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Referring to Shared Lives on Mosaic 
 

In summary: 
 

1. Complete the Shared Lives referral form in workflow step 
2. Send an action from your workflow to Shared Lives, and wait until 

placement is found 
3. Once placement confirmed, send a purchasing step to the Purchasing team 
4. Review placement 

 

 
 

1. Completing the Shared Lives referral form 

 
The Shared Lives referral form is embedded in your Conversation 3 and Support Plan Updates/ 
Review workflow steps. 
 

 Select the Forms and Letters icon in the toolbar, and open the Shared Lives Referral form: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Your details as the referrer and the person’s details will pull through into the referral form: 
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 Complete the mandatory questions around capacity, advocates and power of attorney. 
When selecting an answer, a further question/ table will appear for the information to be 
provided. 

 

 Complete the mandatory Shared Lives criteria section, and note the list of needs Shared 
Lives is unable to meet: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Detail your referral in the following free and expanding text boxes, which are mandatory: 
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 Lastly, complete the consent question: 
 
 
 
 
 
 
 
 
 
 
 
 

2. Sending the referral to the Shared Lives team 
 
Once you have completed the Shared Lives referral form, you will need to send an action to the 
Shared Lives team so this is received. 
 

 Go to Actions taken on your Conversation 3 form or your Support Plan Updates/ Review 
form, and select ‘Add’: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Select Shared Lives Referral from the dropdown options, and send to ‘Shared Lives Service’: 
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 You can choose to keep this Conversation 3 or Support Plan Updates/ Review workflow step 
open until a Shared Lives placement is found. If you do, then please ensure you tick ‘Send 
immediately’ when sending this next action to the Shared Lives Service (circled in image 
above). If you don’t, they will not receive the referral until the step is finished. 

 

 Alternatively, you can select another next action of a Support Plan Updates/ Review 
workflow for the future, assigning this to yourself and finishing this workflow step. You can 
then start this new Support Plan Updates/ Review when the Shared Lives team have 
confirmed the placement. You may wish to choose this option if it takes a considerable 
amount of time to find an appropriate placement. 
 

 

3. Purchasing the confirmed Shared Lives placement 
 
Once the Shared Lives team have confirmed a suitable placement, the service needs to be set up on 
Mosaic. 
 

 Either resume your open workflow step (Conversation 3 or Support Plan Updates/ Review) 
or start the future Support Plan Updates/ Review you assigned to yourself. 

 

 Update any information in the Conv 3/ Review form that’s required in relation to this new 
placement arrangement, now it’s confirmed. 

 

 Under Actions taken, send a Purchase service (personal budget) aka a Purchase Service 
(Community Services) step to the Purchasing team, requesting for this service to be set up: 
clarify whether this is a long-term or respite arrangement 
 

 
 
 
 
 
 
 
 
 
 
 
 

 Ensure you also select another action, of a Support Plan Updates/ Review step, assigning 
this to yourself. If the proposed scheduled date defaults to a year’s time, please manually 
change this date to 6 weeks’ time- as this is when you should be reviewing a Shared Lives 
placement: 
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4. Review placement 
 
The Shared Lives service are responsible for the carer and will undertake/record visits, reviews and 
further panels. This is recorded in Mosaic within the carer’s record. 
 
Practitioners remain responsible for reviews for the supported person and this should be recorded 
according to the What Matters guidelines. 

 

5. Long-term arrangements, Carer Breaks and Respite 
 
The Shared Lives service can arrange short or long-term placements.   
 

 Long-term arrangements: this can be arranged as a permanent living arrangement.  The 
carer is paid an ongoing weekly rate, banded according to the needs of the person.  The 
supported person will be responsible for costs towards rent, board and lodging, and the care 
contribution. 
 

 Carer breaks: for long-term Shared Lives placements, this can be used to pay a support carer 
when the main carer is not available.  The support carer is paid directly, the equivalent 
weekly rate of the carer, pro-rated. 
 

 Respite: This can be arranged as a one-off or recurring arrangement, if the person will need 
to stay with a Shared Lives carer, to provide respite from the usual long-term caring 
arrangements (not including Shared Lives long-term arrangements).  Carers are paid a 
nightly rate, banded according to the needs of the person.  They also receive a one-off 
cleaning fee. 

 
The support plan and annual budget should be recorded and agreed as part of the annual review 
process.  However, for Carer breaks and Respite, where exact dates are not known in advance, 
practitioners can use the ‘What Matters – Conversation Update’ workflow to record the details as 
they are known, and to send a request to the purchasing team to raise the Purchase Order. 
 
 


