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Please note

This document is intended to support staff who have attended the Mosaic training course relevant to
their role. If you have not attended a relevant course, please contact the Mosaic Children's Training
Team . Every effort has been made to ensure that screen shots included are current; there may be
some minor differences in look and feel within the system. All data-examples included in this
document are fictitious. Any resemblance to real persons, living or dead, is purely coincidental.
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The Team Workview

Workers with managerial access will have the Team workview icon at the top left
of the Full or Narrow workview. Clicking on this icon will change the view to display

the Team workview.
omog Amy Brooke
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To change back to your own worklist, click the @ individual icon which replaces the
Team icon.

The Team workview is divided into two sections: Team summary and Current
work. These sections can be expanded and collapsed by clicking on the headers.
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Using the Team Summary

The Team summary gives a concise overview of the workload for the members
within your team.
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The summary contains a list of the team members, the number of Allocations or
Worker Relationships for that worker and also a diagram containing the number of
Incomplete, Incoming and Future work.

The column headers of Worker/Sub-team, Allocations and Workload can all be
clicked on to filter the list alphabetically or numerically.

To look at an individual worker's Current work in more detail you can click on their
name in the list.

. B @ BAmy Brooke

Childrens Training Team > Brenda Banks

- %
~ Allocations (12) ¢ M Osa “
~ Current work C

Find person
Type™ Subject Title Status Priority Date Note '
=] Incoming work (37) )
Find group
] & Carers Jetson SC Private Foster Carer [E5] 13 Apr 2023
(3496229) Assessment
a8 & Carers Jetson CS Case Supervision [E3) 13 Apr 2023 Find worker
(3496229)
] & George Jetson SC Statutory Checks and [ES] 13 Apr 2023 X
(3554487) References Sign out
% & Jane Jetson SC Statutory Checks and B 13 Apr 2023
(3554486) References
] & George Jetson SC Carer Medical Checks B 13 Apr 2023
(3554487)
ﬁ & Jane Jetson SC Carer Medical Checks B 13 Apr 2023

The work can be sorted by clicking on any of the headings. Title will group
worksteps of the same name together. Subject list the people by alphabetical
order. Date will sort the work into date order.

To return to the Team workview, click on the name of the team at the top of the
screen.

Reassigning Work

A workstep can be reassigned to another worker or team if any of the following are
applicable:

e The workstep has been assigned to the incorrect worker — you should
reassign the workstep and NOT cancel it

e The case is being reallocated to a new worker within the team

e The case is transferring from one team to another
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To reassign the workstep, the manager must move their mouse over the symbol to
the left of the workstep title. The symbol will turn into a yellow cog % and then click
on the cog.

Type ™ Subject Title

&= Incoming work (37)

:E] & Carers Jetson SC Private Foster Carer

(3496229) Assessment

& Carers Jetson CS5 Case Supervision
Start work

I Update assignment I SC Statutory Checks an

Ref

Assignment history Hlataltes
Add to calendar SC Statutory Checks an
Split work References

SC Carer Medical Check
Cancel waork

A menu will display and Update assignment can be selected.

Update assignment: Carers Jetson - CS Case Supervision

Fields marked with a * are required
At least one field marked with a # is required

Team worker# | Brenda Banks ~| [J show workers in sub-teams
Pass to worker# | Find Clear
Pass to team#

| Find  Clear

Scheduled start | 24/08,/2023 ]
date*®

Time* | 09-39

Note

0K Cancel

An Update assignment window will display where you can chose another worker or
team to reallocate the workstep to.
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e Team worker - The dropdown menu will display other workers within your
team

e Pass to worker — The Find button allows you to find any worker who has
access to Mosaic

e Pass to team — The Find button will allow you to pass the workstep to
another team and the manager of that team can reallocate from their Team's
Current work

¢ Note — This can be added to explain why the work has been reallocated to the
new Worker/Team

Once the new Worker/Team has been selected, the OK button can be used and the

workstep will move from the previous Worker's inbox into the new Worker/Team's
Current work.

Assigning Work in Bulk

In addition to assigning a single workstep, there is a Bulk Assign button in Mosaic
which allows you to reassign a single or multiple worksteps to a worker or team at
once from within the Current work of the Team or a Worker's summary.

Childrens Training Team > Brenda Banks

~  Allocations (12) c
~  Currentwork

Type™ Subject Title Status Priority Date

=] Incoming work (37)

o PR — o -~

A Bulk Assign window appears displaying all the Current work that has been
assigned to the worker. This list can be filtered by typing into the Search box and
sorted into alphabetical order by clicking on the headers. Individual items can be
selected by clicking the check box to their right or clicking on the top check box in the
header to select all the current work.
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Bulk action
show KRS entries Searchi I
Subject Title Status Priority Date Note O
f & Family Group case note alert 16/08/2023 A case note has been appended to the record of a
Bruce(34946608) Family Bruce (3496408) by worker Amy Brooke
(673945) Subjects: Harper BruceRomeo Bruce
Title: Telephone call from mum Type: Telephone
Call Date/Time: 16/08/2023 11:14 Recipients:
Amy Brooke
L) & Carers SC Private Foster Carer E] 13/04/2023 O
Jetson(349622%9) Assessment
'% & carers CS Case Supervision B 13/04/2023 (]
Jetson(3496229)
& & George SC Statutory Checks & 13/04/2023 (]}
Jetson(3554487) and References
& & Jane SC Statutory Checks B 13/04/2023 (]
Jetson(3554486) and References
& & George SC Carer Medical E} 13/04/2023 O
Jetson(3554487) Checks
& & Jane SC Carer Medical E} 13/04/2023 ] -

Cancel

A Worker or Team must then be selected to pass the work item to. If the work is to
be allocated to an individual worker within your team, they can be selected from the
Team worker dropdown menu. If the work is to be allocated to a worker outside your
team or to another team, the Find button can be used to search for and select the
appropriate option.

| & Jane SC Carer Medical [E} 13/04/2023

Jetson(3554486) Checks

Showing 1to & of 6 entries (filtered from 57 total entries) | | |

Team worker#  -- Please select - ~| O Show workers in sub-teams

Pass to worker# \:\ Find Clear
Pass to team# \:' Find Clear

Cancel

Once a Worker or Team is selected, the Preview Assign button is enabled.

By clicking Preview Assign, the screen refreshes displaying the selected items. If
the list is correct, an optional note can be added for the Worker or team receiving the
reassigned work. To complete the reassignment, you can click on Assign. Clicking
on Cancel will close the dialog without reassigning the work items.

Please note: There may be occasions when you are unable to reassign worksteps,
which is usually because the worker you are trying to assign to does not have the
correct permissions to access them. These will be highlighted in red text. If the
record is restricted and the worker you are trying to assign worksteps to does not
have access to the restricted record, you will need to request access for the worker
by contacting Mosaic helpdesk or completing a FreshService form. Once the worker
is granted access, you will then be able to assign the workstep to them.
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Reassigning Worker relationships in Bulk

There is a Bulk Assign button next to Allocations which allows multiple Worker
relationships to be reassigned at once.

Childrens Training Team  Brenda Banks

A Allocations (12) C
~ Current work C
Type ™  Subject Title Status Priority Date Note 2
=] Incoming work (37) I

=N - — o - ST

A Bulk action window appears displaying all the Allocations that are currently linked
to the worker. This list can be filtered by typing into the Search box and sorted into
alphabetical order by clicking on the headers. Individual items can be selected by
clicking the check box to their right or clicking on the top check box in the header to
select all the current work.

Bulk action
-

Show [REBIRY entries I

Person

Brad Pitt (3554503)

Susie Pitt (3554505)

Deena Singh (35546424)
Dalton Singh (3554625)
Harper (sam) Chambers [3555101)
Romeo Chambers (3555102)
Harper Cooper (3555103)
Romeo Cooper (3555104)
Harper Bruce (3555105)
Romeo Bruce (3555106)
Harper Gray (3555107)

Oo0ooo0oo0ooooooU

Romeo Gray (3555108)

Showing 1to 12 of 12 entries

Cancel

The Team worker dropdown can be used to select a worker within the same team or
the Find next to Pass to worker can be used to look for a worker outside the team.

Preview Assign will become enabled. Once selected, the screen refreshes
displaying the chosen workers. If the list is correct, an End reason will need
selecting from the dropdown list. Clicking on Assign will end the relationship
between the current worker and the clients selected and add a new relationship with
the new worker. They will automatically appear in the new worker’s Allocations.
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Cancelling Worksteps

Some Worksteps contain a Next action of No Further Action (NFA) which ends the
strand of the workflow. However, in some cases, such as Visits, a further Visit must
be added as a Next action for you to Finish the workstep.

In this circumstance, if the step is no longer required, the step must be cancelled by
the Practice Supervisor or Team Manager.

To be able to cancel a workstep, the work must be in either Incoming work or Future
work. Any Incomplete work which needs ending must either be completed or deleted
through the Helpdesk. Worksteps that have information added should be completed

where possible with an appropriate next action such as NFA or scheduling a further

step for it, which can be then cancelled from Incoming or Future work.

To cancel a workstep, the manager should move their mouse over the symbol to the
left of the workstep title. The symbol will turn into a yellow cog % and then click on
the cog. A menu will display giving the option to Cancel work.

Current work

Type T Subject Title

==} Incoming work (46)

@ & Carer Carer CSCase

Supervision

Start work
Update assignment CS Family Time

. Transport
SRR Purchase Reques
Cancel work EH Child and

(FeE b e AN Familv

Clicking on Cancel work will display a new window. A Reason for cancelling the
work must be selected from the drop-down options and any extra information should
be added to the Note field below.

Clicking OK will remove the work from the Current work and end the branch of
workflow.

Please note: Cancelling work will remove it completely from the person's record.
Looking in the Workstep summary of the previous step will show that the cancelled
workstep was added and then removed.
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Do not cancel worksteps that have been assigned to a worker in error, please follow
the steps outlined above to reassign the work to the correct worker.

Cancelling Worksteps should only be done when appropriate to do so. Every
workflow which progresses past the Request must have a Case Closure. Any
workflows which are ended incorrectly through the cancelling of steps will appear on
reports and will need to be rectified.

Analysing the Team Summary

Practice Supervisors and Team Managers can use the Team summary to gain an
overview of the workers' caseload. If there is a high number of worksteps, this could
be an indicator of outstanding work that needs cancelling or finishing.

If there is a high number of Incoming work, this is work that has not yet been
started and could be holding up other services from progressing with their workflow.

Clicking into a team member will show the work they have in more detail. If the
worker has several Incoming requests that have not been actioned, this could be
holding up other services from finishing their work.

A Worker's summary can be filtered using the hyperlinks in the dark blue header bar.

Filtering by Subject will group all the work by client and clicking on the folder will
reveal the worksteps open for the worker for each person they are working with.

v Current work C
Type Subject ¥ Title Status Priority Date Note 2
=] Tillie Turner (3549725) (1)

& Thomas Turner (3549728) (30)

] Joy Smith (3549735) (2)

Josie Smith (3549723) (5)

= Chloe Smith (3549863) (3)

a2 & Chloe Smith SC Child and Famil [E) 24 Aug 2023
(3549863) Assessment

a2 & Chloe Smith SC Child in Meed Visit [E) 24 Aug 2023
(3549863)

EEh & Chloe Smith SC Social Care Case [ES) 21Sep 2023

(3549863) Supervision
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This enables you to check the correct work is open to the worker for completion. For
example if a Social Worker has both Child Protection and Child in Need steps open
on a child, but they should only have one or the other. The manager can use the
Workflow Map on the Person summary page of the client to identify whether the child
is a Child in Need or subject to a Child Protection plan and the steps which are no
longer needed can be cancelled.

Request for Services to the Team

All teams using Mosaic have a Request for their service. This will usually be a Next
action from the CS Childrens Services Contact, CS Placement Request, CS
Internal Contact or SC Social Care Contact Screening. Some Requests are also
available from the Start menu. The Request will be sent into the Team workview for
a person with a managerial role to review and then allocate the next actions to a
worker.

. B @ BAmy Brooke

Childrens Training Team

» Team summary (81) C
~ Current work C
Type T Subject Title Status Priority Date Note
= Incoming work (2)
E) & Family Bruce SC Social Care Request B 24 Aug
(3496608) 2023
E) & April Ellis SC Social Care Request B 24 Aug
(3554740) 2023

Worksteps allocated to the Team can be found in the Team workview under the
Current work tab.

The manager should start the Request steps that are in the Current work. As the
workstep is allocated to the Team rather than the manager, when starting the step
the Assign step window will appear. Clicking Yes will reallocate the step from the
team over to the manager.

The manager must then assess the information within the step and decide whether
the referral should be accepted by the service.
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e |If the referral is to progress, the manager must add the appropriate actions
within Next actions and allocate them to a worker within their team. There
are inclusive rules attached to the next actions meaning that if you select one
action, it will advise you of the other steps that must also be selected.

e |If the referral is not suitable, the manager can add a No Further Action or
NFA workstep in Next actions.

In some Requests, the manager has the option of using the Clipboard Request to
notify the Referrer that the request has been accepted or rejected by the team.

Once the Request has been reviewed with any appropriate information entered and

the next actions selected, the manager must click the 5./j icon to finish the step to
open the Next actions to the allocated worker.

Allocation Process

Once a referral has been accepted into a team, there are three further processes a
Practice Supervisor or Team Manager should undertake (depending on the service).

Service User Groups

The manager must add a Service user group to identify a reason why the client is
receiving a service from their team. There may be multiple Service user groups
added to a client and there must always be one recorded as the Primary group.

To add a Service user group:

Click Person details > Service user groups

Enter a Start Date

Select the Group and Sub-Group from the drop-down menus
Click the Add button

Service user groups - Miss April Ellis (3554740) born 14 Jan 2012 (11 years old)

Select group and then sub-group

Fields marked with a * are required to add a user group

Start Date * 24/08/2023
Group ™ CS Abuse or Neglect hd

Sub-Group Neglect hd

Service user groups ‘

Group Sub-Group Start Date End Date
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The Service user group added will appear in the table below. If multiple groups have
been added, you can change the Primary group by moving the selection up using

the set as Primary group icon @ at the end of the row until it appears at the top of
the list.

Please note: If Social Care are involved in the case their Service user group should
always be the Primary option.

To save the selection, click Save and you will return to the Person summary
screen.

To end the Service User Group, re-enter the Service user groups screen and click on

the ™ end icon at the end of the row to add an end date for the group.

The manager is responsible for adding on the first Service User Group which relates
to the reason why their team are providing a service. When the work has been
allocated to a worker, it is the worker's responsibility to ensure it is up to date.

Worker Relationship

The manager can add a Worker relationship for the worker who has been assigned
the case to so that the client's name will appear in the worker's Allocations on the
Full or Narrow workview.

To add a Worker relationship:
e Click Person details > Worker relationships
e Click the Add button

e m . Home People~ Organisations~ Workers> Finance>~ Tools> Help>~ Sign out

Worker relationships - Miss April Ellis (3554740) born 14 Jan 2012 (11 years old)

Worker Relationships Telephone From Date To Date

EH Involved Worker : Mr Tim Trainer 01522 001122 17 Nov 2022 15 Apr 2023 f
s

Head Teacher : Mrs Brenda Banks 01522 456456 1Jun 2023

e The Add worker relationship screen will display
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e B . Home People Organisations Workers Contracts Finance Reports Tools Help -

Add worker relationship - Miss April Ellis (3554740) born 14 Jan 2012 (11 years old)

Fields marked with a * are required

Relationship type * v
From date * 24/08/2023 [

To date B

m Cancel

e Click Find button and search for the worker using their Last Name and/or
First Name

¢ Click the name of the worker when it appears in the search results

e Select the relevant relationship type from the Relationship type drop down
menu. At least one Key Worker should be present within the Worker
Relationships. For a Social Worker for example, their relationship type would
be Key Worker (Childrens Social Care). If there is a Social Worker involved,
other professionals using Mosaic can use the relationship type of Involved
Worker. The only exception to the rule is if SEND are involved, then they
would add a relationship type of Key Worker (Childrens SEND)

e The From date field will automatically populate with today's date. This date
can be changed and should reflect the date the relationship started

o |f Key Worker (Childrens Social Care) is selected, a new field displays
which is mandatory requiring a Start Reason to be added from a drop down.

e The To date and End reason can be amended later to reflect when the
relationship is ending.

Organisational Relationship
As well as a Worker relationship, the manager can add on an Organisational
relationship for their team which can be used for reporting purposes.

To add an Organisational relationship:
e Click Person details > Organisational relationships
e Click the Add button
e Click the Find button and enter in Name the name of the Team. When
searching for an Organisation or Team, it is advisable to use the wildcard
which is the % and enter only key words.
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Sign out

o m E Home People ¥ Organisations > Workers > Finance > Tools ~ Help ¥

Q, Find organisation

At least one field marked with a # is required

%children%social

Street #

Post code #
Other reference #
Sector

Sub sector

Type

e Click on the name of the Team when it appears in the search results

Q, Find organisation
D Name Address

66508 Childrens Social Care

35427 Childrens Social Care Christchurch Street West Frome BA111EF

52448 Childrens Social Services Bayard Place Broadway Peterborough PE1 1AY

1000099  CS Childrens Social Care Team (Boston) Boston Family Centre 64 Fenside Road Boston PE21 8JH

1000100  CS Childrens Social Care Team (East Lindsey North) Eastfield House Eastfield Road Louth LN11 7AN

1000100  CS Childrens Social Care Team (East Lindsey North) Keily House Gresley Road Louth LN11 BFG

1000101 CS Childrens Social Care Team (East Lindsey South) Holmeleigh Foundry Street Horncastle LN 6A0

1000102 CS Childrens Social Care Team (Lincoln) 5t. Giles Family Centre Lamb Gardens Lincoln LN2 4EQ

1000103 CS Childrens Social Care Team (North Kesteven) Richmond House Richmond Drive North Hykeham Lincoln LN6& 8QY
1000104  CS Childrens Social Care Team (South Holland) Chappell Centre Pinchbeck Road Spalding PE111QF

LlalaTakialil 'S Childrane Sarial Cara Tasm (Soodh Hallandl Tha \ieta Chuarchnate Snaldina DE41 2D A

e Select the relevant relationship type from the Relationship type drop down
menu. At least one Key Team should be added within the Organisation
Relationships. For a Social Worker for example, their relationship type would
be Key Team (Childrens Social Care). If there is a Social Worker involved,
other teams which input into Mosaic can use the relationship type of Involved
Team. The only exception to the rule is if SEND are involved, then they would
add a relationship type of Key Team (Childrens SEND)

e The From field will automatically populate with today's date. This date can be
changed and should reflect the date the relationship started

e The To date can be amended at a later to reflect when the relationship is
ending.
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Authorising Workflow Steps

There are workflow steps which contain mandatory or optional Clipboard Requests.
In some worksteps, these Clipboard Requests are to be sent to the manager for
authorisation. The workflow cannot progress until the manager has marked the
Clipboard Request as Completed and authorised the step. The worker must initiate
the authorisation by sending a Request from the workstep and pass this to the
relevant named Practice Supervisor or Team Manager. This Request will display in
the Incoming requests folder of the Practice Supervisor or Team Manager's Full or
Narrow workview.

There are two kinds of Incoming requests; Requests and Notifications. Further
details on the types and how they are used can be found on the Viewing and working
with requests and notifications guide Viewing and working with requests and
notifications

a B @Amy Brooke

~ Allocations (11) (&
~ Recently viewed C
~ Current work C
Type™  Subject Title Status Priority Date Note

B Incoming work (14)

I & Incoming requests (8) I
4 & Family Singh CS Early Help Manager: Social & 26 Apr2023
(34946330) Care involvement ended, step

down to TAC (Internal LP);SC
Child and Family Progress

Meeting
& & Gary Anderson CS Manager: Please review and [E3) 23 May 2023
(3554991) authorise:CS Residential Home
Case Closure
@ & Family Cooper CS Please action:EH TAC Plan [E3) 16 Aug 2023 Please distribute the plan
(3496607) and Review

To authorise a request displayed with the request icon ‘@, click on the title of the
Incoming request. This opens the Workstep summary that the request relates to.

CS Residential Home Case Closure: Gary Anderson (3554991)

Resume
Documents
Person summary

‘Work history Eg Incomplete RH Residential Closure Record C0347

& B cs Residential Home Case Closed (NFA)

23924723
i
Previous
CS Residential Home Casework_ for Gary Anderson @ CS Manager: Please review and authorise (Required) - SENT | History

Assigned on 24/08/2023 10:53 to Brenda Banks by Amy Brooke

Assignment details
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To review the Workflow step and to authorise it, click Resume. The Workflow step
will display.

The Requests icon is highlighted red denoting that there is a Request that is
waiting to be completed or returned.

The workstep can be reviewed by clicking on each section. To authorise, click on the
Request Icon. The request(s) will display in red text (below).

CS Residential Home Case Closure : Gary Anderson 3554991

B 2 8907384 &

A RH Residential Closur A cs Manager: Please review and authorise (Required) - 24,/08/2023 I
(Brenda Banks)

B ... i

1 Servies Clacsure

Click on the red text box to open the Sent request.

To authorise the step, click Completed and OK. The workflow step screen displays,

click save icon E and the step is authorised.

If a workstep has an authorisation request, the manager should always Finish the

step using the finish icon Sg to prevent another worker changing the information
they have approved. Finishing the step sends the proposed next actions and seals
the step as read only.

If the step cannot be authorised, click Returned. A Note can be entered to give a
reason as to why the step cannot be authorised then click OK. The request will be
returned to the worker along with the note once the step is saved and then closed

using the close icon E:‘] Returning a workstep will not allow anyone to Finish the
workstep. To Finish the step, the clipboard request must be marked as Completed.
This may mean the manager or worker needs to amend information within the form
or change the Next actions before the manager will authorise the step.
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