
GUIDANCE NOTES FOR THE COMPLETION OF SET SAF 4 – CASE MONITORING AND CLOSURE FORM

This form has been designed to track the progress of a case and its eventual closure.  

Summary of Original Concern/incident(s)

This section should be used to briefly summarize the original concerns that triggered the case.

Actions Taken in Response to Concern

This section should be used to record any significant events that occur for example meetings, moves, arrests inspections etc. Where necessary cross reference to other documents (for example a SET3) to avoid replication.

Reasons for Case Closure
The form must clearly state the reasons for the closure and offer a summary of evidence as to how and why this decision has been taken; the form will need to be countersigned by the responsible team manager.

On completion :
When the form has been completed and a copy retained for team/file use, please send a copy of the form to:

	Essex

The Adult Safeguards Unit 

Email: adult.safegardsunit@essex.gov.uk

Secure email Only: Adult.SafeguardingTeamGCSx@essexcc.gcsx.gov.uk
No Secure/ECC email address: adult.safeguardsunit@essex.gov.uk
If sending via non secure/ECC email address please password the document and inform  the adult safeguards unit on a follow up email.

Fax No:  01245 550355 – For the attention of Adult Safeguards Unit



	Thurrock

Email: SafeguardingAdults@thurrock.gov.uk

Fax No: 01375652760



	Southend
Not applicable at this time
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