition and treatment. Some files include photographs of patients taken at the time of their admission and some have other documents attached or enclosed.

The thoroughness and accuracy of the patient details varied from folio to folio with some giving a full account of the patient’s care, condition and treatment while other contain limited information.

This collection includes a number of files in the format used after 1953 and it is most likely that they are included in this collection because they were created in the transition period 1953–55 when new file types were introduced.
	1912–54

	Restraint and Seclusion Registers
Volume; Unappraised
Content: Registers giving details of any patients mechanically restrained or placed in seclusion at the hospital. 
	1982–95

	Treatment Approval & Authority Forms Seclusion Restraint – Electro Convulsive Therapy ( ECT ); 
Document; Unappraised
This collection contains treatment approval and authority forms for patients for seclusion; mechanical restraint; restraint of voluntary patients who intend to discharge themselves; for non-psychiatric treatment; ECT
	1992–98

	Treatment Authority Consent Forms
Document; Temporary
Content: Records authorising non-psychiatric and other treatment for patients who have given their consent. 
	1982–95

	Discharge Summaries
Document; Temporary
Content: this collection consists of discharge summaries for patients who were discharged or transferred to another facility, presumably after Royal Park was decommissioned. The summaries include: 

· dates of admission and discharge

· patients history and personal details

· psychiatric history

· case management 

· progress 

· prognosis 

· medication

· patient UR number the records are in UR number order.
	1999

	Triage/Crisis Register 
Volume; Temporary
Content: Records cannot be located at present so no information available.
	1995–99

	Night Supervisor’s Report Books
Volume; Temporary
Content: Records created to record patients in each ward each night, staff on duty, any incidents, and the general state of the wards. 
	1976–80

	High Dependency Observation Books  
Volume; Temporary
Observation books with details recorded in chronological order.
	1991–96

	Assessment Books
Volume; Temporary
Entries in chronological order.
	1991–96

	Patient movement and trial leave
	

	Trial Leave Registers
Volume; Unappraised
Content: Registers containing summary information about patients leaving the hospital temporarily for trial leave, including where they stayed on while leave. 
	1927–84

	Royal Park Mental Hospital Trial Leave Register – [1909–27] and Register of Escapees [1914–24]
Volume; Permanent (VPRS Number 7454 / P0001)

Entries in chronological order by date of commencement of trial leave/escape. Front of volume has an index in alphabetical order by patient family name.

Content: records the dates of patients’ trial leave. Two separate sequential number systems for male and female patients. Patients were allocated a new sequential number each time they were on trial leave. 

Details include:

· patient name

· date of admission

· period of leave allowed

· date returned to Asylum (or if discharged, under which particular section of the Lunacy Act the discharge was permitted)

· the name of the person responsible for the patient on trial leave. 

Entries are listed in chronological order by date of commencement of trial leave. Trial leave was allocated in six and twelve month periods. Leave was extended in some cases and the dates are recorded. Where further entries for trial leave for the patient are recorded reference is usually made to the next entry.

Register of Escapes 1914–24 at the rear of the volume with the patient name, escape date and recapture date. Some entries have comments on how the patient escaped.
Entries chronological by date of trial leave/escape. Index by patient name at front of volume.
	1909–27

	Patient’s death
	

	Mortuary Register
Volume; Unappraised
This is a register of deceased patients, giving their name, date of death, and location of body. 
	1947–65

	Pathology
	

	Post Mortem Registers [Pathology Laboratory]
Volume; Permanent (VPRS Number 7436 / P0001)
Content: This series records the results of post mortem examinations performed at the Pathology Laboratory, Royal Park Mental Hospital. Patients from a number of hospitals, not only Royal Park, are included in the Register.

Entries are arranged chronologically by date of post mortem. The following information is recorded:

· name of patient

· age

· hospital

· clinical diagnosis

· date of admission

· date of death

Volumes include some correspondence relating to patients, and some notes on animal experimentation.

Volume 2 has a list of students attending Neuropathology courses in 1958, 1962, 1963, 1964 and 1965.

Volume entries are chronological by post mortem date.
	1956–66

	Pathology Records
Temporary
These registers document tests conducted in the Royal Park pathology department. 
	1933–67

	Social Work
	

	Social Worker Histories 
File; Permanent (VPRS Number 7538 / P0001)
This series contains reports by social workers concerning patients referred to them. Often patients were referred on admission in order to compile a social history which included details such as:

· family history
· childhood
· school
· work
· sexual experiences
· emotional attachments
· onset of illness.
Social worker histories were also compiled prior to a patient's discharge, in support of pension/sickness benefits or after-care reports. Often correspondence and memoranda are also attached to the file. Some hand written notes may also be included.

The arrangement is chronological, apparently by date of visit. A sequential registration number is also present on each report. This number may be the social worker's registration or may relate to the patient number.

The first three units contain folders in which the reports have been bound. Successive reports are in a loose-leaf format. Unit 3 also contains some miscellaneous reports (1951/1-208) which appear to run in a separate sequential sequence. The provenance of these reports is unknown: they have been included with the collections where they were located before transfer.
	1944–55

	Social Worker Case Files
File; Temporary
Content: The collection register contains a list of patient’s names however they are not in alphabetical order.
	1988–92

	Psychology/Psychiatry
	

	Psychologists’ Patient Reports
File; Unappraised
Psychologists reports on patients referred by the admitting doctor for assessment. The reports contain details of the patient, the reason for referral, case details and psychological reports. 
	1969–76

	Psychiatrists Patient Case Files
File; Unappraised
This collection consists of patient case files which record the results of tests administered to patients; files contain test reports; notes; comments; the collection register contains a list of patients names arranged in alphabetical order.
	1988–92

	Psychiatrists Patient Case Files
File; Unappraised
This collection consists of patient case files which record the results of tests administered to patients; files contain test reports; notes; comments; the collection register contains a list of patients names arranged in alphabetical order.
	1988–92

	Psychologists’ Patient Reports
File; Temporary
Content: Psychologists reports on patients referred by the admitting doctor for assessment. The reports contain details of the patient, the reason for referral, case details and psychological reports. Files include: a referral card; personal details of name/age/gender/occupation/ward number (if a ward of state)/ name of referring doctor and reason; pro-forma psychologist report; results of psychological tests; IQ; memory scale; ACER reading test results and copies of the tests. 
Files arranged alphabetically by family name. 
	1969–76

	Chief Psychiatrist Clients [Health Commissioner Psychiatry Unit] Patient Complaints 
File; Temporary
Content: One box of files documenting complaints made by patients at the hospital
	1991–96

	Psychiatric Hospital Occupational Therapy Reports
File; Temporary
Content: Patient files arranged by surname, including the hospital UR number.
	1987–93

	Social Work Department Patient Index Cards  
Card; Temporary
Content: Card index for patients case-managed by the social workers.
	1992–94

	Dietician
	

	Dietician Administrative Files
File; Temporary
Content: Mainly minutes of the Nutrition and Food Services Committee and Dieticians In Psychiatry, as well as correspondence and policy and procedure manuals. 
	1985–94

	Referral Cards and Nutrition Assessments
Card; Temporary
Content: Summary details of people referred to the dietician for assessments. 
	1989–94

	Josh House
	

	Psychiatric Hospital Josh House Patient Histories 
File; Unappraised
Content: Patient histories from Josh House, Royal Park Psychiatric Hospital. Contain information including name; address; medical prognosis; date of admission; date of discharge. Arranged in loose alphabetical order with full family and given names. 
	1996–97

	Bleuler House
	

	Bleuler Unit Records
Volume, document; Temporary
Content: Various records from the unit including patient property books, indemnity books, cash books, and manuals. 
	1989–97

	Psychiatric Hospital Bleuler House Patient Histories 
File; Unappraised
Content: An incomplete sequence of patient histories, from M - Z; and one file with patient surname starting with “H”. The records are arranged in rough alphabetical order together with a file number. 
	1983–87


Departmental administration
	Description
	Date range

	Royal Park/ Mont Park Mental Health Library collections
	

	Administration papers from the Royal Park/ Mont Park Mental Health Library
Document; Unappraised
Content: Administration papers for Royal Park/Mont Park Mental Health Libraries. Information on this collection is subject to further research.
	1900–95

	Dr Charles Brothers’ Historical Records and Memorabilia 
Document, Volume;
Content: The Dr Charles Brothers’ historical records and memorabilia collection, from Royal Park/ Mont Park Mental Health Library. The collection was part

The Charles Brothers Museum was originally located at the Mental Health Library, Office of Psychiatric Services. This collection was split up in the late 1980s. The artefacts were deposited with Museum Victoria in 1987, and the photographs were transferred to the Royal Melbourne Hospital.

Contains Charles Brothers’ personal papers, memorabilia and records that reflect his professional affiliations, work commitments and interests. An eclectic selection of reference material that includes: 

· Acts of Parliament 

· Copies of speeches and published opinions regarding legislation

· government records such as Mont Park Admissions Register, 1902–06, Fairfield Hospital patient records, 1980s, also the Children’s Accounts Cash Book relating to children in employment, 1944–48

· letter books, containing memos, circulars and letters mostly from the Mental Hygiene Authority

· personal note books and compiled volumes with collated information, for Register of Appointments to Medical Boards 

· annual reports from the Mental Hygiene Authority

· copies of government reports
· anatomy registers

· photographs

· newspaper articles, and so on.
	

	Dr Charles Brothers’ Glass Plate Negatives and Slides (part of the Charles Brothers Historical Records and Memorabilia)
Slide; Glass Place; Unappraised
Content: These glass plate negatives and slides were part of the Historical Records and Memorabilia collection. This photographic images depict: 

· reference material and lecture slides

· photographs of buildings, hospital scenes, staff and clients, from various mental health hospitals 

The department has a complete catalogue of the images in this collection.
	1880–70

	Reference materials regarding Psychiatry and Psychiatric Nursing
Book; Unappraised
Content: Includes originals and copies of early psychiatric institute records, historical psych centre development, psychiatric nursing information and personal papers of prominent psychiatrists. Contains working papers and reports from the 1970s on development of psychiatric hospitals and psychiatric nursing information. The historical materials may have been held by the curator of the Charles Brothers Mental Health Museum. Original warrants and correspondence as well as copied materials are included in the historical records.
	1860–99

	Charles Brothers Historical Records -Psychiatry and Psychiatric Nursing 
Volume, Document, Photograph; Unappraised
Content: A diverse collection of records and reference materials including: 

· originals and copies of early psychiatric institute records

· historical psychiatric centre development

· psychiatric nursing information

· personal papers of prominent psychiatrists

· working papers and reports from the 1970 s on the development of psychiatric hospitals and psychiatric nursing information

· historical materials held by the curator of the Charles Brothers mental health museum

· original warrants and correspondence

· copied historical records; transcripts of evidence

· meeting papers; psychiatric nursing centre guides

· nursing graduations; historical people and cases and primary research sources; lecture notes

· research materials

· original manuscript of "History of Australian Psychiatry 1835 to 1905"

· historical press clippings.
	1862–95

	Executive Management
	

	Subject indexes to Mental Health Authority Meetings
Volume; Unappraised
Content: This collection compromises of six registers that provide a subject index to each Mental Health Authority meeting. The provenance is Royal Park but all other mental health institutions are involved.
	1952–83

	Indexes to and Minutes of the Executive and Sub Committees of the Mental Health Authority Meetings
Volume; Unappraised
Content: 10 registers providing indexes that refer to further items, from the sub-committees of the mental health authority meetings as well as the executive committees, as follows:

Volume 1  1958: 1971 Chaplains Advisory Committee, with index

Volume 2 1952: 1973 Medical Superintendents Committee, with index

Volume 3 1973: 1978 Alcoholics & Drug dependent persons services branch 

Volume 4 1961: 1967 Advisory Committee to the Mental Health Authority, with index

Volume 5 1967: 1974 advisory committee Ambermere/St Nicholas 

Volume 6 1974: 1976 St Nicholas Advisory Committee

Volume 7 1974:  Medical Superintendent’s Committee

Volume 8 1974: 1978 Trustees of the Bruce Bowman Pearce Bequest Trust Fund

Volume 9 1978: 1979 Index Executive Committee Minutes

Volume 10 1980: Index Executive Committee Minutes
	1952–80

	Receiving House Medical Superintendent's Correspondence 
Document; Unappraised
Content: Remnant of the Superintendent’s central incoming and outgoing correspondence system, documenting this position’s governance role within the institution, as well as his professional interaction within the medical community and communication with the families of patients.
	1950–51

	Manager Royal Park Subject Files
File; Unappraised
Content: Correspondence, reports and policy documents covering all areas of the hospital’s administration. 
	1945–85

	Official Visitors’ Registers
Volume; Unappraised
Content: Registers documenting visits by patients’ friends and relatives, and by the Official Visitors. 
	1920–87

	Register Of Visits By Community Visitors
Document; Temporary
Content: Loose pages that recorded the Department’s Community Visitors monitoring patients’ health and living conditions. Destroyed 14/11/2008
	1991–94

	Register of Documents/Psychiatrist Superintendent Correspondence Book
Register; Unappraised
Content: Registers of documents and correspondence: letter received, date, contents, sender, where it was forwarded for action or reference. 
	1969–76

	Psychiatrist Superintendents Subject Files 
File; Temporary
Content: Some of the duties and responsibilities of the Royal Park Hospital Psychiatrist Superintendent: patients, staff, clinical practise, the different units within the hospital (e.g. John Cade Unit), other psychiatric centres, medical students and general administration. Arranged in an alphabetical sequence under subject title.
	1970–88

	Assistant Director’s Records
File; Temporary and Permanent 
Content: Various records documenting the responsibilities and functions of the assistant director finance. 
	1988–94

	Various Administrative Records
Document; Temporary and Permanent
Content: These records include minutes of meetings of the hospital executive, various working groups and correspondence relating to nursing administration and assistant director administrative services.
	1992–94

	Royal Park Mental Hospital Managers’ Correspondence
File; Temporary
Content: This collection consists correspondence relating to the administration of the facility.
	1980-89

	Correspondence
	

	Royal Park Mental Hospital Correspondence 
Document; Permanent (VPRS Number 7539 / P0001)
Content: General Royal Park and Receiving House correspondence (received and copies of replies), especially from the Lunacy Department.

Correspondence relates to:

· positions and movement of staff

· transfers

· placements

· applications for employment

· leave

· resignations

· reports on staff

· account and staff salary queries and claims

· requisition forms for general administrative requirements such as stationery and stamps for maintenance material and general purchases.

The series also contains notice of Enquiries and actual Enquiry Reports into deaths of patients or attendants.

There is evidence on most files of a filing system using an annual sequential numbering system but no means of access has been found.

Files boxed in annual bundles, arranged roughly sequentially.

(NB. The volume for 1920 missing.)
	1919-35

	Correspondence with military
	

	Military Correspondence Book
Register; Unappraised
Content: Duplicates of correspondence between the hospital and various military offices in Melbourne.
	1916–17

	Manuals
	

	Operating, Policy and Procedure Manuals
Document; Unappraised
Content: Manuals from within different departments and units within the hospital, documenting their policies and procedures, covering: 

· administrative services

· admissions procedure

· building maintenance

· chaplaincy; 

· clinical psychology policy and procedures;

· ECT

· emergency

· fire

· food services

· infection control

· medical records procedure

· nursing - social work

Arranged in a loose alphabetical order.
	1996–97

	Inspection of patient’s lodgings
	

	Non-Government Boarding House Inspection Files
File; Temporary
Content: Information and questionnaires/surveys on individual boarding house, including details of owners, patients in care, the state of the house and its operation. Boarding houses were used by out-patients of various psychiatric treatment centres, including Dandenong, Ballarat, Mont Park etc. 

Arranged by surname of the proprietor, and their file number (derived from postcodes), the description and name (if any) of the boarding house in the date range.
	c.1968–84

	Finance
	

	Finance Branch Batches
Document; Temporary
Content: Payment of invoices from suppliers of goods and services. Destroyed since 29/10/2004.
	1989–90

	Batches
Document; Temporary
Content: Records documenting payment of invoices from suppliers of goods and services. Destroyed since 29/10/2004.
	1989–94

	Cab Charge Receipts
Voucher Butts, Temporary
Content: Butts from cab charge voucher books showing who used the voucher, when used, where they went, and the journey cost. Destroyed since 29/10/2004.
	1994–95

	Financial Records
Document; Temporary
Content: Financial records such as revenue receipts, petty cash books, daily cheque vouchers and journal entries. Destroyed since 29/10/2004.
	1979–94

	Financial Records
Document; Temporary
Content:  Computer generated financial reports including cost centre financial reports, accounts payable transactions, cost centre summary reports and trial balance reports. 
	1989–93

	Monthly Cost Centre Usage Reports
Document; Temporary
Content: Monthly expenditure by all hospital cost centres. Destroyed since 29/10/2004.
	1993–95

	Purchase Orders
Document; Temporary
Content: Records documenting requests for the supply of goods and services. Destroyed since 29/10/2004.
	1993–95

	Staff Café Register Rolls
Receipt Rolls; 
Content: Receipt rolls from the staff cafeteria cash register showing each day’s takings. Destroyed since 16/7/2008.
	1989–91

	Clinical Trials and Studies
	

	Puerperal Psychosis Study 
Document; Unappraised
Content: Coding sheets; exclusions; inclusions; Case Studies. Arranged in a numerical order.
	1987–91

	Pathways Survey
Document; Unappraised
Content: Patient case files recording results of tests administered to patients: test reports; notes; comments. Register contains patients names listed alphabetically.
	1992–96

	Clinical Trial Records, Double-Blind Study Conducted By Eli Lilly Australia; Olanzapine Versus Risperidone In The Treatment Of Schizophrenia
Document; Unappraised
Content: Clinical trial records from Lilly Research Laboratories, Eli Lilly Australia Pty. Ltd., West Ryde, NSW. 
Many boxes contain folders of patient worksheets.
	1998

	Nursing administration and education
	

	Nursing Administration Policy Files 
File; Temporary and Permanent 
Content: This collection consists of nursing administration policy files from Royal Park Hospital. 

The files cover a very wide range of subjects in nursing: 

· medication manual

· ethical issues

· accreditation

· reports

· memos

· publications

· correspondence; 

· staff development

· national health strategy

· infection control

· quality assurance

· health and safety

· acute program management

· state-wide standard 

· research committee

The files are not in any apparent order.
	1980–92

	Nursing Student Files (including Record of Training Cards)
File; Unappraised
Content: Provision and administration of the psychiatric nursing course through the Metropolitan and Eastern School of Psychiatric Nursing. 

This school provided a course in basic nursing training at the following facilities:

· Royal Park

· Hobson Park

· Mayday Hills

· Willsmere

· Footscray

· Parkville

· Pleasant View
12-month post-basic psychiatric nursing course run at Muriel Yarrington School of Psychiatric Nursing.

Most records are individual student files detailing student’s progress, results and placements during the course. Information includes: 

· personal details

· application and enrolment forms

· results

· attainments

· transcripts

· certificates of completion

· correspondence

Some individual student files contain a Record of Training card – a summary of the student’s results over the course. 

Also, a separate sequence of Record of Training cards.

Also, a separate sequence of Student Registers detailing attendance and test results.

Also some administrative records containing: 

· subject files

· syllabus and curriculum material

· correspondence to students

· some examination papers

· blank certificates

· badges and other items
	1974–96 [original collection has 1986 & 1988]

	Record of Training Cards
Card; Unappraised
Content: Remnant collection of nursing student cards with attached academic transcripts. In alphabetical order by student’s surname from the sequence AMO to Y.

(See above entry for content description.)
	1974–81

	Metropolitan & Eastern School Of Psychiatric Nursing Royal Park Education Centre Student Nursing Intake files and records 
File; Temporary
Content: Nursing Student Files divided into categories: basic intake; post basic intake; refresher and re-entry course. There are several sequences of student files each in alphabetical order.
	1984–93

	Nursing administration Rosters and Financial Records
Document; Temporary
Content: Staff roster sheets, consolidated budget printouts, weekly staff returns and other cost centre reports. Also Heidelberg office invoices, overtime records and staff statistics. Destroyed 30/7/2003
	1991–95

	Stores and Issues records
	

	Issues Records
Voucher; Temporary
Content: Records documenting the issuing of goods to the hospital’s wards and units. 
	1989–93

	Material Received Vouchers 
Document; Temporary
Content: Material Received vouchers – document hospital’s receipt of goods and services from outside suppliers, from foodstuffs and clothing to fuel and furniture.

Destroyed 13/01/2003
	1989–94

	Stores Materials Received Vouchers
Voucher; Temporary
Content: Receipt of goods and services. 
	1988–91

	Receipts for Petrol and Stores
Document; Temporary

Content: Receipts for petrol and stores costs were a loose bundle of papers. Destroyed 21/05/2004.
	1994–96

	Materials Received Vouchers
Voucher; Temporary
Content: Receipt of goods and services. 
	1989–94

	Purchase Orders (Pink Copies)
Document; Temporary
Content: Requests for the supply of goods and services. 
	1989–93

	Purchase Orders (Yellow Copies)
Document; Temporary
Content: Requests for the supply of goods and services. 
	1989–94

	Trust Office and patient property
	

	Patient Finance Management Records 
Volume; Document; Temporary
Content: Two house kitty books; an Oak Street op shop weekly balance report; patient personal monies books. Register contains alphabetical list of patient names.
	1992–99

	Trust Office Assorted Accounting Records
Volume; Document; Temporary
Content: An assortment of accounting records including interest earned registers, year to date ledgers and patient address lists. 
	1988–92

	Trust Office Cash Books
Volume; Temporary
Content: Computer printouts of daily transactions against patient trust accounts.
	1990–92

	List of Patient Trust Accounts
Document; Temporary
Content: Each week’s balance of individual patients’ trust accounts 
	1989; 1992

	Trust Office List of Sundry Accounts
Document; Temporary
Content: A daily list of the balance for each of the trust office’s general operating accounts. 
	1990–92

	Property Statements
Document; Temporary
Content: The personal property brought into the hospital by patients upon admission. 
	1990–96

1990–92

	Trust Account Records
Document; Volume; Temporary
Content: Common financial records documenting the management of patient trust accounts including receipts, payment advices from state trustees, cash books and credit books. 
	1989–92

	Receipted Property Sheets
Document; Temporary
Content: destroyed 28/10/2003.
	1927–30

	Trust Office Records
Document, Voucher, Book, Volume; Temporary
Content: A variety of trust office records including vouchers, receipts, and property books, patient lists, details of patient payments and correspondence. 
	1990–95

	Trust Accounts Financial Records
Document; Temporary
Content: Financial information: adjustments; client lists; daily balances; deposits and withdrawals; drawn cheques; daily reconciliations and so on.

Destroyed 15/12/2009 
	1995–99

	Patients Property Registers
Volume; Temporary
Content: Registers holding details of patient’s property on admission into the facility. No other details available.

Destroyed 28/10/2003
	1921–39

	State Trustees Client Payments
Document; Temporary
Content: Payment documentation was arranged from A-Z. No further information available. 
Destroyed 21/05/2004
	1996–97

	Cash Books Wards
Volume; Temporary
Content: This collection consists of ledgers used to document monies issued to clients.
	1992–98

	Property Books
Volume; Temporary
Content: Books used to document patient’s property upon admission to hospital.
	1992–98

	Personnel and payroll
	

	Employee History Cards
Cards; Permanent (VPRS Number 18122 / P0001)
Content: The Employee History Cards document the employment details of all Royal Park Hospital employees for the period.

The cards include the employee’s name, date of birth, address, appointments and promotions, including position held, commencement date, date of separation including reason for finishing, nursing examinations information including qualifications, and salary details. Some cards include information regarding the employee’s living arrangements, e.g. “on grounds, on rations” or “off grounds, on rations” etc. 

The back of the cards contains superannuation information in relation to the employee. Cards arranged in alphabetical order by employee surname.
	1948–74

	Ex-Employee History Cards
Cards; Unappraised
Content: Summary details of former hospital employees: names, positions held, and date employment commenced and ended. 
	1962–91

	Transfer of Personnel
Document; Temporary
Content: Staff start and finish times each shift.
	1989–94

	Staff Grievances 
File; Temporary
Content: Two staff grievance files.
	1990–92

	Staff Attendance Records
Document; Temporary
Content: staffs hours and times worked; details of shift allowances – mainly sessional and casual workers. 
	1989–94

	Staff Leave and Attendance Records
Volume; Temporary
Content: Hours worked by each employee, and records of sick and annual leave taken. 
	1949–87

	Personnel Timesheets
Document; Temporary
Content: Staff start and finish times each shift. 
	1989–94

	Personnel Files 
File; Temporary
Content: Details of hospital employees work histories: employee details, absence from duty reports, applications of leave, medical certificates, transfer details and (some) correspondence. 
	1945–65,
1978–84,
1996

	Staff timesheets
Document; Temporary
Content: This collection contains both staff and student’s timesheets. These records used to document the times staff began and finished duty each shift.
Destroyed July 2008
	1990–91

	Staff Statistics
Document; Temporary
Content: No details available. Destroyed 20/8/2010
	1994–99

	Higher Duties Records
Document; Temporary
Content: Assignment of higher duties forms and higher duties cards, recording when staff undertook temporary higher duties.  
	1989–94

	Personnel Duty Reports
Document; Temporary
Content: Staff attendance and a running total of accrued flexi time. 
	1989–92

	Personnel Files 
File; Temporary
Content: Royal Park personnel files – records believed to have been among many other types of records. Now arranged in alphabetical order.
	1971–78

	Personnel File
File; Temporary
Content: Separate personnel file on employees.
	1976–89

	Workcover claim files (Royal Park and Footscray Psychiatric hospitals)
File; Temporary
Content: Workcover claim files: claim forms, statements of accidents and injuries, medical reports, final outcomes, payment details. Arranged alphabetically by employee family name. 
	1987–95

	Taxation Records
Document; Temporary
Content: Records documenting taxation including group certificates and employment declaration forms. 
Destroyed 4/10/2009. 
	1989–92

	Salary Records
Document; Temporary
Content: Salary records including salary increments schedule, pay changes, and meal allowance claims. 
	1987–94

	Voluntary Staff Departure Packages
File; Temporary
Content: Voluntary departure package documentation for staff at Royal Park: working papers; details of offers; acceptances. Arranged in chronological order.
	1995–97

	Staff Rosters and Timesheets
Document; Temporary
Content: Staff rosters and timesheets from the Communication Centre at Royal Park, used to document staff start and finish times each shift. 
Destroyed 21/05/2004.
	1995

	Work Experience Persons And Volunteers
Document; Temporary
Content:  Work experience people from 1991–94, and volunteers, 1990–94. Destroyed 21/05/2004
	1990–94

	Staff Timesheets
Document; Temporary
These records used to document the times staff began and finished duty each shift. Destroyed 19/01/1999.
	1990–91

	Staff Accident Register Index Cards Workers Compensation Cases
Document; Temporary
Content: Miscellaneous State Insurance Office letters regarding claims.
	c.1980s–c.90s

	Employee Pay Records
Document; Temporary
Content: Payroll salary summaries records relating to Royal Park and Travancore employees. Arranged in alphabetical order.
	c.1989 - 2008

	Payroll Reports
Computer printout; Temporary
Content: Computer-generated payroll reports including cost centre by position reports, cash books, 52 week history reports and payroll control reports. Destroyed 29/10/2004.
	1991–93

	Payroll Reports
Document; Temporary
Content: Payroll reports created each pay period. Destroyed date not known.
	1990–91

	Payroll Reports
Computer printout; Temporary
Content: Computer-generated payroll reports including payslips, reconciliation reports, bank tape detail listings, 52 week history reports and payroll control reports. 
Destroyed 29/10/2004.
	1989–94

	Timesheets
Document; Temporary
Content: Staff start and finish times, each shift. 
	1989–94

	Incident reporting
	

	Incident Reports 
Document; Temporary
Content: Records detailing incidents involving staff and/or patients, and outcomes.
	1985–96

	Incident Reports 
Document; Temporary
Content: Records detailing incidents involving staff and/or patients, and outcomes: incident reports arranged in chronological order.
	December 1991– October 98

	Incident Reports 
Document; Temporary
Content: Mostly 1983–85 incident reports. Some remnant records from 1991 and 1993. Records giving details of incidents involving staff and/or patients, and outcomes.
	1983–93

	Telephone enquiries and referrals 
	

	Admission and Referral Phone Call Record Books 
Volume; Temporary
Content: Records created to document the date, time and content of telephone calls made to the admission area and their outcomes. The volumes are in chronological order.
	1990–92

	Insurance
	

	Losscon Insurance Claims 
Document; Temporary
Content: These records pertain to insurance claims.
	1991–98

	Indemnity Books
Volume; Temporary
Content: Volumes created for three wards: JCV 1992–94; Adey 1993–94; and Meduna 1994–95. 
Destroyed 21/05/2004.
	1992–94

	Contracting out
	

	Contracting Out/Consultancies Eastern Region Contract Administration Financial

Records
Document; Temporary
Content: Financial records covering a wide range of services, such as: 

· Primary Care

· Acute Health

· Aged Care

· Adult Training and Support Services

· Disability Services and day programs Psychiatric Services
	1990–96

	Information and file requests
Document; Temporary
Content: Routine correspondence enquiries, arranged from A-Z. Destroyed 20/08/2010
	1984–98
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