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Commissioning Team – Change in Placement 
 

The guide details the steps which need to be recorded to update a placement change to 
an Independent Foster Carer or Residential Home.  
 
Finding a Person 
 
When you first login to Mosaic, the Full workview will display as below.  
 
To find a client that exists on Mosaic, click on Find person.   
 

 
 
In the Find person window, enter information that will enable you to find the person such 
as the client's last name and first name or date of birth. 
 
Click Find when the information has been entered. 
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The search results will display. Click on the client's name to access their record. Be sure to 
check the date of birth and address to ensure it is the correct person. Multiple clients listed 
with the same ID number are the same person. 
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Updating the Address 
 
The child would normally have two open addresses, one recorded as Home address for 
their parents/guardian’s home and the other as their Primary Placement which is where 
they are currently placed. Some children may have another home address recorded for a 
different parent or may also have a Respite address. All previous addresses that have 
been recorded on the database will display here. Ended addresses will have a To date 
also entered.  
 
The address entered should be the address the child/young person is living at. For Foster 
Placements with a Carer, the Carer’s home address should be used. For a residential 
placement, the address of the residential home should be used. 
 

• To change a person’s address, from the Person summary screen, click on Change 
next to Address under Demographic information.  

 

 
 

• Alternatively, you can use the Person details on the left-hand side bar and then 
Addresses. Both will take you to the same place. 
 

 
 

• Locate the current address recorded as Primary Placement which should not have 
a To date yet. 

• Click on the move icon  next to previous address to end it and allow a search for 
a new address. 
 

 
 



Commissioning Team – Change in Placement 
October 2022 Version 2.2  Page 4 of 14 

• The Move person address window will display listing other people living at that 
address. This means that multiple people can be moved at once if appropriate, i.e., 
for a sibling group. Select all those you wish to move by ticking the buttons on the 
right-hand side. Once selected, click Confirm selection. 

 

 
 

• Find person can be used to search for another person on Mosaic who lives at the 
address you are wanting to add.  

• You can enter the Post code and House no. and then select Find address to do 
an address search. 

• If you are looking for an address outside of Lincolnshire, you need to make sure you 
select Search through all addresses in the UK prior to using Find address. 

• Once searched, the results will display in a list to select from or will pull through into 
the Address details section if found without further involvement required.  

 

 
 

• Please note: The Other details section will look slightly different if you are moving 
multiple people at once. The options are the same but in a table format.  
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• Display Address and/or Primary Address will be preselected if the previous 
address was recorded as such. 

• Primary Placement should already be selected as Address type 
• Amend the From date as appropriate, the date entered here will end the previous 

address on the same date.  
• Household structure and Tenure type can be added if the appropriate options are 

available. This is not mandatory so can be ignored. 
• Click Finish to confirm move of address. Cancel can be selected to return to the 

Addresses screen without making amendments.  
 

 
 

• The previous address now has a To date added and the new address displays. The 
address will also pull through to the Person summary screen if selected as the 
Display address.  

• Amendments can be made to the addresses by clicking on the  edit icon such as 
to change the From date. 

• Click OK to return to the Person summary screen.  
 
Please note: To add an address that is not currently found on Mosaic, contact the 
Helpdesk through FreshService to ask them to add the address manually. 
 
 
Updating the Placement Code 
 
When the child/young person changes placement, the Looked after episodes must be 
updated to reflect the move.  
 
Before the episode is updated, the Service user group should be checked to make sure it 
is still relevant. This can be viewed on the Person summary page. 
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If there is a Service user group on the Person summary, you can proceed with changing 
the Placement code.  
 
If there is no Service user group displaying, please contact the Practice Supervisor to ask 
them to add one on. You cannot update the placement with no Service user group. 
 
To update the Placement code: 

• From the Person summary screen, click on Looked after on the left-hand side bar 
and then Looked after episodes. 

 

 
 

• Alternatively, you can click on Change next to the Looked after legal status on the 
Person summary screen. Both will take you to the same place. 
 

 
 

• To update the placement, click on New placement.  
 

 
 

• Effective date of change – Prepopulates with today’s date but can be backdated. 
This date will also be used to end the previous placement code.  

• Category of need – This pulls through the Service user group. If this is blank, 
please ask the Practice Supervisor to add on a Service user group which covers the 
date of the placement.  
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• Local end reason – add as appropriate from the drop-down options. 
• New placement code – add as appropriate from the drop-down options.  
• Reason for placement change - add as appropriate from the drop-down options. 
• Click Save to confirm details, clicking Cancel will not save any amendments and 

take you back to the Looked after episodes list. 
 

 
 
The new Placement will be added to the list and a To date will be added against the 
previous placement code. Click OK to return to the Person summary screen.  
 
Please note: it is very important that when a new placement or a change in placement is 
recorded, the start date of the new address and placement matches the end date of the 
previous one. 
 
The update to the Placement will need completing individually on each child.  
 
 
Adding an Organisational Relationship 
 
There is also a requirement to add the provider as a Relationship to the child’s record to 
help identify external providers.  
 
To add the provider, click on Person details then Organisational relationships. 
 
Click on Add on the bottom right of the screen then next to Organisation click on Find.  
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In the Find organisation window, use the fields to enter information to search for the 
provider. You can use the wildcard which is the % which will allow you to search for 
information prior to what you are typing in such as the example below. Once you have 
entered some data, click on Find to open the search results.  
 

 
 
Click on the provider from the search results. If the correct provider does not show, you 
can search again by clicking on Cancel and doing a new search with different information. 
If the provider still does not appear, you can contact the Mosaic Helpdesk through 
FreshService and ask for the provider to be added.  
 
The Relationship Type selected should be Service Provider (Children’s), and the From 
should be the same as the one for Placement and Address. 
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Click Save to confirm the information. 
 
Please note: When the young person is no longer with this service provider, you must add 
an end date. To do this, enter the Organisation relationship list by going through the 
Person summary and click on Change next to Organisational relationship. Find the entry 
for the provider you wish to cancel and click on the edit icon  next to it.  
 

 
 
Enter a date into To for when the young person moved from the provider. You will then be 
prompted to select an End reason from the drop-down and click Save to confirm details.  
 
 
Using the Can Act For 
 
All workers within the Commissioning Team will have access to the Virtual Worker, CS 
Commissioned Placement – Inbox. 
 
To access the Virtual Worker, the worker should be in the Narrow or Full workview and 

click on the  act for icon on the top left-hand corner of the screen.   
 

 
 
A drop-down menu will appear featuring the worker's name and the CS Commissioned 
Placement – Inbox. The worker should click on the inbox. 
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The screen will refresh and feature the Inbox name where the worker's name used to be.  
 

 
 
The Allocations and Current work will now contain those assigned to the CS 
Commissioned Placement – Inbox.  
 
Using this Can Act For button means that all workers have access to the work awaiting 
allocation and can add information at any time. Saving the step will keep the work in the 
virtual worker inbox.  
 

When you wish to return to your own workview, click back onto the  act for icon on 
the top left and select your own name from the drop down. The screen will refresh to 
display your own Allocations and Current work.  
 
 
Completing the Placement Request Outcome  
 
The Placement Request Outcome step will appear in the CS Commissioned 
Placement – Inbox virtual worker so all members of the team are able to access the 
steps. All external placement requests will be sent into this virtual worker inbox. 
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To start the workstep, click on the far symbol on the left under Type which will turn to a 
yellow cog then click on Start work.  
 

 
 

A new window will open displaying the CS Placement Request Outcome workstep. 
 
Two form tabs will display with the CS Placement Request Outcome C1421 open 
automatically and CS Placement Provision Request 1430 to the right.  
 
Click on CS Placement Provision Request 1430 to view the information inputted by the 
requestor. This will prepopulate with the exact information that was added in the previous 
step. Information in this form can be amended if required and should be anonymous 
unless it is a NEST request.  
 

 
 

This information should be used to find a placement and can be printed and distributed 

using the Output to PDF icon . 
 

The  save icon can be used at any time to save and the  close icon used to exit out 
of the workstep. 
 
When a placement has been identified, the CS Placement Request Outcome C1421 
should be completed.  
 
In Section 1. Outcome, Outcome of request should be completed with a summary of the 
placement found or not found.  
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The Date should be entered, and E-signature ticked. 
 
There is a mandatory notification that must be sent from this workstep to the requestor. 

Click on the  request icon and tick the box next to CS Notification of Placement 
Request Outcome. Use the Pass to worker to find the name of the requestor and click 
OK. This notification will send with the workstep is saved or finished.  
 

 
 
In Section 2. Next actions, click on the Add and select CS No Further Action.  
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You will then be able to finish the step with the  finish icon which will lock down the 
Placement Request Outcome step.  
 
 
Viewing attachments  
 
Although the form, CS Placement Provision Request 1430, which is completed in the 
Placement Request pulls through to the Request Outcome step, any attachments added to 
that step will need viewing separately. 
 
Access the person’s record so their Person summary is open. Click on the History button 
on the Current work section on the right-hand side.  
 

 
 
Use the Search field and enter Placement Request to just show the steps containing that 
name.  
 

 
 
Click on the hyperlink for the CS Placement Request for the last completed step. This will 
have a date in the Start and End date column. 
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This will open the history for the request step. You will be able to view the original CS 
Placement Request C1383 under Documents which is the form the requestor completed. 
Any documents that were uploaded to the workstep will display under Attachments. Click 
on the hyperlink to view the document.  
 

 
 
To return to the Person summary, click on Person summary on the left-hand menu.  
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