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CLDS Health: Receiving a CHC case  

from social services 
For individuals who are being supported by the Learning Disabilities Team, with a social care funded 

service, and are now being transferred to LD Continuing Healthcare, there is a process on Mosaic to 

be followed. 

 

Receiving the case from Social Services: 

1. The social work practitioner will be working from a Support plan updates/ Review workflow step. 

They will send a request task from this workflow, to the Duty manager CLDS Health to notify you 

that they have completed a CHC checklist. 

This will be found under your act for, Duty manager CLDS Health, as an incoming request. 

 

2. You will need to resume this Support plan updates/ Review workflow step 

 

3. All details of the review are in the form embedded in this step: 

 

 

 

 

 

 

 

 

 

 

 

4. You can view the completed checklist under the paperclip icon. Click the document listed there, 

and the document will open: 

 

 

 



                                                                                GUIDE 

5. You will need to upload all other relevant CHC documents under the paperclip icon. Select the 

icon, and click ‘Attach a document’. 

 

6. You will also need to authorise the request task the social work practitioner sent you, under the 

request icon in the toolbar.  

Click on the icon, select the request: 

 

 

 

 

 

 

 

Select competed, and click ‘OK’ 

 

7. Now save and close this workflow, for the social work practitioner to complete. 

 

8. The social work practitioner will resume this step afterwards, and send two outcomes. One 

purchasing outcome to inform the purchasing team to change the cost code to LD CHC for the 
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existing service in place, and the other is to set a CHC Review (CLDS only)- which is set for 3 months’ 

time as a default- and pass it to CLDS Integrated Team- Health Funded, for your team. 

 

9. They will then finish this Support plan updates/ review workflow step, and this case has now been 

transferred to CLDS Health. 

 

10. You will now need to change the responsible funding authority on the individual’s front screen 

to CLDS Integrated Team - Health Funded.  

You do this by going to ‘Person details’ in the individual’s toolbar on the front screen, and selecting 

‘Organisation relationships’: 

 

 

 

 

 

 

 

 

 

 

 

 

 

Go to ‘Find’ and search for CLDS Integrated Team- Health Funded. 

Select ‘Responsible Funding Authority- CHC’ from the relationship type drop down. 

Amend the ‘from’ date if required, and then select ‘Save’: 

 

 

 

 

 

 



                                                                                GUIDE 

This will then be added to the individual’s front screen: 

 

 

 

 

 

 

Completing the CHC Review 

The CHC Review workflow will be on the individual’s front screen, and also available in the CLDS 

Integrated Team- Health Funded team folder: 

 

 

 

 

 

 

 

The CLDS Health managers will be checking this folder in the Health referral screening meetings, for 

the CHC Reviews which are due, and assigning them to workers directly to complete. 

 

1. The assigned worker can start the CHC Review workflow step, using ‘Start’ 

2. This step is mainly blank, and is to be used for you to upload your documents, under the paperclip 

icon. 
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3. If changes are required to the service in place, you can send an action to the Purchasing Team to 

request this. 

Under the Actions taken tab, select ‘Add’: 

 

 

 

 

 

 

 

 

Select a purchasing workflow (depending on the service in place): 

 

 

 

 

 

Send this to the purchasing team, and add in the note text box the changes in service that you wish 

to make: 
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4. You need to also set an annual CHC Review for the future, sending this to the CLDS Integrated 

Team- Health Funded team folder: 

 

  

 

 

 

 

 

 

 

 

 

 

 

If a CHC Review is not required (individual has passed away or moved to another borough), you can 

select the action ‘No further action’. 

 

5. Once completed, this workflow step needs to be ‘Finished’ by selecting the green tick icon in the 

toolbar. 

 

Transferring the CHC case back to social services: 

In a CHC Review, you can return this case back to social services if the funding is to be transferred. 

In Actions taken, there are two types of Review you can send to the CLDS Social Work team: 
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The Support plan updates/ Review is the review for those receiving services in the community, and 

the Placement Review is for individuals residing in placements. Select which one is relevant. 

 

You can change the scheduled date if appropriate (defaults to a year’s time), and pass to the 

relevant CLDS Social worker folder: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

For those individuals who are already under LD CHC, but there is no CHC Review workflow step in 

place, please speak with Nicola Antoni. 


