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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.

Child and youth information
	Type of Record
	Description
	Date Range
	VPRS Number

	Admission and discharge

	Volume
	Index Books to State Ward Registers

Content: Before the Department of Industrial and Reformatory Schools was established in 1864, neglected children were cared for by charitable and voluntary organisations. Children charged under the Vagrancy Act were accommodated at the Immigrants Home in St Kilda Rd, Melbourne.

Under the Neglected and Criminal Children's Act 1864, a Department was established to care for deprived and delinquent children. Children were made Wards of State by the Courts and then their future was a matter for the Department. Some children were accommodated in Industrial Schools and after the 1872 Royal Commission and the Neglected and Criminal Children's Amendment Act1874, some were "boarded out". Allowances were paid to families to provide for the children. 

The index books control VPRS 4527 Ward Registers. The Ward Registers record children’s personal details, and details about their admission to care, placements and discharge.

The Index Books are arranged alphabetically and record the child's surname, first name and wardship number (allocated on admission to care). Some children were admitted several times. In the early years, these children received a new number each admission. In later years, children retained their original number. The Index Books refers to these as Registered Numbers. Under a heading "Entries", the Index Books record the volume and page number of the Ward Register where the child’s details are recorded. Where children readmitted to care were assigned a second or third registered number, there are references to the second or third Ward Register where their details can be found. Entries in the Wardship Registers are cross-referenced.

These indexes are valuable for researching Ward information until 1966 when the State Ward Index Cards replaced them. 
	1864–68

1868–1966
	6757 / P0001

6757 / P0002

	Volume
	Ward Registers (also known as Children's Registers)

Content: The Ward Registers’ function was to register wards of the state and maintain relevant information. They are arranged by the children’s sequential ward numbers, and they record summary details including:

· name 

· sex 

· date of birth 

· native place 

· religion 

· ability to read or write 

· date of commitment (date when the child became a ward of the state) 

· committing bench (e.g. 'Section 24' of the Act) 

· date of admission 

· date of term expiry 

· cause of commitment (e.g. no means of support) 

· whether parents are living 

· maintenance orders and details of any maintenance payments for the child’s support

· vaccination details

· previous history

· where stationed (placements in foster and children's homes or training centres) 

· licensing out details 

· details re discharge and half-yearly report information. 

Ward Registers were maintained since the earliest days of the Department and its predecessors. After 1960–61 they were not used to document clients entering the Department's care over the age of 14. From 1961, clients 14 or over were admitted to the Youth Welfare Division and were recorded on a card system, including any children that were in the Department's care before 14 and who were transferred from the Family to Youth Welfare Division on their 14th birthday. From 1 July 1966, the Family Welfare Division stopped using registers and introduced their own index card system.

PLEASE NOTE: volumes 1 to 47 of the P0 consignment and unit 1 of consignment P3 (previously VPRS 10055/P0 unit 4) have being digitised and are now accessible online. The P2 consignment holds the digital images of the original records. 

To find the entry for a specific individual, use the Search Within A Collection option and type in a surname. This option does not require you to consult any indexes.

Any references to histories obtained from these registers’ microfiche index (or from Ancestry.com) refer exclusively to the microfiche copy of the registers produced by the 1990s Department of Health and Community Services. The listing of the P0 consignment hardcopy volumes and of the P2 digital versions, is the result of considerable research undertaken by PROV in the years after the microfiche was published. It represents PROV's current understanding of these volumes as of October 2014.

The P3 consignment contains 1 volume, originally serialised as VPRS 10055/P0 unit 4. It is described in the microfiche index created by Australian Institute of Genealogical Studies (AIGS) as VPRS 10055/P0 unit 6.

Volumes in this collection have not yet been indexed or digitised, except units 1–47 of the P0 consignment and the sole volume in the P3 consignment. Most of these volumes contain a name index identifying the child and the page number in the volume containing the history.
	1864–1919

1919–66

1864–76

1864–1912
	4527 / P0000

4527 / P0001

4527 / P0003

4527 / P0002 (This is a digital copy of the ward registers available on the PROV website)



	Volume
	Ward Term Expires (Birthdays) 

Content: The Ward Term Expires (Birthdays) volumes are arranged in chronological order with each page representing a month in which the listed clients' terms of wardship expire. 

During the period of the Books, wardship expired when the child turned 18. The index is organised so that the earliest discharge dates are in the back of the volume, but each year has January closest to the front of the volume. 

Each month records the clients turning 18 that month, and gives the date of birth, wardship registration number and comments. Males are listed on the right hand pages and females on the left hand pages. The comments often include details regarding placement and adoption. 

As for the index Books to Parents, these Term Expiry indexes were maintained for some time after the introduction of the card systems that eventually replaced the index Books to Ward Registers. Note the gap in the volume which would have held date-of-birth entries 1900–1901. The information for this time is presumed lost.     
	1893–1985
	17880 / P0001

	Volume
	Index to Parents of Wards

Content: The index Books to the Parents of State Wards are arranged in alphabetical order by parents' surnames. After each entry, the child in care is recorded by wardship admission number (children's names are not used). These indexes have been maintained since 1934 and provide an additional avenue for locating information on wards. These indexes allow searching under the parents names for all that family’s children who were made wards. Although they provide the same information as the ward indexes, the different format and different condition of these records allow another approach where the ward indexes are too damaged to read and where there are gaps or missing pages. 
	1910–86
	17879 / P0001

	Volume
	Registers of Section 20 Admissions of Children to the Care of the Department, Family Welfare Division 

Content: Under section 20 of the Children’s Welfare Act 1954 (consolidated in 1958), “(w)here any child is without sufficient means of support……any parent guardian or person having the care and custody of the child may apply in the prescribed form to the Director that the child be admitted to the care of the Children’s Welfare Department”.

These registers are a central summary record documenting the admission of children to the care of the Department, for the period covered.

There are two registers, both in a typical column format.

The first register includes an alphabetical index at the beginning (by family name), listing the child’s name and the page of the child’s entry. The second register has no such index.

The main section of each register records the following information: 

· Sequential Number (of undetermined use only used in first register)

· Date of Application

· Date Application received

· Name and Address of Applicant

· Name of Child

· Date of Birth

· Religion

· Date seen by Magistrate

· Date Returned and Recommendations (Recommended/ Not recommended)

· Date Sent to Chief Secretary

· Date Returned and Decision (Approved/ Withdrawn)

· Remarks (usually records placement details)

The entries are chronological by application date.
	1958–74
	18195 / P0001

	Volume
	Family Welfare Division, Admission Registers

Content: These registers are a central summary record documenting children’s admission to the care of the Department’s Family Welfare Division, for the period covered.

It is thought that the registers served a dual purpose:

· To comply with legislative obligations in relation to registration of wards of the state, 

· As a statistical count for reporting and capitation (funding per capita).

The first register has separate sections for boys and girls. Thereafter, the registers use a split page system - boys in the top half, girls in the bottom half, with a double page covering a weekly period. There is a detailed statistical count at the bottom of each page, whereby cumulative totals for each code are carried over to the next week. These totals seemed to reset at the beginning of each financial year, lending credence to the belief that the records also served a capitation purpose.

In March 1978, the ward numbering system was re-set to a new sequence beginning at 1000. At the same time, the separation of entries by gender ceased, and the format of the register columns changed somewhat. The Admission and Committal codes were replaced with a written reason for admission, and the statistical information also ceased being recorded.

Inside the front cover of many of the registers is a legend relating to the codes used throughout for:

· Age Range

· Native Place (Victoria, Other States, Ex Australia)

· Causes of Admission (11 in total, such as Found Begging; Wandering Abandoned; or Unfit guardianship)

· Causes of Committal (14 in total, such as Larceny; Assault; or Breach of Probation)

D or N (Delinquent or Non Delinquent) would be placed in the appropriate number column as per the Admission or Committal codes.
	1961–84
	Unappraised

	Card
	Record Cards, State Wards / Clients, Alphabetical

Content: These ward index cards provide a summary record of all interactions of an individual child or young person with the Family Welfare Division. Arranged in alphabetical order by client surname, these cards record: name of child or young person; date and place of birth; religion; date admitted; reason for admission; names of parents and siblings if known; case allocation details; court details such as date of attendance, offence, sentence, expiry of probation, parole and supervision orders; and movement details including placements to youth training centres and children's homes, and discharge. 

Each child was allocated a number (in sequential order from 1 to 96,000) when they entered the care of the Department. Index cards were first introduced in 1960 to control the records of clients of or over the age of fourteen. Children turning fourteen in the Department's care, or those entering care for the first time at or after this age, were issued with Youth Welfare Division (YWD) numbers and any existing ward registration numbers were superseded by the YWD number. Ward registration numbers were issued from the same sequence up until 1978 when the numbers reached over 96,000. In 1979 this system was replaced by the 4-digit number and youth Correctional Field Services (CFS) annual single number.
	1961-1985
	16205 / P0002

	Volume
	Family Welfare Division Admission Registers [Volume 39 Ward Numbers 95768 to Volume 41 Ward Numbers 8058]

Content: These registers are a central summary record documenting the admission of children to the care of the Family Welfare Division of the Department, for the period of time covered by the registers.

It is thought that the registers served a dual purpose, of both:

1. compliance with legislative obligations in relation to registration of wards of the state, 

2. and as a statistical count for the purposes of reporting and capitation.

Within one of the registers is a memorandum from the Director of Family Welfare, dated 2/8/68 requesting a specific record be kept of all children with known Yugoslavian parents admitted to the care of the Division, and requesting a return at the end of each month.

The first register has separate sections for boys and girls. Thereafter, the registers use a split page system - boys in the top half, girls in the bottom half, with a double page covering a weekly period. There is a detailed statistical count at the bottom of each page, whereby cumulative totals for each code are carried over to the next week. These totals seemed to reset at the beginning of each financial year, lending credence to the belief that the records also served a capitation purpose.

In March 1978, the ward numbering system was re-set to a new sequence beginning at 1000. At the same time, the separation of entries by gender ceased, and the format of the register columns changed somewhat. The Admission and Committal codes were replaced with a written reason for admission, and the statistical information also ceased being recorded.

Inside the front cover of many of the registers is a legend relating to the codes used throughout for:

· Age Range

· Native Place (Victoria, Other States, Ex Australia)

· Causes of Admission (11 in total, such as Found Begging; Wandering Abandoned; or Unfit guardianship)

· Causes of Committal (14 in total, such as Larceny; Assault; or Breach of Probation)

· D or N (Delinquent or Non Delinquent) would be placed in the appropriate number column as per the Admission or Committal codes

The registers are in typical column format and record the following information:

· Ward Number

· Name of Child

· Date of Birth

· Date of Admission

· Court Location

· Code information (as per the legend detailed above)

The entries are arranged chronologically by date of admission.
	1961-1984
	Unappraised

	Card
	Youth Welfare Division Turana record cards (Baltara Reception Centre, Turana/ Malmsbury/ Langi Kal Kal Youth Training Centres)

Content: The Turana Youth Training Centre had a remand section which was the central depot for teenage boys and young men coming into the youth justice system.

By 1961 Turana had established a formal classification committee to initially assess, place and review the progress of trainees. In June 1962, a procedure was agreed upon between the Director of Youth Welfare and the Director of Family Welfare, regarding the admission of Wards to Turana. Boys of 14 years and older would be accepted and dealt with by Youth Welfare Division if they were:

· wards and non-wards brought to Turana on police charges

· non-wards brought to Turana on protection applications

These record cards were used to provide a summary history of all teenage boys and young men who passed through, or were admitted to, Turana, between 1961 and 1990. Since all young people sentenced under the Juvenile Justice Program were received at the Turana Youth Training Centre, the cards represent a summary history of such trainees throughout the state for that period. 

The cards therefore relate to children admitted to Baltara and trainees transferred to Turana, Malmsbury, Langi Kal Kal and Acheron Youth Training Centres.

The record cards record personal and physical description details upon admission. They record offence, bail, movement and legal details. In some cases, a card will provide information about parole.

These cards therefore represent a comprehensive record of trainee details and movements throughout the state during the trainee’s involvement with the Juvenile Justice program.

The cards are arranged alphabetically by trainee surname for each year of birth. Years of birth range from 1946–70. The administrators used the same stock of printed cards even though the administration had changed. The Youth Welfare Division (1971–79) was superseded by Family and Adolescent Services (1979–85) and superseded in 1985 by Youth Support Services.
	1961–90
	17863 / P0001



	Card
	Social Welfare Branch / Social Welfare Department / Department of Community Welfare Services / Department of Health and Community Services Medical Cards 

(Baltara Reception Centre, Turana / Malmsbury / Langi Kal Kal Youth Training Centres)

Content: These medical examination cards were used to provide a medical history of trainees admitted to, and passing through Turana Remand Section. 

The records contain the following details: 

· name and biographical details

· parent’s names and addresses

·  immunisations 

· past medical history 

· family history

· date of medical examination and summaries of external examinations

· treatment history, and medications issued

Depending on trainee circumstances, these records may also include a summary of dental and psychiatric treatment. The cards include copies of correspondence, copies of summary records from different clinics and so on.

The cards all relate to males and the cards are arranged alphabetically by trainee name within year of birth groups. 

The cards relate to children admitted to Baltara and trainees transferred to Turana, Malmsbury and Langi Kal Kal Training Centres. 

The cards represent the central depot function of Turana for male children and young adults. It was common for residents to move from one training centre to another, or be released back into their family and later readmitted into a custodial facility.
	1966–90
	N/A

	Volume
	Dandenong State Ward register, Westernport Region

Content: This single volume collection is labelled as Dandenong Ward Register. It is a loose leaf volume that permitted pages and dividers to be inserted. It contains a collection of dividers labelled each for the 12 months of the year and an additional eight unlabelled dividers. Between the dividers are inserted up to around 20 narrow pages on each of which is recorded information relating to a single state ward.

The face of each page is printed to capture the following information:

· Ward number

· File number

· Admitted to care [date]

· L.G.A. [purpose not known]

· Review Date [space for eight dates to be recorded]

· Review decision [space for eight dates to be recorded]

· Placement history

· Transferred to

· Date

· Discharged on.

A the foot of the page, designed to be visible when other short pages are inserted above, are

· Name

· Date of birth

· Placed [name of institution]

· Worker [initials of departmental worker allocated to the case].

Pages inserted behind each month divider relate to wards who were due to be reviewed in that month. 

Pages inserted behind unlabelled dividers relate to wards whose term had expired or who were otherwise discharged.

The pages within monthly sections and in all of the unlabelled dividers are arranged alphabetically by name of the ward of the state.

The record’s purpose appears to relate to case management of wards of the state as clients of staff operating out of the Dandenong office of the Department of Community Welfare Services.
	c.1980–82
	Unappraised

	Trainee / client management

	File
	State Ward Case Files, all Wards (to June 1961); Family Welfare Division Ward Case Files (July 1961-1978), Single Number System

Content: These files about individuals who were brought under the care of the State either to ensure their protection or to bring about their punishment and rehabilitation in response to crimes committed. These functions of Government date back to the proclamation of the Neglected and Criminal Children's Act 1864. At that time, the children requiring protective action were called neglected children and those requiring punishment were referred to as convicted children. The more general term, wards (as in wards of the State), to describe all of these children, was introduced in 1887. 

A host of legislative changes over the 100 or so years after the 1864 Act impacted upon these functions. Broadly speaking, the key changes were: 

· Neglected Children
· were deemed ‘neglected’ by a justice until 1907 and the Children's Court thereafter.
· were under 15 years to 1887; under 17 years 1887–1915; under 21 from 1915.
· could be placed by the Department in Government Industrial Schools (until 1880 only), approved private institutions, boarded out or put into service with a suitable individual in the community, or apprenticed to a trade on land or at sea.
· in 1954 became known as ‘Children in need of care and protection’.
· Convicted Children
· were those found guilty of an offense by, a justice until 1907, by the Children's Court thereafter; were under 15 years 1864–87, and under 17 years from 1887.

· could be placed by the Department in Government Reformatory Schools (until the 1890s only); private reformatories (from 1887 if over 12 years); from 1887 put into service with a suitable individual in the community, or apprenticed to a trade on land or at sea, or placed in the custody of a person who has paid a bond. Convicted children could be treated as a neglected child.

· 1954–56 became known as juvenile offenders, and offenders after that.

The files contain documentation relating to the Department’s commitment, placement, and management of the child, including: original police reports, protection orders, social workers' case notes, institutional staff reports, adoption documents and correspondence between the Department and the child's parents. 

NOTE: these were the Department’s head office files. Do not confuse these with files created by institutions or correctional facilities. 

The Social Welfare Act 1960 resulted in two new Divisions within the Social Welfare Branch to deal with wards based on children’s age. 

Children over 14 years became the responsibility of the Youth Welfare Division; Those in state care on 1 July 1961 had their files removed from this collection and were allocated a new file number from a new filing system established by the Youth Welfare Division (refer to VPRS 16747.)

Children under 14 on 1 July 1961 became the responsibility of the Family Welfare Division. Their files continued to be managed in this collection (i.e. VPRS 10071) until they reached 14. At this point, responsibility passed to the Youth Welfare Division and the child's file also move from this collection to be allocated a new file number within VPRS 16747.

In 1971, a subsequent amendment to the Act increased the age to 15 years for moving from Family Welfare to Youth Welfare Division. 
This collection ended in 1978 when the Family Welfare Division was abolished.
	1919–70



?1926–65



1936–80



?1943–71



?1927–?87



?1936–81


	10071 / P0001 [formerly 10071/P0]

10071 / P0002 [formerly 10071/R1]

10071 / P0003 [formerly in 10071/R2]

10071 / P0004 [formerly in 8842/SR13]

10071 / P0005 [formerly in 8842/SR14]

10071 / R0002



	Files
	Youth Welfare Division Files

Content: This collection was created by the Youth Welfare Division (YWD) of the Social Welfare Branch, Chief Secretary’s Department (1961–71), later the Social Welfare Department, 1971–78.

It documents children up to 15 years of age who were brought into the Division’s care (i.e. made wards) under either protective or juvenile justice orders made by the courts. 

Children under 15 receiving court orders were the responsibility of the Family Welfare Division (FWD). Files for the children managed by this Division were created within VPRS 10071 until 1978. 

A young person could be placed into YWD care under the following circumstances:

· On receiving a protective court order issued by the Children's court, if 15 years of age,

· transferred from the FWD on turning 15, 

· 17 to 21 years with adult Court detention order to Youth Training Centre (YTC), or and Children's Court detention order if under 17, 

· received a prison sentence and directed to serve their early sentence in a YTC.

The YWD client case history files were registered under an alpha-annual single number system utilising a block number allocation. The file numbers were issued sequentially, reflecting the admission of the client to the Division. An alpha prefix (either 'A' or ‘B’) was used to established whether the admission occurred in the first or second half of that financial year. 

The numerical portion of the file number was allocated from a block of numbers that were used to identify the different types of children admitted into the care of the Division. These blocks of numbers and related categories were:

· 1 to 999 identified children brought directly into the Division's care

· 1000 to 1999 identified children transferred into it from the Family Welfare Division

· 2000 to 2999 identified children admitted into the Division's care from adult courts to Youth Training Centres (juvenile corrective services clients)

· 3000 to 3999 identified children transferred into the Division's care from the Prisons Division,

· 4000 to 4999 identified transfers of guardianship children from interstate, and 

· from 7000 identified Commonwealth protection cases administered by the State.

Not every number within these blocks will have been allocated after a particular number in each year. These do not refer to missing files, but ones that they were never used.
	1961–78
	16747 / P0001 [formerly in 8842/SR13]

	File
	Client Files, Family and Adolescent Services Division, Single Number System

Content: Client files created by the Family and Adolescent Services Division of the Department of Community Welfare Services (VA 613). This Division superseded the Family Welfare and Youth Welfare Divisions of the Social Welfare Department (VA 946), absorbing their functions, re-uniting child and youth administration within the one division. (For previous collection see VPRS 10071 State Ward Files and VPRS 16747 for Youth Division Files).

This collection documents the administration of each child's care and their interaction with this Division and predecessors. 

Mainly includes files of wards of state under 18, and young persons between 15 to 21 sentenced by the Children's Court to a Youth Training Centre. Contain: police reports, Children's Court papers (Child Offence or Protection Application Advice forms), wardship documents, social worker's case notes and plans, reports sent by institutional staff and/or regional social workers who worked with the children. Sometimes contain adoption details. 

The collection also contains case histories of non-wards and ex-wards of state, sentenced to a Youth Training Centre by an adult court from 1978. 

This collection does not include:

· files of children given Youth Training Centre sentences of less than nine months, or Children's Court probation or parole orders, as these were administered by the Office of Corrections (refer to VPRS 4464.)

· files of 17 to 21 year olds sentenced to Youth Training Centres by adult courts (refer to VPRS 4464.)

In 1986, administrative changes meant these files were superseded by a recordkeeping system controlled by the Statutory Client Information System (SCIS), (refer to VPRS 16650.) The files in this collection (i.e. VPRS 16749) that relate to children still Division clients at this time, were transferred to VPRS 16650 and allocated new file numbers from that system.

In 1978, the files of children already in care who were admitted to the Division’s care, or were readmitted to its care 1978 to 1986, were brought forward from previous system (VPRS 10071) and received the next number in this collection (from a sequential number commencing at 1000). New file covers were also allocated to the files, although a portion of the old front cover was retained. Numbers continued to be allocated from this sequence up to number 8136 until the collection ended in 1986.

The files for non-wards and ex-wards of state, who were sentenced to Youth Training Centres by adult courts were given the next available sequential number that commenced at 50,000 in 1978 and finishing at 53,856 in 1986. 

Thus, during the date range of the entire collection, file numbers were allocated only numbers between 1000 8136 and 50,000 53,856. No numbers were allocated for the numbers 1 to 999 and 8137 to 49,999. 

As part of the recordkeeping system a card index was created. These cards were inter-sorted with other cards created for ward based filing systems that existed 1961–85, into a larger sequence of cards arranged in alphabetical order (refer to VPRS 16205.)
	1965–86



1959–81



1962–86



1961–81



1946–91
	16749 / P1 [formerly in 8842/SR14]

16749 / P2 [formerly in 10071/R2]

16749 / P3 [formerly in 8842/SR14]

16749 / P4 [formerly in 10071/R2]

16749 / P5

	File
	Client Management Records, Family and Youth Welfare Division
Content: A selection of remnant files from the Social Welfare Department, comprising: 

· Trainee Intake and Assessment Files

· Trainee Information Files

· Youth Division Case History Files

Most of these records document the Departmental case management of clients within the Youth Welfare and Family Welfare Divisions.

The Trainee Intake and Assessment Files are for: children temporarily held in remand at Turana Youth Training Centre and Allambie Reception Centres and then transferred to Residential Training Centres (e.g. Langi Kal Kal, Winlaton); and other institutions like Ballarat Children’s Home and the Sunshine Boys Hostel. 

The files of children held on remand awaiting the outcome of a court case and later released, only have their admission/discharge and personal effects or clothing issued recorded. Children, who were placed into the Department’s custody for child protection or after being charged with a crime and given a custodial sentence, have case management documentation.

 These files do not have the detailed case management plans held on institution-specific Trainee Information/Client Case History files. 

There are also a few Trainee Information Files from Turana. Some of these comprise photocopies of the Trainee Information File and would duplicate the intuition’s client record. These files include Classification and Review records compiled from institutions staff as part of client monitoring. 

The rest of the files are Youth Division Case History Files – comprehensive case history records of each client, with copies of institutional monitoring and review reports that presented certain issues (behavioural or mental health) that needed specialist attention. The Youth Division Case History Files include regional wards of state that were placed both in residential homes and with foster carers. 

The Social Welfare Department’s trainee intake and assessment files document the case management of clients with the Youth Welfare Division and Family Division. These records hold the following types of enclosures:

· copies of personal or Departmental correspondence

· Admission Form

· Social Workers’ assessments

· Report from the Superintendent of the Youth Training Centre providing recommendations for client assessment relating to parole or child protection orders

· Summary of Institutional Record form by the Superintendent of the Youth Training Centre

· Social Welfare Department receipt of warrant specifying imprisonment in default payment of a fine

· Report on absconding or attempt to abscond

· Inventory Profile Sheet with psychological profile and IQ summary

· Psychiatric Clinic Reports

· Psychological Assessment reports

· Copy of Police statements relating to charges against the trainee

· Medical Examination Record booklet

· Transfer Warrant – moving a young person from prison to a Youth Training Centre

· Stores Issues Voucher detailing clothes issued to remandee or trainee

· Interview notes

· Notification of movement of Young Person

· Parental requests for access and holiday leave with their children

· A copy of the Court Report

The of Trainee Information Files (mainly Turana) and the Youth Division Case History Files  include all the enclosures on the intake and assessment files but also hold:

· Classification Review/Personal Report, filled out by the trainee to appraise their own progress and set out their aims compiled by the youth officers (YACCOS) on each Reception Centre or Youth Training Centre’s separate residential sections

· Copies of Reports from Case Planning Meetings

· Copies of Institutional Review Committee Reports

· Correspondence with foster carers and their families

· Requests from wards to locate their siblings

These records reflect ongoing client monitoring in residential care or copies of records relating to certain issues (e.g. mental health) that were highlighted to the Department. Some of these files comprise photocopies of the Trainee Information File enclosures and would duplicate the institution client record. 
	1960–78
	17954 / P0001

	File
	Child Protection Case Files, Multiple Number System, Statutory Client Information System, SCIS, [Children, Youth and Families Division]

Content: Documents activities carried out in the administration and application of regulatory and legislative requirements associated with the provision of welfare services for children and young people in Victoria. 

The records document individual case histories of children and young people under 18 admitted to the care, custody and control of the state.

The Department of Community Services (VA 2633) was responsible for the control and supervision of children and young persons in need of care and protection, including wardship, foster care, adoption, protection of infants, child employment, child migrant welfare, and refugee minor programs. 

The files record the case history of children who received child protection services.

Information recorded includes:

· Notification/s and investigations leading to intake,

· Client Identifier (ID) and personal details,

· Family details including addresses, names and relationships,

· Transcript of interviews and meetings,

· Requests for reports and assessments,

· Management and action plans,

· Reports of in-home monitoring of the child and family,

· Applications for the transfer of custody of the child under a court order and subsequent custody orders,

· Reports from Out of Home Service Providers and /or carers, 

· Medical reports,

· Incident report copies,

· Other progress or situational reports

Before 1989, wardship was the only form of custody and any child taken into protective custody became a ward of the state. The Children and Young Persons Act 1989 changed the range of applicable protective custody orders including:

· an order requiring a person to give an undertaking

· a supervision order

· a custody to third party order

· a supervised order

· a custody to Secretary order

· a guardianship to Secretary order, or an interim protection order.
	1986–92
	16550 / P0001

	Statistical Returns of Aboriginal Children

	Volume
	Statistical Returns of Aboriginal Children placed in " Approved Voluntary Child Homes"

Content: This holds correspondence and a report on the number of Aboriginal children in children’s homes and reception centres, dated between 31 August and 30 September 1966. There is no information in the record to explain why it was created.

The correspondence comprises copies of a form letter sent to the targeted institutions dated 31 August 1966 in which the numbers of wards and non ward Aboriginal children resident in the institutions was requested. The form letter is on the letterhead of the Social Welfare Department, Family Welfare Division. The returned information was contained in the copy of the form letter or in separate pieces of correspondence. 

Information requested in the form letter was, for wards and non-wards, their full name, date of birth and approximate date of admission to the institution. The volume also contains a carbon copy of a typed, consolidated list of children by name. There are different parts of the list reporting:

“Non-Ward Aboriginal or Part Aboriginal Children placed in Approved Voluntary Children’s Homes as at 30 September, 1966”.  This report shows name, date of birth, approximate date of admission and name of the home.

“Aboriginal or Part-Aboriginal Children – Wards of the Social Welfare Department resident in Established or Approved Children’s Homes – as at 30th September 1966”. This list includes names and addresses of parents.

There is no obvious system of arrangement for the volume entries, apart from a torn label describing the information content.
	1966
	18190 / P0001

	Ward Deaths

	Volume
	Register of Ward Deaths, Family Welfare Division

Content: This register documented the deaths of children who were wards of the state in residential care at the time of their deaths. The date range of deaths recorded in the single volume is 3 January 1920 to 2 October 1984. The last entries in the volume are on folio 46 with folios 47 to 200 being blank.

Entries are recorded chronologically by date of death. Entries are in columns headed:

· Registered Number
[the child’s ward number]

· Name

· Sex 

· Date of death

· Station (records the place of death – the name of hospital or location of residential home where the child resided)

· Date reported (presumably the date the death was reported to the record creator)

· Cause of death

· Remarks (The column generally contains the date of birth and date the child was committed to care)

Loose correspondence contained inside the front cover relates to funeral arrangements for an individual and funeral arrangement and administrative procedures to be followed should the death of a ward occur.
	1920–84
	18194 / P0001

	File
	Child, Adolescent and Family Welfare Division Child and Trainee Death Investigation Reports, and Requests for Statistics of Ward Death 

Content: Investigations of individual child and trainee deaths, including the transcript of coronal inquests, as well as requests for statistics of ward deaths for the past three financial years.
	1989–96
	Unappraised

	
	Hospitals and Charities Commission
	
	

	File
	"Closed" Agency and General Correspondence Files [Hospitals and Charities Commission]
How to use the Records

First identify a file number: refer to the detailed paper listing of files in the Reading Room or request VPRS 4525/R1, unit 1 and VPRS 4525/R2, unit 1. 

Then refer to the detailed paper listing of files in the Reading Room to establish the box number containing the file.

Function/Content

A filing system created to store files removed from collection created by either the Charities Board of Victoria and/or its successors the Hospitals and Charities Commission and the Hospitals Division of the Health Commission. On their removal, files were allocated a new file number and were regarded as "closed". 

Files in this system were originally created within at least 5 different collections, i.e.:  

· a collection of general correspondence files arranged alphabetically by title created by the Hospitals and Charities Board between c. 1923–48. (No files from this alphabetical collection are known to exist although a number of files have been incorporated into either this collection, VPRS 14846 or VPRS 14848.) 

· VPRS 14844 Agency Files (single number) 

· VPRS 14845 Agency Files (Multiple Number) 
- VPRS 14848 General Correspondence Files (Multiple Number) 

· VPRS 14847 General Correspondence Files (Annual Single Number). 

(Please refer to the collection registrations for a description of the function and contents of these files.) 

Judging from the contents of files, it would appear that this system’s first files were created in 1936. File numbers have continued being allocated until 1986 but this needs further investigation. 

The P2 consignment of this collection also contains a number of files from the other collection identified above, not renumbered. The following unit ranges will eventually all be reprocessed as new consignments of the following collection; 

· VPRS 4523/P2, units 614 to 819 will be re-processed as a consignment of VPRS 14844 

· VPRS 4523/P2, units 820 to 943 will be reprocessed as a consignment of VPRS 14845 

· VPRS 4523/P2, units 944 to 971 will be reprocessed as a consignment of VPRS 14846 

· VPRS 4523/P2, units 972 to 995 will be reprocessed as a consignment of VPRS 14848, and 

· VPRS 4523/P2, units 996 to 1077 will be reprocessed as a consignment of VPRS 14847.

Recordkeeping System
Arranged in sequential file numbers reflecting the order the files were removed when files became too large to be easily handled. At this point, the following actions appear to have taken place: 

· a new part file retaining the original file number was created to replace the file within the relevant collection above 

· the removed file was allocated the next available sequential number from this system 

· the sequential number was placed on the file cover of the removed file and the original file number is crossed out, and 

· the file cover of the new part file created in the above collection is cross referenced with the sequential number from this system. 

A collection of control records had been transferred to PROV (VPRS 4525) mostly consisting of photocopied records; the existence of the original records is subject to further research. Judging from these photocopied records (refer to VPRS 4525/R1, unit 1 and VPRS 4525/R2, unit 1), the original control record was a card register listing these "closed" files in the new "closed" file number order. To file number 6000, the cards documented just the new file number, the file title and the date range of the file. Cards for the number range 6001 - 9098 document the new "closed" file number, the file title, a subject classification and part file number. (The subject classification and part file number suggests that all of the files within "closed" number range 6001-9098 were removed from the filing system that is VPRS 14845.) Another control record transferred to PROV (VPRS 4525/R2, unit 2) is merely another copy of the detailed paper listing of files held by PROV in the Reading Room.
	?1936–?86 [Contents 1923–?85]
	4523 / R0001

4523 / R0002

4523 / R0003

	File
	Minute Sheets [Hospitals and Charities Commission]

Content: Bound minute sheets recording the following: 

· meeting date 

· reference numbers (agenda, item and files)

· details of meeting

· recommendations of meetings

Agendas for each meeting are also included. Minutes are bound chronologically by meeting date.
	1948–78
	4524 / P001

	
	Registers to VPRS 4523 General Correspondence Files and Summary List of VPRS 4524 Minute Sheets

Content: 
A summary list for VPRS 4524 Minute Sheets and various registers to VPRS 4523 General Correspondence Files of the Hospitals and Charities Commission. 

List of Minute Sheets: gives the date range, page numbers and meeting (agenda) numbers of the contents of each volume. The agendas bound with the minute sheets, give details of the business arising at each meeting, including the item numbers.
Registers to General Correspondence Files: photocopies of card registers listing files in file number order. There are six different systems of file registration. There is no simple way to identify a particular file within the list, except by scanning. In some of the lists (particularly for files relating to hospitals), the files are grouped in a rough alphabetical sequence which may help selection. It is presumed control records are still in the custody of the controlling agency.
The first registration system is a single number system, files 1-9098. For these files the file number, file title, file classification and part number is given for each file. For files from number 1-5690 the date range is also given.

The next registration system is a single number system, ranging from 800-1324 with a "G" or "R" postscript and part number. The box number within VPRS 4523/P2 and file title are also given. An alphabetical index is also provided for these file numbers.

The next registration system is a multi-number system that uses a uniform classification system for the first number. This uniform system provides a number for each type of file, for example all files beginning with number 1 are bed allocation files; number 5, general equipment files; number 8, nursing services etc. The second number indicates the hospital, e.g. number 1 Airlee Maternity Hospital etc. The third number, which may be an alpha identifier, is the number of the standard sub-division within the primary file number. For example, file number 5/1/1 is the general equipment (5)/Airlee Maternity Hospital (1) / claims for re-imbursement (1) file.

The next registration system is a dual number system. This system has a primary number which identifies the file title and a part number within that title.

The next system is an alpha numeric system. The file numbers range from 1200-1948 and all numbers have a "T" prefix. The files appear to relate to general file subjects.

The final registration system is an annual single number system ranging from 1972/1 to 1982/151. The list does not include all files within this range. The files relate to general matters.

File Note: The R2 consignment of this collection was transferred with VPRS 4523/R2, but the records were left with the records description lists in Context Control. In September 1986 it was decided that the consignment would be better placed in VPRS 4525/R2 to simplify research in reference.
	?1923–?83
	4525 / P001

	Children’s Protection Society / Community Services Victoria

	File
	Children's Protection Society Unsubstantiated and Substantiated Case Files (includes case documentation from Community Services Victoria) 

Content: Substantiated and Unsubstantiated Case Files of the of the Children’s Protection Society (CPS). Include case documentation from the Department of Community Services Victoria who took over the role and client files on 1 October 1985. Some of the active cases were incorporated into the Community Services Victoria (CSV) case-load but the most files were kept in their separate CPS system. The files were created by the CPS’s regional offices throughout metropolitan and country Victoria. The regions comprised: Westernport, Grampians (Ballarat), North Eastern (Preston), Otways (Barwon), Outer Eastern, Southern and Western Metropolitan Regions. These files include children placed into temporary and ongoing residential care and those made Wards of State.

With the CPS and CSV office mergers, current CPS files and (often) staff were transferred to the relevant CSV Region. The active CPS files were supposed to be amalgamated with the CSV registered (SCIS) file, this often did not occur when CPS staff were relocated with the files. CSV has added to some of the CPS files when the case was still active or further client transactions occurred after the records were transferred to CSV. Many of the files hold a copy of a CSV reference memo to DCS Workers accessing these files, but remained inactive after transfer.
	1973–85
	Unappraised

	Litigation

	File
	Department of Community Services General Correspondence Files, Annual Single Number System, State Wards Litigation Files 

Content: The records document litigation matters relating to State Wards. They include: correspondence between the Department and solicitors; the Department and Legal Aid Offices; notes; memoranda; writs; client assessments; Court documents including summonses, affidavits and judgments; correspondence between the Department and Carers; legal opinions and advice; correspondence and other documents relating to the adoption of individuals; and correspondence between the Department and the Public Advocate.
	1983–98
	17941 / P0001

	Microfiche indexes

	Microfiche
	Microfiche Copies Of Children’s / State Ward Registers (Receiving House, Princes Bridge Industrial School, Girls And Boys Books) 1868 To 1888 

Content: Microfiche with copies of a number of ward registers held in VPRS 4527 at PROV. These microfiche can be consulted in PROV’s reading rooms. They have also been digitised and can be consulted, online, through PROV’s website. 

Note: the arrangement of registers copied to microfiche may differ from their arrangement at PROV
	1868–88
	N/A

	Microfiche
	Microfiche Copies Of Children’s / State Ward Registers – (Old Collection: Oakleigh, Abbotsford, St Josephs, Receiving House, Coburg, Ballarat) 1864–99 (Includes Registers 1880–1966) 

Content: Microfiche containing copies ward registers held in VPRS 4527 at PROV. For records over 100 years old, these microfiche can be consulted in PROV’s reading rooms. Some registers have been digitised and can be consulted, online, through PROV’s website. 

Note: the arrangement of registers copied to microfiche may differ from their arrangement at PROV
	1880–1966
	N/A

	Microfiche
	Microfiche Copies Of Australian Institute Of Genealogical Studies (AIGS) Client Indexes To Children’s / State Ward Registers 1850 To 1986 

Content: These microfiche contain an alphabetical name index to the State Ward Registers held in VPRS 4527 at PROV. The index, which was created by volunteer members of the Australian Institute of Genealogical Studies Inc., refers specifically to the microfiche copies of the registers to 1893. 
	1850–93
	N/A


Departmental administration
	Children’s Homes Files

	File
	Voluntary Children’s Homes Files

Content: Interactions between the various Voluntary Homes and the Government. 
This filing system was created in 1975 combining earlier correspondence and other records to create one system with ‘VH’ prefixes. 
There are often several files registered for an agency. Information within files may include: placements, newspaper extracts, annual reports, newsletters, declarations regarding the establishment of an Approved Children’s Home, holiday placements for State Wards, allegations of abuse against children, lists of children’s names for placement, inspectors’ reports, research studies, applications for grants, reports from interviews with staff, and progress reports of programs.

Several of the Homes documented in these files were approved as private adoption agencies as a result of the Adoption of Children Act 1964. Up until then the Department had no legislative mandate to be involved in the adoption field beyond making adoption applications on behalf of its own State Wards. 
	1921–89
	18069 / P0001

	File
	Departmental Children’s Homes

Content: Interactions between the various Departmental Homes and the Department. This filing system was created in 1975 combining earlier correspondence and other records to create one system with ‘DH’ prefixes.

There are several file types: general, staff, works and statistics.

There are several file types: general, staff, works and statistics. Information within files may include: State Ward placements, declarations regarding the establishment of an Approved Children’s Home, holiday placements for State Wards, allegations and investigations of abuse against children, lists of children’s names for placement, inspectors’ reports, health inspector and hygiene reports, research studies, applications for grants, reports from interviews with staff, progress reports of programs, agency plans, reviews, consents for medical treatments, financial information, works information, staffing matters, proposed constitution of Home, child admissions and discharges, complaints against staff, incident reports, proposals for future development, purchase of properties, lists of child absconders, and closure of Homes.
	1955–87
	18072 / P0001

	Street Trading Board

	Volume
	Minute Book, Street Trading Board 

Content: Minutes of meetings of the Street Trading Board. The Street Trading Act 1925 was passed to control the street trading activities of children in public places. The Act’s application was limited to the City of Melbourne although the Governor in Council could extend its application to any other municipality.

The Act also provided for the appointment of the Street Traders’ Licences Board and the minutes of that Board’s proceedings are recorded in this collection. The Act permitted the Board to grant licenses for a variety of activities but, because most were prohibited by City of Melbourne by-laws, only licenses to sell newspapers were issued. 

The Act provided that “…no male person of or over the age of 12 years or under the age of 14 years [later amended to 15 years] who is not a licensed street trader, nor any male person under the age of 12 years, nor any female under 21 years, shall engage in street trading.”

Minutes are recorded chronologically by meeting date. Matters considered by the Board recorded in the minutes include granting licences, breaches of regulations, inspection reports and complaints. Most sets of minutes are short, taking up less than a page in the book. Minutes are signed by the chairman of the Board, indicating that they were accepted as a true and accurate record of the meeting. 

The extant volume (in the P1 consignment) has written inside the front cover, “CSO File No A3489 or A1916” which may refer to files in VPRS 3992, Chief Secretary’s Inward Registered Correspondence.  The spine of the volume has a sticker reading, “S331.31 STR”, which is evidence that it was held in a library at some time.

Minutes in this volume start with meeting 23 April 1932 and finish at meeting 15 December 1970. The Social Welfare Act 1970 repealed the Street Trading Act and the last meeting reflects this change.
	1932–70
	18192 / P0001

	Children's Welfare Department / Social Welfare Department Accounts Branch

	File
	Accounts Branch Files

This system of files covers both the Children's Welfare Department/Social Welfare Department c.1930–60. It includes policies and procedures, and administration for subjects such as maintenance payments for the Infant Life Protection program, allowances and payments for children in institutions, including lists of wards of State, bank accounts and grants to various institutions, pocket money for wards of state and war savings of State wards, Children's Welfare Auxiliaries at various institutions.
	c.1930–60
	Unappraised

	Maintenance Collection Branch

	File
	Social Welfare Department Maintenance Collection Branch Case Files

Content: The files document Department attempts to obtain maintenance payments from children made wards, or from parents the Department believed had stopped providing payments. The files are exclusively about ensuring payment and nothing else.  

There are two sequences in files in the collection. Both sequences are arranged in alphabetical order by surname. This suggests to me that the two sequences must have been compiled for transfer from cases where the child's wardship had ended and there was no further administrative need for the records.

The records include the following Departmental enclosures: 

· police reports in instances where the Department asked them to find or communicate with parents on payment matters,

· copies of letters sent by the Department asking for payment 

· letters from parents or representatives in response to these letters

The files note: parents being informed of their need to pay maintenance; cases where the Department believed the children’s parents were not making payments; or when payments were in arrears. In some instances the department was in error.

These files do not appear to document why these children were made wards, but, in some instances, reasons can be inferred from information provided. 

The files provide no information about where the children were placed or how they were treated. But such information can be found in the wardship file and other records.
	1950–77
	10070 / P000

	Trainee procedural records

	File
	Trainee Management Forms and Procedures (Sample Only)

Content: Sample client management forms and procedures for the use of Juvenile Justice Centre officers and Youth Training Centre officers, produced by the Community Services Victoria, the Department of Health and Community Services, and the Melbourne Juvenile Justice Centre.

Includes a range of blank forms revealing administrative and procedural processes governing client and trainee management of at the time. The forms provide insight into the administrative duties pertaining to clients – in particular, their movement and monitoring.

An example of a client file forms part of the collection. It provides a comprehensive insight into the types of information recorded for a client from admission, and for the duration of detention. Another sample file focuses on the Client Services Plan. The third item comprises a range of forms, mainly related to the admissions process. Some forms are designed specifically for Aboriginal clients.
	c.1985–c.96
	17948 / P0001

	
	Staffing Priorities Committee
	
	

	File
	Staffing Priorities Committee Homes and Hostels Files

Content: Files documenting the recommendations for staffing positions for homes and hostels, correspondence between the Minister of Community Welfare Services and Senior Officers as well as funding information. The Staffing Priorities Committee made recommendations to the Minister regarding priority of positions required. Individual home and hostels are listed accompanied by comprehensive material concerning each children’s home, Family Group Home or hostel. Also minutes from approved children's homes and hostels meetings 1978–80.
	1976–c.83
	N/A

	Finance Grants and Subsidies Unit, Community Services Victoria

	File
	Financial management, payments: approved voluntary children’s homes, hostels, foster homes and adoption organisations: finance grants and subsidies unit 

Content: Financial records created and used by the Finance Grants and Subsidies Unit of the Department of Community Services (also known as Community Services Victoria / CSV, 1985-1992).  The records document:

· salary subsidies 

· per capital payments to foster homes and hostels 

· board subsidies
· trust and auxiliaries payments 

· back payments
Also included are 

· financial statements and annual reports for non-government organisations

· payout records for individual ward savings 

Records in loose paper format, contained in manila folders predominantly arranged alphabetically by agency name. 

There are numerous non-government agencies represented in these records. Some may include information of relevance to adoption or foster care. 
	1985–88
	Temporary

	Youth Policy

	Files
	Office of Youth Affairs Policy Files

Content: A Minister for Youth Affairs was commissioned for the first time as part of the 1992 machinery of government changes. 
The Office of Youth Affairs promoted a social justice and equity framework for the development of youth services as well as effective cross-sectoral links with key Government agencies. 
The Office of Youth Affairs was involved in policy development and analysis of youth issues related to: amusement machines, training and education; youth service development through the provision of subsidies and grants; promoted employment opportunities for people 15 to 19 years; and had a lead role in the Government's response to youth homelessness.

Includes policy files for a wide range of youth organisations such as the YWCA, the Youth Council of Victoria, the Young Peoples Forum and suburban youth groups. 
The collection was created during the period that the Office of Youth Affairs existed within the Department of Youth, Sport and Recreation. In 1985 its responsibility for Youth Affairs passed to the Department of Employment and Industrial Affairs. The Youth Affairs Act was repealed by the Children and Young Persons (Miscellaneous Amendments) Act 1996. The Office of Youth Affairs was not retained after the 1996 election.
	1956–85
	18076 / P0001

	File
	Southern Metropolitan Region Youth Affairs Policy Files

Content: Files on regional funding and program developments within Youth Services, most documenting Regional Youth Committee activities. 

The Regional Youth Committee aimed: to facilitate the effective planning, co-ordination, integration and delivery of Regional youth services by government and non-government organisations; to advise the Minister Responsible for Youth Affairs on the allocation of Government resources for Regional youth services, including Street Kids resources; to encourage joint initiatives with the private and community sectors aimed at the development of appropriate Regional youth services; to provide local area knowledge into statewide policy and program development; to ensure equitable, effective and accessible delivery of services and programs to Young People in the Region.

These files document an important component in youth services to the Southern Region of the Department, primarily through the Regional Youth Committee, including minutes and correspondence of the Dandenong Regional Youth Committee.
	1993–97
	Unappraised

	Accommodation and support files

	File
	Accommodation and support files, Eastern Metropolitan Region: contains individual client files and individual foster care files

Content: Files relating to programs overseen by and attributed to Community Services Victoria’s (CSV) Eastern Metropolitan regional office–97. 

The records are a combination of administrative and client files that reflect the role of accommodation services to place young people in residential faculties and manage the interaction with private homes and government facilities. 

This collection includes files relating to several organisations in the Eastern Region, such as Tally Ho Youth Services, Spastic Society of Victoria, Victorian Deaf Society, Reach Out for Kids, Forest Hill Kindergarten et al. 

The files include records relating to government facilities such as Croyden Way Medium Term Unit, and specific Family Group Homes. There are client files included in this system as well as general administrative files such as minutes of meetings and statistics, record relating to the children in residential care such as shift communication books, as well as the regional office’s client files.

Files that are both numbered and not numbered, and presumably different filing systems were put together for convenience in the regional office of CSV.
	1979–97
	Temporary and Permanent

	File
	Youth Supported Accommodation Assistance Program Committee Minutes and Papers

Content: These files relate to the Department of Community Welfare Services Youth Accommodation Services Program (YASP) and the Youth Supported Accommodation Program. 

Included are: Steering Committee meeting minutes, State Advisory Committee meeting minutes, financial records, funding, reports state wide (suburban and rural), and data collection records, relating to youth supported accommodation and the homeless persons assistance program.
	1982–87
	Unappraised

	File
	Accommodation and Support Client Files

Content: Accommodation and Support client placement files regarding children and teenagers in residential care. The files include placements in family group homes, residential kindergartens, foster care and youth training centres.
	1985–95
	Unappraised


Correspondence systems – health and charitable agencies

	Type of Record
	Description
	Date Range
	VPRS Number

	Hospitals and Charities Commission (1948–78), the Hospitals Division of the Health Commission of Victoria (1978-85)

	Card
	Card Index to General Correspondence Files General Health Branch (?1944–78); Public Health Division (1978–85) 
Content: Researchers should use this index to obtain file numbers necessary to retrieve files from VPRS 14836.

Identify the relevant category heading, or consult the index portions (either General Index or Locality Index)  relating to files not created under the other established categories. 

Please note: some cards have been annotated with a reference to an archive box number. These records are still at DHHS.

Function/Content

Card index, maintained in flat drawers within metal cabinets, created between the period:

· ?1944–78 the General Health Branch of the Department of Health I (VA 695)

· 1978–85 the Public Health Division of the Health Commission of Victoria (VA 652), and

· 1985–86 the Department of Health II (VA 2695).

Index specifically created to index and track the movement of files from VPRS 14836. A card was created for each file, recording the file number and title, and detailing file movements between Department officers. This index covers all files in VPRS 14836.

Use of these cards was discontinued in 1986 when the Department of Health II combined VPRS 14836 with both the general correspondence (VPRS 14831) and Executive files (VPRS 14832) created by the central registry of the Department and previous Commission's Central Administration Division. At this time, the Department selected a number of files from VPRS 14836 which were considered to be required for future reference/action and ‘top numbered' (i.e. allocated new file numbers from) the new collection. The new file number for these files has also been recorded on the relevant cards of this index.

Recordkeeping System

The files in VPRS 14836 are arranged alphabetically by subject classification and in sequential number order within that category. File numbers are thus alpha-numeric comprising the letter H

· H. Cpts. 14 (14th file within complaints category)

· H. A.R. 5 (5th file within annual reports category).

This index contains a card for each file. Cards are arranged in alphabetical order by file title within each category. The categories are not arranged in any particular order within the index, however, each drawer is clearly labelled with the category.
	?1944-1986
	14837 / P0001

	Volume
	Indexes and Registers to Agencies 

Content: These card indexes and registers were originally held by the registry within the Hospitals and Charities Commission (HCC) (1948–78) and its successor agency, the Hospitals Division of the Health Commission of Victoria (1978–85). 
The HCC broadly oversaw establishment and management of public hospitals and later community health centres; registration and management of agencies for residential aged care, as well as children, convalescent and chronically ill patients, and physically or sensorily disabled persons. The HCC’s role also included midwifery and infant care, ambulance services, recruitment training and conditions of employment for nurses, training of hospital administrators and classification and training of medical staff. 
The Hospitals Division of the Health Commission of Victoria (HDV) assumed HCC functions in 1978, including the registration and management of agencies on the Hospitals and Charities Register, administration and policy matters.

These records represent the file registration and indexing processes for correspondence relating to both authorities. The agency registration files (including a group of closed files culled from the main system) relate to the registration and management of agencies on the Hospitals and Charities Register. Others relate to administration and a miscellaneous system (or general correspondence files). 

The HCV created and maintained its own filing system. The HCV also incorporated the old HCC’s filing system relating to the management and accreditation of agencies into its new system. In 1985 there was a major re-organisation of the administration and provision of health services in Victoria. The Department of Health assumed the powers and responsibilities formerly held by the HDV.

The registers are in alphabetical order and list agencies such as public and private hospitals, nursing homes, charities and benevolent societies, which were registered and incorporated under the hospitals and charities act. The registers relate to different date ranges per volume and agency numbers relate to file lists.  Also included is a chronological register of old file parts from HCC records. The earliest files were created by the Charities Board of Victoria (1923–48) and the system maintained after the original 1948 filing system.
	1948–86

	Unappraised

	File
	Agency Files, Single Number

Content: Files created by the Hospitals and Charities Commission and maintained by the Hospitals Division of the Health Department. The function and content appears to have changed over time:
Period 1949–June 1951
Files documenting the Commission's responsibilities relating to health institutions and benevolent societies required to register under the Hospitals and Charities Act, including: public hospitals, geriatric centres/aged homes/nursing homes, children's homes, senior citizen's clubs, nursing schools/bush nursing centres, pre school centres/kindergartens and ambulance services, and Benevolent societies including Church/secular relief, philanthropic and other organisations. 
The Commission registered all these bodies; determined those to be subsidised through the Hospitals and Charities Fund; administration and financial management of subsidised health institutions and benevolent societies; and inspection of non-subsidised health institutions.

Period July 1951–c.1954

Includes files documenting Commission’s responsibilities re: registration, regulation, inspection and building/extension of private hospitals (became  responsible for private hospitals in 1951 following the Health (Hospitals) Act 1948).

Period c.1955–86

During this period files relating to health institutions and benevolent societies were progressively removed to form another series (VPRS 14845). By 1986 the contents of this series relates exclusively to private hospitals. 

Contents of many files predate the establishment of this series and some files relating to health institutions and benevolent societies can extend back as far as 1923 when the Commission inherited them from the Hospital and Charities Board. The former Board’s record keeping systems are unclear.  

Contents of some files relating to private hospitals may extend to early 20th C. The Department of Health originally maintained these files in a sequential number sequence prefaced by a H prefix (thought to be VPRS 14836).  

It is believed that the series was discontinued by the Department of Health (VA 2695) in 1986.

Recordkeeping system

The files in this series are arranged in sequential file number order, augmented by an alphabetical character and, on occasion, part file numbers. The sequential number served to identify the agency and the alphabetical character represented a subject category.

Despite the changes in the composition of this series over time only one numbering sequence has been used to identify agencies, summarised as follows:

Numbers 1 to 799, health institutions and benevolent societies

The Commission allocated these file numbers from the start of this series in 1949 until at least the end of 1954. An examination of extant files since top numbered into VPRS 14845 suggests that files were created in one of at least four categories, each identified by an alphabetical character. Alphabetical categories identified to date include:

- R for registration (?)

- B for building (?)

- G for general, and

- L for Laundry (?)

Part file numbers were allocated whenever additional files needed to be created within a classification.

No files registered within this number range are physically stored in the consignments of this series having been incorporated into either VPRS 4523 or VPRS 14845.

Numbers 800 to end, private hospital files

At some point after 1 July 1951, the Commission inherited registration files from the Department of Health and incorporated them into this series as a block starting with file number 800. Files for private hospitals registered after this date was allocated the next available number after this block. Although alphabetical characters continued to be allocated, these appear to have been reduced to only two categories;

- R for registration (including all of the files which were received from the Department of Health in 1951), and

- G for General.

Part file numbers were allocated when necessary.

A number of gaps will be evident within the consignments held for this series.  This is largely due to the Commission/Division's practice of removing files from this series (and other Commission/Division series) when these became too large to be easily handled.  Such files were placed in a series specifically established for this purpose (VPRS 4523) and were allocated new file numbers.

A portion of this series was transferred to PROV in 1985 and can be accessed, as VPRS 4523/P2, units 614 – 817. These files will eventually be reprocessed as a consignment of VPRS 14844.
	1949–?86 [Contents ?1923–?86]
	14844 / P0001

	File
	Agency Files: Multiple Number 

Content: Files created by the Hospitals and Charities Commission and successor, the Hospitals Division of the Health Commission. 
Files document the Commission's responsibilities relating to the health institutions and benevolent societies including: bodies such as public hospitals, geriatric centres/aged homes/nursing homes, children's homes, senior citizen's clubs, nursing schools/bush nursing centres, pre school centres/kindergartens and ambulance services, as well as Church/secular relief, philanthropic and other organisations.
This series excludes files relating to private hospitals which are documented in a separate series (VPRS 14844). Files relating to the development of policy matters for all health institutions and benevolent societies are also documented in a different series (VPRS 14846).

The contents of many files predate the establishment of this series. The main reason for this is that any file relating to a health institution or benevolent society registered with the Commission in 1954 was originally part of another agency filing series (VPRS 14844). All of the health institution/benevolent society files in VPRS 14844 were progressively removed from 1955 onwards leaving it to eventually hold files relating exclusively to private hospitals.

Despite this the contents of some files may extend as far back as 1923. This is because the Commission had inherited the files in VPRS 14844 in turn from the predecessor Hospital and Charities Board. From an examination of the contents of such files, it is unclear as to the form of the record keeping systems managed by the former Board.

We believe this series was discontinued in 1986.

Recordkeeping System

The files in this series are arranged in multiple file number order. The first (or primary) number represents a classified broad subject area. The second (or secondary) number identifies the specific agency whilst the third (or tertiary) number, if allocated, represents a specific subject within the classification.

For example, file number 4-5-1 comprises the following elements;  

-- Primary Number (classification) = 4 (Property)  

- Secondary Number (agency) = 5 (Apollo Bay & District Memorial Hospital)

- Tertiary Number (Specific subject within the classification) = 1 (Approved Funded – Staff Establishment)

The arrangement of files in this series is unusual because, unlike the great majority of multiple number systems, the main determinant is the secondary (i.e. the agency identifier) rather than the primary number.

Additionally, a number of features relating to each of these numbers have been established. These are:

THE SECONDARY NUMBER: It would appear that the Commission's original intention was to allocate numbers within blocks each relating to a particular type of agency. The following blocks are apparent.

- Secondary numbers 1 - 198 = Public Hospitals

- Secondary numbers 199 - 298 = Geriatric Centres/Aged Homes/Nursing Homes

- Secondary numbers 299 - ? = Children's Homes

- Secondary numbers 499 - 598 do not appear to have been allocated as a block

- Secondary numbers 599 - 698 = Senior Citizen's Clubs

- Secondary numbers 699 - 798 = Nursing Schools/Bush Nursing Centres

- Secondary numbers 799 - 874 = Pre school Centres/Kindergartens

- Secondary numbers 875 - 914 = Ambulance Services

It is clear that the Commission/Division discarded the use of block numbering once all of the numbers within these blocks were allocated. It is also apparent that the initial allocation of numbers within all but the 499-598 block reflected an alphabetical arrangement by agency name, with updates reflecting name changes.

New agencies registered by the Commission/Division after the initial allocation were allocated the next available number initially from within the relevant designated block, then the 499-598 block, and finally, from number 915 onwards.

THE PRIMARY NUMBER: There were a total of 14 primary numbers supplemented by the use of

colour coded file covers. The classifications and file cover colour combinations used were:

· 1 = Registration with brown file cover 

· 2 = Property with beige file cover 

· 3 = Works with blue file cover 

· 4 = Staffing with yellow file cover 

· 5 = Furniture and General Equipment with pink file cover 

· 6 = Medical and Surgical Equipment with light blue file cover 

· 7 = General with white file cover 

· 8 = District Nursing Service with cream file cover 

· 9 = Geriatrics with brown file cover 

· 10 = Vehicles with brown file cover 

· 11 = Indigent Patient Services with brown file cover 

· 12 = Fees and Charges with off white file cover 

· 13 = Works Finance with orange file cover 

· 14 = Accounts Procedures with cream file cover.  

THE TERTIARY NUMBER:  was not always allocated within this system. It would appear the original intention was to place all papers relating to the primary number classification subject on one file. If this was done for a particular agency, the file will contain only a primary and secondary number. 

The tertiary number would only be allocated if the Commission/Division decided to create a file on a specific matter within the primary number classification. The first tertiary number allocated within the classification would be 1, the second 2 and so on. 

On some files, alphabetical character(s) would either be added to the tertiary number or replaced the tertiary number. It is not known why this done and whether this was an original feature of the record keeping system.  Characters identified to date are:  

· AAS = currently unknown (for) further research 

· C = currently unknown (for further research) 

· CDC = Chelsea Day Centre 

· CG = Chair of Gerontology 

· CHIS = Clinical Health Interpreter Service 

· CMC = Community Medical Centre 

· CS = Computer Services 

· D = Development 

· DH = Day Hospital 

· DU = Dialysis Units 

· EDE - Electronic Data Equipment 

· EDP = Data Processing Equipment 

· FC = Falls Creek 

· FS = Food Services 

· GC = Geriatric Centres 

· GSL = currently unknown (for further research) 

· HMSG = currently unknown (for further research) 

· IR = Industrial Relations 

· L = Laundry 

· M = Medical 

· MDC = Mornington Day Centre 

· MDHC = Dartmouth Health Service 

· MF = Maintenance Finance 

· N = Nursing 

· NWB = New Ward Block 

· OHSU = Outpatient Surgery Unit 

· OPA = Outstanding Patient Accounts 

· PCE = Patient Complaints and Enquiries 

· PL = Pathology Laboratory 

· SDC = Springvale Day Centre 

· SSL = Study Sabbatical Leave 

· TP = Tasmanian Patients 

· UP = currently unknown (for further research)
The existence of control records for this series is subject to further research.  
A number of gaps will be evident within the consignments held, largely due to the Commission/Division's practice of removing files when they became too large to be easily handled. Such files were placed in a series specifically established for this purpose (VPRS 4523) and were allocated new file numbers. 

A portion of this series was transferred to PROV in 1985. These files can be accessed as VPRS 4523/P2 units 820 – 943. These files will eventually be reprocessed as consignment of VPRS 14845.
	1955–?86 [Content ?1923–86]
	14845 / P0001

	File
	General Correspondence Files: Multiple Number

Content: General correspondence files created initially by the Hospitals and Charities Commission and its successor, the Hospitals Division of the Health Commission.
It appears this series was established to document either general policy matters relating to hospitals and charities as devised by the Commission /Division and to document Commission/Division administration.

Excludes files relating to those health institutions and benevolent societies required to register with the Commission/Division under the Hospitals and Charities Act.  These are documented in either VPRS 14844 or VPRS 14845.  

It would appear that both this series and VPRS 14848 were established early in 1955 to replace a series of general correspondence files arranged alphabetically by title, which was inherited by the Hospitals and Charities Commission in 1948 and believed to have contents extending back to 1923. No files from this alphabetical series are known to exist although a number of files have been incorporated into either this series, VPRS 14848 or VPRS 4523. 

It is believed that this series was discontinued in 1986 but this is subject to further investigation.

Recordkeeping System
The files in this series are arranged in multiple file number order. The first (or primary) number represents a broad subject area.  The second (or secondary) number identifies a specific subject within the broad subject.  
When a file became too large to be easily handled, a new part file retaining the original file number was created

The existence of control records for this series is subject to further research.

A number of gaps will be evident within the consignments held for this series.  This is largely due to the Commission/Division's practice of removing files from this series (and other Commission/Division series) when these became too large to be easily handled.  Such files were placed in a series specifically established for this purpose (VPRS 4523) and were allocated new file numbers.

A portion of this series was transferred to PROV in 1985. These files were accessioned, and can be accessed, as VPRS 4523/P2, units 944 – 971.  These files will eventually be reprocessed as a consignment of this series
	1955–86 [Content: ?1923–?86]
	14846 / P0001

	File
	General Correspondence Files (General Health Branch (?1944–78); Public Health Division (1978–86)

Content: Records created to administer policies, procedures and correspondence relating to the public health function in Victoria, and comprises inward and outward general correspondence and internally-generated records of the General Health Branch (Public Health).

Contains the entire central records of the public health function in Victoria from 1944 to 1987 with the contents date range going back to 1840's, in the case of cemeteries. 

When the collection was established, the contents of some files were incorporated into this collection from one or more previous filing systems, the contents of which included documents made or received by the range of agencies historically responsible including: 
· Central Board of Health, Chief Secretary's Department (VA 475) 
· Department of Public Health 

· Board of Public Health, and 
· Commission of Public Health 

The subject of individual files range across many of the functions exercised by the Branch/Division, including: 
· annual reports submitted by municipal health officers 
· health by laws to be adopted by municipalities 
· correspondence re health complaints 
· general information regarding specific diseases 
· correspondence re the appointment of health inspectors 
· correspondence between individual hospitals and the Branch/Division
· correspondence re management of cemeteries
· reports of inspections under the Meat Supervision Regulations 
· approvals for the construction of septic tanks, and 
· reports of water quality inspections. 
This collection does not include files pertaining to the establishment of standards and approvals for the construction of public buildings. These were maintained in separate collection (VPRS 7882). 

The file numbers detailed in the list/s of records for this collection are typically located on the bottom of the file covers along with a bar code label.

The card index to this collection (VPRS 14837) is still in the custody of the Department of Health and Human Services.
	1944–87
	14836 / P0001

14836 / P0002

14836 / P0003

14836 / P0004

	File
	Hospital’s and Charities Commission (HCC) General Administration Correspondence Year Files – Annual Single Number

Contents: Files covering the broad range of HCC functional responsibilities and its role in consulting and informing on health and nursing matters.

The HCC operated a registry office. After the Health Commission was created, the Hospitals Division took over the functions of the HCC and maintained the registry for administration issues extending the filing system until 1986.

Files mostly relate to HCC general activities re: property, transport, staffing, legal matters, education, public relations, as well as specific matters such as: bulk purchasing of standard furniture and medical equipment, finance, accounts, budgeting, nurses training and consulting with various organisations on government policies, programmes, and legislation and implementation activities.

System of Arrangement:

The files are arranged by an annual single number sequence. The year prefix indicates the year the file was created. The next number indicates the unique number given to the file.

Files created in one year will be continued indefinitely with that number even after a new part is created. Files created between 1972 and 1978 will have HCC file covers. Files from 1978 to 1986 will have the Health Commission (Hospitals Division) file covers.
	1972–86
	14847 / P0001

	File
	General Correspondence Files: T Prefix

Content: General correspondence files created by the Hospitals and Charities Commission.
It appears this series was established to hold files which could not be filed within the other general correspondence series of the agency. These being:

· VPRS 14844 and VPRS 14845 documenting the Commission's relationship with the institutions that were required to register with it, and

· VPRS 14846 which appears to document either general policy matters relating to these institutions as devised by the Commission or administration of the Commission itself.

It appears that both this series and VPRS 14846 were established in 1955 to replace a series of general correspondence files arranged alphabetically by title.

No files from this alphabetical series are known to exist although a number of files have been incorporated into either this series, VPRS 14846 or VPRS 4523.

It appears that this series was discontinued in 1972 and replaced by a sequence of general correspondence files arranged in an annual single number sequence (VPRS 14847).

Recordkeeping System

The files are arranged sequentially, each file number prefaced by the letter T (unclear why but not likely to mean 'Temporary').

When a file became too large to be easily handled, a new part file retaining the original file number was created. Unlike the other Commission general correspondence series, this rarely occurred.

A portion of this series was previously transferred to PROV in 1985. These files were accessioned, and can be accessed as VPRS 4523/P2, units 972 – 995. These files will eventually be reprocessed as a consignment of this series.
	?1955-?1971
	14848 / P0001

	File
	Index Cards/File Movement Registers 

Content: Filing system index cards and file movement registers (content circa 1960s–78) created and used by the Hospitals and Charities Commission.

Categories indexed include: agency registrations, public and private hospitals, ambulance services, district nursing centres, community health centres, year files and miscellaneous, temporary and closed files. 
Arranged alphabetically by category, and numeric order within categories. An individual index card was usually created for each agency; but smaller agencies were listed on the one card. Many cards have multiple entries arranged numerically; indicating that the index card collection was created some time after the commission was established, (refer collection as/1994/396 - indexes and registers to agencies 1948–86 and collection VPRS 4525 - registers to VPRS 4523 "closed" agency and general correspondence files 1923–83).  
	1960–78
	Unappraised

	Health Commission of Victoria (1978–85); Department of Health II (1985–92)

	Card
	Card Register to Executive and General Correspondence Files and Minutes of Commission Meetings 
Content: A card register created by the central registry within the Central Administration Division of the Health Commission and later the Department of Health II.  The register was specifically used to allocate file numbers and titles and track the movement of files from the following collections:

· general correspondence files arranged in an annual single number sequence (VPRS 14831)

· Executive general correspondence files arranged in multiple number sequence prefixed by the alpha

· characters CA (VPRS 14832), and

· minutes and papers of Commission meetings arranged in a sequential file number order, with each file pertaining to a single meeting. (These records have not been transferred).

Entries on these cards record the file number and title allocated, date of file creation and details of file movements between Department officers. Details per card pertain to six files. This collection appears to cover all of the files created.

Use of these cards was discontinued when the Department of Health II combined VPRS 14831, VPRS14832 and the general correspondence files of the General Health Divisions (VPRS 14836) to form anew collection controlled by a computerised records management system. At this time, the Department selected a number of files from both VPRS14831 and VPRS 14832 which were considered to be required for future reference/action and `top numbered' (i.e allocated new file numbers from) the new collection. The new file number for these files have also been recorded within the relevant entries of these cards.

Recordkeeping System

The cards for all of these collection have been placed within the one box. Although there are divider cards throughout the box, there are no clear divisions between the three main sequences.

Cards for the general correspondence files (VPRS 14831) are arranged in file number order with separate cards created for a handful of files pertaining to Freedom of Information and regionalisation files which are controlled by modified file numbers. Divider cards are used to separate the cards created within each individual year; the Freedom of Information and regionalisation cards are not identified in this manner.

Cards for the general correspondence files - Executive (VPRS 14832) are initially arranged in numerical order according to the primary number. Entries were made on each card in secondary file number order. Divider cards are used to separate the cards created within most of the primary number sequences.

Cards for the minutes of Commission meetings are arranged in file number order. 
Please note: some cards entries have also been annotated with a reference to an archive box number which should be disregarded.

To locate a file within either VPRS 14831 or VPRS 14832, initially consult VPRS 14835 as it comprises a keyword index to both collection and, unlike this register, does not contain references to files which were top numbered into subsequent collection. To locate a card within this collection (i.e. VPRS 14833) locate the relevant part of the register.
	1978–86
	14833 / P0001

	Card
	Card Index to Central administration files annual single number system 
Content: A card subject index created by the central registry which operated within the Central Administration Division of the Health Commission and later the Department of Health II. The collection was specifically used to index files from the following:

· general correspondence files arranged in an annual single number sequence (VPRS 14831), and

· Executive general correspondence files arranged in multiple number sequence prefixed by the alpha character CA.

For each file created, entries on these cards record the file number and title allocated and date of file creation. 

Recordkeeping System

These cards are arranged initially in alphabetical order by a number of broad subject headings each of which is identified by a large divider card. Entries are made on cards which reflect specific aspects of that broad subject. Both the broad and specific heading are written on the top of each card. Further, smaller divider cards serve to identify the various specific aspects within the broader heading.

Entries are made on each card in chorological order according to the date of file creation and include files from VPRS 14831 and/or VPRS 14832. This subject index appears to cover all of the files created in both collection.

A card register was also created by the agency to allocate file numbers and to track the movements of these files between officers within the Department (VPRS 14833).

Use of these cards was discontinued when the Department of Health II combined VPRS 14831, VPRS 14832 and the general correspondence files of the General Health Division (VPRS 14836) to form a new collection controlled by a computerised records management system.
How to Use the Records

To locate a file within either VPRS 14831 or VPRS 14832, initially consult VPRS 14835 as it comprises a keyword index to both collection and, unlike this collection, does not contain references to files which were top numbered into subsequent collection.

To locate a card within this index (i.e VPRS 14834) search for an index heading likely to coincide with the area of research/interest.
	1978–86
	14834 / P0001

	Computer Printout
	Index to Executive and General Correspondence Files and Freedom of Information Request Files [Computer Output] 

Content: A keyword index generated from a computerised records management application. This record was specifically used to index files from the following collection which were created by the central registry which operated within the Central Administration Division of the Health Commission and later the Department of Health II:

· general correspondence files arranged in an annual single number sequence (VPRS 14831)

· Executive general correspondence files arranged in multiple number sequence prefixed by the alpha characters CA (VPRS 14832), and

· Freedom of Information request files arranged in a sequential number sequence prefixed by the alpha character F. (These records have not been transferred).

For each file, entries in this index record the file number and title allocated. Some file titles are followed by an alpha character which appears to indicate the status of the file. According to a label affixed to the inside cover, these characters are: A for archival, AF for archival and closed, C for cancelled and F for closed. - This index is incomplete because it does not contain references to files from either VPRS 14831 or VPRS 14832 which were incorporated into the collection which replaced both during 1986. In other words, this index does not cover all files created in both collection.

Not a lot is known about the computerised application. It is thought that it was introduced to operate solely as an index and not to allocate file numbers or track file movements as a card register (VPRS 14833) performs both functions for all files in both VPRS 14831 and VPRS 14832. It is also possible that the system was introduced towards the end of the life of these collection because a card index was also created which covers all files for both collection (VPRS 14834).

Recordkeeping System

This index is arranged in alphabetical order by keyword. Entries are listed under each keyword in alphabetical order by file title.
How to Use the Records

This index should be used to identify file numbers necessary to retrieve files from either VPRS 14831 or VPRS 14832.

This index is structured from keywords taken from the file titles of both collections. There may be a number of separate entries for a file in the index depending on the number of keywords identified. For example, a file titled `Alternative Medicines' is indexed under the key words `Alternative' and `Medicine'. 

File numbers for VPRS 14831 are in the form of an annual single number (for example 82/123). File numbers for VPRS 14832 are in the form of a multiple number with a CA prefix (for example CA 01 - 62), and file numbers for the uncollectioned freedom of information files are those in the form of an annual single number with a F prefix (for example, F84/343).

Please note that this index also provides file numbers for files from either VPRS 14831 or VPRS14832 which have been transferred to PROV custody as part of VPRS 6345/P. These files are generally identified by the notation -A or -AF which have been placed at the end of the file title.
	1978–86
	14835 / P0001

	File
	General Correspondence Files 

Content: General administrative and correspondence files of the Health Commission and the Department of Health 11. Files date from the establishment of the Commission in 1978 and were created by a central registry which operated within the Commission’s Central Administration Division. Files usually pertain to issues which were the responsibility of the various operational divisions of the Commission and general administrative issues arising between these Divisions and Central Administration. A separate collection was created for files relating to policy and other issues handled by the Commission’s Head Executive Committee (VPRS 14832).

Recordkeeping System

The files in this collection are arranged in annual single number order commencing at number 100 (for example files are allocated a number from 100, regardless of subject and is prefixed by the year of creation).The file number reverts to 100 at the start of each calendar year. (It is not known why the number begins at 100 rather than 1 each year.) When a file became too large to be easily handled, a new part file retaining the original file number was created.

No file numbers were allocated for the number range 86/929 - 86/1059 inclusive.

A computerised control system was also introduced during the life of the collection. Not a lot is known about the operation of this system although it is apparent that it also included files from the Executive collection (VPRS 14832) and an uncollectioned sequence of Freedom of Information request files. It is thought that the system was introduced to operate solely as an index and not to allocate file numbers or track file movements as the card register (VPRS 14833) performs these functions for the entire collection. An output in the form of a keyword index (VPRS 14835) has been produced from this system.

It is also possible that the computerised system was introduced towards the end of the life of the collection because the keyword index does not index files which were incorporated into the subsequent collection. Some files from this collection created between 1978 and 1981 are found within the contents of VPRS6345 General Correspondence Files (refer in particular to units 560 - 625 of the 6345/P consignment).

VPRS 6345 contains a mixture of files from a number of recordkeeping systems created by either the Health Commission or the previous Department of Health 1. Unfortunately these files were boxed in what appears to be a random order within the 6345/P consignment. As the transferring Department prepared a records description list to this consignment which lists the files in alphabetical order, it was decided not to separate the relevant files from within VPRS 6345 for placement in this collection. 

Fortunately, entries within the keyword index (VPRS 14835) can be used to identify many of the files which have been transferred to PROV as part of VPRS 6345. Such files are generally identified by the notation -A (for archival) or -AF (for Archival and Closed) which have been placed at the end of the file title.

The Health Commission ceased to exist during August 1985 when the Department of Health II was established. This collection was maintained by the new Department into 1986 when a new filing sequence was established which combined the central administration files of this collection, the Executive files of VPRS 14832 and the general correspondence files of the General Health Division (VPRS 14836). The new collection was controlled by a computerised record management system utilising the `RMS' software package. Under this package files were allocated a sequential number with a numeric/alpha prefix which identified a broad subject area. During the process of the establishment of this new system, the Health Department selected a number of files from within this collection which were considered to be required for future reference/action. These files were accordingly top numbered' into (i.e allocated new file numbers from) the new filing system. The relevant entries in the card register in VPRS 14833 were annotated with the new file number.
How to Use the Records

To locate a file within this collection, first identify a file number and then, using Consignments below, establish the unit (or box) number containing that file.

To obtain a file number consult VPRS 14835. This index which has been printed from a computerised records management system, is structured from keywords taken from the file titles.

There may be a number of separate entries for a file in the index depending on the number of keywords identified. For example, a file titled `Alternative Medicines' is indexed under the keywords

`Alternative' and `Medicine'.

Please note: this index also provides file numbers for:

· files in VPRS 14832 and an uncollectioned sequence of Freedom of Information Request files as well as this collection. File numbers for this collection are those which are in the form of an annual single number (for example 82/123), and

· files from this collection which have been transferred to PRO custody as part of VPRS 6345/P. These files are generally identified in this index by the notation -A or -AF which have been placed at the end of the file title.
	1978–86
	14831 / P0001

	File
	Central Correspondence Files: Executive [Health Commission of Victoria]
Content: Files relating to policy and other issues handled by the Head Executive Committee of the Health Commission. Files date from the establishment of the Commission in 1978 and were created by a central registry which operated within the Commission's Central Administration Division.
A separate collection was created for general correspondence files pertaining to issues which were essentially the responsibility of the various operational divisions of the Commission and general administrative issues arising between these Divisions and Central Administration (VPRS 14831).

Recordkeeping System

The files in this collection are arranged in a multiple file number order prefixed by the letters CA (for Central Administration), for example CA 01-1. The first (or primary) number represents a broad subject area. (Primary number 1, for example, refers to Acts and Legislation). Only 21 primary numbers were allocated in this system. The second number represents the specific subject of the file as determined by the individual responsible for the file's creation. When a file became too large to be easily handled, a new part file retaining the original file number was created.

File numbers for all of these files were allocated from a card register (VPRS 14833). A card subject index was also created for all of the files in this collection (VPRS 14834). This index consists of cards arranged in alphabetical order by broad subject headings with individual cards reflecting a specific aspect of that broad subject. Each card records the file number, date of creation and file title of each file pertaining to the specific subject. This index also refers users to files on the subject which exist within VPRS 14831.
How to Use the Records

To locate a file within this collection, first identify a file number and then, using Consignments below, establish the unit (or box) number containing that file.

To obtain a file number consult VPRS 14835. This index, which has been printed from a computerised records management system, is structured from keywords taken from the file titles. There may be a number of separate entries for a file in the index depending on the number of keywords identified. For example, a file titled `Regionalisation - Discipline Specific Advisory Committee' is indexed under the keywords `Advisory', `Committee', `Discipline’, ‘Regionalisation' and `Specific'.

Please note that this index provides file numbers for files in VPRS 14831 and a collection of Freedom of Information request files as well as this collection. File numbers for this collection are those which are in the form of a multiple number with a CA prefix (for example CA 01 - 62).
	1978-1986
	14832/P0001


Correspondence systems – social welfare
	Type of Record
	Description
	Date Range
	VPRS Number

	Social Welfare Branch, Chief Secretary's Department (1960–71); Social Welfare Department (1971–79); Department of Community Welfare Services (1979–85)

	File
	File Register / File Movement Cards 

Content: File register/movement cards (1960–78) created and used by the central administration division of the Social Welfare Department (1971–79). 

Comprises the card system that records the registration of Community Welfare Services correspondence files and the issuing of files to staff members within the department’s administration. 

The file register and movement cards’ columns list: allocated sequential file number, date of file creation, person initiating/requesting new file creation and file subject title, often including a note regarding file subject matter. File movement is listed on reverse. 

The Social Welfare Department (SWD) assumed responsibility for all functions previously administered by the Chief Secretary's Department's Social Welfare Branch (1960–71) and continued the divisional structure which had existed in the Branch; there were seven major divisions comprising family welfare, youth welfare, prisons, probation and parole, regional services, research and statistics, and training. The SWD also assumed responsibility for school attendance regulation from the education department and in 1971 the responsibility for funding children's homes from the Department of Health.
	1960–78
	Unappraised

	File
	General Correspondence Files: Multiple Number 

Content: General correspondence files created by the Social Welfare Branch and continued by successor agencies, the Social Welfare Department and until 1981, the Department of Community Welfare Services The subject of individual files range from policy matters to housekeeping. Contents of files include correspondence received, copies of correspondence sent and other documents.
This collection was created and maintained by the Branch/Department's central administration. Each of the Branch/Department's Divisions also maintained a collection of general correspondence files. It is believed that none of these Divisional collection currently exist except for a system created by the Training Division which is in the custody of the Department of Human Services.

It appears this collection was introduced in 1961 to replace a collection of files arranged according to an annual single number system introduced in1960 when the Social Welfare Branch was established.

When this collection was established in 1961, entire files (including file covers) were incorporated into it from the previous correspondence filing systems of those agencies. Therefore, the contents of some of these files predate 1961 (a very small number of files contain items dating back as far as circa 1900) with most items dating from the late 1950's.

This collection ended in 1981 (although papers were added to some files into at least 1982) when the Department of Community Welfare Services merged it and the general correspondence filing systems operated by the various Divisions to form an annual single number central filing system (VPRS 14838).

Recordkeeping System

The files in this collection are arranged in multiple file number order. The first (or primary) number represents a broad subject area. There was provision for up to 60 primary numbers in this collection, although not all were used. The second number represents a sub heading of the broad subject whilst the third number represents the specific subject of the file as determined by the individual responsible

· Primary Number (a broad subject) = 32 (for Prisoners)

· Secondary Number (a sub- heading) = 1 (for Bail)

· Tertiary Number (a specific subject) = 5 (for Bail Reform).

When a file became too large to be easily handled, a new part file retaining the original file number was created. An alphabetical suffix indicates the part file number.

File numbers were allocated from a card register (VPRS 14842). These cards are arranged in file number order according to the combination of primary and secondary numbers, with each card containing entries for a number of files. Each entry records the file number and title allocated and date of file creation. The reverse of each card records details of file movements between officers within the Department.

An index was also created for all of the files in this collection (VPRS 14843). This index consists of cards arranged in alphabetical order by index heading with individual cards reflecting all files pertaining to either a particular subject, individual or organisation. Entries on these cards record the file number, date of file creation and file title.
How to Use the Records

To locate a file within this collection, first identify a file number and then, using Consignments below, establish the unit (or box) number containing that file.

To obtain file numbers, consult the card index, VPRS14843. Individual cards in this index list all of the files within the collection which pertain to a particular subject, individual or organisation.
	1961-1981 [Contents c.1900-?1982]
	14841 / P0001

	File
	Card Register to General Correspondence Files: Multiple Number 

Content: A card register created by the Social Welfare Branch and continued by successor agencies, the Social Welfare Department and until 1981, the Department of Community Welfare Services. The register was specifically used to allocate file numbers and titles and track the movement of a collection of general correspondence files maintained by these agencies (VPRS 14841).

For each file created, entries on these cards record the file number and title allocated and date of file creation. Details of file movements between officers within the Department are noted on the reverse of the card. This collection appears to cover all of the files created in VPRS 14841.

Use of these cards was discontinued when the Department of Community Welfare Services combined VPRS 14841 with general correspondence files created by each of the Department's Divisions to form a new collection (VPRS 14838).

Recordkeeping System

The files in VPRS 14841 are arranged in multiple file number order. The first (or primary) number represents a broad subject area. There was provision for up to 60 primary numbers in this collection, although not all were used. The second number represents a sub heading of the broad subject whilst the third number represents the specific subject of the file as determined by the individual responsible for it's creation.

The cards in this collection are arranged in file number order according to the combination of primary and secondary numbers. (In other words, the combination of primary and secondary number is recorded at the top of the card.) Tertiary numbers are listed in sequential number order on each card as these were allocated.

No divider cards separate the various primary numbers. For some of the larger primary number sequences, there may be a card which records all of the secondary numbers used.
How to Use the Records

As the register is arranged in file number order, researchers will require the relevant file number.

This can be obtained by consulting the index to the files, VPRS 14843. Researchers note that these records are still at DHHS.
	1961–81
	14842 / P0001

	Card
	Card Index to General Correspondence Files: Multiple Number 

Content: A card index from the central registry within the Social Welfare Branch, Chief Secretary's Department and continued by successor agencies, the Social Welfare Department and (until 1981) the Department of Community Welfare Services. 
The collection indexed a general correspondence files maintained by these agencies (VPRS 14841). Entries on these cards record the file number, title allocated and date of file creation, and appears to cover all of the files created in VPRS 14841.

A card register (VPRS 14842) was also created to allocate file numbers and track file movements of these between Department officers.

Card use stopped when the Department of Community Welfare Services combined VPRS 14841 with similar files from each Department Division to form a new collection (VPRS 14838).

Recordkeeping System

Cards are arranged alphabetically according to the index heading within two broad sections: "Pre 1970" and the other one.

Entries are chorological by file creation date. Individual cards identify all files pertaining to either:

- a particular subject (e.g. `Refuges', `Refugees' or `Probation and Parole Officers')

- an individual, or

- an organisation either in contact with and/or controlled by the agency.
How to Use the Records

This index is divided into two broad sections - "Pre 1970" and the remainder. Within each section cards are arranged in alphabetical order irrespective of the subject, name of individual or name of organisation.

Use Consignment numbers to establish the part of the index to request. The records are still at DHHS.
	1961–81
	14843 / P0001

	Department of Community Welfare Services (1979–85)

	
	Subject Index to General Correspondence Files: Annual Single Number [Computer output] 

Content: A keyword index generated from a computerised application. This record indexed Department of Community Welfare Services and the Department of Community Services general correspondence files, arranged in an annual single number sequence (see VPRS 14838).

Entries in this index record each file number and title allocated.

Each month, VicComp, the Victorian Government Computing Service performed file indexing for VPRS 14838 on behalf of the Department. In addition to this collection two other print outs were created:

- a nominal index identifying those file titles which include the name of an individual or organisation (VPRS 14840). (All entries contained in the nominal index are included in this collection.), and

- a list of all files created in file number order.

All print outs were destroyed when superseded. A final master set of the Subject and nominal indexes was created in September 1990.

In 1993 Department of Health and Community Services microfilmed the final master of both this index and VPRS 14840. The various pages of the print out were detached as part of the filming process.

Recordkeeping System

The index is arranged alphabetically by keyword and by file title under each keyword.

The index hard copy master is P1 and the microfiche copy is the P2 consignment. The microfiche copy consists of seven fiche numbered 1-7 and headed "CSV CA Files – Active Keyword Index 1981–1990". There is no identification of the portion of the index covered by each individual fiche. 
How to Use the Records

Use this index to obtain file numbers needed to retrieve files from VPRS 14838. P1 is a hard copy index and P2 a microfiche copy.

The index is arranged alphabetically by keyword and by subject file title under each keyword from VPRS 14838. There may be a number of separate entries for different key words identified.E.g., a file titled `Adpotions - Intercountry - Brazil' is indexed under the keywords `Adoptions', `Brazil' and `Intercountry'.
	1981–93
	14839 / P0001

	Card
	File Register/File Movement Cards 

Content: The card system recording the registration of the Department of Community Welfare Services correspondence files and their issue to staff members. 

The central registry created files for all incoming and outgoing correspondence, with a subject classification for each transaction, e.g. “Hampton Park Community House – Funding Submission”. 

The cards were central index card system for the Department’s registry before ‘Recfind’, the electronic records management system, was introduced. 

The file titles represent both broad categories of transactions, for example “Risk Management Investigations – Strategy”, as well as person or organisation-specific files. The titles highlight the scope of the department’s core business functions including its transactions with external organisations, and detail broad internal administration aspects including: personnel issues; strategies; programs; grants; committees of management; training; and single matters such as public enquiries, complaints or legal cases.

The card system is divided into calendar years; a separate card denotes each new year and there is a separate sequence of cards for each year. Arranged chronologically by file number registration. 

Every card is double sided. The front side of each card is entitled “File Register” and records ten new file registrations. This information is presented in a column format with the following headings:

· Number…to…

· File No.

· Date

· Title

The back of each card is entitled “File Movements” and records the corresponding movement of each new file as registered on the front of the card. This information is detailed under the column headings:

· Number…to…

· File No.

· Not title but details person’s name the file issued to and the date “P.A.” put away

The subject categories reflect the enquiries and business involvements of the department’s head office with:

· its institutions and suburban offices

· the general public

· non-government organisations

· other Victorian and federal government departments and so on.
	1986–90
	Unappraised

	File
	Client Files, Family and Adolescent Services Division, Single Number System 

Content: Client files created by the Family and Adolescent Services Division of the Department of Community Welfare Services (that took over functions of Social Welfare Department’s Family Welfare and Youth Welfare Divisions, re-uniting child and youth administration within the one division). (For previous collection see VPRS 10071 State Ward Files and VPRS 16747 for Youth Division Files). 

This collection documents the administration of each child's care and their interaction with this Division and predecessors, mainly wards of state under 18 and young persons between the ages of 15 to 21 who were sentenced to a Youth Training Centre by the Children's Court. 

Files contain police reports, Children's Court papers such as Child Offence or Protection Application Advice forms, wardship documents, social worker's case notes and plans, reports sent by institutional staff and/or regional social workers who worked with the children. Some files contain adoption details. 

The collection also contains case histories of non-wards and ex-wards of state, who were sentenced to a Youth Training Centre by an adult court from 1978. 

This collection does not include:

- files of children given Youth Training Centre sentences of less than nine months or Children's Court probation or parole orders – these were kept by the Office of Corrections, see VPRS 4464. 

- files of 17 to 21 year olds sentenced to Youth Training Centres by adult courts, see VPRS 4464.

Administrative changes in 1986 resulted in these files being superseded by a recordkeeping system controlled by the Statutory Client Information System (SCIS), see VPRS 16650. The files in this collection (i.e VPRS 16749) relating to children who were still clients of the Division at this time were transferred to VPRS 16650 and were allocated new file numbers from that system.

Recordkeeping System

On admission to the Division’s care, the files of children already in the Department’s care before 1978, and continued or were readmitted 1978–86, were brought forward from previous system (VPRS 10071) and given, in 1978, the next number from 1000 in this sequential collection. New file covers were also allocated, retaining a portion of the old front cover. Numbers continued to be allocated from this sequence up to number 8136, until the collection ended in 1986. 

The files for non-wards and ex-wards of state sentenced to Youth Training Centres by adult courts, received the next available sequential number commencing at 50,000 in 1978, and finishing at 53,856 in 1986. 

Thus, during the entire collection’s date range, files were only allocated numbers between 1000 - 8136 and 50,000 - 53,856. No files were numbered 1 to 999 or 8137 to 49,999.

As part of the recordkeeping system a card index was created. These cards were intersorted, along with other cards created for ward-based filing systems, 1961–85. Cards are arranged alphabetically, see VPRS 16205.
	1978–85 (Contents 1946–96)
	16749/ P0001

16749 / P0002

	Department of Community Welfare Services (1979–85); Community Services Victoria (1985–92)

	Computer Printout
	Nominal Index to General Correspondence Files: VPRS 14840 Annual Single Number [Computer Output] 

Content: A nominal index generated from a computerised application specifically used to index general correspondence files arranged in an annual single number sequence created by the Department of Community Welfare Services and the Department of Community Services, see VPRS 14838.

For each file, entries in this index record the file number and title allocated.

The indexing of files in VPRS 14838 was performed by VicComp, the Victorian Government Computing Service, on behalf of the Department. Each month, Departmental registry staff provided VicComp with appropriate data in the guise of transaction sheets and computer tapes. After processing, VicComp provided the Department with three print outs and an error report. In addition to this collection two other print outs were created:

- a subject index which identifies files through keywords found within the file title. (VPRS 14839), and

- a list of all files created in file number order.

All print outs were destroyed when superseded. A final master set of the two indexes was created in September 1990.

The final master of both this index and VPRS 14839 was microfilmed by the Department of Health and Community Services in 1993. The various pages of the print out were detached as part of the filming process.

Recordkeeping System

This index is arranged in alphabetical order by keyword. Entries are listed under each name in alphabetical order.

The microfiche copy consists of two fiche numbered 1 and 2 and headed "CSV CA Files – Name Index 1981-1990".
How to Use the Records

Use this index to obtain file numbers necessary to retrieve files from VPRS 14838. The P1consignment is a hard copy index;  P2 is a microfiche copy. 

The index is arranged alphabetically by the name of an individual or organisation taken from within the titles of the files in VPRS 14838.
	1981–93
	14840 / P0001

	File
	General Correspondence Files: Annual Single Number]
Content: General correspondence files created by the Department of Community Welfare Services and the Department of Community Services. Subjects range from policy matters to housekeeping, some specific issues pertaining to institutions under the Department's control. Contents include correspondence received, copies of correspondence sent and other documents.

Collection dates from 1981 creation as the central filing system for the Department of Community Welfare Services (CWS). Before then, each Department Division maintained a general correspondence system in addition to a multiple number system operated by CWS's central administration (VPRS 14841).

When the collection was established, the contents of some files from VPRS 14841 and the filing systems from the other Divisions were top numbered into this collection. Therefore, the contents of some of these files predate 1981 and, in rare instances, have been known to extend as far back as approximately 1930.

Recordkeeping System

The files in this collection are arranged in annual single number order: files were allocated a number from 1 to infinity, regardless of category/subject and this number is pre-fixed by the creation year. The file number reverts to 1 at the beginning of each calendar year. When a file became too large to be easily handled, a new part file retaining the original file number was created.

File numbers were allocated from a card register. These cards are arranged in file number order, with each card containing entries for a number of files. Each entry records the file number and title appropriate data in the guise of transaction sheets and computer tapes. After processing, VicComp provided the Department with three print outs and an error report. These print outs were:

- a keyword subject index

- a nominal index identifying file titles which include the name of an individual or organisation, and

- a list of all files created in file number order.

These print outs were destroyed by the Department when superseded. A final master set of the two indexes was created in September 1990. These were also been microfilmed by the Department of Health and Community Services in 1993. (Refer to VPRS 14839 for the subject index and VPRS 14840 for the nominal index).

During 1990 the Department of Community Services decided to significantly broaden the scope of its general correspondence files by incorporating files pertaining to a number of functions, including those from this collection and the general correspondence files of the Office of Intellectual Disability Services (VPRS .....) which it had inherited over the previous five years. The Department also introduced a computerised records management system, utilising the `RMS' software package to control these files.

In the new system maintained the annual single number system of arrangement. All of the files from this collection (i.e. VPRS 14838) created during 1990 were brought into this new system, retaining their file numbers. Files created prior to 1990 were also brought into the new system, but were allocated completely new file numbers.

This collection has been transferred in three separate consignments, viz:

- P1 consignment: comprising files created 1981–89, deemed inactive and removed to secondary storage in 1990.

- P2 consignment: files created 1981–84 and removed to secondary storage in 1988–89 because the Department had not referred to them since 1985, and

- P3 consignment: comprising files created 1981–84, and removed to secondary storage in 1990, because the Department had not referred to them since 1987.
How to Use the Records
File numbers can also be obtained from either VPRS 14839 or VPRS 14840, both have a hard copy master and microfiche copy.

VPRS 14839 is a subject index structured from keywords found within the file titles. There may be a number of separate entries for a file in the index depending on the number of key words identified. For example, a file titled `Adpotions - Intercountry - Brazil' is indexed under the key words `Adoptions', `Brazil' and `Intercountry'.

VPRS 14840 indexes only files that contain the name of an individual or organisation within the file title.
	1981–90

[Contents: c.1930-1989]
	14838 / P0001

14838 / P0002

14838 / P0003

	Community Services Victoria (1985–92); Department of Health and Community Services (1992–96)

	File
	Youth and Family Services General Correspondence Files, Single Number System, “YF” Prefix 

Content: General correspondence files maintained by the Youth and Family Services Division, maintained via RecWin database. (Files sentenced in accordance with relevant disposal authorities’ provisions.)
Several files pertain to Children’s Service Centres and expenditure matters regarding services to children. The files include correspondence re: regulations, regulatory impact statements, complaints and investigations, planning of services, preschool services forms, project redevelopment and extensions, guidelines and procedures, and ministerial briefings (all services that came under Youth and Family Services).

A separate group of files were maintained by the Child Death Inquiries Unit, documenting investigations of Departmental Child Protection clients’ deaths, and may include reviews of current approaches to investigation of client deaths, policy and procedures development, legal advice in relation to coronial inquests and other matters, Departmental Panel of Inquiry confidential reports, summaries of completed inquiries, ministerial briefings, reports of ministerial panels of inquiry, advice following Departmental inquiries and Ministerial inquiries into deaths, and Freedom of Information requests and related documentation. 
These files are not arranged numerically according to RecFind file number, so hopefully collection and box number details are complete within the database.
	1990–96 (contents date 1981–2011)
	Unappraised

	Files
	Juvenile Justice Branch Subject Policy Files [Department of Health and Community Services]

Content: Correspondence files maintained by the Juvenile Justice Branch, Department of Health and Community Services, containing inward and outward correspondence copies.

Files registered with a single number and JJB prefix (for Juvenile Justice Branch). Includes files on particular individuals, legislation review, and incident reports for Youth Training Centres, the Drug Advisory Committee, and ministerial briefings on matters including Youth Training Centre escapes, parole, and program funding.
	1985–99 [checked contents on TRIM of Perm files]
	Unappraised

	Inquiries and investigations

	File
	St Nicholas Hospital Committee Of Inquiry To Investigate Claims About Children At St Nicholas Hospital - Submissions To The Inquiry 

Content: Files re the inquiry into claims made about children at St Nicholas hospital, consisting separate submissions from organisations and private individuals. The files were processed and a records description list is provided in the collection register.
	1979
	VPRS

	Volume
	Mont Park Hospital Inquiry Records Of Inquiry and Transcripts 

Content: Records and transcripts from the 1974 inquiry into administration and clinical practices at Mont Park. There are 4 volumes.
	1974
	Unappraised

	File
	Disciplinary / Investigation Files (includes Janefield and Kingsbury Training Centres, Kew Cottages)

Content: Manila folders with loose documentation, covering investigation into staff/client situations in Community Residential Units. Some files have copies of ministerial briefings attached. Files relate mostly to Janefield or Kingsbury, some relate to Kew Cottages.
	1991–93
	Unsentenced

	Files
	Investigations into Staff Misconduct (includes Janefield, Kingsbury and Pleasant Creek Training Centres, Kew Cottages, Malmsbury and Turana Youth Training Centres)

Content: Documents from the investigation into staff misconduct at Janefield training centre in 1992 and 1993: investigation unit working papers, reports, exhibits, transcripts of police interviews etc. Main investigation was into staff financial misconduct, but there were some allegations of staff sexual abuse of patients. Most relate to Operation Janefield, but other records concern investigations into Kingsbury, Pleasant Creek, Malmsbury, Kew Cottages and Turana.  The Kew cottages investigation was a more general review of cash books and ledgers at the trust office and at units. 
Staff files are in alphabetical order. All other files are in numerical order. 
	1992–93
	Unsentenced

	Kew Cottages Fire Inquest 

	File
	1996 Fire Inquest Records 

Content: Records pertain to the fire at Kew in April 1996: transcripts of the inquest proceedings, including copies of witness statements and other relevant papers. Records arranged according to transcript date. 
	1996–97
	Unappraised



	File
	1996 Fire Inquest Files – Photocopies

Content: Copies of original records created and accumulated through investigation into the 1996 fire at Kew Cottages.
	1996
	Unappraised

	File
	1996 Fire Reports and Submissions 

Content: Department of Human Services records and copies of reports re various investigations into 1996 fire. 
	1996–97
	Unappraised

	File
	Fire at Kew Residential Services Investigation Files

Content: Kew Residential Services records relating to the April 1996 fire in Unit 30/3. The files were created for the Victoria Police Arson Squad and the Coroner's enquiry.
	April 1996
	Unappraised

	School attendance of wards

	Card
	School Attendance History Cards, Inner Eastern Region, Camberwell Office

Content: Cards recording school attendance history of students at various primary and secondary schools in the inner eastern region. The cards were created in the department’s Camberwell office. 

The cards were designed to document the attendance history over a period of time for students whose school attendance was inadequate. Information includes the school name, student's name, parent's name and address. There is provision for a record of number of possible school days versus actual days of attendance in periods documented on the card. There are notes of actions and investigations undertaken to determine if the student's absence was authorised, or to find ways for the student to return to normal attendance. In some cases there are copies of correspondence and other notes attached to cards. Includes some instances of police prosecuting parents for not sending their child to school.

Nothing on the cards indicates that any child documented was otherwise under the department’s notice.
	1974–81
	N/A

	Executive Staff - Policy, Subject and Correspondence Files

	File
	Assistant Director, Protection and Care, Policy and Subject Files

Content: Policy and subject files of the Assistant Director, Protection and Care, Department of Health and Community Services. Records are arranged in the broad subject classifications designated by the incumbent and comprises working papers, official correspondence and reference material.
	1985–94 [checked contents on TRIM of Perm files]
	Unappraised

	Occupational health and safety

	Volume
	Disease Injury Near Miss Accident (DINMA) Books, Southern Region 

Content: Books containing individual reports of staff members’ accidents, injuries or “near misses” in the work place. Reporting is required as part of the Workcare monitoring process.
	1996–2002
	Temporary

	Incident reporting, child protection 

	File and document
	Incident reports, Category 1 incidents, child protection, Southern region 

Content: Individual reports of Category One incidents that affecting child protection clients, including:

· death or serious injury

· physical or sexual assault

· significant property or contents damage, that results in a threat to the health and safety of staff and clients (such as fire or vandalism)

· escape by a person in a youth custodial centre, or a person absconding during temporary leave from a youth custodial centre 

· apparent drug or alcohol-related death of a client (irrespective of the client’s location at the time of the incident)

· repeated incidents of a lower category that appear to be systemic

· an event with the potential to involve the relevant Minister; and/or an event with the potential to subject the Department to high levels of public scrutiny.
	2001–04

2006–07
	Unappraised

	File
	Incident reports, Category 1 incidents, child protection, Statewide 

Content: Individual reports of Category One incidents that affected child protection clients. 
	1994–11
	Unappraised

	File
	Incident reports, Category 1 incidents, Child and Family Services, Grampians Region 

Content: Individual reports of Category One incidents that affected child protection clients.
	2007–09
	Unappraised

	Child death investigation and reporting

	File
	Child Deaths, Community Care, Southern Region

Content: Child death inquiry reports, memoranda and briefing documents.
	2002–05

2006–07
	Unappraised

	File
	Investigation of Child Client Deaths in Child And Family Welfare 

Content: Files relating to investigation, reporting, and correspondence. Several files name individual children.
	1989–96
	Unappraised

	Child Safety Commissioner

	File
	Child Death Inquiry, Child Safety Commissioner Client Files 

Content: A mixed collection of files including:
· policy and procedures

· management and membership of committees and working parties, and so on

· complaints, advocacy

· files relating to individual deaths

· legal advice.
	2002–05
	Unappraised

	Family Group Homes

	Document
	Family Group Homes Review Summary and Reports

Content: Records containing a review of family group homes in Victoria. At the time there were 22 agencies operating 109 family group homes across 12 regions. (Family Group Homes are where small groups of children in care are accommodated in buildings that approximate the size and form of a normal family home.) 

Included are funding and costing details, summaries of interview director’s questionnaires, cottage mothers’ questionnaires, correspondence and summary information. Details from non-government organisations are included. Files are not in any particular order.
	1978–81
	Unappraised
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