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1 – What Matters – Conversation Update [Shared Lives Admin Worker] 

This process is to be used by the Shared Lives Admin worker, when dates have been agreed for Shared 
Lives Carer Breaks or Respite, and request needs to be sent to the Purchasing Team. 

 

a) Start Conversation Update [in cared-for person record] 
 
Start workflow step:  
What matters – Conversation update 

 
 

b) Record details of carer break/respite arrangements 
 
Go to ‘What matters- Conversation update’ form 
 
 

 
 
Complete section 1: Conversation update 
Record brief details of why this service is needed (e.g. Main carer will be unavailable) and the exact details of 
when this care is required 
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Please ignore any questions that are not relevant for this request; and tick ‘No’ regarding whether there are any 
safeguarding concerns  

 
Tick ‘Yes’ for ‘Are any immediate one-off support changes required 
Select ‘Add’ to record the details 

 
Record all the details of the required payment/payee include dates/rate bands/specific costs 
Click ‘Add and close’ to add this to the table 
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c) Choose next actions 
 
Complete ‘Actions Taken’:Click ‘Add’ 

 
Select ‘Purchase 
Service (Personal 
Budget) 

 
In ‘Pass to team’ select 
‘ASC Purchasing Team’ 
 
Add a note, to refer them 
to the details of payment 
request captured within 
the Conversation Update 
section 
 
Click ‘Add and Close’ 
 

 
Finish the workflow step 
 

 
 


