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ASC Case Closure Workflow Guidance 
This guide details how to start and complete an ASC Case Closure workflow step and add a file 

retention date, which are required to be completed by a practitioner when an individual known to 

Adult Social Care passes away. 

You will enter the date of death (under ‘Person Details’ on the individual’s main page) and case note 

as you usually would, however this stand-alone workflow step must also be completed to ensure all 

aspects are considered (whether that means supporting family members, contacting other relevant 

teams/services, or cancelling current Mosaic workflow and services). 

 

Starting the ASC Case Closure Process 

• Select ‘Start’, then ‘New’: 

 

• Choose ASC Case Closure workflow step: 
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Completing the ASC Case Closure step 

• There is only one section of the form to complete, called ‘Closure details’. Please note the 

link to the ASC Practice Guide at the top of the form, which can offer further guidance: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Involved workers table: Any workers listed on the individual’s main page will pull through 

here. You need to use the pencil icon, and state whether you have notified that involved 

worker that the individual has passed away.  

If the involved worker is you, select N/A. There’s a text box you can use if you need to note 

further details: 
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• Involved organisations table: Any organisations listed on the individual’s main page will pull 

through here. You’re required to end those organisation relationships.  

 

 

 

 

 

You will need to go back to the main page, and under ‘Person Details’ and ‘Organisation 

Relationships’, end any current ones listed: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

When you return to the ASC Case Closure Step, this will have updated, and the 

organisation/s will have been removed from the table. 

 If the table hasn’t updated, click the Refresh button in the toolbar               . 

 

• What Matters section: Here you can detail any conversations/ support you have provided to 

the individual’s family/ carer if appropriate: 
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• The PFS section enables you to detail any necessary information if the Personal Financial 

Service is involved. Please use the bullet point prompts to guide you. This isn’t a mandatory 

section, so does not need to be completed if PFS are not involved: 

 

• Equipment: If the individual has any equipment on site or had Careline involvement, then 

this needs to be addressed here.  

- You will need to check the ICES system to see if anything requires collection (OT 

prescribed equipment for example) and raise this request.  

- You will also need to contact Careline to inform them, so they can arrange the collection 

of any Careline equipment if necessary. 

• Other actions: If any other actions are required, these can be detailed here: 

 

 

 

 

 

• Outstanding Steps table: This table details all the outstanding workflow steps under 

‘Current Work’ for this individual. These steps need to be completed or cancelled. 

- If any of the outstanding steps are not assigned to you, but to another worker, you will 

need to contact them and ask them to complete the step/s. 

- If a step is in a team folder, please go into the relevant folder and cancel the workflow 

from there. 

Once all outstanding steps have been completed, and you return to this workflow step, you 

will find this table will be empty. 
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You will not be able to proceed with this Case Closure step if any other workflow steps are 

outstanding. 

 

 

 

 

 

 

 

• In a similar way, the Outstanding Services table will pull through any current services being 

provided for the individual. This is to prompt you to request for these services to be ended 

with the Purchasing Team, or to end them yourself if it’s a Direct Payment. You will not be 

able to proceed with this workflow step if any services remain open. 

 

Note the checklist/guidance below around ending any services: 

 

 

 

 

Tick the relevant boxes if these teams have been notified. 

• A Case Closure date will pre-populate as the date you started this workflow step, however it 

can be amended if needed. 

You will need to select a Case closure reason, which will be ‘Person has died’ (we are not 

currently using this ASC Case Closure workflow process for the other reasons): 
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Adding file retention date 

• A file retention date will need to be added on the record from the main page under File 

management. Refer to the guide using the link provided, before adding the file retention 

rules. This is mandatory.  

 

 

 

 

Once you have added the file retention date and if the three fields below have not been 

prepopulated, click on the refresh icon  to update it.  

 

 

 

 

 

The file retention date will also be displayed on the front page at the bottom right of the person’s 

file.  

 

 

 

Please find full file retention guidance here on the ASC Practice Guide: Mosaic guidance: File 

Retention 

 

Selecting an Action 

• You will need to select an Action to complete this ASC Case Closure step- choose ‘Case 

Closed’. You can additionally select a purchasing workflow step to send to the Purchasing 

Team or to yourself if services are to be ended. 

You can now FINISH this workflow step, using the green tick in the toolbar. 

 

https://ascpractice.camden.gov.uk/understanding-what-matters-to-people/mosaic-and-recording/mosaic/file-retention-rules/#main
https://ascpractice.camden.gov.uk/understanding-what-matters-to-people/mosaic-and-recording/mosaic/file-retention-rules/#main

