Case Closing

Determination
made in
conference with
supervisor case is
ready for closing
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Is case court

Use unit checklist
to complete all

Submit completed

file form to
supervisor

Y

. No—» mandated
involved?
paperwork
See appendix
A
Yes
File motion to
terminate custody
or protective
supervision with Y
the court s
Court approve? Yes
No
Court will schedule Continue with
a hearing, attend management of
hearing and »| case, see page
provide reasons 31,until court
for closing approves closure

Case is retrieved
from File Room

When closing a case,
always send the proper

closing letters.

Supervisor reviews
file for proper
documentation

Is all
documentation
accurate?

No

)

Supervisor returns
file to caseworker
for corrections

Caseworker
makes corrections
and re-submits to

supervisor
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Supervisor reads,
signs and submits
to Data
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