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This guide is intended to assist the Best Interest Assessor (BIA) to record their

assessment in Mosaic.

DoLS case activity is recorded within a workflow steps commencing with DoLS
Referral. This step is available from the start menu on the person summary

screen.

The DoLS Team either receives this step in their Incoming Work folder if referred
as a next action or commences the workflow via the DoLS Referral form.

The DoLS Standard Authorisation Assessment workflow stage will then be
added by the DoLS team which contains an assessment that will be assigned to a
Best Interest Assessor for completion via Mosaic.

A Best Interest Assessor will then complete their assessment and refer to the
DolS Signatory in-tray for approval.

This guide will cover the completion of the BIA assessment within Mosaic of a
form 3 and form 3a where no DolLS is recommended. It will also cover how to
send a case for sign off and how to action amendment requests.



Starting Work Assigned to the Team

For cases where you are acting as Best Interest Assessor, the DolLS team will have
allocated the ‘DoLS Standard Authorisation Assessment’ workflow stage and
‘Complete BIA Assessment’ request to yourself.

fos.

) To view a copy of the referral form you should use EDM to access the
original copy as the version within Mosaic will have limited fields
populated.

foss

) Once you are familiar with the referral form, you will then contact the
Managing Authority and/or family members to arrange and conduct your
visit.

fee

<) If a 39A IMCA is required you should request this using the requests within
the workflow stage (see guide below for detail).

(G o :
“2J Throughout the process it is good practice to record case notes.

= o . o
¥J Once your visit is completed, you are now ready to begin writing up your
assessment.

In order to create a record indicating that the Mental Health Assessor has been
requested, the DolLS team will have already started this workflow stage and so it
will not appear in your incoming work but will show as incomplete work.

It is recommended to access the person’s record by clicking on Subject ID and
starting work via the Person Summary>Current Work widget to allow the record
and previous workflow steps to be reviewed before starting work.

However, work can be started directly from Individual Workview if required.

(3 . | : i

) Click on the yellow folder “~ to view all Incoming Work steps for
yourself

(3% . = -

i) Hover on the Incomplete Work icon until it becomes a yellow cog

2

K"" . . . .
&) Left click to display a mini menu and resume work.



Completing the Best Interest Assessment within
Mosaic

After resuming work when following the steps above, you will now have a
copy of the DoLS Form 3 open.

DolS Standard Authorisation Assessment - Arian

H 4 B *8E 6.8
[DoLSFormS—BIACDmbinedAssessmen[s | DolS Form 4 - M

1. Person Details

2. People Consulted Case |

3. Mental Capacity

Assessment AGE, MENTAL CAPACITY,
4. No Refusals

Assessment . . .
This combined form contain

5. Best Interests commissioned to do so by th
Assessment

6. Deprivation of Liberty
Decision

7. Best Interests Assessment type

Requirement

8. Recommendations as
to Conditions

9. Selection of a Form completion
Representative
10. Actions Taken ) This form is being com|
request for a standard ¢

@ indicates completed section

() Complete sections 1to 9 in line with any DoLS BIA guidance and audit
tools shared, all required fields are marked with a red asterisk “*'.

@DAIongside the BIA's assessment, the Mental Health Assessor will be
completing theirs outside of Mosaic. This will be uploaded to EDM and
you will be notified outside of Mosaic when the MHA report is ready to
view.

@DYOU should save your work at regular intervals but do not
finish/complete the workflow stage.

() If you are assessing as ‘no deprivation’ and wish to use the form 3a
move to ‘When you assess no deprivation (Form 3a to be used)’

@DOnce you have fully completed your assessment form and there are no
outstanding requests, you should move on to ‘Sending the BIA
assessment for approval’



Requesting a 39A IMCA

When it has been identified that a 39A IMCA is required, you should do this from

the ‘DoLS Standard Authorisation Workflow' stage where you access the form
3.

e

) A (E
(\) Select the request icon.
o8

5| BB complete B1a Assessment - 17/03/2021 (Hannah Baines) ]
Send request I

(\) From the list of requests select Arrange IMCA.

(\) Select Send request.

New Request

Select Request Type - Status (Date) Assigned To

\/MHA Assessment and progress to Granted /Not Granted
O Amange IMCA

and ready for review
Complete BIA Assessment (17/03/2021)  Hannah Baines
Complete MHA Assessment

Complete Required Amendments

Make Amendments to MHA

Review information and confirm next action

Review MHA Assessment

Send for MHA Assessment

@mOmDDEP D DD

(\) Scroll down and select DoLS Admin Virtual Worker from the drop down
list next to Pass to Worker.

(\) Select OK.

Pass to Worker* -
D DOLS Admin Virtual Worker I
£ This requast will be s o

ok I cancel

(\)To send the request you must save the workflow stage by either opting to
save when exiting the workflow stage using the red close icon or selecting
the save icon.

DolS Standard Authorisation Assessment - Gilbert Senior (10308058)

Hlw 2@ 6B 8] & 4. 8 Ix]

Once you have sent the request to DoLS Admin, a worker will send the request to
Voiceability who will allocate an Independent Mental Capacity Advocate to
support the client. You will be able to see when the referral has been sent to
Voiceability as a Form 11 will be added into the workflow stage, and the request to
‘Arrange IMCA’ will have a green tick over the request icon showing it is
completed (see screen prints below).

NS

B]E 4o B8

-

bi I @ArrangelMCA— 17/03/2021 I
Complete BIA Assessment - 17/03/2021

T e B~ U
A
l A DolS Form 3 - BIA Combined Assessments ] A Dols Form 4 - MH Eligibility Capacity Assessment I Dol S Form 11 - IMCA Referral GI

[ &1
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When you assess no deprivation (Form 3a to be
used)

When assessing that no deprivation is taking place as one of the criteria has not
been met, you may opt to use the DolLS Form 3a.

(o ; ;
\‘.) From the DolLS Standard Authorisation Assessment, select the ‘forms and

(o5 . .
&) Select the ‘DoLS Form 3a - BIA No Deprivation’

Forms

letters’ icon

Dol oo Ll M a Reforal

IDOLS Form 3a - BIA No Deprivation I
DolLs Form 8 - Termination of Representative

Cancel

(=
\‘.) Complete sections 1to 4 of the Form 3a as appropriate.

(_) You will still need to complete the required fields of the Form 3 where a no
deprivation is occurring, if you have not carried out that particular
assessment you should select ‘Not Assessed’. The required fields are as
follows;

&) S1- Please indicate which assessments have been completed
&) S3-Opinion about capacity of making decision

@) S4 - No refusals. Please select one

@) S5- Matters that | have taken in to account

(s . ..
&) You should save your work at regular intervals but do not finish/complete
the workflow stage.

(.) Once you have fully completed your assessment form and there are no
outstanding requests, you should move on to ‘Sending the BIA assessment
for approval’. For a no deprivation case you should make it clear to the
signatory which criteria has not been met.



Sending the BIA assessment for approval

Once you are content with your assessment and have completed your form
within the DolLS Standard Authorisation Assessment workflow stage, you should
now send the assessment for approval from the Authorised signatory.

8]

A

q

() Select the request icon
Assessment.

RN

[ AR Complete BIA Assessment - 17/03/2021 (Hannah Baines)

and select the request to Complete BIA

Arrange IMCA - 17/03/2021

@)Change the status of the request to Completed and select OK.

Request id: 318

@ Send reauest

Request Type: Complete BIA Assessment

\i/You may Complete, Withdraw or Return the request, change the Note or Reassign to another party.
Status

O sent O withdrawn @ completed

O Returned

Note
4
Status History
DateTime Action Worker/Team Note
17/03/2021 23:08 Sent to Hannah Baines cc
17/03/2021 22:50 Completed by Hannah Baines acting for DOLS Admin Virtual Worker
17/03/2021 22:38 Sent to Hannah Baines

C)Select the ~8 request icon again.
[“B|& 4. 8

| BB complete Bia Assessment - 17/03/2021 (Hannah Baines)

Sy |

C) Select Send request. l

C) Select the ‘REQUIRED Review BIA/MHA Assessment and progress to
Granted/Not Granted' request

- " == ey
(oo —— —————
-
Select Request Type - Status (Date) Assigned To
REQUIRED Review BIA/MHA Assessment and progress to Granted/Not @
Cranted
, @
DOLS Admin Virtual
Arrange IMCA
g (17/03/2021)  Worker
BIA Assessment complete and ready for review @
Complete BIA Assessment g Hannah Baines
{17/03/2021)

Complete MHA Assessment

m @

Complete Reguired Amendments



QD Scroll down and select “find’ next to pass to worker and search for DolLS

Signatory Virtual Worker.
| Andwocker

Last Mame #

First Name # Edols j

* Include only workers with a current role

Q) Select ‘DoLS Signatory Virtual Worker'.

Find Worker Results

Searched for: First Name: dols, Include only workers with a current role: Checked

Show entries Search’|

o] & Other Workers + JobTitle 2 Role & [o]l
100137989 Dols One Social Worker (Adults) zzzAdul
100137990 Dols Two social Worker (Adults) zzzAdul
100138187 DOLS Awaiting Allocation Virtual Worker Team Manager DOLS Tej
100138188 DOLS Current Authorisations Virtual Worker Team Manager DOLS Tej

SR Team Manager DOLS Tej
100138173 tory Virtual Worker Team Manager DOLS Te;

Q) If this is an urgent case or you are not recommending a DoLS as the
criteria has not been met, you should write a comment in the notes
section (see examples in picture below). Then select OK.

MdKE AMMZNUMENG 1O MAA

Review information and confirm next action

Review MHA Assessment

m m m &

Send for MHA Assessment

Note | Example 1 - Capacity criteria not met - DoLS 1o be not
granted

Example 2 - This case needs prioritising for sign off as the
client is objecting to placement.

Pass to Worker* | po < signatory Virtual Worke | Find

Cance'

@)CIose the assessment using the red cross in the top right hand corner of the
screen and select ‘Yes’ to save changes.

= A(E =
CEINEEIEIEYAD X]

Sections 1. Person Details Do you wish 10 save changes made to the DoLS Standard —

Authorisation Assessment?

1. Person Details Copy of this f
2. People Consulted Case ID Number | 100346368

- AGE, MENTAL CAPACITY, NO REFUSALS, BEST INTEF

No Cancel

10



%) The case will now be considered for approval by one of our Authorised
Signatories which may be a member of the DolLS Team or a Head of
Service within Adults, Health and Wellbeing.

F AN

%7 You will notice that while you have completed your case, the DoLS
Standard Authorisation workflow stage is still assigned to yourself and will
show in your work view as ‘incomplete work. All this means is the case has
not yet been signed off as yet and the workflow stage will be kept open in
case amendments are required.

foo.

) Once the Authorised Signatory considers the case for approval, if all okay,
the workflow stage will disappear from your incomplete work. If
amendments are required you will receive an incoming request and
should follow the ‘Amendment Requests from Authorised Signatories’
guide.

11



Amendment Requests from Authorised Signatories

In your workview, under incoming requests you will note there is a request titled
‘Complete Required Amendments: DoLS Standard Authorisation Assessment’.
You'll see that the notes field of the request details the amendments required for
your assessment to be authorised.

Current Work

B Incoming Requests [1]
= Complete Required Amendments:DolLS Ariana Grande o . P
F Standard Authorisation Assessment (100346368) B 02108 2020 [Drpeleauitedlamendmentlinithi=lboxs

You will also notice that the DoLS Standard Authorisation Assessment workflow
stage in your incomplete work is now highlighted in red.

licasalcicliodalll

DoLS Standard Autharisation Gilbert Senior B
Assessment (10308058)

BF

17/03/2021

@

\) Hover on the Incoming Work icon on either the request or workflow stage

& until it becomes a yellow cog {*’}

G . . -
\) Left click to display a mini menu where you should select ‘resume work’.

Lomplete Kequired Ar
Standard Authorisatio

Resume Work

(o . . .
\) You will now have opened the DoLS Standard Authorisation Assessment

workflow stage.

A

(E;

G . .
\) To view the requested amendments select the request icon.

(e .
\) Select the Complete Required Amendments request.

EIEN 2

.
a E Review BIA/MHA Assessment and progress to Granted/Net Granted }

(Required) - 17/03/2021

B@ Complete Required Amendments - 17/03/2021 (Hannah Baines) I ]

Complete BIA Assessment - 17/03/2021

@ Arrange IMCA - 17/03/2021

L @ Send request

(o . .
\) In the notes field you will see the amendments that have been requested

and to return to the workflow stage you should select cancel.

12



Request Id: 321

Request Type: Complete Required Amendments

L vou may Complete, Withdraw or Return the request, change the Note or Reassign to another party.

Status
@ sent O withdrawn @] Completed
O Returned
Note | complete the following amends -
X
X -
X i

Status History

DateTime Action Worker/Team Note

17/03/2021 23:25 Sentto  Hannah Baines Complete the following amends X X XX X X X X X

— -

@)You should now make the requested amendments within the Form 3.

@)Once you are satisfied with the amendments you have made, select the

. A =]
request icon. —

—

C) Select the ‘Complete Required Amendments’ request.

A8 o8

A B Complete Required Amendments - 02/08/2020 (Dols One) I ]

‘ Complete MHA Assessment - 02/08/2020

a IB Review BIA/MHA Assessment and progress to Granted/Not Granted
(Required) - 02/08/2020 (DOLS Signatory Virtual Worker)

@)Change the status of the request to ‘Completed’ and enter a message in the
notes section before selecting ‘OK’.

- ~ 1 -
Request Id: 291

Request Type: Complete Required Amendments

&) you may Complete or Return the request.

Status

® Completed Returned

C) Select OK oK

[ A
Q‘-")Clicking back on the request icon =

@

C) Select the Review BIA/MHA Assessment and progress to Granted/Not
‘B E 4o 8

A &) Review BIA/MHA Assessment and progress to Granted /Not Granted
(Required) - 17/03/2021

Granted request.

13



Q) Make a note of which signatory returned the case for amendments.

Returned Request

‘ Requestid : 320 I
Request Type - Review BIA/MHA Assessment and progress to Granted/Not Granted (Required)

@ You may send this request again.

Status History

DateTime Action Worker/Team Note

17/03/2021 Returned cting for DOLS Signatory Virtual See amendment
| 23:25 by orker request

17/03/2021 Sent to DOLS Signatery Virtual Worker

23:24

Send Again OK

Q) Select Send Again (above).

Q) Update the notes section with a brief message to the signatory and in the
Pass to Worker section, select find to search for the signatory who returned

the case for amendments.

Resend Request

Request Type REQUIRED Review BIA/MHA Assessment and progress to Granted/Not Granted

MNote* | Hi Signatory,
Please see amendments as requested.
Thanks - BIA

Pass to Worker* | poLs Signatory Virtual Worktl Find I

@ This request will be sent when you next save.

—

Q) Once you are satisfied the Pass to worker box states the signatories

name e.g. Lorraine Rix, you should then select OK (above).

@)Close the assessment using the red cross in the top right hand corner of the
screen and select ‘Yes' to save changes

CEEIEEIE Y ]

Sections

m DO Yo yish £ save Shanges [ade:zo thi Dot Sandard. —

Authorisation Assessment?

1. Person Details Copy of this f¢

2. People Consulted

— AGE, MENTAL CAPACITY, NO REFUSALS, BEST INTEF

Case ID Number 100346368

No Cancel

14



Completing a review of a DoLS Authorisation

In your workview, under incoming requests you will note there is a request titled
‘Complete BIA Assessment for DoLS Review’.

Subject (ID)
B Incoming Requests [1]

- Complete BIA
Ei Assessment for DOLS
Review-DoLS Review

Ariana Grande
(100346368)

Q) Hover on the Incoming Work icon % until it becomes a yellow cog {é}
C) Left click to display a mini menu where you should select ‘resume work’.

Incoming Requests [1]

@ Complete BlA Assessment fol

Beugsw Dol S Review
Resume Work I

@DTaking in to account the information provided in section 1and 2 of the form

that will have already been populated, consult with the managing authority

and/or family and friends to arrange a visit to assess the client.

() Complete sections 3 and 4 of the form with the exception of the ‘Signed (on
behalf of the Supervisory Body)’ section.

A DoLS Form 10 - Review Request

above
00 Al the review assessments carried out concluded that the person continues to meet the requirements to which they relate. The standard authorisation continues to be i force
Sections until
1. Person Details B, subject to any variation in conditions shown below
2. Details of the Review
Request
3. Supervisory Body's
Decision
Review of conditions
A 4. Outcome of Review
& erroiE (O There has not been any significant change in O The Supervisary Body has decided to vary the
the person’s circumstances and any changes conditions cither because of a significant
@ indicates completed section there have been do not result in the need to

because some change has
ccurred which makes this appropriate. The

vary the conditions. Therefore the existing o prop:
new conditions are described below

conditions remain in force

Outcome of Review* - Please Select - v
“ Mandatory Field |
Signed (on behalf of the Supervisory Body)
Signature
Print Name
Position
Date ]

[ Electronic signature

If you feel you would prefer to set out your assessment using the form 3, you can

at this point add a form 3 to the workflow stage by doing the following;

() Select the forms and letters icon.

15



Q) Select the relevant form you wish to add.

EIENAY

_

@ BT CENIE]  Optional Forms and Letters
- Forms

DolS Form 3 - BIA Combined Assessments,

wview — -
e O T DolS Form 4 - MH Eligibility Capacity Assessment
¥'s () There has not been any significant
the person’s circumstances and an
iew there have been do not result in th

vary the conditions. Therefore the
conditions remain in force

section

Qutcome of Review™ Cancel

Once you are content with your assessment, you should now complete your
request to complete the review and send the assessment for approval from the
Authorised signatory.

Q> Select the request icon. 4E
Q) Select the “Complete BIA Assessment for DoLS Review’ request.

“B|E 4. 8

u ’F@ Complete BIA Assessment for DOLS Review - 17/03/2021 (Hannah
Baines)

I @ Send request

Q) Change the status to ‘Completed’ and select ‘OK’.

Request Id: 299

Request Type: Complete BIA Assessment for DOLS Review

W you may Complete or Return the request.

Status
') Returned
Note
P
Status History
DateTime Action Worker/Team Note
03/08/2020 16:27 Sent to Reed Virtual Worker

Cance'

Q) Select the request icon again. 4 [
QD Select ‘Send request’.

16



E 4o 8

( @ Complete BIA Assessment for DOLS Review - 03/08/2020

LI Send request ‘

Q) Select the request titled ‘Review BIA/MHA Assessment and progress to
Granted/Not Granted'.
I

(Date) Assigned To
I @®  REQUIRED Review BIA/MHA Assessment and progress to Granted /Not Granted 5]
O Complete BIA Assessment for DOLS Review. (17/02/2021)  Hannah Baines

Complete MHA Assessment for DOLS Review
Review information and confirm next action

Review MHA Assessment for DOLS Review

oo @ @

Send for MHA Assessment for DOLS Review

| Note |
4

Passto Worker*  Find

OK | Cancel

Q) In the notes field, add some text to make it clear that this is a review case,
e.g. ‘Review case'.

Q) Select find’ next to pass to worker (see above picture) and search for DolLS

Signatory Virtual Worker.
| Andwoeber |

Last Name #

First Name # Edols

*0 Include only workers with a current role

Q) Select ‘DoLS Signatory Virtual Worker’ and select ‘OK’

Find Worker Results

Searched for: First Name: dols, Include only workers with a current role: Checked

Show entries Search’|

D - Other Workers ~ JobTite 2 Role - [o])
100137989 Dols One Social Worker (Adults) zzzAdult
100137990 Dols Two Social Worker (Adults) zzzAdul
100138187 DOLS Awaiting Allocation Virtual Worker Team Manager DOLS Te
100138188 DOLS Current Authorisations Virtual Worker Team Manager DOLS Tej
100138171 DOLS Admin Virtual Worker Team Manager DOLS Tej
100138173 DOLS Signatory: Virtual Worker Team Manager DOLS Te

@)Close the assessment using the red cross in the top right hand corner of the
screen and select ‘Yes’ to save changes

FIIEIEIEGEIEYAD X

Authorisation Assessment?
1. Person Details Copy of this f¢

2. People Consulted Case 1D Number | 100346368

i AGE, MENTAL CAPACITY, NO REFUSALS, BEST INTER

No Cancel

17



&7 Similarly to the request for a standard authorisation, this workflow stage will
continue to appear in your incoming work till it has been signed off by an

Authorised Signatory.

18



Tips for completing the DolLS forms

Click the Section completed checkbox at the end of each section to put a tick in
the sections menu on the left. This will show you which sections you have
completed and if you have missed anything, but will not lock the section down
nor save the section or form. There is also an option to select 'Completed section

only' when printing the document.

Click the Save icon E throughout your input to the form. We recommend that
you save your work at least at the end of each section, but the more often the
better. Once you click save, any section's mandatory fields will be highlighted in

red.

The blue cog symbol & indicates that information has prepopulated from the
person's Mosaic record. Missing or incorrect information for a person should be
entered or amended on the Person Summary screen and then this form should

be refreshed.

& Click the Show Subject Summary icon s

&) To switch to the Person Summary screen click the Mosaic icon in your
Windows task bar

() Select the tab named Mosaic. The Person Details can then be amended.

&) To return to the step, click the Mosaic icon in the Windows task bar icon

again and select the Adult DoLS Recording tab
&) To ensure the updated and correct information prepopulates into the
appropriate fields click

-
on the Refresh icon

19



Next Actions allow you to record what needs to happen next and who is going to
do it. This section is mandatory in all forms. An action must therefore be added

before the Adult DoLS Recording can be finished.

The Next Actions available from the Adult DoLS Recording are as follows:

* Adult DoLS Recording Complete (NFA)

To be used when DoLS recording is complete but other team/s remain involved
so a full case closure is not required e.g. the customer is open to another team
e.g. Adult Care/LPFT team.

This is a terminating/NFA action and so does not need assigning to a team or
worker.

* Adult No Further Action Required

To be used when no further action is required.

This is a terminating/NFA action and so does not need assigning to a team or
worker.

* Adult Proposed Case Closure

To be used if a full case closure is required i.e. when there is no other involvement

from other workers/teames.

This should be assigned to self for completion. Please see the Proposed Case

Closure guide for further guidance.

* Adult Case Closure Already Started (NFA)

To be used if a full case closure is required and is already underway.

To add this action, you must be able to see Adult Proposed Case Closure or
Adult Case

Closure within the Current Work on the customer's Person Summary screen

20



This is a terminating/NFA action and so does not need assigning to a team or
worker.

When a full case closure has been identified by another worker/team an Adult
Case Closure in Progress Request Notification will be assigned to you or the
Adult DoLS Team. Please see the Acknowledging Notifications guide for
guidance on how to complete Request Notifications. If the Adult DoLS Recording
workflow step has not been started, and there is no relevant information to
record, it will need to cancelled, please see How to Cancel Work.

Before finishing the Adult DoLS Recording the following icons should be

considered and used where required.

The View Documents icon g © allows documents related to the DoLS case
activity to be uploaded (attached to the record) and shows how many

attachments have been uploaded to the step.

Click on the icon to upload a document and to view details of any documents
already uploaded within this workflow step. For further information please refer

to the Uploading Documents to Mosaic guide.

The Requests icon is used to send requests and/or notifications to a worker
or Team where required.

There are no mandatory requests or notifications from the Adult DoLS
Recording workflow step.

An optional Request Notification can be sent to notify the referring worker of the
outcome of the DoLS activity — Adult Referral to DoLS outcome notification.

If this is required, please see the Requests and Notifications guide for further
guidance.

The Output Current Document icon @is to be used to generate a PDF version
of the Adult DoLS Recording. This can then be saved, printed or emailed as
required. The output can be generated once the step has been finished or during

the input to the workflow step.

21



For further guidance on generating the PDF and printing, please see the guide

for Printing Documents from Mosaic.

input to the Adult DoLS Recording is required. The step cannot be finished if

The Finish icon is to be used once the form is complete and no further
there are any mandatory fields still incomplete and/or if there are any
outstanding requests to be completed. If the Finish icon is clicked while there are
outstanding mandatory sections a system message will display explaining the
form cannot be finished as "mandatory items" are outstanding. Once you click

Finish icon the Person Summary screen will display.

End the Team Involvement (Organisation
Relationship)

When DolS activity has finished, the team's involvement should be ended.

From the Person Summary screen click Person Details>Organisation
Relationships (sidebar menu)

Click Edit Pencil icon 4

To = Record end date

End Reason = Select appropriate value from dropdown menu (e.g. Case Work
Completed)

Click Save and OK buttons to return to the Person Summary screen. The DolLS
Team will continue to display within the Professional and Organisation
Relationships widget until midnight of the end date.
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