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Case Closure Process

Can you please ensure that all the following are completed and signed off by a manager when a case is closed and put into the clients file.

 Client:      

                 Task






Date Completed

	Letter to client explaining that case is to be closed
	

	Letter to referrer to inform them that the case is being closed
	

	Letter to health visitor (where necessary, family support only) to inform them that the case is being closed
	

	Signed off by the manager
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