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Case Closure 
 
In your task tray, you should have a 
task for a closure record. Before you 
do this, go into your child’s basic 
demographics, click on the Risks link 
and check if any hazards are still active 
on the record. 
 
 
 
 
 
 
 
To end a hazard, click on a hazard 
from the table. 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click on the Update Hazard Record link. 
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Enter an end date in the Date Hazard Ended 
field and then click on the Update button. 
 
 
 
 
 
Now repeat this for any other hazards that 
may be listed on the child’s record. 
 
 
 
 
 
 

 
 
 
Click on the Involvements link from the left-hand side. 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 

 
Under the Current Tasks for this child heading, you may see a table containing tasks and alerts. Some 
of these may be assigned to you, some may be with others. There should not be any open tasks on 
the record at point of closure. 
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The table needs to be empty before we can start the referral. You can click on any of the tasks/alerts 
to view more information. 

 
In this example, I have clicked on an alert from the table and 
the option to complete the alert is present. Clicking on this 
will remove the alert from the table. You should only do this 
if you are confident to do so. If you are unsure, speak to a 
manager or colleague. If the alert is assigned to yourself, you 
can click on the Alert Completed link. 
 
 
 
 

For some of the tasks/alerts displayed in the current tasks table, you may need to contact the person 
assigned to discuss the open task/alert. If they are in a position to complete the task/alert assigned to 
them, they should do so before you continue with the referral closure task that is in your worktray. 
 
In your task tray, click on the referral closure task. 
 
 
 
 
 
 
 
 
 
 
Click on the Create Closure Record button. 

 
 
 
 
 
 
 
 
 
 

Copy forward selected. 
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Go through the sections on the left-hand side. On Closure information, input the date the case was 
closed.  

 
 

 
Click on Finalise Assessment and then click OK on the pop-up that appears asking you to confirm your 
finalisation. 
 
The referral closure record will be sent to your manager to authorise, and they will complete the final 
part of the referral closure.  

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.  


