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	 Case closure needs to be carefully managed. As well as being an 
administrative step, it is a process of disengagement that may be difficult 
for everybody.

Key points
•	 The child should know who to turn to if they need help.
•	 The parent/guardian and family/whanau should be aware of what options are 

available for assistance.
•	 All achievements should be acknowledged.
•	 The effectiveness of the SWiS service must be evaluated as set out in 

the database
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Introduction

Step 4 of the process

The goals are achieved
Notes: meet with the child
and family/whänau

Assess outcomes
Evaluate service

4
Complete
closure and
record in
database

Note: Consent can only be
given by the parent/guardian.
Once it is given, you may find
yourself working with the
wider family/wha-nau. In this
diagram, ‘family/whanau’
includes ‘parent/guardian’.

Receive the
referral

Discuss the
referral with the
referrer; assess
any immediate
safety risk within
24 hours

Record
the details

Do this in
the SWiS
database

Explain to them:
• what SWiS is
• what your role is
• the reason for referral
• the anticipated process
• you need their consent 

to proceed

Parent/guardian
doesn’t consent
to further action

Decide whether
to take further
action

No further
action
required

Further
action
required

Make sure you
have parent/guardian
consent

This will determine
your response time:
• high – within 10

working days
• medium – within 15 

working days
• low – within 20

working days

Confirm level
of need as soon
as possible
after consent
is given

Prepare for the
Needs and
Strengths
Assessment

You should:
• arrange to meet with the child and

family/wha-nau
• collect information
• review information
• prepare to facilitate

the meeting

Identify
strengths

Identify
needs

Make sure the intervention
goals are child focused, and
family/wha-nau centred

Decide whether
to refer on to
another service

Onward referral to
another service

Monitor progress of plans – you need to continually:
• agree times and dates to meet with the child and

family/wha-nau to review the plan
• write any referrals agreed to in the plan
• adapt the plan/service to meet changing circumstances
If the plan breaks down, identify why, review
the Needs and Strengths Assessment and,
where required, develop another plan
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This is a joint process
between the child,
family/wha-nau, social
worker and other
support services

You can consult with:
• school
• supervisor
• parent/guardian
• other agencies (follow An Interagency

Guide to Breaking the Cycle)

Document your
actions and
close the case

The goals are achieved
Notes: meet with the child
and family/whänau

Assess outcomes
Evaluate service

Use the intervention
goals to develop a
plan for the
family/whänau
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Receive consent
Collect and record
the information

Onward referral to another
provider/other services

Record in
database and
close the caseSome assistance

provided

Close the case if:
• the family/wha-nau leaves
• the parent/guardian

withdraws consent
• by mutual agreement it is decided

to close the case
• the goals are not achieved

Contact
parent/guardian

Plans must be recorded
in a way that is understood by the
child and family/wha-nau –
they need:
• identified tasks
• responsibilities
• agreed time frames
Longer-term goals need to be
broken down into tasks in the plan
that are time-framed and
achievable, which ensure progress
is made; all parties need to agree
to and sign the plan – it’s a
partnership! Give a copy to the
family/wha-nau and record it
in the database

Implement
the plan

Record in
database and
close the case

Document your
actions and close
the case

Complete
closure and
record in
database
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Determine
intervention
goals

Work with child and family/wha- nau

Plans

Notify referrer and
parent/guardian of
next steps and
record in database

You must ask yourself:
• Do you have enough information?
• Do you have to take action?
• How urgent? With whom? By when? 

What is the safety risk to the child?Before Step 1,
consultation may occur
between yourself and
other professionals (eg.
 school or Special
Educational Needs
Committees) to
establish if a referral
is required

CYF NOTIFICATIONS! THESE CAN OCCUR AT ANY TIME IN THE PROCESS

REFERRALS CAN BE FROM A CHILD OR PARENT/GUARDIAN, FAMILY/WHÄNAU, SCHOOL, OR OTHERS IN THE COMMUNITY
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	 This table shows the key players and their responsibilities at this stage of 
the process.

Key players Responsibilites

Social worker •	 Be clear that this is the end of the SWiS social worker/
child relationship.

•	 Ensure the child knows who they can turn to for help.
•	 Inform the parent/guardian and family/wha-nau of other 

options for assistance available to them. 
•	 Acknowledge the achievements made in the course of 

the relationship.

Parent/guardian •	 Be clear that this is the end of the SWiS service social 
worker/parent/guardian relationship.

•	 Be aware of other options for assistance available 
to them.

•	 Attempt to resolve future issues independently.

Provider •	 Ensure all cases are closed within appropriate 
time frames.

Professional 
supervisor

•	 Provide guidance to the social worker regarding 
best practice, maintaining boundaries, and child/
worker safety.

•	 Ensure all cases are closed within appropriate 
time frames.

This table shows the key documents you will use to manage this stage of 
the process.

Key players What is it used for at this 
stage of the process?

Who can view 
the document?

Plan (there 
may be 
several plans, 
depending on 
the situation)

Serves as a reminder of the 
objectives and goals that have 
been met in the course of 
the relationship

•	 Child
•	 Social worker
•	 Parent/guardian
•	 Provider
•	 Professional supervisor
•	 CYF (Approvals)

Database 
entry screens 
(only for the 
relevant child) 

A record of actions taken in 
the case

•	 Child
•	 Social worker
•	 Parent/guardian
•	 Provider
•	 Professional supervisor
•	 CYF (Approvals)

Key players and responsibilities

Documentation
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Closing the case
At some point, the case will have to be closed. Ideally, this is when the goals have 
been achieved and the child and their parent/guardian and family/wha-nau are ready 
to move on. 

The case may also be closed when:
•	 the family/wha-nau move to another locality
•	 the family/wha-nau withdraw from the programme
•	 there is mutual consent that the parent/guardian and family/wha-nau should 

withdraw – possibly due to continual lack of progress
•	 when the child no longer has access to the SWiS service (eg. no longer goes to 

a SWiS school or leaves school)
•	 the child is working with another agency.

Preparing for closure
Closing the case is an important step that should be carefully managed, even when 
goals have been achieved.

Everybody involved in the partnership needs to be clear that this is the end of the 
SWiS service relationship.

How and when you introduce the idea of closing the case and ending the SWiS 
relationship and service will need to be managed differently for each case. 
You should have a feel for how well the child and family/wha-nau will adapt 
to change.

This is a time to emphasise the strengths and abilities of the child and family/ 
wha-nau and to reinforce what progress has been made. Acknowledge 
achievements by reviewing the goals and overall objectives.  

It may be that there are still issues outstanding, or that there is possibility of 
recurrence. Address these concerns by reminding the parent/guardian and family/
wha-nau of strategies they have already developed or directing them to agencies 
that may be able to help in the future.

The child and family/wha-nau should not feel abandoned or vulnerable as a result of 
this change. 

The child and family/wha-nau must evaluate how helpful the service has been. This 
should be recorded in the database. Your provider and/or the Child, Youth and 
Family Approvals assessor may request an additional evaluation.

The process
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If future need arises

Child •	 Must know they have someone to turn to for help. This 
may be a family member, a teacher, or the social worker.

Family/wha-nau •	 Should be clear about options for further 
assistance, including whether they can return to the 
SWiS programme.

•	 Ought to have details of other agencies that may be 
able to help.

•	 Should be encouraged to use existing strengths and 
resources to resolve issues.

Social worker •	 Must be careful the family/wha-nau doesn’t become 
dependent on further social work services.
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