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1 – Placement Arrangements [Shared Lives Admin] 

 

a) Start ‘Placement Arrangements’ workflow in carer record 

Once the matching process is complete, this workflow 
should be started in the carer record. 
 
From ‘Incoming Work’ folder 

o Find ‘Shared Lives Carer Placement 
Arrangements’ step for relevant carer record 

o Click clipboard icon 
o Click ‘Start Work’ 

 
NB. This workflow can be started from scratch for 
carers that have already been approved [i.e. 
transferred from BANYA] 

 
 

b) Upload/attach documents 

Upload agreement documents 

 Click on paperclip icon 

 Click ‘Attach a document’ 

 Browse for file 

 Select Main and Sub-category 

 Click ‘Add’ 

 Save and close workflow step 

 
 

 
 

c) Review/update checklist 

Complete section 1: Placement Arrangements 

 
This is a checklist to ensure all arrangements are in place 

 NB. the workflow can be saved, closed and resumed accordingly to update completed actions 

 All fields are mandatory 
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d) Schedule visits in Mosaic 

Click on ‘Visits’  

 Click ‘Add’ 

     
Add details for planned visit: 

 Date of visit 

 Time of visit 

 Pass to worker 

 Select ‘Visit Type’ 

 Click ‘Save’ 
 
NB. Visit types: 

 Shared Lives Scheduled Visit 

 Shared Lives Unannounced Visit 

 Shared Lives Scheduled Review 

 Shared Lives Unscheduled 
Review 

 
 

Planned visits will appear in a list and will also appear in the ‘Current Work’ folder for the assigned worker 
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e) Update ‘Class’ 

Update ‘Class’  
o Add ‘Shared Lives Approved Carer’ 
o Remove ‘Shared Lives Applicant’ 

NB. This ensures the records can be distinguished from other case records more easily in reporting 

 

 

 

f) Choose next actions 

 

Complete section 2: ‘Actions taken’ 
 

 
Schedule first review 

 Select ‘Shared Lives Carer Review’ 

 Pass to worker OR team 

 This will automatically be 
scheduled for 3 months but can be 
adjusted accordingly 

 Click ‘Add’ 
 

Schedule panel for 12 month reapproval 

 Select ‘Reapprovals: Schedule 
Shared Lives Carer Panel (+1 year)’ 

 Pass to worker OR team 

 This will automatically be 
scheduled for 12 months but can 
be adjusted accordingly 

 Click ‘Add and Close’  
Finish workflow step 
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2 – Visits [Shared Lives Link Worker] 

 

a) Record outcome of visit 

Click on ‘Visits’ in ‘Current Work’ 

 Click house icon 

 Click ‘Complete Visit’ 

 
Update the details of the visit only if 
there were any changes to the original 
schedule. 

 
 

b) Add case note to visit 

Add a note regarding the visit: 

 Click ‘Create Case Note 

 

 
 

 Add Title 

 Select ‘Type of Note’: ‘Shared 
Lives Carer Visit’ 

 Date and Time are 
automatically linked to the 
visit 

 Add the detail in the ‘Note’ 
field 

 Click ‘Finish’ 
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c) Schedule next visit 

Add details of ‘Next Visit’ 

 Click ‘Save’ 

 Click ‘OK’ 
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3 – Reviews [Shared Lives Link Worker] 

 

a) Start ‘Review’ workflow in carer record 

 NB. The first review is scheduled for 3 months and subsequently every 12 months.   

 The Review workflow steps will initially appear in the ’Future Work’ but will move to ‘Incoming Work’ 7 
days before they are due.  

 However, they can be started in Mosaic at any point accordingly. 

From ‘Incoming/Future Work’ folder 
o Find ‘Shared Lives Carer Review’ 

step for relevant carer record 
o Click clipboard/calendar icon 
o Click ‘Start Work’ 

 
Review/update sections 1-10 of the Carer 
Review Form 
 
NB. Where relevant, data will prepopulate 
from the latest completed form from 
either the ‘Shared Lives Carer Profile’ or 
‘Shared Lives Carer Review’. 

 
Complete section 11: Details of Review 

       

Complete the Placement Arrangements 
form (see separate guide) 
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b) Choose next actions 

 

Complete section 12: ‘Actions taken’ 
 

 
Schedule first review 

 Select ‘Shared Lives Carer Review’ 

 Pass to worker OR team 

 This will automatically be 
scheduled for 12 months but can 
be adjusted accordingly 

 Click ‘Add and Close’ 

 
If a placement has ended: 

 Select ‘NFA - Shared Lives’ 

 Click ‘Add and Close’ 
 

If a carer has been deapproved 

 Select ‘Shared Lives Carer removed 
from Register’ [as well as NFA above] 

 
 

c) Management sign-off 

 

Repeat sign-off process from Initial Visit 
 

NB. If the Review coincides with a Panel decision, save and close the workflow until the panel outcome is 
determined. 
 
If the panel require further information, resume the workflow and update the form accordingly. 
 

Once the panel has reapproved the carer, 
finish the workflow step 
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4 – Carer Panel [Shared Lives Admin] 

 

a) Start/record ‘Panel’ workflow 

From ‘Incoming Work’ folder 
o Find ‘Shared Lives Carer Panel’ step for relevant 

carer record 
o Click clipboard icon 
o Click ‘Start Work’ 

 
 

 
Complete section 1: Panel Details 

 NB. This can be completed in advance of the 
panel 

 
 

NB – for ‘Reason for presenting to panel’, select ‘Re-approval’ if no changes are being made to the placement 
 

 
 

Complete section 2 and 3 (see previous guide) 
 

 

b) Signature from chair (see previous guide) 
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c) Choose next actions 

 

Complete section 4: ‘Actions taken’ 
 

 
 
If panel has reapproved as a carer: 

 Select ‘Reapprovals: Schedule 
Shared Lives Carer Panel’ [either 
+2 or +3 years, accordingly] 

 Pass to worker OR team:  

 

 
 

 
If panel has requested further information: 

 Select ‘Reapprovals: Further 
information needed – Schedule 
Shared Lives Carer Panel (+3 
months)’ 

 Pass to worker/team etc 
 
NB. The Review workflow should be 
updated with any additional information 
before returning to panel 
 

 

 
 

 
If panel has deapproved the carer/ended 
the placement: 

 select ‘NFA – Shared Lives’ 

 

 
 

 

d) Management sign-off 

 

Repeat sign-off process from Initial Visit 
 

Finish the workflow step 

 
 

 


