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Memo


	
	Click once and type section here
Click once and type department here
Click once and type address here
Tel: 0115 876 Click once and type number here
www.nottinghamcity.gov.uk
Click once and type date here

	
	Click once and type address here
	


Letter for children and young people.
	My Ref:
	Click once and delete or type 'My Ref'

	Your Ref:
	Click once and delete or type 'Your Ref'

	Contact:
	Click once and delete or type name

	Email:
	Click once and type name@nottinghamcity.gov.uk


Dear Click once and type name here,

I am writing to you to tell you what we are doing to help you and your family. 

Hopefully you will remember talking to a social/ family support (delete one) worker from Children’s Services who has looked at what we can do to help you and your family. 
You have not met me but I am a Team Manager for Children’s Social Care. I have been asked to find a social worker to help you and your family.
I am working on finding you a named social worker at this time, so that you will have one social worker who visits you each time we come to see how you are. Unfortunately it will take me a little while, hopefully only a few days, to give you one name but I want to introduce myself and to tell you that a duty worker will be visiting you as we want to make sure you are ok. The duty workers for my team will try to help you and your family until I can give the name of a social worker who will be your regular social worker. 
Until then, If you have any further problems or worries, please contact this office on 0115 876 Click once and type number here or 0115 8764800 and ask to speak to the duty social worker who will be pleased to try and help you.

A duty worker will be making contact with you shortly and should you need to speak with myself or the duty workers in my team please contact us on insert contact number. 

Yours sincerely, 
Click once and type name here
Click once and type job title here
Direct line (: 0115 876 Click once and type number here


