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Client number: xxx xxx xxx
Dear [insert first name]
Alert information on your record 
This letter is to advise you that an alert has been added to your record, in response to an incident that took place at [place] on [insert date]. We received information about this incident from [source of information e.g., NZ Police, Provider Staff].
We completed an assessment of the incident, and believe we need to add an alert based on our understanding of the circumstances.
Alerts help us make sure we can deliver services to you and others safely and effectively.
The alert will be reviewed on [insert review date]. At that time, we’ll determine whether we need to have the alert remain on your record.
If you believe any of the information in this letter is incorrect, you can ask us to correct it under the Privacy Act.
If you would like to talk about the alert on your record, you can contact your Youth Service Provider, on [insert provider’s contact number].
Thanks very much for your cooperation as we make progress together, to support you.

Yours sincerely


[Manager name]
[Role title] 
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