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Introduction 
 
The IRO Quality Assurance Process Workstep has been created so that any concerns or 
informal and formal challenges identified during LAC Reviews, can be recorded by the IRO 
within this new Workstep and this will start the formal Dispute Resolution Process stages. 
 
This Workstep can be actioned as a Next Action from the LAC Review Workstep. Or if the 
LAC Review Workstep has not been started as it is not due for a few months’ time, you can 
get this Workstep from the Start menu and by selecting the Significant Information on an 
open case.  
 
These will be mainly for issues raised outside of a LAC Review.  
 
 

  



 

MOSAIC User Guide for Created by MOSAIC Training Team 
IRO Qulaity Assurance Process  
Version 0.1 

 Page 3 of 18 
 

LAC Review  
Completed by the IRO 
 
Starting with the LAC Review. When you have finished typing up the LAC Review and 
completed the IRO Audit – LAC Care Planning and Review, where you have identified 
concerns, you will need to go to section 2 and choose the Next Action of Procced to IRO 
Quality Assurance. 
 

 
 
 
 

 
 
 

Then press . Click on the  ICON. This will then send the Workstep to 
your Current Work in your Incoming Work Folder. 
You will also see it appear on the Childs Person Summary Screen under Current Work. 
 
 

  

You will then need to tick 
Send Immediately 

 

Select your name in the drop-down menu  
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IRO Quality Assurance Process  
Completed by the IRO  
 
This Workstep contains 4 sections 
 

 
 
 
Section 1 - Child/Young Person’s Details - All the information in this section is pulled 
through and does not require any input or editing unless the details are incorrect.  
 
Section 2 - Action progress – This is where you would select the appropriate date the 
actions need to be reviewed.  
 

 
 

To adjust or change the date you will need to click the  ICON to do this. This will you 
bring up a calendar picker. Click on the appropriate date and this will the filter into the  
date field.  
 

 
 

Complete the Actions table.  
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To access the table to fill in you need to click on the  ICON. This will open a new 
window where you can record the details of the issues you need to raise.  

 

 
 

After each issue you will need to press the  ICON until you have finished. Once you 

have finished you can press .  

If you only have one to add, then press  and this will fill the table.  
 

 

 
 
Once you have completed the table then you will need to ensure you save by clicking  

on the  ICON.  
 
You now need to send the Request.  
Follow the steps below to send this REQUIRED Request: 
 

• Click on the  ICON. 
  

• Select the radio  button. 
 

• Add a note if you wish. (Ensure this is professional and clear). 
 

• Pass to Worker - This mandatory Request should be sent to the Manager (and the 
Social Worker if required). 
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• Click the  button. 

• Click the  ICON to send the Request.  
 
Under your Current Work in your Incomplete Work folder you will notice the Workstep has 
turned Yellow. This means this Request has been sent.  
 

 
 
If you see the yellow now has a red border the Manager / Allocated Social Worker has 
returned the Request to you and should have a note explaining why the reason they are 
returning it  
back to you.  
 

 
 

Once it goes white this means they have completed their part and now you are required to 
complete the remaining sections of the Workstep.  
 
Once the Manager / Allocated Social Worker have recorded their update in the Social 
Workers update in section 2. You will now need to record the IRO Decision on individual 
issue resolution. 
 

To do this you will need to click the  ICON on the table and this will show the table 
contents for you to add your comments.  
 
 

Remember to add a note if there is 
anything that you need your Line 
Manager to look at within the review. 
(Ensure this is professional and clear) 
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Once completed click on the  button. This will then return you to the table 
where you will now see your entry.  
 

Once this section has been completed. Remember to click . 
 

 
 
Section 3 - Outcome of QAP – This is where you record the Summary and Conclusion  
of the concerns. Keeping this section child focused. The summary is also whether the  
actions undertaken by the child's Allocated Social Worker have resolved the issues  
originally identified.  
 
Click on the relevant radio button to complete the IRO Decision. Depending on the outcome 
will determine which one should be ticked.  
 

 
 

There is then an eSignature  which you will need to tick, this will 
provide your verification to the Workstep with your details along with the date and time of 
sign off.  
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Section 4 - Actions Taken - This will reflect what you decided in your IRO Decisions.  
 

Click on the  button, this will open the Next Actions available for you to  
choose from.  
 

 
 
 
Pass to worker. 

 
 

• QAP Complete - This is a terminating Next Action and will end this process  
if required. 

  
• Review QAP Targets – This will trigger a review of the this Workstep if Stage 1, 2, 3 

is not required at this stage. This review document is identical to this Workstep and 
will pull through the Actions table where you can remove or add further actions that 
may be required or not. 
This Workstep will need to be assigned to you as the IRO to complete. 

  
• Proceed to DPR Stage 1, 2 and Stage 3 - Either stage can be triggered off this 

Workstep depending on the severity the issues.  
This Workstep will need to be assigned to you as the IRO to complete.  

 
 
 

  

Select your 
name from the 
drop-down list 
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IRO Dispute Resolution Process Stage 1   
Completed by the IRO  
 
This Workstep contains 5 sections 
 

 
 
Section 1 - Child/Young Person’s Details - All the information in this section is pulled 
through and does not require any input or editing unless the details are incorrect.  
 
Section 2 Details of the dispute - The date of the dispute will need to be checked it is 

correct as this pulls through. It can be changed by using the  ICON and choose the 
correct date.  
 

 
 
 

 
Level of Dispute, please ensure you check this, so that it reflects the correct Stage you  
are in.  
 

 
 
 
You can then record your Summary of issues in the free text box below. 
 
 
  

Click on the Level of dispute 
drop-down and it will allow 
you to select a level.  
 

This date will calculate 
the whole process from 
start to finish and is 
shown here. 
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Section 3 - Recommended Actions - By Clicking on the  button this will allow  

you to add any further actions to this table. You can click on the  ICON to update the  
current actions. 
 

 
 

 

If there is an Action that you wish to remove you can do this by clicking on the  ICON  
It will ask you first before deleting, and a message will appear asking you to confirm this 

action. Click on the  button to confirm to remove it or click on the  button to 
keep it in the table.  
 

 
 

Click on the   button when you have finished. 
 
You can then record your Desired Outcomes in the free text box below. 
 

 
 
 

Once you have completed this section then you will need to pass to the relevant Manager for 
Sign off.  
 

• Stage 1 is 5 days for Team Manager  
 

• Stage 2 is 5 days for Service Manager 
 

• Stage 3 is 5 days for Service Director 
 

• Stage 4 is 5 days for Corporate Director 
 

 
 
There is now a process of mandatory Request’s to be sent within this Workstep. 
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Request 1 -  
 
 
 

 
 
Place a note in the note field (Ensure this is professional and clear) should you wish  
to draw the Managers attention to anything or remind them to ensure they complete  
within timescales.  
 

Click on the  button and find the Manager you wish to send it to. Once you have 

done this click on the  button.  
 

IRO  will then need to click on the  ICON and exit out of the Workstep to allow the 
Manager to access and provide an update to the issues that have been raised.  
 
The Manager will complete their sections and complete the Request that was sent to them.  
 
 
Request 2 - 
 
 
 
 
 
 
 
 
 

 
 
They will need to send the above Request to the allocated IRO, to alert them that the 
Manager has responded. 
 
Once this has been sent by the Manager and saved and closed the Workstep, this Request 
can be found under the IRO’s Current Work in their Incoming Requests folder.  

The IRO will Resume the Workstep and read section 3, where the Manager has provided an 
update to the issues and actions.  
 
 
 
 
 
 

 
 

IRO to click on the  and 
select the radio button 

 

Manager to click on the  ICON then click on . 
Select the radio button  

 

The IRO will need to click on the  ICON and select the sent Request 

 This will then give you the option to Complete or Return the Request.  
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Section 4 - Outcome of this Stage of DRP - There are free text boxes to place the Overall 
summary of progress.  
 
You then need to choose the Outcome of the Dispute to reflect the outcome of Stage 1. 
  

 
 

There is then an eSignature  which you will need 
to tick, this will provide your verification, this will show your details along with the date and 
time of confirmation of recommendations.  
 
 

 
 

  

Click on the one that is appropriate then press the  button. 
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Section 5 – Next Actions - Depending on the outcome you will need to select your  
Next Actions. 
 

• DRP complete – This is a terminating Next Action and will end this QA process with 
no further Worksteps initiated.  

 
• Proceed to DPR Stage 2 & 3 – This is a repeat of this Workstep you are currently 

in, you can go to either Stage depending on the outcome.  
These Worksteps will need to be assigned to you as the IRO to complete. 

 
• Referred to CAFCASS – This is a terminating Next Action and will not open any 

further Worksteps. This referral is completed offline and should be attached to the 
record on the system.  

 

 
 

You can choose when to schedule this work for  
 

Once you have chosen your name from the drop-down list click on the  
button and the appropriate Next Action is then shown as below.  
 

 
 

 
 
Request 3 - 
 
Once IRO has finished all the above.  
 
 
 

 
 
Place a note in the note field (ensure this is professional and clear) to the IRO Manager  
if required.  
  

IRO to click on the  ICON then click 

on . Select the radio button  
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Click on the  button and find the named IRO Manager to send this Request to. 

Press the  button, you will need to click on the  ICON for the Request to be sent, 

then exit Workstep by clicking on the  ICON and saying yes to save.  
 
The IRO manager will then receive the Request in under their Current Work in their 
Incoming Requests folder. The Manager will then need to resume the Workstep. Read the 
issues, actions and comments. In section 4 the IRO Manager will provide an appropriate 
comment in the free text box.  
 

 
 

There is then an eSignature  which they will need to 
tick, this will provide your verification, this will show their details along with the date and time 
of confirmation of recommendations.  
 

 
 

Once the IRO Manager has completed this they should go to the  ICON and locate 
the Request that was sent to them and Complete the Request and then Finish the 

Workstep by clicking on the  ICON.  
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If you are proceeding to Stage 1, 2 or 3, you will notice that when you  
open the Workstep, it is the same Workstep, although now blank as  
the one you have previously used. You just need to update with the  
up-to-date actions and information. 
 

 
Remember to update certain drop downs i.e. dates or Level of Dispute, please 
ensure you check this, so that it reflects the correct Stage you are in.  
 

 
 
 

 
 
 
 

Workflow map 
 

 
 
 
 
  

Click on the Level of dispute 
drop-down and it will allow 
you to select a level.  
 



 

MOSAIC User Guide for Created by MOSAIC Training Team 
IRO Qulaity Assurance Process  
Version 0.1 

 Page 16 of 18 
 

Issues raised outside of a LAC Review 
 
If any issues were raised outside of a LAC Review you can start the IRO quaility 
Assurance Process from Significant informaiton on a Open case via the Start menu on 
the Person Summary screen.  
 

 
 
 

  

 
 
This Workstep is completed to allow you to move onto the start of the  
IRO quaility Assurance Process.  
 
 
 
Significant Review on an Open case 
 
This workstep is made up of 4 sections.  
 

 
 
 
Section 1 - Person(s) details – You will not be required to do anything on this section.  
 
  

Click on the Start menu 

Select the Significnat 
informaiton on a Open case 



 

MOSAIC User Guide for Created by MOSAIC Training Team 
IRO Qulaity Assurance Process  
Version 0.1 

 Page 17 of 18 
 

Section 2 - Details of follow up information received – Enter the date of the new 
information received. 
 

  
 

To add the date, click the  ICON. This will you bring up a calendar picker. Click on the 
appropriate date and this will the filter into the date field.  
 
Below you have two free text boxes, where you should type up a brief the summary of the 
new information and any actions to be taken in response to this information. Please keep it 
appropriate and accurate.  
 
 
Section 3 - Completion Details – This will pull through your details on the system as a 

worker and will automatically fill in today’s date. However, these fields are editable . 
 

 
  

 
Section 4 - Actions Taken - The action you should choose from the drop-down list is  
IRO Quality Assurance Process  
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Pass to worker. 
 

 
 

Then click on the  button.  

Once the Workstep has been completed, you can click on the  ICON and this will then 
Finish the Workstep and trigger the Next Action and can be found under the IRO’s Current 
Work in their Incoming Work folder..  
 
 

 
 

Workflow map 
 

 

Select the IRO 
name from the 
drop-down list. 

 


