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Warning about distressing information

This guide contains information that some people may find distressing. If you experienced abuse as a child or young person in an institution mentioned in this guide, it may be a difficult reading experience. 

Guides may also contain references to previous views, policies and practices that are regrettable and do not reflect the current views, policies or practices of the department or the State of Victoria. 

If you find this content distressing, please consult with a support person either from the Department of Health and Human Services or another agency.

Disclaimer

Please note that the content of this administrative history is provided for general information only and does not purport to be comprehensive. The department does not guarantee the accuracy of this administrative history. For more information on the history of child welfare in Australia, see Find & Connect.

Patient and trainee information
	Type of record
	Description
	Date range
	VPRS number

	J Ward (1886–1991) - housed male patients classed as criminal and dangerous, who required maximum security or strict custody

Note: records relating to J Ward may be included in records relating to other parts of the Ararat facility. 

	Volume
	Case Books of Male Patients (J Ward)

Content: Case Books of male patients at the Ararat Asylum, including J Ward patients. These Case Books record details of patients admitted until June 1912. However, notes were added to some cases until 1936. 

J Ward
In 1999, the Casebook of Patients in J Ward for the criminally insane was added to this collection relating to the whole asylum (located at Public Record Office Victoria).

J Ward was located separate from the main asylum, in the former Ararat Gaol buildings. Patients were routinely transferred between J Ward and other wards of the Ararat Asylum. A separate casebook was maintained for J Ward patients. When a patient was transferred from J Ward to a ward in the main asylum building, their case history was recorded in the casebook for the main ward and vice versa. There are extensive cross references between the J ward volume and the other casebooks in this collection.

To access the medical details of a specific patient, you will need to know the patient’s date of admission, found in: 

· VPRS 7446 Alphabetical Lists of Patients in Asylums (Volume 3) 1867–84
· VPRS 7427 Nominal Register of Patients 1867–1906
· VPRS 7430 Annual Examination of Patients Register 1889–1912.
	1870–1912
	7403 / P0001

	Volume and File
	J.Ward records

Content: Various J Ward records, including:

· day and night report books 

· patient observations 

· ward diaries 

· medical journals 

· daily alterations 

· register of patient names 

· patient histories 

· daily diary of head nurses office 

· leave and roster records 

· patient visitors 

· nurses communication book 

· order books 

· patient property lists 

· meeting details 

· misconduct allegations 

· general files 

· policy files 

· log books 

· outgoing patient mail register 

· staff meeting minutes 

· rehabilitation log books and reports 

· activities log books 

· seclusion register 

· running sheets 

· ward lists 

Arranged in chronological order within groups of record types.
	1953–91
	Unappraised

	Ararat Asylum (1867–1905);  Ararat Asylum/ Hospital for the Insane (1905–34); Mental Hospital (1934–97) – housed long term patients with mental illness

Note: some records listed below may include references to J Ward.

	Admission and discharge

	Volume
	Register of patients (admission and discharge registers)

Content: These records provided summary information on the admission and discharge of patients from the Aradale (Ararat) Mental Hospital. Each admission was assigned a unique sequential number. The registers are large bound volumes.

The registers list admissions chronologically, and detail the following information (column headings):

· Date of Last Admission (if any)

· No. in Order of Admission (by gender) (sequential number)

· Date of Admission

· Full Name

· Gender

· Age

· Condition as to Marriage

· Occupation

· Previous Place of Abode

· By Whose Authority Sent

· Date of Medical Certificates, and by whom signed

· Form of Mental Disorder

· Supposed Causes of Insanity

· Bodily Condition

· Details and Duration of Existing and Previous Attacks

· Date of Discharge, Removal or Death (and category of same)

· Observations

The eighth, ninth and tenth registers use a slightly different format, recording the following (column headings):

· Type of Admission

· Number in order of Admission (by gender) (sequential number)

· Date of Admission

· Full Name

· Secretary’s Signature

· Date of Birth

· Marital State

· Occupation

· Previous Place of Abode Religion

· Form of Mental Disorder

· Bodily Condition

· Date of Death, Discharge, etc.

· Secretary’s Signature

· Discharge Category

· Where Discharged to (if applicable)

· Cause of Death

· Who Present at Death

Some registers include a name index at the front of the volume. Volumes may also contain loose papers that may provide additional patient information or administrative processes.
	1867–1993
	18140 / P0001

	Volume
	Index discharged patients, 

Content: This record is an index to the Ararat Asylum Discharge Register, 15 November 1867 to 6 November 1882.

This was the first discharge register to be used at Ararat and the index was maintained separately. All subsequent registers had the index incorporated into the beginning of the register.

This index is used to locate a particular patient’s entry in the discharge register. 

The index used 26 separate tabs (A – Z). 

In each tab, names are listed (surname first), with the corresponding page number in the register where an entry for that patient can be found.
	1867–82
	18139 / P0001

	Volume
	Nominal registers of patients

Content: Registers that were a record of all patients in residence at that time. Entries in each volume are in alphabetical sections, with separate sequences for male and female patients recording the following:

· Date of Admission

· Number [in the Register of Patients/Admission Register]

· Name

· Discharged, Died etc. [contains date and note indicating, for example, death, transfer to another institution or discharge.]

While these records were not created as an index, they can be used as an index to admission and case records.
	1867–1906

1867–1959
	7427 / P0001

7427 / P0002

	Volume
	Nominal register of patients 

Content: Two volumes that are nominal registers of patients at Ararat. It is not clear how these registers relate to other nominal registers outlined elsewhere in this guide.

The two volumes have the following date ranges:

· 1867 – 1877

· 1888 – 1968
	1867–1968
	Unappraised

	Orders and warrants

	Document
	Admission and discharge orders, voluntary patients

Content: This collection comprises records described as admission and discharge orders, voluntary patients. They are arranged in a sequence of numbers consisting of consecutive serial numbers allotted to voluntary patients in residence on 1 May 1953. The sequence continued with numbers allocated to new patients on admission.
	c.1920–91
	Unappraised

	Documents
	Warrants, admission and discharge

Content: These records show that a person has been legally held at the centre as a psychiatric patient. They contain requests for admission, medical certificates and sometimes other documents such as police reports and discharge or death notices. 

The records are in numerical order corresponding to the admission number (see admission registers). The collection contains warrants for male and female patients. Until 1959, only admission warrants are in this collection. From 1959, discharges are included. From 1968, transfer documentation is included.

There is also a separate, small number of warrants identified collectively as “outsorts” that are likely to have been either not filed or misfiled at some time.
	1867–c.1985
	Unappraised

	Document
	Warrants, discharge and transfer

Content: This mixed collection of warrants relates to the discharge or transfer of patients to another hospital from Ararat/Aradale. There are several groups of warrants:

· discharge and transfer warrants, in number order, number range 3252–6426, date range 1896–1959

· transfer orders to another hospital, grouped chronologically, date range 1920–68
	1896–1968
	Unappraised

	Leave of absence and trial leave 

	Volume
	Leave of absence register 

Content: These records document periods of leave of absence taken by voluntary patients at the hospital.

Information recorded in columns includes: 

· patient name and number

· admission date

· period of leave 

· date of return 

· death or discharge or transfer 

· name and address of guardian
	1869–1903
	Unappraised

	Volume and file
	Trial leave records

Content: A small number of records relating to patients’ trial leave. They include:

· trial leave applications, 1978–87

· trial leave deads (patients who died while on leave), 1913–73

· trial leave register, including escapees, 1925–68.
	1913–87
	Temporary

	Patient deaths

	Volume
	Post mortem register

Content: The results of post-mortem examinations of patients at Ararat Hospital for the Insane

Entries are arranged chronologically by date of post-mortem. Details recorded include:

· name of patient

· page number in Register of Patients,
· sex

· age

· previous occupation

· date of reception

· date of death

· form of mental disorder on reception and at death,
· certified cause of death.
A brief case history of the patient is also recorded.
All volumes are divided with set fields in which the doctor performing the post-mortem would record the following information:

· clinical diagnosis

· general appearances (of cadaver)

· circulatory system

· respiratory system

· alimentary system

· excretory and generative system

· nervous systems

· cause of death.

There are no entries for the period 1919–45.
	1904–46
	7438 / P0001

	Patient contacts and maintenance

	Volume
	Quarterly maintenance account book

Content: An accounting record related to the quarterly payment of maintenance costs by residents or their families. The amount of maintenance payable by the families of patients for their support was outlined in the Lunacy Act and could be set by a magistrate.
	1865–1910
	Unappraised

	Volume
	Address book , patients’ friends and next of kin 

Content: A small volume containing names and addresses of patients’ friends or next of kin, arranged in sections alphabetically by patients’ family names.
	1867–73
	Temporary

	Patient case management

	Volume
	Medical Journals 

Content: Each asylum was required to maintain a Medical Journal (Lunacy Statute 1867, s21). Every week the Superintendent was to enter in the Medical Journal, a statement showing:

· the statement date 

· the number of patients of each sex in the asylum

· the name of every patient placed in seclusion or under restraint since the last entry

· the reasons, length of time and means of such seclusion/restraint

· the names of any patients under medical treatment

· the general health of patients in the hospital

· any deaths, injuries or marks of violence on patients since last entry.

Content of volumes is arranged chronologically by date of report. The date range of each volume may be written on the cover or spine of the volumes.
	1867–1960
	Unappraised

	Volume
	Seclusion Registers 
Content: Legislation required the Seclusion Registers to document instances of patients being placed in seclusion (‘confinement of the patient at any time of the day or night alone in a room or area from which free exit is prevented’). Such seclusion could not be applied without the authority of the hospital’s Superintendent or medical officer.

The registers are small bound volumes.

As there was a legislative requirement to maintain this type of record, it is presumed that the gaps in the chronological sequence relate to registers that have not yet been located.

The registers list instances of seclusion chronologically, with each double page of the register being used for one week, with one of the pages for male patients and one for females. Each page is further comprised of a column for each day of the week. 

The following information is recorded:

· Name

· Cause

· Duration of Seclusion (in hours and minutes)

· Total Period of Seclusion (by person, by week)

At the bottom of each page, there is provision for a weekly summary of information, as follows:

· Total Number in Seclusion

· Total Instances of Seclusion

· Total Duration of Seclusion

· Average Duration of Each Instance

· Signature of Medical Superintendent
	1869–81
	18137 / P0001

	Volume
	Case books of female patients

Content: Case Books of female patients at the Ararat Asylum, recording details of those patients admitted until May 1912. However, notes were added to some cases up until 1942. Volume 9 records the continuation of notes on cases begun in earlier volumes and some new admissions in 1911.
To access the medical details of a specific patient, you need to know the patient’s date of admission which can be found in:

· VPRS 7427 Nominal Register of Patients 1867–1906
· VPRS 7430 Annual Examination of Patients Register 1889–1912
· VPRS 7446 Alphabetical Lists of Patients in Asylums (Volume 3) 1867–84.
	1870–1912
	7401 / P0001

	Volume
	Case books of male patients

Content: Case Books of male patients at the Ararat Asylum, with details of patients admitted until June 1912. However, notes were added to some cases until 1936.

To access the medical details of a specific patient, you need to know the patient’s date of admission which can be found in:

· VPRS 7446 Alphabetical Lists of Patients in Asylums (Volume 3) 1867–84
· VPRS 7427 Nominal Register of Patients 1867–1906
· VPRS 7430 Annual Examination of Patients Register 1889–1912.
	1870–1912
	7403 / P0001

	Document
	Patient clinical notes 

Content: Case history records, known as clinical notes, relating to patients resident at Ararat. Clinic notes were the form of patient information files in use in the period 1912 to c.1955. Until 1912, patient histories were kept in volumes named Case Books and after 1955, files with multiple loose leaf pages were introduced.

Clinical notes are large folded folios on which are recorded details of individual patients’ condition, care and treatment during their residence. They may include photographs of the patient and notes, correspondence and other documents inserted or pasted onto inside of the folded folios.

Some clinical notes in this collection include information dated earlier than 1912. This is most likely because admissions to Ararat or other institutions before 1912 are referred to or noted in the notes. Similarly, some information is dated later than 1955. For some patients resident at that date, a new file would not have been created until their clinical note file was filled. Also, correspondence such as freedom of information enquiries would have been added to the files long after the file was closed. 
	1912–55
	Unappraised

	File 
	Patient Histories 

Content: These records document the treatment and progress of people admitted to the centre for psychiatric treatment. This collection is a permanent sample of Ararat psychiatric case files, the rest having been destroyed.
	c.1954–c.1992
	Unappraised

	Annual and periodic examination of patients

	Volume
	Annual examination of patients registers

Content: Section 17 of the Lunacy Amendment Act 1888 required that each patient in every asylum, philanthropic hospital and cottage for the reception of patients and every boarded-out patient was to be examined annually by a medical practitioner appointed by the Governor-in-Council in order to determine their sanity or insanity and to inquire into their general health. This was to occur at least once in every twelve consecutive months of the detention or supervision of the patient. Under a provision of the 1888 Act, the medical practitioner was not to be an employee of any of the asylums. This provision was a direct result of the Report of the Royal Commission of Inquiry into the Insane and Inebriate 1882-1884 (Zox Commission). Many witnesses before the Commission had alleged that patients were unnecessarily detained in the asylums.

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

These volumes record the date of the required annual examination of patients at the Ararat Asylum (from 1905 known as the Ararat Hospital for the Insane) held between 1889 and 1965. They also record the annual examination for J Ward patients. There are separate registers with the dates of quinqennial examinations.

The volumes are arranged chronologically by examination date. Long-term patients may have an entry in two volumes. Entries are arranged alphabetically by patient name and then listed in a rough chronological order by date of admission. There are separate listings for male and female patients.
	1867–1969

1899–1912

1912–65
	Unappraised

and

7430 / P0001

7430 / P0002

	Volume
	Quinquennial examination of patients registers 

Content: These registers record the instances of quinquennial (5-yearly) examinations for male and female patients at the Ararat Mental Hospital, for the duration of the registers.

Under Section 88(2) of the Lunacy Act 1903, every patient was to be examined annually for the first three years, and subsequently once every five years, by the Superintendent of the hospital.

These registers record the date of each quinquennial examination. Separate registers were used at Ararat to record dates of the three annual examinations.

The quinquennial registers are self-indexing. Entries are made by surname within the relevant A-Z tab. There are separate pages used for male patients and female patients, with the following column headings:

· Date of Admission

· Full Name

· Date of Examination 

· Details of Discharge, Transfer or Death

Because these registers were used specifically for quinquennial examinations, there are columns for each five-year period (e.g. 1909, 1914, 1919, 1924, etc.), with individuals and examination dates. 
	1909–68
	18181 / P0001

	Asylum records (mixed collection at Public Record Office Victoria)

	Volume
	Asylum Records

Content: The following records are included in the collection:

· Outward Correspondence from Medical Superintendent (Letter Books), October 1867 – July 1877

These volumes contain copies of correspondence sent from the Medical Superintendent of the Asylum to various sources - Chief Secretary's Office, other Government Officials, and patients’ relatives. There is an index to individual letters at the front of volume one only. The letters are arranged chronologically. Many are quite difficult to read. These volumes were probably once part of a larger series.

· Patient Property Book. October 1867 – November 1890

This volume records details of any property and cash the patients brought to the asylum and details of  the property’s disposal (most was sent to the Master in Lunacy). Entries are arranged chronologically by patient admission date. There is a small amount of correspondence pinned in the volume.

· Seclusion Book. October 1867–68

This volume documents a weekly report on the number of patients kept in seclusion, their names, the reasons for seclusion, and the durations. Each weekly report was signed by the Medical Superintendent. It is the only seclusion book recovered to date.

· Numerical Register of Staff and Patients. July 1882– March 1899

This volume records a daily statistical report of the staff numbers on duty and patients in residence, and an explanation of the variations in numbers (e.g. no of admissions, discharges and deaths.) All the statistical reports are on the right hand side folio. Further notes relating to individuals were written on the left-hand folio. The reports are arranged chronologically. Each month is allocated one folio.

· Milk Book. February 1912 – May 1923

This volume maintains a daily record of the amount of milk delivered to the different sections of the Ararat Hospital for the Insane.

· Register of Salaries. 1960

This volume records details of salaries paid to staff members: names, titles/classifications, and salaries. 

· Provisions Accounts Register.

Documents quantities of particular types of food ordered and consumed by staff and patients. Food types listed individually e.g., meat, bread, eggs and number of staff and patients: totals at bottom of page; entries chronological; monthly accounts.

· Official Visitor's Books. 1893–1944

Under the provisions of the Lunacy Act 1915 the Governor-in-Council was to appoint not less than two Justices for each of the metropolitan and country hospitals as official visitors at least once every three months, accompanied by the Inspector-General of the Insane. The official visitors were to inspect every part of the building and grounds, every patient (inquiring whether any patient was under restraint or seclusion and if so why), the registers of patients (including case books), and the order and certificates for the reception of every patient admitted since the last visit. On inspection they were to enter in the "Inspector-General's and Visitors' Book" a memo of the condition of the hospital and patients, the number of patients under restraint or seclusion and the reasons for that treatment, and were to specify any irregularities in any order of certificates. The Mayor was apparently one of the Official Visitors at the Ararat Hospital for the Insane.

One of these volumes’ spine is labelled 'Northcote Inebriate Asylum' but it was used at the Ararat Asylum. A copy of the Inebriates Act 1890 is placed at the front of the volume.

The Official Visitors reports are arranged chronologically.
	1867–1960
	7455 / P0001

	Volume
	Patient and Administration Registers

Content: Records in this collection include a Complaint Book, Inspectors Books and Visitors Book, Admission Registers, Daily Report Books, Medical Journal, patient Special Leave Book, Sick Leave Register, Admission and Movement Cards, and a patient file. 

This is a mixed collection and different records relate to different parts of the Ararat /Aradale complex. Thus the records may contain information about both the general mental health patients and J Ward secure patients.

Registers’ contents are arranged chronologically by date of entry. Some registers are divided into alphabetical sections with entries for individual patients in the section corresponding to the first letter of their surname. Some registers include an alphabetical index to their content.
	1867–1957
	17784 / P0001

	Patient monitoring

	Volume
	Report book for attendants, night rounds, male department

Content: These volumes contain pre-printed pages with daily reports of observations made by the attendant or nurse on night rounds to female wards in the centre. Observations include:

· names of patients got up, and time got up

· patients requiring special notice

· statistics on numbers in wards

· notes on behaviour, health and so on of named individuals

· names of patients

· taking medicines

· taking extra nourishment

· noisy

· wet

· dirty

· destructive

· restless or sleepless

· had epileptic fit

· staff movements.
	1907–24
	Unappraised

	Volume
	Report book for attendants, night rounds, female department

Content: These volumes contain pre-printed pages on which are recorded daily reports of observations made by the attendant or nurse on night rounds to female wards. Observations include:

· names and times patients got out of bed 

· patients requiring special notice

· statistics on numbers in wards

· notes on behaviour, health and so on of named individuals

· names of patients

· taking medicines

· taking extra nourishment

· noisy

· wet

· dirty

· destructive

· restless or sleepless

· had epileptic fit

· staff movements.
	1906–24
	Unappraised

	Volume
	Night report book

Content: Night report books for the female observation ward (1925–27) and the male division cottages 8–11 (1922–23), with nurses’ observations of patients within the units.
	1922–27
	Unappraised

	Volume
	Night report book for observation ward, female division 

Content: Night report books for the female observation ward with nurses’ observations of patients within the unit.
	1890–1970
	Unappraised

	Volume
	Night report book for observation ward, male division 

Content: Night report books for the male observation ward with nurses’ observations of patients within the unit.
	1890–1970
	Unappraised

	File
	Ward lists and day / night reports

Content: Ward lists containing details of patients on the ward each day, and day/night report books for a number of wards.

The records were destroyed in 2003.
	1983–83
	Temporary

	Ararat Asylum 1867–1905; Hospital for the Insane 1905–34; Mental Hospital 1934–97; Training Centre 1966–93

	Admission and discharge

	Card
	Patient index cards

Content: Patient index cards providing a summary description on each Ararat Mental Hospital patient. The records include personal details, reception details, physical and mental condition, date of discharge or death.

The cards helped staff in administration of patients and a copy was sent to the central medical records section.

The cards are in alphabetical order by residents’ names.
	1867–1993
	Unappraised

	Volume
	Register of Patients: Voluntary Boarders

Content: These records were to provide summary information on the admission and discharge of voluntary boarders at the Aradale Mental Hospital.

Voluntary boarders were patients who had requested to be cared for as a patient in a Hospital for the Insane, or a Licensed House. Voluntary boarders were not deemed a "lunatic" or a "lunatic patient" under the Acts. Voluntary boarders could be discharged on their own application. They usually agreed to a definite period of residence.

The registers list admissions chronologically, and detail the following information:

· Date of Reception

· Name in Full

· Gender

· Age

· Condition as to Marriage

· Occupation

· Address

· Form of Mental Disorder

· Causation

· Physical Condition

· Period of Residence Agreed 

· Date of Discharge 

· Date of, or Age at, Death

· Remarks
The second register (1957–90) has a name index at the beginning of the register with the patient name and the page that person’s entry can be found.
	1920–90
	18138 / P0001

	Leave of absence

	Volume
	Leave of Absence Registers

Content: Periods of leave of absence granted to patients or trainees at the centre.

Two bound registers for recording leaves of absence. The entries are in chronological order with a chronological alphabetic index at the front of each. The earlier register is divided in two: first section for Aradale mental hospital residents, second for Aradale training centre residents.

Each register contains: 

· Patient name and number

· Admission date

· Period of leave 

· Date of return 

· Death or discharge or transfer

· Name and address of guardian
	1966–91
	Unappraised

	File
	Correspondence Files 

Content: Files of correspondence relating to a small number of patients (5 male and 5 female). The correspondence is identified by patients’ names.
	1960–91
	Temporary

	Patient monitoring

	Volume
	Day and night report books 

Content: This collection contained a number of day and night report books that reported occurrences within each of the many units for each daily shift. The books were kept in rough chronological order for each residential unit.

Most of the records were destroyed by 2008.
	1983–93
	Temporary

	Volume
	Day and night reports

Content: These records document occurrences on each ward during each shift: details of patients on the ward and staff on duty and any unusual occurrences involving patients. The records included reports relating to wards and houses located within the Ararat community.

The records were destroyed by 2010.
	1993–97
	Temporary

	Nurse reporting and administration

	Volume
	Head nurse daily report books

Content: Registers containing daily ward reports, most compiled by the Assistant Head Nurse from individual ward reports, recording major daily events within the institution as well as the condition and behaviour of individual residents.

The daily ward reports contain a variety of detail about the activities at Aradale Training Centre in addition to the condition of individuals in its care.
	1963–82
	Temporary

	Volume
	Nurses’ diaries and administrative records

Content: A mixed collection that contains a variety of records maintained by the nursing administration. They include :

· Nurses’ diaries (created by senior nursing staff)

· Statistical records

· Report books

· Receipt books

· Registers of patients

· Memoranda books

· Property books

· Rosters

· General information for staff.
	1892–1980
	Unappraised

	File 
	Unit report books

Content: Original reports written by staff on each shift to inform nursing administration of the overall state of the ward and its patients. The records are loose sheets originally housed in lever-arch folders, and rehoused into manila file covers. Each resulting file relates to a single unit or ward. Reports are arranged chronologically within the files.
	1984–93
	Temporary

	Patient case management

	Files
	Patient Histories

Content: Patient files from both Aradale Mental Hospital and Training Centre. A number of files document patients admitted into Aradale Forensic Centre, and its predecessor, J. Ward. Such patients were required to have a file created documenting their case history from admission to discharge or death.

Depending on file format and patients circumstances, a file can include:

· patients personal details , either a face sheet or 'Statement of Personal Details'

· superintendent's examination

· special investigations

· physical examination

· psychiatric history

· psychiatric examination

· nursing notes

· special treatments 

There are separate sequences for mental hospital and training centre patients. Files are arranged alphabetically by patient name in each sequence.
	c.1980s
	Temporary

	File
	Patient histories, discharges 

Content: These records document the treatment and progress of people admitted for psychiatric treatment. All whose records are included were discharged in 1992 or 1993, and may include outpatient and inpatient records. Files are arranged alphabetically by family name A to Z and include first names and dates of birth.
	c.1992–c.93
	Unappraised

	Incident reporting

	Volume
	Bruise and injury books

Content: These records summarise any bruises or injuries to trainees which were noticed by staff. They record the site and extent of the bruise/injury, how it occurred and the name of the staff member who noticed it. 
	1991–93
	Temporary

	File
	Incident reports

Content: Incident reports recording details of incidents involving staff or residents, and the investigation into those incidents. Reports were mostly copies of reports of minor incidents. In 2008, the records could not be located and they are assumed to have been destroyed.
	1987–91
	Unappraised

	Document
	Incident reports 

Content: Incident reports from Aradale involving staff and residents. Details include 

· names of those involved

· dates 

· time 

· location 

· description of incident 

· injuries 

· damages 

· response to the incident 

· plans for future prevention of incident 

The reports have serial numbers.
	1990–91
	Unappraised

	Volume
	Serious incident reports

Content: A variety of records relating to serious incidents including:

· incident reports (all categories represented)

· incident summaries

· bruise and injury books

· authorisation for the use of restraint

· seclusion registers

Records relate to both psychiatric patients and intellectually disabled residents.
	1976–93
	Unappraised

	Training Centre, known as Aradale Training Centre (1966–93) – facility for people with intellectual disabilities

	Admission and discharge

	Volume
	Register of patients (Aradale Training Centre)

Content: These records document the admission of patients to the hospital 1966–98. They record summary details of their background and condition. Entries in chronological order by the admission date. An index of patient surnames is at the front of the volume.

The format of the Register of Patients was specified in the Mental Health Act 1959. The following five types of admission were specified:

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

· Recommended (R) and Approved (A) Patients. A person could be admitted upon the recommendation set out in a prescribed form, of a medical practitioner who had examined the person. Upon admission the superintendent of the hospital had to examine the patient and either approve the recommended admission or discharge the patient.

· Judicial Admissions (J). An order could be made for the person to be admitted to or detained in a mental hospital (after examination by two medical practitioners) upon information provided on oath before a justice that: the mentally ill person was not receiving proper care; could not support himself/herself; had committed an offence.

· Security Patients (S) were those who had been detained in a gaol but were determined to be mentally ill and transferred to a mental hospital. 
	1966–87
	17788 / P0001

	Volume
	Discharge register

Content: Within 24 hours after any patient’s discharge, removal or escape, the clerk of the asylum was to make and sign an entry to record this occurrence in the Discharge Register (aka Register of Discharges, Removals and Deaths). This was required under the Lunacy Statute 1867. Subsequent legislation included similar provisions. An entry was also to be made in the Register of Patients and a written notice was to be sent to the Chief Secretary.

The format of the Discharge Register was specified and included: 

· date of death, discharge or removal;

· date of last admission; 

· number in Register of Patients; 

· name at length; 

· name of hospital to which patient removed (if applicable); 

· condition on discharge; 

· cause of death (if applicable) and 

· age at death.
	1966–88

1867-1966
	17790 / P0001

17790 / P0002

	Warrants

	Document
	Admission and discharge warrants, voluntary patients, training centre

Content: Warrants that document the admission and subsequent discharge of patients who were admitted as voluntary patients to the Aradale Training centre.  Warrants are numbered sequentially from 1 to 954. 
	1966–87
	Unappraised

	Document
	Admission warrants, training centre

Content: These admission warrants began with the direct transfer of mental hospital patients in December 1966. Warrants were allocated numbers in the alphabetical order of names in the admission register, so the early warrants in this set are in alphabetical order by patient family name. All warrants are arranged in numerical order.

The first female admission warrant in this collection is numbered 159 and was issued on 20 November 1969.
	1966–87
	Unappraised

	Patient transfers

	Volume
	Register of patient transfers under Section 86(3) of the Mental Health Act 1959
Content: Section 86(3) transfers allowed for a patient or trainee to be transferred from one place to another for the benefit of the patient’s health, with the consent of the chief medical officer. Such a transfer did not require any other person’s endorsement.
	1967–87
	Unappraised

	Patient case management

	File
	Case files, intellectual disability patients

Content: Case files for intellectually disabled patients and trainees. Format may include both clinical notes containing the case history in large format loose leaf folios and, from c.1958, files with information recorded on a mix of pre-printed stationery and plain paper. 

Information required by legislation includes: details of condition on admission and records of subsequent required examinations. Later files are likely to include greater amounts of information about the trainee, their treatment and activities as residents of the centre.
	?1907–91
	Unappraised

	Patient monitoring

	Volume
	Day night reports

Content: Report books recording shift notes made by centre staff working in Ward 8, and document any unusual occurrences on the ward and the condition of the patients. 

The records were destroyed in 2008.
	1992–93
	Temporary

	Volume
	Daily report books, community nursing

Content: Copies of reports compiled by community nurses who visited residential units on a daily basis. The reports served to record information about individual patients, any activities or incidents of note and to provide a means of communication between different staff members and different shifts.

The records were destroyed in 2001.
	1985–87
	Temporary

	Volume
	Diaries

Content: A variety of records created by the nursing administration, some within individual residential units, others by central nursing administration. The records included:

· Diaries (nursing administration, unit etc)

· Report books (day, night, unit and other)

· Note books (staff communications)

The records are believed to have been destroyed by 2010. 
	1984–91
	Temporary

	Volume
	Cottage 7 Records
Content: A variety of administrative and trainee related records kept in Cottage 7. They are describe as Unit / Ward Base records and comprise: 

· Day / night report books (1986–92)

· Diary (1991–92)

· Kiosk orders (1991)

· Incident reports (1990–91)

· Pharmacy books (1986–91).
	1986–92
	Temporary

	Outpatients clinics

	Volume.
	Outpatients Register, Alphabetical Index

Content: This is a register and index of patients who attended as outpatients. It is not clear which clinic.  Outpatient clinics saw psychiatric patients at Ararat Mental Hospital, Wimmera Base Hospital and Ararat and District Hospital so it is possible that this record relates to one or more of those.
	1959–62
	Temporary

	File
	Outpatients correspondence files

Content: This small collection contains files arranged alphabetically by patient name. The files mainly contain copies of correspondence.
	1957–76
	Temporary

	Volume
	Outpatient clinic register, Wimmera Base Hospital and Ararat and District Hospital 

Content: A register of outpatients who attended clinics at either the Ararat and District Hospital or the Wimmera Base Hospital in Horsham. Clinics at both hospitals catered for psychiatric outpatients. The date ranges of the entries in the register are:

· Ararat District Hospital, 1962–66 

· Wimmera Base Hospital, 1962–67.
	1963–67
	Temporary

	Forensic Centre

	File
	Commissioning Committee minutes (Forensic Centre)

Content: Meeting minutes of the commissioning committee for establishing a forensic centre for the criminally mentally ill at Ararat.

The minutes are mostly loose papers held in manila folders and are arranged chronologically by date of meeting.
	Pre-1993
	Permanent

	Community residential units

	File
	Correspondence subject files, programs and family services 

Content: A range of records including staffing, regional minutes and reports, honorary probation officer correspondence, community residential units (Wongana and Wilpunna) and regional consultative council. Files are grouped by title/subject but are in no other particular order.
	1978–89
	Temporary

	File and volume
	Community residential unit records

Content: related to management and administration of a number of community residential units (CRUs) in the Ararat area. The records are attributed to the Grampians regional office and it is not clear whether or not any CRUs were located on the Aradale facility.

The records covered all aspects of management of the units and of dealings with CRU residents including:

· daily report books 

· communication books 

· memos and correspondence 

· resident account records 

· category 2 & 3 incident reports (copies) 

· taxi voucher books 

· housekeeping books 

· requisition books 

· Individual Program Plans (IPPs) 

· rosters 

· resident expenditure books 

· diaries  

· and so on.

The records were destroyed in 2010. 
	1993–98
	Temporary

	File
	Administrative records, Ararat community residential units (Grampians Region – Ararat)

Content: This collection relates to community residential units (CRUs) in the Ararat area – various administration attributed to the Grampians region office and it is not clear in any CRU was located in the Aradale facility. The records included:

· day / night report books

· communication books

· resident expenses

· housekeeping books

· shift reports and rosters

· and so on.

The majority of records in this collection were destroyed in 2009.
	1993–98
	Temporary

	Programs

	File
	Day placement program files 

Content: Day placement program files used as a reference source by the senior day placement advisor. The files document the programs and services provided for Aradale residents, their development and running, program policies, correspondence, meeting minutes etc. 

Programs included activities to develop social and independent living skills, vocational skills and recreational and leisure opportunities. Activities included a wholesale nursery and the production of garden ornaments, woodwork and running a kiosk. 

The files are arranged in alphabetical order by title.
	1992–93
	Unappraised

	Departmental administration

	Patient and staff statistics

	Volume
	Daily record of patient and staff numbers 

Content: Statistical records of the daily numbers of patients resident and staff employed at the hospital, compiled and reported to the central department which reported statistics from all institutions in annual reports.

The statistical record also enabled the hospital to monitor and manage its own staffing, patient movements and accommodation.
	1867–1939
	Unappraised

	Volume
	Numerical registers

Content: These registers record statistics on the numbers of patients resident in different areas of the hospital.
	1940–79
	Unappraised

	Volume
	Staff and patient register, male 

Content: This single volume records names and other details of male patients and staff resident at Ararat,  to account for and accommodate patients as well as staff who resided on the grounds of the hospital.
	1954–64
	Unappraised

	Volume
	Summary admissions and discharge register 

Content: A register which documents resident statistics:

· number of male and female residents 

· number of residents received and discharged 

Records are in chronological order. They relate both to Pleasant Creek Training centre and the Mental Hospital Ararat.
	1980–95
	Unappraised

	Document
	Daily returns
Content: Daily returns of patient changes. These forms were sent to head office in order to notify changes to patient circumstances. Information included direct admissions, transfers, leave, discharged and escaped. Also includes number of patients, involuntary, voluntary and security. The forms were grouped together according to area – training centre, psychiatric centre or J Ward.

The records were destroyed in 2001.
	1988–92
	Temporary

	Registration of incoming and outgoing correspondence

	Volume
	Outward letter books, administration

Content: Registers containing letterpress copies of all correspondence sent from the hospital. Outwards letters, departmental forms and returns, internal memoranda and correspondence to the Department Head Office are all included in these registers. Although some letters relate to specific patients, most correspondence is administrative in nature and not patient-specific. There is a separate collection of letter books which exclusively contains correspondence relating to patients.  

The registers are large and small bound volumes. There are some gaps in the date sequence which would presumably be filled by additional registers not yet located.

The correspondence has been copied using a letterpress – a device where correspondence freshly written in special copying ink was placed on a dampened page with the other pages protected by oilcloths. The book was closed and the mechanical press screwed down tightly so the pressure and moisture caused an impression of the letter to be retained on the underside of the tissue sheet. This impression could then be read through the top of the thin paper.

These registers relate to Units 1-3 of VPRS 7455.

The registers contain copies of all correspondence sent out from the hospital, including:

· Notice of Admission

· Notice of Discharge

· Notice of Death (sent to Police, Coroner, and Family)

· Inventories and Supply Orders

· Letters to family of patients 

· Memorandums to staff

· Departmental Returns

· Much of the correspondence is signed by the Medical Superintendent

In the case of much of the correspondence, the recipient is not known as the letter itself did not contain addressee details. These addressee details were thought to be on the mailing envelope only. Each copied letter is accompanied by a reference number, this being a year prefix and sequential number suffix. Most of the registers contain an alphabetical index at the beginning, which details the addressee and the subject of the correspondence, with a page reference number that relates to the page of the register at which that correspondence can be found. There is a small number of registers which do not contain this type of index.

By about 1912, the first typed entries appear, as do inked templates or stamps which have been letter-pressed.  
	1868–1939
	18162 / P0001

	Volume
	Mail book

Content: This register was used to account for mailing and postage costs. Content may include details of the person to whom outward correspondence was addressed, and cost of postage. 
	1869–1961
	Temporary

	Volume
	Document registers

Content: These registers provide an index to all incoming correspondence received at the hospital, for the period covered by the registers.  As well as listing receipt, the registers also detail the subject matter of the correspondence and, if applicable, to whom and when the correspondence was forwarded.

The registers are in the form of large bound volumes. There are some gaps in the date sequence which would presumably be filled by additional registers which have not yet been located. The gaps cover the periods April 1900–May 1903, June 1908–April 1914, September 1921–June 1946.

The correspondence the registers refer to has not been found.

The registers provide details of all correspondence received at the hospital, for the period of time covered by the registers. The information recorded includes:

· Register Number (annual sequential number)

· Date Received

· From Where Received

· Date of Document

· Nature of Document (Subject Matter)

· How Disposed of.

Each entry has been given an annual sequential number. The number sequence resets at the beginning of each calendar year.

The entries in Register 12 (the last in the series) stop about halfway through the volume, where there is an entry stating “superseded by loose leaf system from 16 September 1953”.  

Register number 8 (1903–08) has had magazine pictures pasted into the volume at a much later date, probably the 1950s or 1960s. These pictures have obscured about the first 250 entries (from January to May 1903).
	1872–1953
	18160 / P0001

	Volume
	Outward letter books

Content: Registers containing letterpress copies of outwards correspondence specifically relating to patients. 

Much of the correspondence is addressed to families or next of kin of the patients, and provides an update on the patient‘s condition, or informs of any major change in the patient’s condition. 

The registers are both large and small bound volumes. There are some gaps in the date sequence. There is also an overlap in date range of the contents of some of the registers.

The correspondence has been copied into these registers by means of a letterpress (see entry above). 

The registers contain copies of all correspondence relating to patients which were sent out from the hospital. Information contained in the correspondence includes:

· Regular updates on the patient’s condition

· Information on significant changes in the patient’s condition

· Return of monies found in the patient’s possession

· Arrangements for periods of trial leave for a patient

· Much of the correspondence is signed by the Medical Superintendent

In the case of much of the correspondence, the recipient is not known as the letter itself did not contain addressee details which were thought to only be on the envelope. However, all of the registers contain an alphabetical index at the beginning, which lists the patient name with a register page number where it can be found. 

By about 1912, the first typed entries appear, as do inked templates or stamps which have been letter-pressed. These templates most often appear in the form of patient returns. These returns are regular reports detailing those patients received, discharged, absent on trial, escaped and returned from trial. They are addressed to the Master in Lunacy and signed by the Superintendent of the hospital.
	1884–1939
	18159 / P0001

	File
	Correspondence files

Content: Inward correspondence relating to the general administrative activities at the Hospital for the Insane, Ararat and includes mainly orders for stores or services and applications for employment. Copies of outward correspondence may also be found. Also, some patient information in terms of replies to requests for information or memoranda relating to probation or case histories.
	1919–35
	7525 / P0001

	Volume
	Outwards correspondence letter books 

Content: Hardcover registers maintained at the Ararat Mental Hospital, recording all mail and parcels sent from the Hospital.

Handwritten entries record the following information:

· date on which letter or parcel sent

· to whom sent

· subject matter

· postage costs
	1963–67
	Unappraised

	Volume
	Mail books 

Content: Mail books created to document mail dispatch and postage costs. Details recorded include: recipient name and address; cost of postage stamps used. Postage stamps were an accountable item  and these records allowed for the supply and use of postage stamps to be monitored and managed

The records were destroyed by 2014.
	1981–87
	Temporary

	Department memoranda and circulars

	Volume
	Circular and memorandum book

Content: This register contains copies of all relevant memoranda and circulars issued by the Departmental Head Office, or other Government departments, as they pertained to asylums in Victoria. 

Memoranda are signed by persons in positions such as the Inspector General of the Insane, the Chief Clerk and the Postmaster General.

Many of the earlier memoranda have been transcribed by hand into the register. Later documents are typed letters which have been pasted in. 

The register is in the form of a large bound volume. 

This register contains copies of all relevant memoranda and circulars issued by the Departmental Head Office, or other Government departments, as they pertained to asylums in Victoria. Information contained therein includes changes to procedures, keeping of statistics, accounting requirements, matters of personnel management, and much more.
	1900–22
	18161/P1

	Volume 
	Alphabetical subject index for circulars and memoranda

Content: An alphabetical index of subjects of circulars and memoranda issued by the Inspector General for the insane, later known as the Director of Mental Hygiene.

The Lunacy Department was renamed the Department of Mental Hygiene in 1931. At this time the position of Inspector General of the Insane was renamed the Director of Mental Hygiene

The circulars and memoranda are held in a single bound volume registered as collection AS/09/285

Estimated date range for the index is based upon observed contents of the index. Subjects are arranged alphabetically 

The index is handwritten on foolscap size pages with printed letter tabs on the right hand side. The pages appear to have originally formed part of a bound volume but have been removed or come apart from the volume, and now have no covering. Some of the outer pages are torn and the front page is loose.
	1922–51
	Unappraised

	Volume
	Register of circulars and memoranda 

Content: A volume maintained at Ararat with copies of circulars and memoranda issued by the Inspector General of the Insane or the Director of Mental Hygiene, as instructions or advice to mental institutions. Some of the circulars are addressed for the attention of the medical superintendent of the mental hospital Ararat. The majority of the circulars appear to be notices issued to all mental hospitals in Victoria

The circulars are pasted into a large bound volume. There is some chronological order to the circulars. Access to the content is controlled and indexed by a separate Alphabetical subject index for circulars and memoranda.
	1922–51
	Unserialised

	Volume
	Register of circulars and memorandums, nursing administration 
Content: Official circulars and memoranda issued to the hospital’s nursing administration by the Mental Health Authority or by the hospital administration. Circulars were how instructions were issued by the MHA to its institutions and by the hospital administration to its staff.
	1935–64
	Unserialised

	Volume
	Out-going telegrams

Content: Telegrams dispatched from Aradale to sundry recipients.
	1974–88
	Temporary

	Visitors

	Volume
	Visitors register 

Content: Registers documenting the names of visitors who came to see patients. The information includes 

· Name of patient 

· Date 

· Visitor 

· Address/relationship. 

The registers are arranged in alphabetical order under by the name of the patient.
	1880–1988
	Unappraised

	Residents and staff leisure activities

	File
	Ararat Asylum golf club records 

Content: A small collection comprising records of the Ararat Asylum Golf Club also known as the Union Jack Golf Club. The records include:

· names of members

· financial contributions

· meeting minutes 

· balance sheets

· annual report

· records of matches played

· competitions 

· draws for trophy 

· expenditure 

· nominations for new members.

It is probable that this was both a staff and residents club.
	1900–37
	Unappraised

	File
	Recreation and leisure officer’s records

Content: Records created by a number of different recreation and leisure officers at the centre. They relate to patient outings, craft and leisure activities such as wood work and include patient or trainee summary sheets and profile information sheets among other things. The records are arranged in date order with full file titling.
	1978–93
	Temporary

	Historical collections

	Photograph
	Photograph collection 

Content: A collection of photographs that appears to cover a long period - some appear to be from the very early 1900s onwards and subjects include public officials, ceremonies and special events, buildings and facilities, patients in the following quantities:

· 19 x b/w prints each mounted on card, dated October 1959, Doug walker photographer, Ararat. Photographs depict patients in recreation and therapy activities.

· 19 x b/w photographs numbered (sequence incomplete) depicting Aradale centenary celebrations 1967. Attended by Sir Henry Bolte, Premier of Victoria

· photograph album containing 23 x small photographs of Aradale buildings and grounds. 7cm x 11cm, c 1960s

· loose photographs – Ararat/Aradale, J ward 

·  residents’ portrait photos (three residents)

· patient therapy and daily living scenarios c.1990s
	1920–67
	Unappraised

	Photograph
	Photographs of patients and staff 

Content: Photographs of staff and patients in various activities and events at Aradale, including: 

· mental hospital’s centenary, 1967 

· the opening of the W J Wood School Of Nursing 

· the opening of the A J Stapleton Pool. 
	1967–84
	Unappraised

	Publications

	File
	Newsletters

Content: Two different newsletters: the Grapevine Newsletter of Aradale Staff, and the Aradale Newsletter, primarily for and about staff and social aspects of Aradale.
	1985–92
	Unappraised

	File
	Collected memoranda

Content: Material originating from Aradale and external material from the Health Department Victoria, the Hospital Employees Federation as well as other health care organisations.  Most content relates to direct care issues. The contents are diverse and relate to the operations of Aradale training centre 1988–91.
	1988–91
	Temporary

	Finance 

	Volume
	Accounts contingencies 

Content: A financial record that documents transactions in the contingencies account. An index commencing in 1879 is included.
	1867–1957
	Temporary

	Volume
	Accounting records

Content: A variety of accounting records as follows:

· register of receipts and expenditure, 1867–1958 and 1954–60

· collectors cash book, occupational therapy, 1956

· collectors cash book, petty cash, 1960–65

· collectors cash book 1959–72 and 1965-73

· residents’ cash control book, 1987

· revenue journal, 1972–82

· patients’ comfort fund register, 1929–85

There is also a small amount of correspondence.
	1867–1985
	Temporary

	Printout
	Cost centre ledgers

Content: A variety of computer print-out reports produced from the Health Department Finance Reporting System. 

The records were destroyed by 2002. 
	1986–90
	Temporary

	Bundle
	Expenditure records

Content: A variety of accounting records relating to expenditure including:

· copies of purchase orders

· claim forms

· petty cash records

· material received vouchers.

The records were destroyed by 2001.
	1987–92
	Temporary

	File and volume
	Revenue returns and receipt books

Content: Declared revenue returns as required by the Audit Act 1958, and revenue receipt books. The revenue returns sometimes included correspondence.

Ten records were destroyed in 2001.
	1988–92
	Temporary

	Bundle
	Batches and vouchers

Content: Batched vouchers for processing so that outstanding accounts could be paid.  

The records were destroyed in 2001.
	1992
	Temporary

	File
	Finance office files

Content: A mixture of operational and information files kept by the Aradale finance office. They relate mainly to budgets and financial monitoring and cover all areas of the centre.

The files are arranged in no particular order but their titles are written on manila file covers to identify subject contents. 
	1975–91
	Temporary

	File
	Salary and Wages Records

Content: A variety of accounting records associated with the calculation and payment of salary entitlements.

The records were destroyed by 2001.
	1989–92
	Temporary

	Computer printout
	Payroll Reports

Content: Computer printouts documenting staff payroll payments and payroll reports.

The records were destroyed in 2004. 
	1991–93
	Temporary

	File
	Finance and Payroll Records

Content: Computer printout reports and other records that documented financial and payroll administration at Aradale.

The records were destroyed by 2008.
	1990–96
	Temporary

	Trusts office / residents’ property

	File
	Patient trust files

Content: Files concerning the management of patients’ funds. Payments to and from individual accounts were documented. Some files contained patient requests and correspondence. The files were arranged alphabetically from J to T (not a complete alphabetical sequence.)

The records were destroyed by 2009.
	1954–88
	Temporary

	Volume and file
	Resident vouchers

Content: Records relating to the use of patients’ money to purchase goods and services, mostly resident voucher records and ward cash books. 

The records were destroyed by 2001.
	1987–92
	Temporary

	File
	Trust / finance information files

Content: Subject files that relate to Trust Office administration of patient/resident affairs. They document a variety of functions including: donations, public trustee correspondence, deceased estates, fees and a small number of patients’ trust files. While some are simple financial records, some appear to contain reference material to help the trust office providing a comprehensive service to patients or trainees. 
	1951–92
	Temporary

	File
	Client trust files

Content: Trust files for the management of patient or trainee funds. Records in the collection include maintenance of individual accounts as well as management of the amenities account and interest account .The records related to trainees at both the Pleasant Creek and Aradale training centres.

The records were destroyed by 2010.
	1951–89
	Temporary

	File
	Trust files

Content: Records documenting the management of patients’ assets, mostly Forensic Ward patients. Files include payment advice accounts, patient requirements such as footwear and clothing, penal department changes, purchase orders and correspondence relating to patient requirements.

The records were destroyed by 2001.
	1900–92
	Temporary

	File
	Accounting and trust files

Content: An array of financial accounting records relating both to the general accounts payable system and to client trust accounts.

The records were destroyed in 2004.
	1990–96
	Temporary

	File
	Financial records

Content: Accounts of patient or trainees’ expenses, petty cash summary sheets and trust office orders.

The records were destroyed in 2001.
	1992–93
	Temporary

	File
	Trust correspondence files

Content: Files created and maintained by the centre’s trust office, containing financial administration correspondence on behalf of individual patients, including pension, state trustee and special needs purchases for the patient or trainee. The files may contain more general correspondence such as inquiries from relatives as to the patient’s condition. Potentially files could contain correspondence on any matter relating to individual training centre residents.

Files relating to mental hospital/psychiatric patients were destroyed in 1994.
	?–c.1991
	Unappraised

	Volume
	Patient property register, disability services

Content: Alphabetical entries apparently compiled from an earlier register. This register may have been compiled from an original patient property register specifically for the purpose of managing unclaimed property or property of deceased patients having no relatives to claim the property.

Alphabetical listing summary for each group for example, surnames commencing with 'A'. The list of earlier entries is in ink, and later entries (from c. from 1970–71) in ballpoint pen.

For each of the earlier entries, there is a separate smaller page with the patient name, dates of admission and discharge, and a listing of the property belonging to the patient, as well as details of how the property was disposed of. These smaller pages appear to have been cut down from a larger page, perhaps from the original register in which the entry was first made.

The register is not dated. The date range is estimated based on entries within the volume.

Many of the earlier entries date from 1951. There appears to have been an audit of unclaimed patient property in 1950–51. 
	1948–71
	Temporary

	Volume
	Patient Property Register, Mental Hospital

Content: Hardcover register maintained at the Ararat Mental Hospital, recording all property including cash and personal items belonging to patients admitted to the Hospital

The register is arranged as an alphabetical list by surname of patient. Entries in register are handwritten, with many typewritten loose pages listing patients’ property.

Loose pages consist of lists sent to the Office of the Public Trustee / Master in Equity, for patients who have died or been discharged with no forwarding address, and receipts for property signed by the patient at the time of admission and/or collection of items.

Ruled columns record the following information handwritten in the register:

· date received

· name of patient

· articles received

· how disposed of.

Additional information recorded against some entries includes:

· date of death or discharge of patient

· file number for correspondence relating to disposal of items.
	1890–1948
	Temporary

	Computer Printout
	Computer Printouts, Trust Account

Content: A variety of computer printouts that documented financial transactions in the Aradale Training Centre Trust Account. Contents include cash books, voucher reports and trust office records. 

The records were destroyed in 2001
	1988-1992
	Temporary

	Card and file
	Centre Records, Trust Office

Content: Mostly financial records associated with the trust account, such as stock lists, cash books, trust account ledgers and comfort fund cards. Also out-patient  clinic  treatment history cards and some salary and staff records

The records were destroyed by 2000.
	1940–85
	Temporary

	Stores and equipment

	Volume
	Manufacturing ledger, fabric 

Content: Hardcover registers maintained at the Ararat Mental Hospital, recording all materials held in the Hospital stores, and the amount of material used to manufacture goods. Entries show the type and number of goods recorded, and a reconciliation at the end of each month to record the amount of material expended and remaining in stock at the end of each month.

Records relating to fabric / materials purchased include: 

· Canvas

· Chambery

· Calico

· Huckaback

· White Serge

· White Jean

· Scotch twill

· Damask

· Linsey Wolsey striped

The heading at the top of each page records the name of the type of material. Pages are divided into Debit and Credit, with reconciliation of material stored at the end of each month.
	1867–1971
	Unappraised

	Volume
	Provision Account Books

Content: Hardcover registers maintained at the Ararat Mental Hospital, to document the acquisition of and account for the use of provisions. 

These volumes provide a periodical account on the quantity of food products for example vegetables, meats, sugar, milk, butter, bread provided to patients and staff. In some instances, patients are separated according to paying patients and working patients. Quantities on these food products are provided on a monthly basis.

The format used in calculating totals varies over time such as tables which summarily document quantities provided as opposed to ledgers which define more precise quantities.


	1883–1938
	Temporary

	File
	Lists of equipment and stores, condemned stores 

Content: Lists created to account for equipment and stores that were condemned and were to be disposed of.
	1885–1907
	Temporary

	Volume
	Stores receipt book

Content: Stores receipts may relate to either the receipt into the store of items for which a receipt was issued, or the issue of items to staff who acknowledged that they had taken the items from the store by signing a receipt.
	1884–1955
	Temporary.

	Volume
	Store Ledgers

Content: Two significantly large volumes document the receipt and expenditure of all goods held in the hospital stores building. Goods include hardware, clothing, materials, stationary, bedding, and so on. Balance checks on such goods appear to be carried out whenever received or issued.

Information includes date of receipt or expenditure, from whom or to whom, number of requisition or voucher, description of goods and number. Totals are then provided on goods received and goods sent.
	1891–1928 

and

1867–1937
	Temporary.

	Volume
	Stores requisition book 

Content: Requisition books related to the process of acquiring goods and supplies for use of the hospital/training centre.  Content relates to items including:

· food

· medicines

· clothing

· bedding

· fuel

· printing

· forage 
	1867–1927
	Temporary

	Card and file
	MRVs, purchase orders, delivery dockets

Content: A variety of stores related records including MRVs, delivery dockets, purchase orders, condemning records and monthly issue records. 

The records were destroyed in 1998.
	1985–93
	Temporary

	Card and file
	Stores Records

Content: Various records created in the Aradale store: copies of purchase orders, requisitions, MRVS, stock cards and patients’ personal property stocktake records to ensure accountability for the purchase, receipt, custody and issue of materials, goods and assets.

The records were destroyed in 2002.
	1985–93
	Temporary

	File
	Stock List Files

Content: Stock lists that were created as part of the process of accounting for items and assets acquired and used in the provision of care and services to patients at Aradale.
	1935–78
	Temporary

	Volume
	Staff undrawn rations 

Content: These volumes contain records that document rations that were allocated for or budgeted for consumption by hospital staff but that were not drawn from the store for that purpose.
	1914–64
	Unappraised

	File
	Asset reports

Content: The assets of the centre on decommissioning, including board of survey reports and specific reports associated with Aradale’s closure in 1992-93.
	1992-1994
	Temporary

	Card and file
	Stores creditor cards and condemning lists

Content: A card system that accounted for goods and equipment received and issued from the store and lists of goods and items that were condemned as being unsuitable for their intended purposes.

The records were destroyed by 2001.
	1987–91
	Temporary

	Farming and local industry 

	Volume
	“Establishment Supplies” register

Content: This volume titled "Establishment Supplies" appears to document the production of vegetables from the hospital's farm. Initially, there were only one or two food groups such as cabbages and turnips but this soon developed into several groups such as onions, tomatoes, cucumber, radish, parsnips, etc. Alongside each food type are harvest quantities. Totals are provided on a periodical basis. 

This register may be an earlier version of the record entitled Vegetable Book listed below.
	1869–84
	Unappraised

	Volume
	Vegetable Book

Content: This single volume provides a daily (later, weekly) record of the quantities of vegetables, eggs and milk sent to the store at Aradale in the period. It is not stated in the volume whether some or all of the produce documented was purchased from outside suppliers or grown at Aradale. For eggs there are occasional notes that indicate supplies were purchased.

Daily entries are recorded across each page, a line per day a column per produce type (cabbages, beans, eggs etc).

At each year’s end a statistical breakdown shows quantities of produce sent to the store each month.

Quantities shown are measured in pounds (lbs) for fruit and vegetables, dozens (doz) for eggs and quarts (qts) for milk.

The vegetable book is the only item remaining in what was originally a large collection of various Aradale records. All other items from this collection have been either re-accessioned or destroyed.
	1914–31
	Unappraised



	Volume
	Farm accounts 

Content: Volumes recording  a variety of information relating to the farm operation, its livestock and their use in provisioning the hospital. They include records related to:

· breeding of dairy and beef cattle, chickens, horses and pigs

· saddlery and shoeing horses

· milk, meat, egg and vegetable production for  sale or supply to the hospital

Information recorded includes matters of both a statistical and financial nature.
	1923–80
	Unappraised

	Mixed Registers 

	Volume
	Registers

Content: An accumulation of administrative and patient care related registers:

1. Chaplains Book (1946–55)

2. Contractors' Supplies Register (1882–1944)

3. Dispensaries Attendance Book (1951–60)

4. Night Report Book, Night Rounds (1906–10)

5. Nurses’ Home Furnishings and Bedding (1945–57)

6. Occupational Therapy Unit  Report Book (1966–67)

7. Register of Rations and Other Allowances (1885–87)

8. Register of Rents (1885–87)

9. Staff Salaries Register (1920–60)

10. Visitors Book (1910–82)
Some of these volumes will be of historical significance, relating to the original asylum and its local artisan industries, also the Night Report Book for Attendant on Night Rounds which is an early nursing record documenting patient treatment and care.
	1867–1999
	Unappraised

	Nursing administration

	File
	Personal files, director of nursing

Content: Files created by the Director of Nursing, containing memoranda and correspondence on issues at Aradale, policy papers, reports, directions, guidelines and standards relating to a range of topics from staffing to psychiatric nursing. 

Files are arranged alphabetically by title.
	1986–90
	Temporary

	File
	Subject files

Content: Director of Nursing, Aradale training centre Administration files, covering minutes of executive meetings with attachments, memoranda, nursing reports, community nursing, staffing matters, statistics, student nurse training, assessment and examinations, clinical placements, regional correspondence, psychiatric nursing, intellectual disability services, assistant director’s diary for 1986, circulars and newsletters.
	1956–92
	Temporary

	File
	Subject / administration files, director of nursing

Content: Aradale’s Director of Nursing working files in the period leading up to the closure of the centre. 

Arranged alphabetically by title. Subjects include client management, incidents, nursing staff and general staff matters, medication, publications, newsletters, reports, policies and planning, regional executive meeting minutes and general correspondence. 
	1989–91
	Temporary

	File
	Director of clinical services personal files 

Content: Files created during activities performed by the Director of Clinical Services, Aradale and retained for administrative and reference purposes. They cover mainly routine matters of staffing issues, rosters, medical officers, executive meeting minutes, guideline and policies, internal and external memos, security patients, psychiatrists,

Files are in alphabetical order.
	1988–91
	Temporary

	File
	Personnel management records, nursing administration

Content: These records relate to staff attendance matters and include rosters, exchange of duty requests, daily running sheets, casual attendance records and staff cost reports. 

Most records were destroyed in 2004.
	1962–93
	Temporary

	File
	Subject files, manager direct care

Content: Duties and responsibilities of the Manager, Direct Care, including subjects such as:

· nursing 

· accommodation 

· client programs 

· community living and support services 

· incident reporting 

· kitchen and meals 

· pharmacy 

· staffing

The files are in no particular order.
	1992–94
	Temporary

	File
	Policy files, nursing administration

Content: Policy, procedural, operational and working files used for nursing administration. Subjects include: 

· admissions 

· employment 

· funding 

· education and training 

· forensic 

· infection control 

· placements 

· client programs

The records are arranged in approximate alphabetical order according to file title with date ranges included.
	1985–93
	Unappraised

	File and volume
	Administrative files, nursing administration

Content: An accumulation of nursing administration files created and maintained at Aradale, essentially administrative in natures with some policy. They cover the following areas:

· in-service training

· student files

· nursing personnel matters

· patient files 

· subject files (a wide range of areas)

Contain some personal information about patients and staff. Includes correspondence with unions, staffing, patient relocation, incident reports, staff training and circulars.
The records have no control system but files were stored by subject but not alphabetically. There is an annual numbering system for student training files. Contains a wide range of disparate information reflecting the variety of functions performed within nursing administration at Aradale.
	1974–91
	Temporary

	Nursing education

	Card
	Student cards (Western Regional School of Psychiatric Nursing, W J Woods Centre, Ararat, Lakeside Nurse Education Centre, Ballarat, J J Gwynne Warrnambool And Bendigo) 

Content: Psychiatric student nurses cards recording nurses’ theoretical and practical training. The Lakeside centre and the W J Woods centre student cards are a vast sequence. A card for each student participating in the education and training program, providing personal details, lecture subjects and hours, and results.

The cards are alphabetically arranged by student names, divided according to the centre and the course: three-year basic course or 15-month post-basic course. 
	1956–93
	Unappraised

	File
	Student evaluation records (Lakeside Education Centre Ballarat and W J Woods Education Centre) 

Content: Student psychiatric nurse records at Lakeside Education Centre Ballarat and W J Woods Education Centres. Evaluations of student psychiatric nurses’ performance during clinical placements, include a grading on standard objectives for each clinical placement type as well as a range of informative comments and sometimes classroom and teaching assessments.

Files arranged alphabetically by student family name for each of the two centres
	1987–93
	Unappraised

	File 
	Student files and application registers, Western Regional School of Psychiatric Nursing and  W J Woods Education Centre 

Content: Psychiatric student nurses’ files created to track each student’s progress. They contain examination results,  attendance details, evaluations and assessments, correspondence about leave, applications to start training courses, personal information and copies of qualifications

After the Western Regional School of Psychiatric Nursing (WRSPN) and the W J Woods Education Centre at Ararat both closed, the records were transferred to Lakeside and later to the archives.

Files from the Woods centre are arranged chronologically according to students’ start dates. Files from WRSPN are arranged alphabetically
	1973–91
	Temporary

	File
	W J Woods Psychiatric Nurse Education Centre - Ararat - Central Files 

Content: The central files for the W J Woods Education Centre for Psychiatric nurses in Ararat, documenting the centre functions including the education program, courses, staff development, seminars, curriculum development, conferences and meetings. 

The files provide an account of the centre’s aims and work, and are arranged according to subject title in 5 major areas: 

· Education of basic nursing students for registration as psychiatric nurses.

· Forensic psychiatric nurse training.

· In-services for staff.

· Forensic psychiatric project.

· Curriculum development for community psychiatric nursing care.
	1963-–91
	Unappraised

	Mixed
	Photographs and Memorabilia from the W J Woods School of Psychiatric Nursing

Content: The W J Woods School of Psychiatric Nursing at Ararat Mental Hospital (aka the W J Woods Education Centre) opened on 15 February 1979. These records document the school’s opening and various school activities undertaken by staff and residents. Items include:

· Signed letter of greetings from W J WOODS - on the occasion of the opening of the W J Woods School of Nursing Aradale Hospital - dated 15 February 1979. Framed in wooden frame

· B/W photograph of an address to the audience during the official opening of the W J Woods School of Nursing, February 1979. Framed in wooden frame

· Spiral bound photograph album containing photographs from the ceremonies for the official opening of the W J Woods School of Nursing Aradale Hospital, and photographs of patients and staff at leisure dating from c.1960s

· Invitation card from T W Cousins Manager Aradale Hospital Ararat to School of Nursing Staff - invitation to centenary celebrations of J Ward's Occupancy by Victorian Public Psychiatry Services, 29 March 1987

· Program: activities at Aradale and J Ward by the Visiting International Fellow 1982, Professor A K M McRae

· Program: Aradale Psychiatric Hospital Graduation Ceremony for Psychiatric Nurses 30th March 1980 - includes list of graduating nurses

· Certificate issued by The Australia Day Council (Victoria) to Aradale Hospital resident William Richard Wallace on attaining 100 years of age, 31 August 1981

· Poem on the subject of nursing studies "Contemplation on Preparation for Examination" - Anonymous
	c.1960s–87
	Unappraised

	File
	Training unit files, W.J Woods School of Nursing

Content: Administration records of the school, the Victorian Nursing Council, the end of nursing training at the centre and the courses offered. 
	1980s–90s
	Temporary

	File
	Administrative records and student nurse files

Content: Financial administrative records, including budgets, accounts and requisitions. And student nurse files; student nurse interviews and applications; centenary program memos and newsletters etc. 
	1986–93
	Temporary

	File and volume
	Nurse and psychiatric nurse training and assessment reports and results 

Content: A wide range of material relating to nurse and psychiatric nurse training:

· Post-basic staff education curriculum

· Lecture books and registers

· Student roll books

· Clinical ward demonstration books

· Assessment

· Reports

· Placements

· Results

· in-service education curriculum

· graduation ceremonies and 

· records for psychiatric nurses 1980–85

· box 2 contains some X-Rays. 
	1960–93
	Unappraised

	Facilities

	File and volume
	Garden unit records

Content: Records of the gardens supervisor whose responsibilities were for the maintenance of the gardens of the Ararat facilities. Included are diaries, records of production, plans and so forth.

The records were destroyed in 2004.
	1944–91 
	Temporary

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

Content: Architectural plans and drawings relating to capital projects at various training centres. Date range of the records and further identifying information has yet to be determined.
	c.1999
	Unappraised

	Drawing and plan
	Mental and psychiatric hospital plans (Mont Park, Plenty Ararat, Maroondah Psychiatric Unit, Hawthorn Mental Health Clinic)

Content: Various mental and psychiatric hospital capital project plans, including some for Ararat/Aradale.
	no date
	Unappraised

	File
	Subject files, Manager Non-Direct Care 

Content: Records documenting duties and responsibilities of the Manager, Non-Direct Care, Aradale:  policy files relating to maintenance of the site and buildings, asset management, work care, works and services and hospital policies. 
	1985–91
	Temporary

	File
	Engineers’ subject files

Content: Loose leaf folios in manila folders detailing the activities of the engineer’s department at Aradale, covering maintenance, floors, air conditioning, fire alarms, safety and HAZCHEM work reports.

The files have no particular arrangement but they all can be identified by title and date range.
	1973–92
	Temporary

	Staffing, personnel and payroll

	Volume
	Registers of salaries

Content: Registers containing details of annual and periodic salary payments for staff of the Ararat asylum/hospital.
	1867–1943
	Unappraised

	Volume
	Policy and procedures for attendants

Content: Copies of instructions, policies and procedures and other documents outlining conditions of employment for Hospital attendants and warders. Subjects include:

· classification of warders 

· employment agreement and terms 

· employment rules and regulations

· insurance regulations 

· policy and procedures in regard to treatment of patients by attendants 

· cruelty to patients policy.

As well as printed material, some handwritten memoranda are found including:

· memoranda to staff

· letters to inspectors office, Melbourne 

· charge of male patients at cricket ground 

· names of patients who have made good their escape 

· names of patients who are known to be eager to escape,
	1885–1902
	Unappraised

	File
	Personnel records

Content: The employment histories of Aradale staff employed 1885 to 1993. The files include personal employee details, their employment and leave history and details of their departure. Arranged alphabetically by employee name.
	1885–93
	Temporary

	Volume
	Time books and other records, warders and  artisans

Content: A mixed collection mostly containing time records for Ararat warders and some artisan staff, including:

· time books male warders, 1895–96, 1900–02

· artisans day book, 1901–03, 1949–50

· painters log / job book, 1912–21

· boot-maker, shoe repair order book, 1929–38
	1895–1950
	Unappraised



	Volume
	Leave registers

Content: Leave details of all Ararat employees for the period covered, retained as a summary record.

The registers include the name, date of birth, address, telephone number, position held, commencement date and the employee’s payroll number.
	1932–70
	18120 / P0001

	Document
	Staff leave history sheets, male staff

Content: Leave entitlements and leave taken by male staff 1955–69.
	1955–69
	Temporary

	File
	Personnel files

Content: Individual staff members’ periods of employment at the centre, including applications for employment, sick, recreation and other leave records, and details of employment termination. Arranged alphabetically by employee name.
	c.1958–88
	Temporary

	Volume
	Sick Leave Register 

Content: Ararat staff sick leave entitlements and leave taken.
	1933–48
	Temporary

	Card
	Employee History Cards 

Content: A small collection of cards located at Lakeside hospital and transferred to archives some years after Aradale closed. It is not known how or why the records were at Lakeside.

The records are staff cards that may include the following information: 

· staff name

· date on duty

· position held

· work location

· address

· marital state

· country of birth

· resignation date 

· last day on duty. 

Some cards contain the dates of nursing exams and results, and long service leave or leave-without-pay taken.

Arranged alphabetically by staff members’ names.
	1960–94
	Unappraised

	Volume
	Staff registers

Content: These staff registers document the appointment of staff to all established positions at Ararat/Aradale for the period covered.
	1867–1971
	Unappraised

	Card
	Staff establishment cards

Content: Cards documenting established positions with: position description, title, Public Service Board position number and names of employees who occupied the position, appointment date and reasons why a position was vacant.
	1960–92
	Temporary

	File
	Staff position files (includes Lakeside Hospital, Ballarat)

Content: Personnel position files including position establishment proposals and certificates, position and person specifications, position organisation and structures, duty statements, advertisement details, occupation history cards and selection reports. Some files with very little information. 

The files are in numeric order in 2 groups: Ararat and Ballarat
	1981–92
	Temporary

	File
	Time sheets (includes Aradale Training Centre)

Content: Time sheets showing hours worked by staff within the period covered by the collection date range. The records were accumulated at Pleasant Creek Training Centre but hey include time sheets for Pleasant Creek, Aradale and the Grampians region generally. 

The records were destroyed in 2008.
	1991–97
	Temporary

	Document
	Timesheets 

Content: This collection contained timesheets for staff employed in most (or all) areas of Ararat/Aradale.

The records were destroyed by 2001.
	1987–92
	Temporary

	Card
	Employee History Cards

Content: The Employee History Cards are a summary record documenting the employment details of all employees at Ararat Mental Hospital for the period covered by the cards.

There are three sequences of cards:

1. First sequence: each employee’s record comprises between one and three cards – a primary Employee History Card (yellow); Higher Duties Card (blue), Leave Card (pink), and  a divider in front with employee’s name.

Primary Employee History Cards include: employee’s name, date of birth, address, (sometimes) marital status, employee pin number, commencement date, appointments and promotions including positions held and dates appointed, name of institution and location, separation date and circumstances, superannuation information, gratuities and allowances (e.g. “J” Ward allowance).

The Higher Duties Record includes employee’s name, classification, duties assigned, reasons for and period of higher duties. 

The Leave Record includes employee’s name, position and details of leave taken.

Cards are arranged alphabetically by surname. Cards can be scanned for the person(s) of interest.

2. Second sequence contains primary Employee History Cards only. 

3. Third sequence contains primary Employee History Cards only for ceased employees.
	c.1968–93
	18117 / P0001

	File
	Staff records

Content: Temporary staff records including: 

· staff changes

· employment declaration forms 

· superannuation. 

They detailed daily returns sent to personnel notifying any changes such as sick leave. Variation summaries provided an account of employees’ variation contributions. 

The records were destroyed in 1999 and 2001.
	1988–91
	Temporary

	Document
	Return of staff changes and absent from duty forms, Grampians region

Content: Grampians Region office records with details of staff changes and absences for both Pleasant Creek and Aradale training centres.

The records were destroyed in 2002. 
	1991–93
	Temporary

	File
	Individual employment agreements 

Content: Agreements between employees and the department containing the requirements and conditions of employment, job type, dates, other relevant information and signatures of parties to the agreement. The employer is deemed to be one of Pleasant Creek Training Centre, Aradale Training Centre or the Grampians Region in general.

Files are in alphabetical order by employees’ family names.
	1993
	Temporary

	File
	Position Files

Content: Records documenting each approved staffing position at Aradale Training Centre, with information pertinent to managing the position including: establishment, classification or re-classification, employment applications for the position, promotions to or from the position, action to fill vacant positions and resignations, and occupants’ names.

The records were destroyed in 2008.
	1977–93
	Temporary

	File and volume
	Domestic Services Staff Records

Content: Records relating to domestic services staff: 

· Staff duty rosters (1989–93)

· Daily returns of staff changes (1990–93)

· Incident reports (1989)

· Employees’ history and leave records  (1976–93)

· Hostel Lodgers Register  (1992)
	1976–93
	Temporary

	File
	Personnel files 

Content: Personnel files for Aradale Hospital employees: 

· appointment details

· birth certificate or extract 

· duties 

· employee profile 

· salary and pay history 

· leave details 

· any compensation claims 

· superannuation 

The files are in alphabetical order by family name.
	1994–95
	Temporary

	Pharmacy and medical supplies

	Card
	Dispensing and Stock Records

Content: Includes patient records, dispensing records and stock control records from the Ararat pharmacy.

The records were destroyed in 2001. 
	1976–93
	Temporary

	Volume
	Medicines and medical distribution 

Content: Records documenting medications and medical supplies issue and distribution to various male and female wards and J Ward wards.
	1939–50
	Unappraised

	File
	Pharmacist’s Records

Content: Pharmacist records related to general pharmacy matters as well as the Ararat pharmacy: publications, Pharmacopoeias, stock control records and information about pharmaceutical companies. 
	1972–92
	Temporary

	Chief executive officer

	File
	Working papers, chief executive officer

Content: Some of the CEO duties and responsibilities. They contain policy papers, reports, directives, guidelines and standards. 
	1987–95
	Temporary

	File
	Subject files, chief executive officer

Content: The working papers of the CEO of Aradale, Shane Dawson – a range of correspondence relating to Aradale’s redevelopment 1991–92. The records show the full range of CEO activities: regional executive meeting minutes, publications, handbooks, staff employment and retraining. The files are arranged alphabetically by file title.
	1991–93
	Temporary

	File
	Chief executive officer’s subject files

Content: CEO of Psychiatric Services, Central Highlands/Wimmera region. Files labelled according to subject and containing: 

· memoranda and correspondence 

· policy papers 

· reports 

· directives 

· guidelines 

· standards 

· meeting minutes and agendas 

A number of files relate directly to Aradale or Lakeside hospitals as the CEO managed both.
	1988–93
	Unappraised

	File
	Subject files, project officer and Chief Executive Officer

Content: Internal organisation of Aradale training centre, including: policy implementation records provided by Henry Burridge as project officer. Also Chief Executive Officer Shane Dawson files. They relate to staff and patient management, as well as general administration.

The records are organised by subject headings and in no numerical or alphabetical arrangement. 
	1991–92
	Temporary

	Grampians Region, Ararat Sub-office

	File and card
	Minutes and family index cards

Content: Part of a collection transferred to the archives from the Grampians Region, Ararat Sub-office, in 1992, comprising: 

· Files:

· Regional Consultative Council Correspondence 1985–89

· Executive Meetings (minutes) 1985–87

· Placement Committee Meeting (minutes) 1982–83

· Family Cards sequences:

· Single contact Account cards

· Index cards

· Probation (index cards)

· AS cards
	1978–89
	Unappraised

	Employee’s union

	File
	Union Administration Files, Hospital Employees Federation 

Content: This collection contains Hospital Employee Federation (HEF) 2 union administration files which provided a reference source for the sub-branch to assist in performing their responsibilities towards their members, acting on members questions and problems, resolving matters of general local concern or referring them to the state secretary, monitoring trends and innovations in the mental health field with a view to safeguarding the interests of members and the public. The files are arranged in alphabetical order by file title.

Note that these are not public records.
	1981–90
	Temporary

	General administration

	Volume and file
	Centre records

Content: The records in this entry are part of what was a large and complex collection (AS/1991/126) with a variety of records related to patients or trainees. Some were moved into other collections or destroyed. Others remain in the collection but are described elsewhere in this schedule of holdings. The remaining records include:

· administrative/subject files: a small group of files arranged by file title that contain correspondence and other documents, c.1960–86

· numerical registers (patient statistics), 1940–79

· policy and procedure manual for Wongana House, family group home, Ballarat, 1977–78
	1940–86
	Unappraised

	File
	Working files, general services

Content: A collection of working files maintained by Aradale’s general services area. The records document a wide range of topics such as HIV/Aids, patient or trainee bank accounts, assets register, administration meetings, accommodation services and the residents’ amenities account. 
	1987–94
	Temporary
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