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Introduction 

 

Now that the assessing of adoptive carers/family finding/adoption support has been 

moved over to the RAA we need to change the way that this information is recorded 

on mosaic.  We need to create 2 separate files for the child on mosaic: 

 

1. The Child’s LAC file 

This remains the same as before and is the child’s main LAC file. 

 

2. The Adoption file  

This file needs to be created by allocated Social Worker once the ‘in best interest’ 

decision of adoption is made by the Agency Decision Maker (ADM) for the child. 

Allocated SW should contact Mosaic super users to restrict the file.  

 

Adoption file name 

The Adoption file (AF) is to be created using the child’s name with the acronym 

AF appended to the last name. For example, Kiran Smith AF. 

 

The Adoption file is renamed using the child’s adoptive name once Adoption 

Order is granted. Previous name will be retained as an alias. 

 

RAA will also have access to this file so it’s important that the following 

information is recorded here: 

 

Documents 

The following documents need to be uploaded to this file: 

 

• Updated assessments and chairs reports from the second LAC review and 

any subsequent review of the care and adoption plan; 

• The child’s permanence report; 

• Information relating to the ADM adoption decision; 

• Minutes of family finding criteria meetings and family finding reviews 

meetings; 

• Minutes of selection meetings 

• Prospective adopters report 

• Matching reports and documents relating to the RAA Panel and ADM 

decisions on matching 

• Adoption placement report 

• Adoption placement plan 

• Minutes of transition planning meetings and reviews. 

 

It’s important that when you upload a document you use the following category 

Family Finding 
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Case Notes 

You can still record case notes on the child’s main LAC file but any case notes 

that are relevant for the family finding/matching/adoption/RAA need to be copied 

over to the child’s Adoption File. 

It’s important that when you create a case note that you use the case note type 

Family Finding 
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Creating the child’s adoption file and linking back to the 
child’s LAC file 

 

 
 

 

Move your mouse over People 

Click on Find Person 

Enter the child’s name 

remembering to add (AF) at the 

end of the Last name 

Click on Find 
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Click on 

Add New 

Enter the 

child’s details 

Click on 

Next 
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Enter the 

post code 

Click on Find 

Address 

Click on the 

address 
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To link the file back to the child’s LAC file: 

 

 

 
 

Select a Household 

Structure 

Select a 

Tenure Type 

Click on 

Finish 

Move your mouse 

over Person Details 

Click on Personal 

Relationships 
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Click 

on Add 

Select the 

adopted child 

Select Is Linked to 

Subsequent Record: Is 

Linked to Previous Record 
Click on 

Find 
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Click on 

Find 

Enter the child’s 

LAC name 

Click on 

the name 
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Click on Save 

and Close 

Click 

on Ok 
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Remember to change the child’s name and address (where relevant) once an 

adoption order has been granted 

 

 

 

The file is linked 

back to the LAC file 


