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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.

	Type of record
	Description
	Date range
	VPRS number

	Sunnyside Licensed House (1905-1916) and St Helens / Pleasant View Licensed House (1916-1953)

	Patient information

	Volume
	Asylum Records (Sunnyside Licensed House and St Helen’s/ Pleasant View licensed house)
Content: Records from both Sunnyside and St. Helen's/Pleasant View Licensed Houses – an artificial arrangement as these records were created and maintained separately. However, the records have been placed together into one collection to reflect a record keeping system in operation and for ease of reference.

The collection was transferred to Public Record Office Victoria in the 1990s, and includes:

· Units 1-3: Medical Journals, 1905–26.

· Under the Lunacy Act 1903, each Hospital for the Insane and Licensed House was required to maintain a Medical Journal. Weekly entries made by the superintendent of the institution document names and numbers of patients and their condition and treatment. Entries are arranged chronologically.

· Units 5-10, Case Books, 1911–49

· Case histories recorded chronologically by patient admission date, include: patient personal and medical details at admission, periodic summary notes on the person’s ongoing condition and treatment, and details of their discharge or death. Some books may relate either to voluntary boarder or involuntary patients, may include an alphabetical index to patients, and may have correspondence related to individuals inserted between pages. Some volumes include case notes continued from earlier admissions.

· Unit 11, Staff Register and Patient Register, 1905–53, used for a number of functions:

· A register of nurses and attendants employed at Pleasant View partly indicating employment dates. There is a copy of the licence at the front of the volume.

· A register recording patients annual medical examination dates 1906–53. 

· Admission register: each entry given a sequential admission number, separate sequences for males and females.

· Annual patient number summary statistics.
	1905–53
	7483 / P0001

	Volume
	Admission and discharge register (Sunnyside licensed house and St Helen’s/Pleasant View Licensed House)
Contents: Register of admissions and discharges from Sunnyside and St Helen’s/Pleasant View licensed houses. Information in columns includes:

· patient name

· admission number

· date of admission

· sex

· age

· marital status

· occupation

· previous place of abode

· signature of medical certificate

· form of mental disorder

· date of discharge 

· religion
	1905–53
	Unappraised

	Volume
	Diary / inspectors reports, Inspector General Of The Insane (Sunnyside Licensed House and St Helen’s/Pleasant View Licensed House)
Content: A single volume diary containing signed inspection reports of Sunnyside and St Helen’s/Pleasant View licensed houses. Under the Lunacy Act 1903 the Inspector General of the Insane was required to regularly inspect asylums. Early entries are signed by Dr Ernest Jones, the first inspector general. The diary forms a general log that records the number of residents, their status (voluntary or otherwise), general condition and upkeep.
	1905–58
	 Temporary

	Volume
	Asylum Records (Sunnyside licensed House and St Helen’s/ Pleasant View licensed house)

Content. This collection was artificially created by Public Record Office Victoria when the records were transferred to its custody in the 1990s. It contains two patient history case books that relate to admissions to Sunnyside Licensed House 1905–15 and a discharge register for the extended period 1905–49. May include details of patients who stayed in care after Sunnyside closed and St Helen’s opened in 1916. The discharges documented overlap and are deemed to relate to both Sunnyside and St Helen’s.
	1905–49
	7490 / P1

	Document
	Admission Papers, Voluntary Boarders (Sunnyside Licensed House and St Helen’s/Pleasant View Licensed House)
Content: Admission applications and papers for voluntary patients to Sunnyside and St. Helen's/Pleasant View licensed houses. Also contains some annual admission record sheets and statistics for periods 1916–18, 1924–26, and 1928.

Also some annual dmission record sheets and statistics for Sunnyside, 1911–15 and a registration licence.
	1911–42
	7537 / P0001

	Volume
	Admission and discharge register, voluntary boarders 

Content: A single volume containing registration information for voluntary patients admitted to Sunnyside and St Helen’s/Pleasant View licensed houses.

Information recorded for each patient:

· Date of Reception

· Name

· Sex M/F

· Age

· Condition as to Marriage M / S / W

· Occupation

· Address

· Form of Mental Disorder

· Causation

· Physical Condition

· Period of Residence agreed

· Discharged: Own request/ Departmental Authority/ On Certification

· Death

· Remarks

The register has been regularly inspected and signed by Dr W E Jones,  Inspector General of the Insane
	1915–20
	Unappraised

	Volume
	Admission and discharge register, voluntary boarders 

Content: A single volume recording voluntary admissions to Pleasant View Licensed House, and discharges. Information in columns includes:

· patient name

· date of admission 

· sex 

· age 

· mental state 

· occupation 

· address 

· form of mental disorder 

· causation 

· physical condition 

· period of residence agreed 

· discharge details

Entries are in chronological order.
	1929–53
	Unappraised

	Volume
	Register of Patient Accidents and Incidents

Content: Single volume with information relating to accidents and other incidents involving patients at Pleasant View licensed house.
	1931–36
	Temporary

	Pleasant View receiving house/ psychiatric hospital/ drug and alcohol rehabilitation unit (1953–95)

	Patient admission and discharge

	Volume
	Register of Patients [Admission and Discharge Registers]

Content: Nine bound registers for Pleasant View Psychiatric Hospital admissions and discharged patients, including:

· name 

· sex 

· date of birth 

· previous address 

· date of death or discharge 

· cause of death 

· witnesses 

· Section of the Act admission was under.

The entries in the registers are in date of admission order.
	1973–91
	17901 / P0002

	Volume
	Register of Patients [Admission and Discharge Registers] (Gresswell Rehabilitation Centre and Pleasant View Centre)

Content: Persons admitted to and discharged from Gresswell. Entries in chronological order, including:

· patient’s name

· address

· age

· birthplace

· occupation

· admission date

· discharge date

· days spent in sanatorium

· condition

· complications

· treatment

· condition on discharge

· transfer

· residence after discharge

Registers include admissions to Gresswell Rehabilitation Centre 1986–93 and Pleasant View Centre 1992–95.
	1986–95
	17809 / P003  

	Volume
	Index to admission and discharge register of patients (drug and alcohol rehabilitation) (Gresswell Rehabilitation Centre and Pleasant View Centre)

Content: An index to patients’ admission and discharge registers transferred to PROV as VPRS 17809/P3. 

The index is divided into alphabetical sections of patient surnames. For each name there is a register page number for the admission entry, ordered chronologically, although no dates in the index. Two patients registers are indexed, so two page number sequences appear against names.
	1986–95
	17815 / P0001

	Print-out
	Admission and discharge computer reports (Gresswell Rehabilitation Centre and Pleasant View Centre)

Content: A computer printout summarising admissions and discharges, described as a Spectrum Report with: 

· Admission and discharge dates

· Address

· Postcode

· Date of birth

Presumably the patient’s name was also included.
	1990
	Temporary

	Medical information

	File and disc
	Procedures and working papers, medical records section 

Content: includes:

· executive papers

· forms

· minutes 

· disks of medical records 

· admission / discharges 

· Gresswell procedures. 

The files are arranged by subject titling.
	1988–95
	Temporary

	Volume
	Nominal register of patients at receiving houses; Ballarat, Royal Park and Pleasant View 

Content: Nominal Register of Patients admitted to Royal Park and Ballarat Receiving Houses, created and maintained in the Lunacy Branch central office (from 1934, Department of Mental Hygiene).

The volumes are arranged chronologically, entries arranged by the patients' surname and then chronologically by admission date within the alphabetical listings. Details include: patient name, date of admission, date of discharge/death, or transfer and place of transfer. Patients admitted to the Ballarat Receiving House are marked (B). Unit 3 also includes patients admitted to Pleasant View from 1953 onwards.

Background: Receiving Houses

Receiving Houses provided Temporary accommodation for people believed to be insane while further examinations could be undertaken to determine their sanity/insanity. If diagnosed as insane, patients were committed to a Hospital for the Insane. Initially the maximum period of time a patient could be held in a receiving house was 28 days. But that time limit was not strictly adhered to and many patients remained longer than 28 days. 
	1930–58
	7482 / P0001

	Card
	Master patient index cards (Gresswell Rehabilitation Centre, Pleasant View Centre and Smith Street Clinic)

Content: Master list of clients who attended Drug Services Victoria facilities, comprising Pleasant View Centre/ Gresswell Sanatorium/ Smith Street Clinic. Cards arranged alphabetically by patient name.
	c.1975–95
	Unappraised

	Card
	Master Patient Index Cards 

Content: Master patient index cards recording clients who have attended Pleasant View centre 1983–95. Alphabetically listed by family name.
	1983–95
	Unappraised

	Patient care and treatment information

	File
	Patient case history files (Gresswell Sanatorium, Pleasant View Centre and Smith Street Clinic)

Content: Patient files from the Pleasant View Centre, Gresswell Sanatorium and Smith Street Clinic documenting patients’ treatment and progress. Each client shows full name and date of birth.

Note: the records dated 1975–83 are only a sample of 200 files. 
	c.1975–95
	Unappraised and Temporary

	X-ray film
	Medical Records, X-rays

Content: X‑rays of patients created for diagnostic purposes.

The records were destroyed in 2004.
	1994–95
	Temporary

	Document
	Admission and discharge warrants 

Content: Warrants for Pleasant View psychiatric hospital patients, authorising their hospital admission. Contains admission forms and discharge forms, in alpha-numeric order. 
	1969–95
	Unappraised

	Document
	Client daily changes and contact sheets

Content: The daily changes forms recorded:

· patient name

· admission or discharge

· section of the act that applied

· ward movements

Contact sheets recorded attendance at the forensic/outpatients areas and contained:

· name

· date of attendance

· referral

· time spent with client

The records were destroyed in 2001.
	1994-1995
	Temporary

	File
	Incident Reports 

Content: these records are forms completed to document and report incidents that occurred in different areas of the centre. The forms were sent to the medical records section where this collection was maintained. They are arranged chronologically. 
	1991–95
	Unappraised

	Departmental administration

	CEO

	File
	Executive Committee Meeting Minutes (Gresswell Rehabilitation Centre and Pleasant View Centre)

Content: Executive committee meeting minutes chronologically arranged, often with copies annotated. For some of the period covered, there are separate sequences for both Gresswell and Pleasant View. 
	1974–84, 1991–95
	Unappraised

	File
	Working Papers, Chief Executive Officers

Content: Working papers of the CEO, Ian Berry, not arranged in any order, titled by subject including: 

· staffing

· alcohol and drugs 

· community services 

· detoxification 

· Koories 

· nursing 

· medical staff 

· social work 

· methadone 

· psychologists 

· CEO reports 

· correspondence
	1990–93
	Unappraised

	File
	Working Papers and Policy Files, Chief Executive Officer 

Content: Working papers and policy files of the Pleasant View CEO, Brian Stevenson – they are arranged alphabetically by subject title and cover a wide range of matters including:

· acute services

· alcohol and drugs

· asbestos

· clinical services

· employment

· methadone program

· nursing

· staff

· policy and procedure manuals
	1995
	Unappraised

	Volume


	Diary / Inspectors Reports, Inspector General Of The Insane (Sunnyside/St Helens/Pleasant View licensed houses and Pleasant View receiving house)

Content: A general log recording the number of residents, their status, general conditions and upkeep.
	1905–58
	Unappraised

	File
	Chief Executive Officer & Secretary–Meeting Minutes, Correspondence & Working Papers 

Content: Two groups of records:

1.  meeting minutes and correspondence of committees and groups in which the CEO was active

2. a working paper system of the Secretary/CEO

The records contain information about nursing as the CEO was head of nursing. Papers include:

· client complaints

· alcohol and drug history 

· incident reports 

· coroners transcripts 

· coronial enquiries 

· Lawrence report.
	1992–95
	Unappraised

	FIle
	Meeting Minutes, CEO and Health and Community Services Union 

Content: Minutes of meetings between staff representatives of the Health and Community Services Union and management represented by CEO Ian Berry.

The records were destroyed in 2004.
	1990–93
	Temporary

	File
	Chief Executive Officer Incoming Correspondence 

Content: Incoming correspondence of CEO, Brian Stevenson, in chronological order, May 1993 to June 1995.
	1993–95
	Unappraised

	File
	Outward Correspondence, Chief Executive Officer  

Content: Outgoing correspondence of the CEO, Brian Stevenson, in chronological order, June 1993 to June 1995.
	1993–95
	Unappraised

	File
	Meeting minutes, State Public Service Federation (SPSF) and CEO

Content: Meeting minutes and papers from meetings between SPSF representatives and Drug Services Victoria represented by Ian Berry, the CEO of Pleasant View Centre. In chronological order, December 1990 to May 1993. 
	1990–93
	Temporary

	Volume
	Indemnity forms (Gresswell Rehabilitation Centre, Pleasant View Centre and Smith Street Clinic)

Content: Carbon copies bound in a book of forms listing patients’ belongings with them on arrival. Also indemnity forms for several institutions and wards including:

· Gresswell Rehabilitation Unit

· Pleasant View Centre

· Acute withdrawal unit

· Women’s detoxification unit

· CASS/WRAP

· Pinaroo

· community homes

The records were destroyed in 2003
	1987–95
	Temporary

	Nursing administration

	File
	Director of nursing files 

Content: Director of Nursing’s files arranged in alphabetical order by subject title and cover:

· amphetamines campaign
· client rights
· health service agreements
· patient classification systems
· professional development
· position descriptions
· psychiatric services
· nursing services
· drug strategy
· nursing manual
	1995
	Temporary

	File
	Nursing administration files 

Content: Nursing administration files from Pleasant View centre, covering:

· nursing services and standards

· professional development

· meeting minutes

· memos

· incident reports

· emergency response teams

· drugs

· counselling

· alcoholic psychosis

· HIV / AIDS

· policy and procedure manuals

· asbestos unit

· women’s program
	1992–95
	Temporary

	File
	Monthly statistics, nursing administration 

Content: Statistics compiled monthly by the nursing administration.

The records were destroyed in 2004.
	1987–91
	Temporary

	Document
	Staff attendance records, nursing administration 

Content: Records of staff attendance, such as time sheets and sign-in books.

The records were destroyed in 2001.
	1979–92
	Temporary

	File
	Nursing operations files

Content: A working paper system of correspondence that includes:

· meeting minutes

· information files from the head of nursing

· information on staff operations

· professional development 

· general administration of nursing

The papers are not arranged in alphabetical or numeric order.
	1992–95
	Temporary

	File
	Working papers, Dr O’Brien 

Content: Working papers of Dr Justin O'Brien. Subjects include: 

· informal memoranda

· legal requests

· staff information

· infection control

· meeting minutes

· community houses

· vaccination

· standards

The records are not in any order.
	1994–95
	Temporary

	File


	Unit nurse-manager’s records, acute withdrawal unit, 

Content: A subject based file system created by the nurse manager in the Pleasant View acute withdrawal unit. A mixture of working documents and content accumulated to record activities or for reference. Subjects of files include care and treatment for persons undergoing withdrawal form drug or alcohol abuse. Also unit and staff management including policy and procedures, training, rostering, minutes of unit meetings, incident reports and so forth. 
	1993–94
	Temporary

	Volume
	Ward Report Books

Content: Reports on daily activities in wards.
	1985–92
	Temporary

	Pharmacy

	Volume
	Drugs of addiction register, pharmacy (Pleasant View Centre and Smith Street Clinic)

Content: Registers that recorded drugs-of-addiction transactions either in the pharmacy or in the wards.

The records were destroyed in 1999
	1986–95
	Temporary

	File
	Pharmacy-finance documents 

Content: Accounting records re pharmacy budget and managing pharmaceuticals stocks. 

These records were destroyed in 2003. 
	1991–95
	Temporary

	Document
	Methadone permits, Pleasant View Centre pharmacy

Content: Permits allowing patients to be dispensed methadone. 

The records were destroyed in 1999.
	1990–95
	Temporary

	Card
	Prescription cards, pharmacy 

Content: Cards arranged alphabetically by patient name with the details of each patient’s prescriptions.

The records were destroyed in 1999
	1992–95
	Temporary

	Document
	Prescriptions, pharmacy

Content: The original prescriptions authorising pharmaceuticals to be dispensed to patients from all areas of the centre.

The records were destroyed in 1999
	1992–95
	Temporary

	Volume
	Prescription dispensing records, pharmacy

Content: Books recording daily pharmaceuticals dispensed. 

The records were destroyed in 1999
	1991–95
	Temporary

	Outpatients, unit and clinical records

	Outpatients

	File
	Working papers and procedures, therapy centre and outpatient services 

Content: 

· minutes

· guidelines 

· policies 

· committees

· outpatient services include drug and alcohol counselling 

· AIDS/HIV 

· emergency accommodation 

· rehabilitation

The records have full subject titling.
	1991–95
	Temporary

	Volume
	Diaries, appointment and assessments books

Content: Appointment books for outpatient services and assessments; diaries for several officers. 

The records were destroyed in 1999
	1993–95
	Temporary

	Volume
	Patient appointment books 

Content: To record patient names, appointment dates and times.

The records were destroyed in 1999.
	1989–91
	Temporary

	File
	Procedures and working Papers, outpatients clinic

Content: Operational outpatients clinic files including:

· working papers

· procedures

· correspondence

· meeting minutes

· statistics

· memoranda of the clinic nurse

· pharmacy procedures
	1993–95
	Temporary

	Volume
	Pathology records, outpatient clinic 

Content: Books with details of blood and urine screening, including client names, UR file number and tests results.

The records were destroyed in 1999.
	1985–95
	Temporary

	Volume
	Pre-sentence report requests, outpatients / forensic unit 

Content: Diaries detailing information required for court report bookings. They contain confidential patient information and are arranged in chronological order.
	1994–95
	Temporary

	Acute withdrawal unit

	File
	Working papers, policies and procedures, acute withdrawal unit 

Content: Policy and procedure files re the acute withdrawal unit and other areas. Male and female patient’ records are separated. Many of the meeting minutes are from staff, nurses and specialist nurses’ meetings. There are also ward diaries and patient leave books.
	1991–95
	Temporary

	Volume and file
	Staff attendance and pathology records, acute withdrawal unit 

Content: Staff rosters, annual leave records, sign-on books and time-in-lieu books. Added to the collection when transferred to Archival Services was a blood register, medication book and pathology records. 

The records were destroyed in 2003.
	1992–95
	Temporary

	Volume
	Accounting records, acute withdrawal unit 

Content: Cash books, requisition books and petty cash books.

The records were destroyed in 2003
	1993–95
	Temporary

	Volume and file
	Client attendance records, acute withdrawal unit

Content: Admission/discharge registers for the acute withdrawal unit divided into male and female entries. Also ward lists, visitors’ records and recent client daily changes.
	1992–95
	Temporary

	Volume and file
	Ward report books, diaries, and inventories,  acute withdrawal unit

Content: This collection included: nurse coordinator’s after hours books; daily information regarding running of the ward relating to both staff and patients; staff diaries; and stock inventories

The records were destroyed in 2007
	1991–95
	Temporary

	Acute services

	File
	Working papers, director acute services/outpatient services 

Content: Material regarding: women’s services; Drug Services Vic; Vic Alcohol and Drug Association; protective services protocol training workshops.
	1991–95
	Temporary

	File
	Working papers, director acute services and clinical services

Content: Working papers of Donna Turner, Director of Acute Services, who was actively involved in women’s services. The records are basic administration files with some:

· policy and procedures 

· meeting minutes 

· budgets 

· women’s programs 

· client services 

· community house

The files are grouped according to function.
	1992–95
	Temporary

	File
	Policies and evaluation reports, acute services 

Content: 

· working papers 
· evaluation reports 
· meeting minutes 
· diaries 
· admission and discharges 
All relate to the community houses at 113-117 Wood Street, in chronological order 1994–95.
	1994–95
	Unappraised

	Forensic unit

	File
	Forensic unit, legal liaison officer records and court reports 

Content:

· forensic unit forms

· policy and procedure manuals 

· prison information 

· memoranda 

· intensive correction orders 

· court reports of individual prosecutions arranged alphabetically A to Z

· court reports 

· court appearance record book 

· forensic reports and discharge notes 

· outpatient contact 

· drink drive legal files a to z
	1974–94
	Unappraised

	Volume
	Appointment books, forensic unit clients

Content: These books held names of clients and the dates and times of their appointments in the forensic unit.

The records were destroyed in 1999.
	1993–95
	Temporary

	Methadone program

	File
	Working Papers, Dr Benny Monheit 

Content: The working papers of senior medical officer Dr Benny Monheit and reflects his work and role at the Pleasant View Centre.  He was actively involved in the development of a proposed intravenous methadone program and AIDS research. He was involved in methadone clinic administration until June 1993.
	1986–95
	Temporary

	Other unit records

	File
	Working papers and procedures, Pinaroo House 

Content: Records from the Pinaroo women’s rehabilitation accommodation program as well as reference material from external agencies. This is a varied collection of records covering a wide range of subjects such as confidential reports concerning staff and patients and conferences. 

Records also relate to: 

· Heatherton 

· Gresswell 

· Smith Street Clinic 

· Seventh Day Adventist Church 

· Western suburbs facilities for alcohol and drug problems 

· Salvation Army 

· Ozanam house 

· Narcotics Anonymous 

· Mernato Lodge 

· Delmont Hospital 

· Napier House 

· St Vincent’s Hospital 

· child care 

· staff training 

· parole board 

· vagrancy 

· Swan Hill Family Welfare group 

· Odyssey House 

· Gippsland 

· Ballarat 

· Children’s Court Clinic 

· glue sniffing 

· Aboriginal halfway houses. 

These records provide details of policy development and are evidence of the activities of the agency. Some listings are provided with a control number, however most are maintained by file titling.
	1985–91
	Unappraised

	File
	Working papers and procedures, assessment service

Content: A series of folders (ringed and spiral bound) that contain procedural information operating the assessment service. Subjects include: 

· drugs and alcohol

· benzodiazepine reduction

· withdrawal management

· nursing services

· methadone dispensing

· mental and suicide assessment

· case management reviews

· HIV prevention.

They are not arranged in any order.
	1988–95
	Temporary

	File
	Working papers, head nurse, drink drive clinic administration

Content: Papers of Alex Priestly, head nurse of the acute withdrawal unit and support service program, and drink drive clinic administration. Subjects include:

· action plan

· assessment manual

· education manual

· detoxification

· statistics

· memoranda

· correspondence
	1985–95
	Temporary

	Video tape
	Videotapes, Pleasant View Centre-Therapy Centre

Content: Tapes used in the therapy centre for client and staff education and information on drug and alcohol issues. Some tapes refer to individuals’ addiction stories or relate to dependence and quitting as well as information and symptoms regarding physiology. The tapes are provided with full titling.
	1990–91
	Temporary

	File
	Working papers, research and training 

Content: Working papers controlled in a two-part numbering system based on a subject-running number, covering:

· non-government organisations

· research unit and projects

· training

· correspondence

· equipment

· drug clinic client survey

· statistics 

· monthly client reporting

· student placements

· community programs
	1992–92
	Temporary

	Finance / accounting information

	File
	Miscellaneous subject files (Gresswell Sanatorium, Gresswell Rehabilitation Unit and Pleasant View Centre)

Content: Various subject files relating to all areas of centre operation. No apparent order but can be identified by the subject title. The subjects covered include patient care and treatment, staffing and personnel and management matters.

Most files relate to the alcohol and drug dependancy functions of Gresswell and Pleasant View. A few, staff related files from the Gresswell Sanatorium era. Topics include:

· staff injuries and accidents / Workcare

· legal correspondence

· medical officers and doctors correspondence

· meeting minutes

· statistics

· personnel

· public works

· circulars

· drug file

· pathology notes

· music therapy notes
	1948–94
	Temporary

	File
	Community reports and grants, women’s project, Drug Services Victoria 

Content: Community reports and grants files. They:

· document community projects including their historical background

· evaluate the women’s program

· contain protocol documents for Department of Health and Community Services and Drug Services Victoria.
	1992–93
	Unappraised

	Bundle
	Batch records, accounts payable 

Content: Batched invoices and other documentation put together to facilitate payment of amounts due to suppliers of goods or services to the centre.

The records were destroyed in 1998 and 2003.
	1989–95
	Temporary

	File
	Policy files, finance 

Content: Financial policy files used for administration of financial matters at Pleasant View Centre, arranged alphabetically. They deal with basic accounting administration and cover minor matters such a cab fares, meals, parking, petty cash and Gresswell kiosk. 
	1991–95
	Temporary

	Volume and file
	Financial records, The Outdoor Experience (TOE) program 

Content: A variety of accounting records created to run the TOE program including the TOE trust account, included: ledger, receipt books, transaction cards, bank statements, cheque butts. 

The records were destroyed in 2003.
	1986–95
	Temporary

	Volume and file
	Finance records (Gresswell Rehabilitation Centre and Pleasant View Centre)

Content: Various finance and accounting records associated with the process of acquiring and accounting for goods and services.

The records were destroyed in 1999 and 2003.
	1988–95
	Temporary

	Document
	Delivery dockets (Pleasant View Centre and Smith Street Clinic)

Content: Dockets completed when stores were delivered.

The records were destroyed in 2004.
	1988–93
	Temporary

	Document
	Miscellaneous stores records (Gresswell Rehabilitation Centre, Pleasant View Centre and Smith Street Clinic)

Content: Ledger stock sheets and requisition forms found in the Gresswell store after the centre’s closure, boxed together as a miscellaneous collection.

The records were destroyed in 2003
	1991–95
	Temporary 

	Document
	Materials received vouchers (Gresswell Rehabilitation Centre, Pleasant View Centre and Smith Street Clinic)

Content: A series of numbered Materials Received Vouchers (MRVs) to document the receipt of items into the store. 

The records were destroyed by 2004.
	1989–93
	Temporary

	Document
	Acknowledgement of Goods Received (Gresswell Rehabilitation Centre and Pleasant View Centre)

Content: Gresswell accounting section’s copy of purchase orders recording goods or services receipt for items received into the store.

The records were destroyed in 1999
	1989–90
	Temporary

	Form
	Materials issued vouchers (Gresswell Rehabilitation Centre, Pleasant View Centre and Smith Street Clinic)

Content: Materials issued vouchers (MIVs) created in the store at Gresswell. 

The records were destroyed in 2004 and 2008.
	1986–95
	Temporary

	Volume
	Provision orders (Gresswell Rehabilitation Centre, Pleasant View Centre and Smith Street Clinic)

Content: These records were orders for provisions. They were arranged alphabetically in folders and then chronologically.

The records were destroyed in 2003.
	1988–93
	Temporary

	Bundle
	Monthly provision orders (Gresswell Rehabilitation Centre, Pleasant View Centre and Smith Street Clinic)

Content: Sheets that documented provisions required/used at each centre each month. 

The records were destroyed in 2004.
	1989–94
	Temporary

	Volume
	Indemnity forms (Gresswell Rehabilitation Centre, Pleasant View Centre and Smith Street Clinic)

Content: Bound carbon copies listing patients’ belongings upon arrival. Also indemnity forms for several institutions and wards including:

· Gresswell Rehabilitation Unit

· Pleasant View Centre

· Acute withdrawal unit

· Women’s detoxification unit

· CASS/WRAP

· Pinaroo

· community homes

The records were destroyed in 2003
	1987–95
	Temporary

	Personnel and payroll

	Card
	Salary change cards (Gresswell Rehabilitation Centre, Pleasant View Centre and Smith Street Clinic)

Content: Cards arranged alphabetically by employee name, with changes to salary entitlements or salary due.

The records were destroyed in 2004.
	c.1995
	Temporary

	Document
	Group certificates (Gresswell Rehabilitation Centre, Pleasant View Centre and Smith Street Clinic)

Content: Employer’s copy of Gresswell Rehabilitation Centre staff group certificates issued.

The records were destroyed in 2003.
	1987–95
	Temporary

	File
	Working papers, personnel manager

Content: A subject-based filing system covering areas under the personnel manager’s jurisdiction including:

· staff attendance 

· casual staff 

· higher duties 

· rosters 

· personnel circulars 

· reports 

· executive meeting minutes 

· retirement 

· superannuation 

· staff development 

· surveys
	1985–95
	Temporary

	File
	Position files 

Content: Position details including job title, description of duties, selection criteria classification and so on.

The records were all destroyed in 1999.
	1974–95
	Temporary

	Volume and document
	Staff attendance records (Gresswell Rehabilitation Centre, Pleasant View Centre and Smith Street Clinic)

Content: Records documenting staff attendances for duty at Pleasant View, Gresswell and Smith Street Clinic.

The records were destroyed in 2003.
	1991–95
	Temporary

	Computer print-out
	Reports, personnel 

Content: Computer printed reports relating to the personnel and payroll functions.

The records were destroyed in 2003.
	1989–95
	Temporary

	File
	Staff files, personnel (Gresswell Rehabilitation Centre, Pleasant View Centre and Smith Street Clinic) 

Content: Individual personal staff files arranged in alphabetical order by family name A to Z. 
	1995
	Temporary

	File
	Procedure manuals and reports, personnel

Content: in chronological order:

· procedure manuals

· Workcare reports

· Workcover registers, reports and statistics 

· injuries register 

· incident reports


	1992–95
	Temporary

	File
	Policy and working papers, personnel

Content: Policy and working papers covering:

· staff duties 

· higher duties 

· salary 

· tax 

· employment agreements 

· OHS minutes 

· police checks

Some records are arranged numerically and others are in chronological order.
	1991–95
	Temporary

	File and print-out
	Payroll records (Gresswell Rehabilitation Centre, Pleasant View and Smith Street Clinic) 

Content: Fortnightly records containing salaries and wages, overtime and penalty rates, computer cash book reports, employee profile records, new pay batch summaries and batch headers.

The records were destroyed in 2003.
	1990–91
	N/SA

	Print-out
	Staff time sheets (Gresswell Rehabilitation Centre and Pleasant View Centre)
Content: Chronological series of staff timesheets from Gresswell. They were marked Admin and Nursing Admin. They were arranged in chronological order by date of the pay run.
The records were destroyed in 1999
	1988–91
	Temporary

	Volume
	Staff attendance books (Gresswell Rehabilitation Centre and Pleasant View Centre)
Content: Registers of staff sign on/sign off recording staff hours and attendance, arranged chronologically.
	1988–91
	Temporary

	Document
	Overtime timesheets(Gresswell Rehabilitation Centre and Pleasant View Centre)
Content: Sheets that recorded staff overtime hours worked. 

The records were destroyed in 1998.
	1988–90
	Temporary

	Other corporate information

	Document
	Working papers facilities manager

Content: The June 1994 Drug Services Victoria facilities service report, covering:

· Staff

· works projects

· building services

· domestic services

· transport

· gardens

· security

· fire services

· Smith Street Centre

· Gresswell Centre

The records are grouped according to these 10 topics. Within the groups, files are not in alphabetical or numerical order
	1994
	Temporary

	File
	Working papers, acting program manager 

Content: Administrative mostly related to the facility’s closure including the clinic and pharmacy. Includes some nurses’ and doctors’ diaries for 1991 and 1992.
	1994–95
	Temporary 

	File
	Working papers, manager of corporate services

Content: Working papers of Pleasant View Centre corporate services manager, arranged according to subject but not in alphabetical order. They cover a wide range of matters such as:

· budgets

· closure management team 

· medical records 

· workforce management 

· risk management 

· executive meeting minutes 

· facilities 

· general services 

· alcohol and drugs 

· drink drive 

· personnel policy 

· staffing 

· tenders 

· funding
	1992–95
	Temporary

	File
	Working papers, managers employed at Pleasant View
Content: Several series of subject files from Pleasant View managers, containing:

· subject files

· circulars

· manuals 

· committee meeting minutes

· resource management

· budget

· workforce management

· accommodation plan

· staff positions

· redeployment

· non direct care reviews
	1980–93
	Temporary

	File
	Subject files, information technology 

Content: A filing system indicating the IT functions:

· IT policy 

· manuals 

· networks 

· Microsoft PC quotes 

· job and role descriptions
	1991–95
	Temporary

	File
	Monthly statistics, information technology

Content: Statistics for all areas of Pleasant View Centre 1991–95. Very disorganised – one file may contain several years of statistics. Also meeting minutes of the service development committee.
	1991–95
	Temporary

	File and volume
	Administrative records, domestic services supervisor

Content: Records from the domestic services supervisor’s office including:

· safety data sheets 

· works services records 

· rosters 

· laundry requisition sheets 

· domestic service policy manual 

· supervisor’s handbook
	1995
	Temporary

	Document
	Requisitions, engineer’s office

Content: Copies of stores and maintenance services requisitions.

The records were destroyed in 2003.
	1993–95
	Temporary
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