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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 to Partner Agencies. 
	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,

Insert child’s name and D.O.B. has been referred to us following a children’s assessment completed in Duty/ Targeted Family support (delete as necessary).

Unfortunately due to the volume of work we are currently responding to I am unable to allocate a worker at this time.
The plan put into place by the Duty/Targeted Family Support (delete as necessary) Service will still be completed with the child/children (delete as necessary) and their family but this work will be undertaken by our duty social workers until I am able to allocate a specific worker. Please rest assured allocating one keyworker is a priority, but I wanted you to understand that our duty workers will be providing our social work service initially.
A duty worker will be making contact with the family and child 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


