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Case Closure - Managers 
 
The worker will complete any open hazards, tasks and alerts and then they will initiate the referral 
closure task. This will come to you to authorise.  

 
Once you have authorised, click on the Start button to begin the final referral closure. Alternatively, 
you would select the second start button if you wanted to cancel the closure. 

  
 
Input a reason for the decision in the white box and then click on the Confirm button. 
 

 
 
 
 
 

Common issue – Please check dates. It has been identified that closure dates have been entered 
and authorised before the authorisation of the single assessment on some records.  
If the authoriser of a closure notices that the date falls before the single assessment 
authorisation date, they should reject the closure and have the social worker amend the closure 
date.  
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Choose an appropriate 
end reason from the 
drop-down menu and 
then click on the Close 
Referral button. 
 
 
 
 
 
 
 
 
 
 
 
 

In this example, RC8 has been chosen as the end reason. When we go to close the referral, the 
following message will appear. 

The message reads: The case progressed beyond the Assessment stage (Section 47), therefore DfE 
validation rules require an outcome other than RC8 (Case closed after assessment, no further action) 
 
We can click back in the drop-down for the End Reason and choose another more suitable code. Once 
you have chosen another code, click on the Close Referral button again. 

 
 
 
 
 
 
 

RC8 - case closed after 
assessment, should only be used if 
the referral was closed after the 
initial assessment and no factors 
were identified.  
In this example, further work has 
been done with the child after the 
assessment and therefore closure 
reason should be RC7. 
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In the Action on Expiration drop-down, 99.9% of the time, Begin Purge Process is selected. 
The Retain as Famous Person option is used for ongoing famous cases such as a case which has 
changed a law or legislation. 
 
 
We will select Begin Purge Process and then 
click on the Finalise button. 
 
 
This will take us to the following screen –  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
All icons underneath our child now have a strikethrough as the record has 
been closed. 
 


