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APPLICATION FORM 
FOR ADULT ACCESS TO MOSAIC
(to be completed by Line Manager)

ASC Mosaic Trainer and ASC Mosaic Super User details can be found here: Mosaic Support | Practice Guide (camden.gov.uk)

	ESSENTIALS REQUIRED FOR ALL WORKERS

Before requesting for any worker to receive Mosaic training and access, they must have:

· An active Camden Account (whether as a Camden employee, or if external via Citrix) so that after training, IT can use this account to provide access to Mosaic. It is the Camden account username and password that are used to also log into Mosaic.
· Basic IT skills – able to use a mouse/keyboard/basic MS Office package
· A current DBS (as a minimum this would be a basic DBS check, however if the worker is a front line practitioner, we would expect an Enhanced DBS, with an Adult barred list check) which has been provided to Camden HR.
· Signed an Acceptable User Policy (AUP) document, and sent this to their manager and to HR (schoolsDBS@camden.gov.uk)
· Confirmed that they have completed the mandatory Mosaic e-learning (if doing so via the L&D site, a certificate will be generated which can be provided).
· Confirmed if they may know anyone personally that could be on Mosaic (if so, we can ensure appropriate restrictions are in place for that file/s).

You can find all information, forms and guidance around the above on the Mosaic page of the Practice Guide, or via Essentials: Mosaic: Adult Social Care (sharepoint.com)


	TRAINING GUIDANCE


· If a worker requires View Only access to Mosaic, then no formal training is required once the mandatory Mosaic e-learning has been completed. 

· If a worker requires specific access to part of Mosaic due to a specialist role (such as CLDS Health, or Careline), then once the mandatory Mosaic e-learning has been completed, a one-to-one training session can be organised directly with the worker. 


· If a worker requires full access to Mosaic, then once the mandatory Mosaic e-learning has been completed, and they have attended the What Matters induction training, a full day training session can be organised. Currently these are held every other Wednesday, so advanced planning is advised. This training is most appropriate for practitioners such as Social Workers, Occupational Therapists and Managers. 

· Please note, student practitioners will also require the full day training, however it’s imperative that this isn’t organised as soon as the student starts. Time is needed for a substantial induction from the line manager to cover the basics of ASC processes. This will provide context to the Mosaic training.

IT will not provide Mosaic access or change a worker’s current access, unless this request has been made directly by the Mosaic trainer. If training is required, please ensure all sections of the below application is completed and send to the Mosaic trainer (or if absent, the Mosaic super user).






Please enter information required below
Please note that without all the following relevant sections being completed, there may be a delay in the new starter gaining access to Mosaic. Please also be aware that it can take 24- 48 hours for IT to provide this access.

	Date of Request 
	[bookmark: Text18]     

	Team
	[bookmark: Dropdown1]

	(If “Other” please write the name of the team)
	     

	Name of Team Manager 
	     

	New starter’s name
	     

	Job title (i.e. social worker, OT etc)
	     

	Email address
	[bookmark: Text4]     

	Contact telephone number 
Mobile Optional:  in case we need to contact the delegate urgently (i.e. training arrangements changed at short notice)
	     

	Date starting with the team
(If this is a secondment post, fixed term post or a student position please also detail the exact end date of this role)
	     


	Does the worker have a current enhanced DBS? (It is the line manager’s responsibility to ensure that the DBS is within the last 3 years and is of the appropriate level)
	|_|  Yes    
	|_|  No    

	Do Camden HR hold a copy of the DBS?
	|_|  Yes    
	|_|  No    

	Is the worker agency staff/locum? (This will aid HR when trying to locate their DBS on file)
	|_|  Yes    
	|_|  No    

	Has the worker signed an AUP form and returned this to HR? (HR must hold a copy of this, and it’s advisable that the manager also keeps a copy)
	[bookmark: Check10]|_|  Yes    
	|_|  No    

	Has the worker completed the mandatory Mosaic Foundation e-learning course?
(Completion certificate is required)
	 |_|  Yes    
	|_|  No    

	For ASC Practitioners: Has the worker attended (or is due to attend) a What Matters training session before the Mosaic training?

	 |_|  Yes    
Date:     
	|_|  No    


	Does the worker have any special requirements if attending a training session? If so, please list here.
	     

	If the worker is not on the Camden Council Network, will they be using a CITRIX account?
Please note, this needs to be organised and activated prior to obtaining Mosaic access.
	|_|  Yes
	|_|  No    



	Please provide new starter’s Camden username (e.g. camba724 or EXTba24)
	[bookmark: Text16]     

	Where the new starter must be able to access other team folders on Mosaic, please specify (i.e Virtual worker roles)
Please do not provide the name of another worker for duplication.
	[bookmark: Text15]     

	Once the form is completed please email to the ASC Mosaic trainer (or if absent, the ASC Mosaic super user).





	
IT USE ONLY


	
To be completed by SSI People Team :

	Follow up (Admin)

	New User’s Log-in name
	[bookmark: Text8]     

	Password e-mailed to user
	[bookmark: Check18][bookmark: Check19]Yes |_|  N/A  |_|

	Team Manager emailed that Login active
	Yes |_|     No |_|
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