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Public Records Act 1973
(Section 12)

General Retention and Disposal Authority for
Magistrates’ Courts Records Pre-01/09/1990

Public Record Office Standard (PROS) 95/05

Variation 1:

In accordance with section 12 of the Public Records Act 1973 (as amended), | hereby
vary the Standard applying to the Magistrates’ Courts records Pre-01/09/1990, issued as
Public Record Office Standard (PROS) 95/05 on 20/11/1996, as follows:

Extension of the application of the authority until 20/5/2007
This Variation shall have effect from its date of issue.
[Signed]

Justine Heazlewood Date of Issue: 21 February 2006

Director and Keeper of Public Records

Public Record Office Victoria
O State of Victoria 2009



PROS 95/05 Retention and Disposal Authority for Magistrates’ Courts Records Pre 01/09/1990

Public Records Act 1973
(Section 12)

General Retention and Disposal Authority for

Magistrates’ Courts Records Pre-01/09/1990
Public Record Office Standard (PROS) 95/05

Variation 2:

In accordance with section 12 of the Public Records Act 1973 (as amended), | hereby
vary the Standard applying to the Magistrates’ Courts records Pre-01/09/1990, issued as
Public Record Office Standard (PROS) 95/05 on 20/11/1996, as follows:

Extension of the application of the authority until 30/6/2008.
This Variation shall have effect from 20/5/2007.
[Signed]

David Brown Date of issue: 4 September 2007

Acting Director and Keeper of Public Records

Public Record Office Victoria
© State of Victoria 2009



PROS 95/05 Retention and Disposal Authority for Magistrates’ Courts Records Pre 01/09/1990

Public Records Act 1973
(Section 12)

General Retention and Disposal Authority for
Magistrates’ Courts Records Pre-01/09/1990

Public Record Office Standard (PROS) 95/05

Variation 3:

In accordance with section 12 of the Public Records Act 1973 (as amended), | hereby
vary the Standard applying to the Magistrates’ Courts records Pre-01/09/1990, issued as
Public Record Office Standard (PROS) 95/05 on 20/11/1995, as follows:

Extension of the application of the authority until 30/6/20009.
This Variation shall have effect from its date of issue.
[Signed]

Justine Heazlewood Date of issue: 27 June 2008

Director and Keeper of Public Records

Public Record Office Victoria
© State of Victoria 2009



PROS 95/05 Retention and Disposal Authority for Magistrates’ Courts Records Pre 01/09/1990

Public Records Act 1973

(Section 12)
General Retention and Disposal Authority for

Magistrates’ Courts Records Pre-01/09/1990
Public Record Office Standard (PROS) 95/05

Variation 4:

In accordance with section 12 of the Public Records Act 1973 (as amended), | hereby
vary the Standard applying to the Magistrates’ Courts records Pre-01/09/1990, issued as
Public Record Office Standard (PROS) 95/05 on 20/11/1995, as follows:

Extension of the application of the Standard until 31/12/20009.
This Variation shall have effect from its date of issue.
[Signed]

Justine Heazlewood Date of issue: 10 July 2009

Director and Keeper of Public Records

Public Record Office Victoria
© State of Victoria 2009



PROS 95/05 Retention and Disposal Authority for Magistrates’ Courts Records Pre 01/09/1990

Forward

The Public Record Office, as the Archival Authority for the State of Victoria, is
responsible for the preservation, management and use of the State’s public
records.

The Public Record Office issues documents called “Disposal Schedules” as
standards under section 12 of the Public Records Act 1973. These Schedules
identify records which should be retained permanently as part of Victoria’'s
archival heritage. They also prevent the premature destruction of temporary
records which are needed for legal, financial and administrative purposes.

Schedules are an important tool for Government agencies in establishing
effective records management plans that ensure they are accountable for their
decisions, and money is not spent on storing records that do not need to be
retained.

This Disposal Schedule covers the records created by Magistrates’ Courts over
the period 1950 to 31 August 1990. When used in conjunction with PROS 92/05,
General Disposal Schedule for Magistrates’ Courts, it provides a comprehensive
disposal plan for records from 1950 to the present day and beyond.

[Signed]

Ross Gibbs
Keeper of Public Records.

Public Record Office Victoria
© State of Victoria 2009
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PROS 95/05 Retention and Disposal Authority for Magistrates’ Courts Records Pre 01/09/1990

1.0.0

2.0.0

3.0.0

4.0.0

5.0.0

SCOPE OF THE STANDARD

In accordance with section 12 of the Public Records Act 1973,1 hereby establish
a Standard for the efficient management of the records that are described in the
attached Disposal Schedule for records of Magistrates’ Courts 1950 to 31
August 1990.

Records described in the Disposal Schedule may be disposed of in accordance
with its provisions.

Records sentenced for destruction in accordance with this Schedule may be
destroyed without further authorisation in accordance with this Standard.

Notification of records destroyed in accordance with this Schedule shall be made
to the Public Record Office Victoria.

DURATION OF THE STANDARD

This Standard shall apply for ten years from its date of issue unless revoked
sooner.

VARIATION OF THE STANDARD
This Standard may be varied by the Keeper of Public Records.

CONCURRENCE OF PUBLIC OFFICE

This Schedule has the concurrence of

[Signature] Date:
PH Armstrong (Name)
CEO & Principal Registrar, (Position)

Magistrates’ Courts of Victoria

SIGNATURE OF THE KEEPER OF PUBLIC RECORDS

[Signature] Date of Issue: 20/11/95

Ross Gibbs
Keeper of Public Records

Public Record Office Victoria
© State of Victoria 2009
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PROS 95/05 Retention and Disposal Authority for Magistrates’ Courts Records Pre 01/09/1990

1.0.0 SCOPE OF THIS DISPOSAL SCHEDULE

2.0.0

3.0.0

4.0.0

4.1.0

4.2.0

This Disposal Schedule is a Standard issued under section 12 of the Public
Records Act 1973. It has been issued by the Public Record Office Victoria in
consultation with the Magistrates’ Courts.

OBJECTIVES OF THIS DISPOSAL SCHEDULE

The aims of this Schedule are to:

identify records which are worth preserving permanently as part of
Victoria’s archival heritage

prevent the premature destruction of records which need to be retained
for a specified period to satisfy legal, financial and other requirements of
public administration

authorise the destruction of those records not required permanently after
specified periods.

USE OF OTHER DISPOSAL SCHEDULES

In applying the disposal sentences set out in this Schedule, reference should be
made to other current Disposal Schedules where applicable. Where there is
conflict between two Disposal Schedules, consult the Public Record Office
Victoria.

HOW TO USE THE SCHEDULE

Transfer of Records to the Public Record Offi ce Victoria

Agencies wishing to transfer permanent records to archival custody should
contact the Public Record Office Victoria for further advice.

Destruction of Records ldentified in the Sche dule

When records identified as temporary in the Schedule are destroyed, notify the
Public Record Office Victoria by completing and forwarding the form PRO 29,
Notification of Destruction of Public Records. For records not covered by a
Schedule contact the Public Record Office Victoria for further advice.

Public Record Office Victoria
© State of Victoria 2009
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PROS 95/05 Retention and Disposal Authority for Magistrates’ Courts Records Pre 01/09/1990

5.0.0 REVIEWING THE SCHEDULE

This Schedule prescribes minimum and permanent retention periods. Periods
may not be shortened without the approval of the Keeper of Public Records. If
you think there is a need to alter a retention period please contact the Public
Record Office Victoria.

6.0.0 FURTHER INFORMATION
6.1.0 Public Record Office Victoria Standards

Further information relating to the disposal of records is set out in a number of
Public Record Office Victoria Standards. Some Standards are relevant to
particular public offices or groups of public offices. Others relate to all public

offices. These include PROS 95/6, Disposal of Public Records, which describes

procedures for the efficient management and authorised disposal of public
records.

Your office will be notified of any relevant General Standards applicable to it as
they are issued in the future.

6.2.0 Contact the Public Record Office Victoria

In addition to General and other Standards, there are a number of Public Record

Office Victoria guidelines and brochures available.

You can obtain these publications, supplies of relevant forms, and answers to
any enquiries you may have, by contacting

Public Record Office Victoria
Government Services

PO Box 2100

NORTH MELBOURNE 3051

(03) 9348 5600
Fax  (03) 9348 5656

E-mail: prov.agency.queries@prov.vic.gov.au

Public Record Office Victoria
© State of Victoria 2009
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PART THREE

THE DISPOSAL SCHEDULE
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PROS 95/05 Retention and Disposal Authority for Magistrates’ Courts Records Pre 01/09/1990

EXPLANATION OF DISPOSAL SCHEDULE HEADINGS

The Disposal Schedule comprises:
REFERENCE NUMBER

The class number or entry reference number provides citation and ease of reference.
CLASS

The unique title or name of each record class is specified in this entry. A record class is a
group of records that relate to the same activity, function or subject and require the same
disposal action.

The Schedule provides notes which define each disposal class in terms of related functions
or activities, information content, format, related legislative provisions and departmental
instructions.

The Schedule may also include instructions or guidelines relating to culling, sentencing and
sampling provisions, information on duplication of record content in other classes, and
cross-references to other entries in the Schedule.

STATUS AND SENTENCE

This entry provides the archival status of each class being either permanent or temporary.
In relation to temporary classes the entry also provides a retention period or sentence
specifying how long the records should be kept prior to destruction, and the activity,
transaction or event to which the retention period or sentence should be tied.

CUSTODY

This entry provides the custody arrangements for each class in terms of whether it is to be
retained by the public office or transferred to the Public Record Office Victoria.

The agency may transfer records not identified as permanent in this or other Schedules
to an Approved Public Record Office Victoria Storage Supplier pending final disposal
action. For further information on APROSS facilities please contact the Public Record
Office Victoria, Tel: 9348 5600.

Public Record Office Victoria
© State of Victoria 2009
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PROS 95/05 Retention and Disposal Authority for Magistrates’ Courts Records Pre 01/09/1990 15
SCHEDULE
SECTION ONE: CIVIL RECORDS

Registers must not be destroyed where doing so cont ravenes the Magistrates’

Courts Act.

REF CLASS DISPOSAL ACTION

NO. STATUS CUSTODY

1.1.0 Register of Civil Cases PERMANENT Transfer to
Complaints in bound or looseleaf format PROV 15
containing summary information about each years after
Magistrates’ Court civil case and either order made.
annotated with the Magistrate’s signed order or
with a decision sheet, signed by the Magistrate,
attached.

1.2.0 Original Complaints TEMPORARY Hold in
Includes the initiating document lodged at the Destroy 5 years | agency
court to commence a case. after issue or 2 | pending

years after destruction.
Where original complaints are filed with other audit, whichever
case papers sentence according to 1.3.0. is the longer
period.
Where original complaints have decision sheets
attached to them or orders annotated on them
sentence according to 1.1.0

1.3.0 Civil Case Filing TEMPORARY Hold in
Includes notices, affidavits, correspondence, Destroy 5 years | agency
warrants and other enforcement records. after issue or 2 | pending

Does not include original Magistrates’ order.

Does not include files relating to cases where an
appeal is lodged to a higher court. In these
cases the file becomes part of the records of
that court.

Where the order is filed with other case papers
and not kept as a separate register, it will be
necessary to cull each file to segregate the
complaint/decision sheet upon which the
Magistrate’s order is annotated. This document
should be sentenced according to 1.1.0.

years after
audit, whichever
is the longer
period.

destruction.

Public Record Office Victoria
© State of Victoria 2009




PROS 95/05 Retention and Disposal Authority for Magistrates’ Courts Records Pre 01/09/1990

REF CLASS DISPOSAL ACTION

NO. STATUS CUSTODY

1.4.0 Registration of Judgements Records
Refers to records relating to interstate and
intrastate judgements registered for
enforcement. Includes orders of the:

Small Claims Tribunal

Residential Tenancies Tribunal
Crimes Compensation Tribunal, and
Accident Compensation Tribunal.

1.4.1 Registration of Judgements Registers TEMPORARY Hold in
Includes registers of interstate and intrastate Destroy 15 agency
judgements. years after pending

registration. destruction.

1.4.2 Registration of Interstate Judgements Files TEMPORARY Hold in

Destroy 15 agency
years after pending
registration. destruction.

1.4.3 Registration of Intrastate Judgements Files TEMPORARY Hold in

Destroy 5 years | agency
after pending
registration. destruction..

1.5.0 Listings Diaries TEMPORARY Hold in
Includes diaries and daily court lists used to Destroy 2 years | agency
Schedule civil cases. after last pending

hearing date.

destruction.

Public Record Office Victoria
© State of Victoria 2009




PROS 95/05 Retention and Disposal Authority for Magistrates’ Courts Records Pre 01/09/1990 17
SCHEDULE
SECTION TWO: CRIMINAL RECORDS
REF CLASS DISPOSAL ACTION
NO. STATUS CUSTODY
2.1.0 Register of Criminal Cases PERMANENT Transfer to
Summary information about each case including PROV 15
the Magistrates’ signed judgement. May be years after
originating process in bound or looseleaf format. order made.
2.2.0 Original Process TEMPORARY Hold in
Includes the original copy of process issued by Destroy 5 years | agency
the court by which a case commences: warrant | after issue or 2 | pending
to arrest and summons to answer a charge. years after destruction.
Where original process is filed with other case audit, whichever
documents (ie on a case file) sentence is the longer
according to 2.3.0. period.
2.3.0 Criminal Case Files TEMPORARY Hold in
Includes information, applications, warrants, Destroy 5 years | agency
appeals, briefs, bail documents, affidavits of after issue or 2 | pending
service. years after destruction.
audit, whichever

Does not include original Magistrates’ order. is the longer
period.

Does not include files relating to cases where an

appeal is lodged to a higher court. In such cases

the file becomes a part of the record of that

court.

Where the order is filed with other case papers

and not kept as a separate register it will be

necessary to cull each file to segregate the

summons/warrant upon which the Magistrate’s

order is annotated. This document should be

sentence according to 2.1.0.

2.4.0 Alternative Procedure Records

2.4.1 Alternative Procedure Registers TEMPORARY Hold in
Bound or looseleaf registers containing Destroy 15 agency
summary information about each case and years after order | pending

including the court order.

made.

destruction.

Public Record Office Victoria
© State of Victoria 2009
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18

REF CLASS DISPOSAL ACTION
NO. STATUS CUSTODY
2.4.2 Alternative Procedure Files TEMPORARY Hold in
May include information, sworn statements, Destroy 5 years | agency
notices, affidavits, warrants and other after issue or 2 | pending
enforcement documentation, correspondence years after destruction.
and associated documents. audit, whichever
is the longer
period.
2.5.0 Listings Diaries TEMPORARY Hold in
Includes diaries and daily court lists used to Destroy 2 years | agency
Schedule criminal cases. after last pending

hearing date.

destruction.

Public Record Office Victoria
© State of Victoria 2009
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SCHEDULE

SECTION THREE: FINANCIAL RECORDS

REF CLASS DISPOSAL ACTION

NO. STATUS CUSTODY

3.1.0 Bank Account Records TEMPORARY Hold in
For bank reconciliations and lists/registers of Destroy 2 years | agency
unclaimed cheques refer to section 3.2.0. after audit. pending

destruction.

3.1.1 Bank Pay-in Records TEMPORARY Hold in
Includes bank deposit slips/books/butts, Destroy 2 years | agency
statements of deposit, bank deposit summary after audit. pending
sheets. destruction.

3.1.2 Bank Statements and Certificates of Balance TEMPORARY Hold in

Destroy 2 years | agency
after audit. pending
destruction.

3.1.3 Cheque and Cheque Listings TEMPORARY Hold in
Includes cheque books/butts for all accounts, Destroy 2 years | agency
cancelled cheques, stoppage of cheque after audit. pending
payments notices and associated documents, destruction.
manual accounting machine or ADP listings of
cheques drawn for payment.

3.2.0 Cash Books and Trust Books TEMPORARY Hold in
Includes books and ‘Kalamazoo’ sheets Destroy 2 years | agency
recording inward and outward transactions and | after audit. pending
daily summary cashbooks for the Trust Account. destruction.
May be generated by manual, machine or EDP
systems.

Also includes bank reconciliations and lists of
unclaimed cheques recorded in cash/Trust
books.

3.3.0 Debtor Records

331 Instalment Cards/Ledgers TEMPORARY Hold in
Includes adjustment cards/ledgers, bail Retain until agency
cards/ledgers and instalment cards/ledgers payment pending

recording payment of moneys into the Court in
full payment or by instalment.

Does not include instalment cards/ledgers for
the payment of maintenance orders. Refer
section 3.3.2.

complete, then
destroy 2 years
after next audit.

destruction.

Public Record Office Victoria
© State of Victoria 2009
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3.3.2 Maintenance Cards/Ledgers TEMPORARY Hold in
Includes particulars of monies paid into the Retain until agency
Court by instalment for maintenance orders complete/order | pending
under the Family Law Act 1975 and earlier Acts. | expired, then destruction.
retain for a
Where there are no indexes to maintenance files | further 10 years,
extant, and these cards provide a means of then destroy.
locating maintenance files, sentence according
to 4.2.1.
3.4.0 Receipts TEMPORARY Hold in
Includes loose receipts, receipt books and butts. | Destroy 2 years | agency
after audit. pending
destruction.
3.5.0 Revenue Returns TEMPORARY Hold in
Includes returns to the Attorney-General's Destroy 2 years | agency
Department for the revenue account. after audit. pending
destruction.
3.6.0 Remittance Records
3.6.1 Correspondence TEMPORARY Hold in
Refers only to correspondence which is received | Destroy 6 agency
as a covering letter with a cheque or other such | months after pending
payment into the Court. receipt. destruction.
3.6.2 Remittance/Mail Books/Sheets TEMPORARY Hold in
Listings of payments into the Court by mail. Destroy 2 years | agency
after audit. pending

destruction.

Public Record Office Victoria
© State of Victoria 2009
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SCHEDULE

SECTION FOUR: FAMILY LAW RECORDS

This section applies to records created under the following:

Family Law Act 1975 :

Matters regarding maintenance, custody, guardianship, access.

Maintenance Act 1965

Registration of Births, Deaths and Marriages (Amend  ment) Act 1985:

Matters regarding change of name.

Property Law Act 1958:
Matters regarding property interests of de facto partners.

Marriage Act 1958:
Matters regarding marriage of under age persons.

Crimes (Family Violence) Act 1987:
Matters regarding intervention orders.

REF CLASS

DISPOSAL ACTION

NO. STATUS CUSTODY
41.1 Case Files PERMANENT Transfer to
Includes applications, correspondence, PROV 20
affidavits, certificates, notices, declarations and years after
various enforcement documents for cases under order made.
all of the above legislation.
Includes interstate and overseas orders
registered in Victoria for enforcement.
4.2.0 Indexes and Registers
4.2.1 Nominal Indexes to Case Files PERMANENT Transfer to
Includes cards, bound books, looseleaf systems PROV 20
for indexing cases by names of parties. years after
order made.
4.2.2 Informal Registers TEMPORARY Hold in
Includes books used to allocate case numbers Destroy when Agency
which do not include a name index to cases. reference pending
ceases. destruction.
4.3.0 Listings Diaries TEMPORARY Hold in
Includes diaries and daily court lists used to Destroy 2 years | Agency
Schedule family law cases. after last pending

hearing date.

destruction.

Public Record Office Victoria
© State of Victoria 2009
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SCHEDULE

SECTION FIVE: COURT FUND RECORDS

22

REF CLASS DISPOSAL ACTION

NO. STATUS CUSTODY

5.1.0 Applications/Applications Files TEMPORARY Hold in
Incudes applications by individuals for financial Destroy 2 years | agency
assistance and referrals from agencies in cases | after audit. pending
where money is distributed to individual destruction.
applicants.

5.2.0 Cash Books TEMPORARY Hold in
Court fund cash books should be sentenced Destroy 2 years | agency
according to class 3.2.0. after audit. pending

destruction.

End of Document
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