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Stage 4 email templates
Reallocating work under the caseload and workload bans
Use these templates when you hand work back to management under the Stage 4 bans. Find your role below, then replace everything in [purple brackets] before you send.
After the manager email, let the family and services know who to contact (Template 3), then put a note on the case plan or file.
Safety first: no ban applies where a child or young person is in immediate danger, or there is a risk to community safety, as defined by you, the member. If you're unsure, act to keep them safe first, then talk to your delegate.
Which template do I use?
	Your role
	Trigger point (WMM)
	Use

	OI CSO
	More than 16 cases, or weighting above 70 to 90
	Template 2A, one email per child

	I&A CSO
	More I&As than your experience level allows (4, 6 or 8)
	Template 2B, one email per child

	CSSO
	Supporting more than 40 children
	Template 2C

	CPA
	Oversight of more than 60 CSPs, or working actively with more than 30 children
	Template 2D

	OI or I&A STL
	Supervising more than 6 FTE, or carrying vacancy cases or pending I&As past the trigger
	Template 2E

	Administration Officer
	Supporting more than 4 CSOs
	Template 2F

	Business Officer
	Supervising more than 5 AOs, or AOs supporting more than 20 CSOs
	Template 2G


Trigger points are from the Department's Reasonable Workload and Trigger Points for Child Safety Core Workgroups.
Case plan or file note
Paste into Unify once the emails are sent
[Date]: Work reallocated to [Manager name, position] as part of notified protected industrial action. Workload above the trigger point in the Workload Management Manual . No immediate risk identified at time of reallocation. Family and services advised by email on [date].

Attach the email you sent to your manager
Please ensure that the “Other” category of case note type be used

Questions? Talk to your delegate or organiser, or email your.union@together.org.au
Template 2A: Child Safety, Ongoing Intervention CSO
Send one email for each child above your trigger point
To: [CSSC Manager]
CC: [STL], [RD / RED]
Subject: Case reallocated, above workload trigger point: [Child's name ]

Hi [Name],
My current caseload is [number] cases with a weighting of [weighting]. That is above the trigger point of 16 cases and the reasonable weighting range of 70 to 90 in the Department's Workload Management Manual .
As part of the protected industrial action notified by Together, I am working within the reasonable workload and trigger points in the Department's Workload Management Manual .
I am reallocating the case for [child's name ] to you, including [list key upcoming tasks, e.g. home visit due, case plan review, court date].
I have not identified any child or young person in immediate danger in this work.
I will let the families and services involved know that you are now responsible for this work, and I will put a case note to this effect on Unify.
Please also treat this email as my request for a workload review under the Manual, and let me know the outcome.
Please confirm who will be picking up this case.
Thanks,
[Name]
[Position]


Template 2B: Child Safety, Intake and Assessment CSO
Send one email for each I&A above your trigger point
To: [CSSC Manager]
CC: [I&A STL], [RD / RED], 
Subject: I&A reallocated, above workload trigger point: [Child's name ]

Hi [Name],
I have [number] months' experience in I&A and currently hold [number] I&As. Under the Department's Workload Management Manual , the reasonable workload for my experience level is up to [4 / 6 / 8] I&As at any one time.
As part of the protected industrial action notified by Together, I am working within the reasonable workload and trigger points in the Department's Workload Management Manual .
I am reallocating the I&A for [child's name ] to you. [Note anything time-critical, e.g. response timeframe, first contact due].
I have not identified any child or young person in immediate danger in this work.
I will let the families and services involved know that you are now responsible for this work, and I will put a case note to this effect on Unify.
Please also treat this email as my request for a workload review under the Manual, and let me know the outcome.
Please confirm who will be picking up this I&A.
Thanks,
[Name]
[Position]


Template 2C: Child Safety Support Officer
List the children above 40 that you are handing back
To: [CSSC Manager]
CC: [STL], [RD / RED]
Subject: Support work reallocated, above workload trigger point

Hi [Name],
I am currently supporting [number] children. Under the Department's Workload Management Manual , the reasonable workload for a CSSO is up to 40 children at any one time.
As part of the protected industrial action notified by Together, I am working within the reasonable workload and trigger points in the Department's Workload Management Manual .
I am reallocating support for the following children to you:
1. [Child's name ]: [task, e.g. family contact, transport, supervision]
1. [Child's name ]: [task]

I have not identified any child or young person in immediate danger in this work.
I will let the families and services involved know that you are now responsible for this work, and I will put a case note to this effect on Unify.
Please also treat this email as my request for a workload review under the Manual, and let me know the outcome.
Please confirm who will be picking up this support.
Thanks,
[Name]
[Position]


Template 2D: Cultural Practice Advisor
List the children or Cultural Support Plans above your trigger point
To: [CSSC Manager]
CC: [Supervisor], [RD / RED]
Subject: Cultural practice work reallocated, above workload trigger point

Hi [Name],
I currently have oversight of [number] Cultural Support Plans and am working actively with [number] First Nations children. Under the Department's Workload Management Manual , the reasonable workload for a CPA is oversight of up to 60 Cultural Support Plans, working actively with up to 30 of those children.
As part of the protected industrial action notified by Together, I am working within the reasonable workload and trigger points in the Department's Workload Management Manual .
I am reallocating the following work to you:
1. [Child's name ]: [oversight of CSP / active work]
1. [Child's name ]: [oversight of CSP / active work]

I have not identified any child or young person in immediate danger in this work.
I will let the families and services involved know that you are now responsible for this work, and I will put a case note to this effect on Unify.
Cultural support for First Nations children matters. Reallocating this work is about making sure it gets the time it needs, not leaving it undone.
Please also treat this email as my request for a workload review under the Manual, and let me know the outcome.
Please confirm who will be picking up this work.
Thanks,
[Name]
[Position]


Template 2E: Senior Team Leader (OI or I&A)
Use the paragraph that matches your trigger point and delete the others
To: [CSSC Manager]
CC: [RD / RED]
Subject: Team workload above trigger point: [Team name]

Hi [Name],
As part of the protected industrial action notified by Together, I am working within the reasonable workload and trigger points in the Department's Workload Management Manual .
[If supervising more than 6 FTE:] I am currently supervising [number] FTE. The reasonable workload for an STL is a team of up to six. I am handing supervision of [staff names] back to you to arrange.
[OI STL carrying cases due to a vacancy:] I have been carrying [number] allocated, unallocated or pending cases due to a vacancy for more than 20 business days. I am returning these cases to you for allocation. The list is below.
[I&A STL with pending I&As:] At the end of the month, [number] I&As were pending allocation, above the team's allocation capacity of [number]. I am escalating these to you for allocation. The list is below.
1. [Child's name ]: [status]
1. [Child's name ]: [status]

I have not identified any child or young person in immediate danger in this work.
I will let the families and services involved know that you are now responsible for this work, and I will put a case note to this effect on Unify.
Under the Manual, unresolved workload is escalated from the Service Centre Manager to the RD within the reporting month. Please let me know what actions you are taking and when the matter will be escalated.
Please confirm who will be picking up this work.
Thanks,
[Name]
[Position]


Template 2F: Administration Officer
Name the CSOs above four that you are stepping back from supporting
To: [CSSC Manager]
CC: [Business Officer], [RD / RED]
Subject: Administrative support above workload trigger point

Hi [Name],
I am currently supporting [number] CSOs. Under the Department's Workload Management Manual , the reasonable workload for an AO is supporting up to 4 CSOs.
As part of the protected industrial action notified by Together, I am working within the reasonable workload and trigger points in the Department's Workload Management Manual .
From [date], I will continue supporting [CSO names, up to 4]. I am handing administrative support for [CSO names above 4] back to you to arrange.
I have not identified any child or young person in immediate danger in this work.
Please also treat this email as my request for a workload review under the Manual, and let me know the outcome.
Please confirm who will be supporting these CSOs.
Thanks,
[Name]
[Position]


Template 2G: Business Officer
Use the paragraph that matches your trigger point and delete the other
To: [CSSC Manager]
CC: [RD / RED]
Subject: Administration team workload above trigger point

Hi [Name],
As part of the protected industrial action notified by Together, I am working within the reasonable workload and trigger points in the Department's Workload Management Manual .
[If supervising more than 5 AOs:] I am currently supervising [number] AOs (FTE). The reasonable workload for a BO is a team of up to 5. I am handing supervision of [AO names] back to you to arrange.
[If the team is supporting too many CSOs:] The administration team of [number] AOs is supporting [number] CSOs. Under the Manual, each AO supports up to 4 CSOs, so the team's reasonable limit is [number]. The AOs will be working within that limit, and support for [number] CSOs will need to be arranged by you.
Under the Manual, unresolved workload is escalated from the Service Centre Manager to the RD within the reporting month. Please let me know what actions you are taking.
Please also treat this email as my request for a workload review under the Manual, and let me know the outcome.
Please confirm how this will be resolved.
Thanks,
[Name]
[Position]
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