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A closed case is one in which all assigned sanctions have been completed and approved by the 
conduct officer. Once all of the sanctions have been approved and all appropriate 
documentation has been uploaded to Advocate, the case should be closed accordingly. NOTE: 
If closing the case because No Action is required, review No Action Protocol (see No Action). 
  

Only the Senior Coordinator for Student Conduct should close a conduct case in Advocate – 

The Hearing Officer for the case will mark sanctions complete, upload all sanctions to the 

documents section of the students case in Advocate, and send the sanctions completed email 

to the student. Once complete, the Hearing Officer will email the Case Manager for review. 

Once reviewed, the Case Manager will close the case. 

Review Case in Advocate 

● Ensure all sanctions are marked complete in Advocate (see Appendix I for 

instructions) 

● Ensure all sanctions have been uploaded to the documents section of the student’s case 

in Advocate 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 
 

 



Appendix I: Reviewing and Marking Sanctions as Complete in 

Advocate 
  

From the “Core Information” tab of the student’s incident report, click on the “Sanction Follow 

Up” button. 

  
Locate the sanction you would like to edit, and under “Completed”, mark “Yes”. Choose the date 

the sanction was completed and choose this date as the “Completion Date”. 

  

  

Under “Deadline Missed” click whether the student turned in their sanction after the Sanction 

Due By date and click “Submit”. NOTE: Advocate will automatically fill this information, but 

double check to make sure that it is correct. 



 
  

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

Appendix II: Closed Case Email/Letter in Advocate 
  

Find the incident information in Advocate either via the student’s name or the incident number 

under “Current Reports” and click on the magnifying glass. 



  

  

Click on the “Letters” tab at the top of the page. 

  
Click on the “Create New Letter” button. 

  

  

 

 

 

 

 

 

 

 

 

 

 

 

In the “Template Letter” dropdown, scroll and select “Sanction Complete” letter. 



  

Review the HTML body of the letter template and update the information highlighted. Items to 

update include: 

● Last sanction submitted 

● Whether the resolution was informal or formal 

● The date of resolution 

● If the student is on probation (end of probation date, regulation to reflect agreement, 

will/will likely) 

 
Click “Print PDF Preview” to ensure that all of the information has populated into the letter 

correctly. 



  
 
  

 

 
  

Click “Email Letter Now” to send Sanction Complete Letter. 
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