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SP TEMPLATES – HOW TO GUIDE 

CREATING NOTE TEMPLATES 

Co-ordinators have the option to create templates for standard notes and e-contact type 

notes sent by SMS and/or email. SMS Templates are restricted to 160 characters.  

STEPS 

1.  Go to the Admin Page 

2.  Go to the Templates Tab 

3.  Select New Template 

4.  Enter a Template Name, Version, Description. 

5.  Select a document type from the options available – e.g. Static, Email, SMS. 

6.  Select either a workgroup or make available to all workgroups in the cluster.  

7.  Add the content of the template. This content will appear if selected from the 

drop-down menu in an e-contact note type. User selecting SMS document type will 

be prevented from entering more than 160 characters. 

8.  Select Save.  
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TEMPLATE EXAMPLES 

Service Providers are encouraged to create templates that are tailored to the support offered 

and consideration be given to all wording used in templates where safety concerns of clients 

are paramount. 

SMS 

SMS 1 – SMS sent to client prior to calling 

• We received a police referral for you and will be calling from a blocked/private number. 

OR 

• As a result of a Police Referral we will attempt to contact you from a blocked/private 

number in 5mins/today? 

 

SMS 2 – SMS sent to client after 1st contact attempt is unsuccessful 

• We were unable to reach you today as a result of a Police Referral. We will try again or you 

can contact us on 4444 5555. 

 

SMS 3 – SMS sent to client after 3 unsuccessful contact attempts 

• We have been unsuccessful in contacting you as a result of a Police Referral. Please phone us 

on 4444 5555 for support. 

 

EMAIL 

Including opening hours of service or adding your website link to the email template might 

increase contact opportunities for referred clients. 

Dear #client_firstname#  
 
We are confirming that a referral (#tracking_id# refers) from the Queensland Police Service 
has been received by #referral_from_organisationname# 
 

We will attempt to contact you shortly. In the meantime, if you would like to contact us 
directly please call us on 07 4444 5555. 
 

Thank you 
 

Organisation Name 


