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REQUEST FOR FURTHER INFORMATION TO ALLOW ADEQUATE RESPONSE TO COMMISSIONERS LETTER DATED (Date) – IN ACCORDANCE WITH CLAUSE 19.1 AND PART 46 OF AFP CA 2007-2011
As you are no doubt aware, I received a letter from the AFP Commissioner dated the (date) advising me that the Commissioner is considering assigning the (....) working pattern to my role rather than the current working pattern of (....). In this letter he advised that the AFP was embarking on a period of consultation, and invited me to provide a submission that may influence the proposed change.
On (date) I was advised (in writing/ verbally) that the submission must be tendered by (date) providing me (x days) to respond to a significant administrative and employment decision impacting on my role. I (have/therefore have not) provided a submission. 
To date I have not been provided any material from the AFP outlining the AFP’s decision making process. Further, to date the AFP has not brought to my attention the critical issues or factors on which the Commissioner’s decision is likely to turn. As such, I have not had the opportunity of dealing with the supporting grounds, findings and recommendations of any review that has lead to the Commissioner considering assigning a different working pattern to my role. This has prevented me from making an adequate submission. I therefore believe that I have not been afforded procedural fairness in relation to a decision that will clearly affect my rights and interests.
To enable for me to respond to the Commissioner’s letter, and meaningfully participate in a debate which will contribute to the decision making process, I urgently request the following information from you specific to my current AFP role of (xxxx):
1. The person who reviewed the working pattern assigned to my role and who made the recommendation to you that it be changed to (.....) so I can consult with them, and;

2. A copy of the initial review (or similar), including written findings, critical issues and factors, leading to the recommendation that the working pattern assigned to my role be changed, and;

3. The change in the operating environment, and/or grounds identified, leading to the recommendation that the working pattern assigned to my role be changed, and;

4. The grounds why you have supported the working pattern assigned to my role being changed to (.....) and a copy of your report, including findings and recommendations that you made to the Commissioner in relation to changing the working pattern assigned to my role. 
The consultation provisions of the CA 2007-2011 states that “significant workplace changes will be pursued in consultation with the employees……….While the use of a range of consultative arrangements is desirable, the approach taken in each instance should be reasonable and appropriate to the issue and circumstances”. Likewise, administrative procedure requires that I also be afforded procedural fairness with such decisions of the Commonwealth.
To enable me to adequately respond to the Commissioner’s letter, I now urgently require the above information so that I can submit a (supplementary) statement.  The failure to afford me this opportunity, I believe, is fundamentally detrimental to the quality of the submission that I (have provided /am about to provide) to the Commissioner in accordance with his letter dated (date). 
I respectfully request a written response by COB xxx to enable me to meet the time frame required, and to allow me sufficient time to prepare and submit an appropriate business case.  If the information is not able to be provided by that date it will be necessary for me to seek an extension to the consultation period due to the failure of the AFP to provide me with procedural fairness and adequate information to enable me to adequately participate in the decision making process.
(or amend above paragraph to request an extension immediately, depending on timeframe already given, and current ability to meet this timeframe.)
(NAME /DETAILS) 
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