Stop Work - Out of Office Message
A step-by-step guide for members taking part in Protected Industrial Action
Step 1: Choose your template and copy the text
Use the internal version for colleagues within the department, and the external version for members of the public, stakeholders and other agencies. Copy the text below into your automatic reply.
	INTERNAL VERSION — for colleagues within the department
Thank you for your email. I'll respond to your email [as soon as I can].
I'm currently taking part in Together Queensland's Protected Industrial Action, and today Friday the 25th of September union members are stopping work for 2 hours. 
Child Safety and Youth Justice workers are in enterprise bargaining right now, asking for the staff, pay and resourcing to actually do this job properly — because Queensland's children, young people and communities can't wait.
In the meantime, you can support the campaign by joining your union.
Regards
(NAME)




	EXTERNAL VERSION — for the public and outside agencies
Thank you for contacting the Department.  I'll respond to your email [as soon as I can].
I'm currently taking part in Together Queensland's Protected Industrial Action, and today Friday the 25th of September union members are stopping work for 2 hours. 
Every day, Child Safety and Youth Justice workers go above and beyond to support our communities. 
Some of us walk into homes during a crisis, carry growing caseloads and unmanageable workloads, and make decisions that shape children and young people's lives. 
Others keep the system running behind the scenes — processing the paperwork, managing the data, answering the calls, and providing the administrative and corporate support that our essential work depends on. 
All while the system underneath us stays understaffed and under-resourced.
Our union has been at the bargaining table for months, asking for the staff, pay and resourcing needed to do this job properly.
As part of our action we are asking for your support: can you send a message to your local MP: Tell Your MP That Child Safety and Youth Justice Workers Need Help

Thanks for your understanding.

Regards
(NAME)



Step 2: Set up in Outlook (Desktop app)
1.  Open Outlook and click File in the top-left corner.
2.  Click Automatic Replies (Out of Office).
3.  Select Send automatic replies.
4.  Paste the Internal version text into the “Inside My Organization” tab.
5.  Click the “Outside My Organization” tab and paste the External version text.
6.  Make sure “Auto-reply to people outside my organization” is turned on.
7.  Click OK to activate.

Step 3: Set up in Outlook (Web / OWA)
1.  Go to outlook.office.com and log in.
2.  Click the gear icon (Settings) in the top-right corner.
3.  Search for Automatic replies.
4.  Turn on automatic replies.
5.  Paste the Internal version text into the internal reply box.
6.  Tick “Send replies outside your organization” and paste the External version text.
7.  Click Save.

Step 4: Double-check it worked
•  Ask a colleague to send you a test email and confirm the reply comes through correctly.
•  Check the link to the MP campaign page is clickable and correctly formatted.
•  Remember to turn this off (or update it) once you're no longer taking part in this stage of action, unless advised otherwise.

	Need a hand?
If you get stuck, reach out to your delegate or contact your.union@together.org.au 



