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DCP case worker assesses that a written direction may be required to support the safety of the child or young person
Consider the legislative provisions under section 86(1), 86(1a) and 86(2) of the CYPS Act.

Consider the period of time the written direction is required for (noting that the written direction may not be considered valid for any date after the child or 
young person turns 18 years of age or end of the custody or guardianship order).

Delegate consults with a practice leader, Principal Aboriginal Consultant (if the child or young person is Aboriginal or Torres Strait Islander) and 
the relevant residential care facility (if the child or young person is placed in residential care).

Consultation must be undertaken and recorded using a Consult or Decision Record note in C3MS.
Consider:
• what the written direction will direct the specified person not to communicate and/or being the company of, or otherwise associate with and/or harbour 

or conceal
• current contact arrangements between the specified person and the child or young person
• the timeframe of the written direction

Supervisor completes the Written direction rationale template and the DCP case 
worker  forwards to DCP Legal

Supervisor completes the Written direction rationale template and the DCP case 
worker  forwards to DCP Legal

Delegate determines whether a written direction should be issued following 
consultation with DCP Legal

Supervisor forwards supporting documents to DCP Legal
Include:
• draft covering letter to the defendant, ensuring all names 

and dates of birth are correct
• draft Written direction notice
• Youth Court order
• child or young person’s birth certificate.

Supervisor forwards supporting documents to DCP Legal
Include:
• draft covering letter to the defendant, ensuring all names 

and dates of birth are correct
• draft Written direction notice
• Youth Court order
• child or young person’s birth certificate.

DCP Legal reviews 
the documents for 
legal accuracy and 
provides advice on 

service of the 
written direction

Supervisor arranges service of the written direction on the person against 
whom the notice is issued.

Consider using a process server if required. Complete an Affidavit of Service and 
record in C3MS. If the person who served the written direction is a DCP employee, 

seek advice from DCP Legal about completing an Affidavit of Service.

Supervisor arranges service of the written direction on the person against 
whom the notice is issued.

Consider using a process server if required. Complete an Affidavit of Service and 
record in C3MS. If the person who served the written direction is a DCP employee, 

seek advice from DCP Legal about completing an Affidavit of Service.

DCP case worker forwards documents to DCP Legal and SAPOL
Ensure DCP Legal and SAPOL are provided with:
• signed written direction notice and covering letter
• signed Affidavit of Service
• Internal Record of Written Direction Issued.

DCP case worker records details of written direction in C3MS
Ensure written direction, Affidavit of Service, and Internal Record of Written 

Direction Issued and copy of email to SAPOL are recorded in C3MS. Add an alert for 
the child or young person and the person to whom the written direction has been 

issued.

DCP case worker records details of written direction in C3MS
Ensure written direction, Affidavit of Service, and Internal Record of Written 

Direction Issued and copy of email to SAPOL are recorded in C3MS. Add an alert for 
the child or young person and the person to whom the written direction has been 

issued.

DCP case worker and supervisor monitor and review written directions and 
consider whether the written direction continues to be appropriate

Decision to issue written direction

Written direction not
proceeding

Consider other options for 
supporting the child or young 

person’s safety

DCP case worker and supervisor consult with a practice leader (and, where 
relevant, PAC and residential care staff) on whether the risks originally 

present when issuing the written direction are no longer present, or can be 
managed another way

Written direction
no longer required

DCP case worker 
contacts DCP Legal 

to withdraw the 
written direction

DCP Legal drafts a 
letter on behalf of 
the delegate that 

the written 
direction is now 

withdrawn

Withdrawal of written direction appropriate

DCP office sends 
the letter and a 

copy of the 
written direction 

to the defendant’s 
last known 

address

DCP case worker forwards the 
withdrawal letter, the written 

direction and the Internal record 
of written direction withdrawn 

to SAPOL
Ensure that the documents are also 
forwarded to the DCP Legal solicitor 

who assisted in the matter. 
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To be read in conjunction with Support the safety of the child or young person by issuing a written direction in the Supporting children and young people in care chapter of the Manual of PracticeTo be read in conjunction with Support the safety of the child or young person by issuing a written direction in the Supporting children and young people in care chapter of the Manual of Practice

Decision not to issue a written direction

DCP case worker completes Internal Record of Written Direction IssuedDCP case worker completes Internal Record of Written Direction Issued

DCP case worker 
completes Internal 
record of written 

direction 
withdrawn

Written direction
still required
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