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1 – Referral Management [Shared Lives Admin] 

 

a) Find new referrals 

Select ‘Team workview’ 

 
Check ‘Current Work’ folder 

 
Start workflow step 
 
NB. If you start this from the Team folder a 
message will appear to confirm that it will be 
assigned to you.   

 Click ‘Yes’ 
 

 

b) Review referral information 

 
Check section 1: Referral information 

 Review information from practitioner 
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Complete section 2: Additional information 

 If any information in the referral form needs clarification, section 2 can be used to add any further notes 
 

  
 

c) Choose next actions 

 

Complete ‘Actions Taken’:  
o Click ‘Add’ 

 
 

 
If person is not suitable for referral: 

 Select ‘NFA – Shared Lives’ 

 Choose one of the reasons 

 

 
 
If the person is suitable: 

 Select ‘Referral accepted: progress to 
Shared Lives Conversation 

 Assign to team 

 Click ‘Add and Close’ 

 

 
 

 
 

 
Finish the workflow step 
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2 – Conversation [Shared Lives Link Worker] 

 

a) Find/start ‘Conversations’ 

Select ‘Team workview’ 

 
Check ‘Current Work’ folder 

 
Start workflow step 
 
NB. If you start this from the Team folder a 
message will appear to confirm that it will be 
assigned to you.   

 Click ‘Yes’  

 

b) Review referral information 

 
Check sections 1 and 2 

 Review information from practitioner and 
additional notes from Shared Lives admin 
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c) Record details of conversation 

Arrange meeting/conversation with person, 
advocate and practitioner 
 
Complete section 3: Details of conversation 

 

 
 

 

d) Choose next actions 

 

Complete section 4: ‘Actions Taken’:  
o Click ‘Add’ 

 
 
If person is not suitable for Shared Lives: 

 Select ‘NFA – Shared Lives’ 

 Choose one of the reasons 

 

 
 
If the person is suitable: 

 Select ‘Shared Lives Matching’ 

 Assign to team 

 Click ‘Add and Close’ 

 

 
 

 
 

 
Finish the workflow step 
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3 – Matching [Shared Lives Link Worker] 

 

a) Find/start ‘Matching’ workflow 

Select ‘Team workview’ 

 
Check ‘Current Work’ folder 

 
Start workflow step 
 
NB. If you start this from the Team folder a 
message will appear to confirm that it will be 
assigned to you.   

 Click ‘Yes’ 
 

 

b) Record details of first visit 

 
Complete section 1: Details of introduction visits 

 

 
 

Find carer record and pull Mosaic ID into form 
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Select type of placement 

 
Record details of first visit 

 
Save and close workflow until next visit 

 
 

 
 

c) Record details of subsequent visit/s 

Check ‘Incomplete Work’ folder 

 Click pencil icon 

 Click Resume Work 
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Scroll down to the bottom of section 1 

 Insert Section 

 
Record details of second/subsequent visit/s 
 
 

 
Save and close workflow until next visit 
 
NB. Repeat this process as many times as 
required 

 
 

 
If matching is unsuccessful, jump to ‘e’ 

 
 

d) Complete Arrangement Agreement form [If matching is successful] 

 

Click on ‘Forms and letters’ 
o Select ‘Shared Lives Arrangement 

Agreement’ 
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Complete form  

 Find carer details 

 Find Shared Lives Link Worker 
details 

 Find Social Worker/Practitioner 
details 

 
Complete remaining subsections: 

 Shared Lives Arrangement Agreement 

 Shared Lives arrangement fees 

 Sharing or visiting the Shared Lives carers’ home 

 Ending the Shared Lives arrangement 

Arrange electronic signatures 
 
 

 
 

 
 

 
NB. If electronic signatures are not possible, the 
form can be converted to PDF and 
emailed/printed and then scanned/uploaded to 
Mosaic using the paperclip icon. 
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e) Choose next actions 

 

Complete section 2: ‘Actions Taken’:  
o Click ‘Add’ 

 
 
1) If matching is successful: 

 Select ‘Shared Lives matching 
complete’ 

 Click ‘Add and Close’ 

 

 
 
 

 
2) If matching is unsuccessful BUT the person 
agrees to matching with another prospective 
carer: 

 Select ‘Further matching required’ 

 Assign to team 

 Click ‘Add and Close’ 
 
NB. Repeat process from beginning 

 

 
 

 
3) If matching is unsuccessful and no further 
matching is required: 

 Select ‘Shared Lives matching 
unsuccessful’  

 Click ‘Add and Close’ 
 

 

 
 

 
Finish the workflow step 

 

 
 

 

Contact practitioner to confirm decision and ensure they: 
a) update the support plan/review and  
b) where appropriate, send a purchasing request to the ASC Purchasing Team to set up 
the Shared Lives service 
 

 

 


