University of Teesside

School of Health & Social Care
Payment Policy for Service User and Carer Involvement

1 Principles

The School of Health & Social Care recognises the important contribution to be made by service users and carers involved in planning, designing, delivering and evaluating programmes delivered by the School.  In acknowledgement of the contribution made by service users and carers, the School of Health & Social Care is committed to the following principles of good practice:

1.1.2 Service users and carers should not be worse off financially as a result of their involvement in educational provision in this School and payments should appropriately reflect the type of work undertaken.
1.1.3 Service users and carers will discuss and agree terms of involvement with staff from the School prior to undertaking the activity as this may affect the level of payment.
1.1.4 Service users and carers in receipt of benefits should be provided with the right information and support to prevent a breach of their benefit conditions.  This information should not be provided by university staff.  Service users and carers should seek information from the Benefits Agency, Job Centres or other agency used by the service user or carer.  
1.1.5 Service users and carers are responsible for notifying the relevant agency about any payments they may receive from the School before the involvement takes place.
1.1.6 Payment for involvement will be made into a bank account disclosed by the service user or carer in accordance with detailed instructions contained in section 5 of this document. Cash payments for expenses only can be made to service users and carers in exceptional circumstances (refer also to section 5).

1.1.7 Payment for involvement will be offered in a consistent and transparent manner and all service users and carers will receive a copy of this policy in their induction pack.

1.1.8 Records of payments made to service users and carers will be maintained by the School and individuals will be provided with a copy of the claim for payment.

1.1.9 This policy and associated procedures will be kept under review.
Good Practice principles developed from Department of Health (2006) Reward and Recognition: the principles and practice of service user payment and reimbursement in health and social care (2nd Edition).
1.2
Payment to any individual service user or carer is not intended to compromise their independence.  Therefore, individual service users or carers will be asked to choose whether they wish to receive payment for their involvement.  

1.3
In association with the principles of good practice, the School understands there are other ways that service users and carers contributions can be recognised.  It is expected as a matter of course that thanks will be expressed to service users and carers.  In addition, the School is negotiating access to the Library and Information Centre and is exploring the possibility of accessing courses.
.  
2
Payment Criteria

2.1 The Higher Education Statistics Agency (HESA) is required to collect data about employees and those for whom the institution is liable to pay Class 1 National Insurance contributions.  Data requirements include equal opportunities information, salary paid, hours worked and activity undertaken.  All information is treated in the strictest of confidence and in accordance with the Data Protection Act 1998.
           It will therefore be necessary for all service users and carers 
           receiving payment of sessional rates/fees from the School of
           Health & Social Care (for the first time) to complete a “Non-
           Contractual Staff Personal Details Form” available via the link 
           here: PERSONAL DETAILS FORM (or from the post room 

           HO.14) in addition to the “Non Contractual Employee Claim 
           Form” (5.1 below). 
           The Personal Details Form does not need to be completed  

           for subsequent activity.  

2.2
Payment should always be offered to service users and carers for any formal involvement they have with programmes offered by this School.  If an individual wishes to make their contribution without payment, this must be recorded on the Consent Form and a copy provided to the individual for their records.

2.3       Payment may be offered for the following activities:

· attending meetings, committees or working groups

· facilitating education, training or workshops

· delivery of presentations or lectures

· involvement in recruitment and selection or admission

· carrying out assessment or evaluation work

· attending external conferences at the request of the School of Health & Social Care

· Being individually interviewed for the purposes of learning or teaching or to inform the School’s research priorities.
· Attending involvement training sessions where a budget for payment has been provided

· Other specifically commissioned work approved by the Subject Group Leader and Assistant Dean prior to the work beginning.
2.4 Payment will not be made for:

· participation in open meetings, group consultations and conferences not included in the approved list of activities

· giving views at meetings not commissioned, approved or supported by the School of Health & Social Care

· staff participating as part of their work role

· staff participating as service users or carers and who have been given paid time off to attend activities during their normal working time 

· participation when the individual is in receipt of payment from another organisation e.g., if they are employed elsewhere and have been given paid time off to attend an event hosted by the School,
· Students attending activities as part of the course on which they are enrolled or as student representatives.

· Interviews carried out as a research participant.

3
Rates of Payment
3.1 
A sessional rate of £20 is payable for all involvement activity.  A session is regarded as up to 3 hours.  A full day counts as 2 sessions and would attract a maximum payment of £40.
3.2
Service users or carers involved in direct teaching activity may be paid at the visiting lecturer rate of £40.33 per hour where their input is regarded as comparable to other visiting lecturers. 

3.3
Individually negotiated rates of pay are permissible for specifically commissioned pieces of work and will reflect the activity being undertaken as well as the hours worked.  Individually negotiated rates must be approved by the Assistant Dean Learning and Teaching prior to the work being undertaken and the service users and carers involved have personal responsibility to notify the relevant agency of the details.
3.4
These rates of pay are liable to tax and national insurance and will be deducted at source prior to payment (usually being made into a bank account by automatic bank transfer).
        Tax will be deducted at basic rate.  

        A deduction for income tax (at standard rate) and National Insurance  

               contributions on the hourly rates will automatically be made and these will
               only be exempt if the individual is VAT registered and submits a 
               dispensation for Income Tax and NI form.  (If unsure, they would need to 
               seek advice from their tax office).
               Undertaking work for the University during their normal working hours   
               could affect their contract with their current employer and it is their  
               responsibility to notify them accordingly.  
4
Standard Expenses
4.1
Travel should be by the cheapest option that provides safe and practical transport to meet the needs of a particular individual or group.

4.2
In accordance with University guidelines, public transport should be used wherever possible.  
4.3
Receipts/relevant documentation should be obtained for all
           expenses in 4.4 below.
4.4 Standard expenses include:
· bus or train fares

· Taxi fares where bus or train are not available or do not meet transportation requirements (the university contracted taxi company must be used and should be booked in advance via the Deanery office and subject to advance approval by Subject Lead).

· Car mileage - 40p per mile for return journeys of 120 miles or under (for return journeys over 120 miles, please refer to the Deanery Administrator).
· car parking charges (car parking fines or penalties are excluded)
· a contribution towards child care/care relief up to £15 maximum
4.5      Non-standard expenses such as interpreters must be agreed 
                     with the Assistant Dean Learning and Teaching in advance.

5 Arranging Payment
5.1 Sessional Rates/Fees (including related expenses)

           Payment into a bank account can only be made on production
           of a correctly completed and signed claim form, available by 
           clicking on the link here:

           NON CONTRACTUAL EMPLOYEE CLAIM FORM (or available
           from the post room HO.14).

           A “Non Personal Details Form as in 2.1 above must also be 
           completed if they are receiving payment for the first time.

The claim form must be completed by the service user or carer (or their representative) and countersigned by the Subject/Team Leader and the Assistant Dean.


Correctly completed forms must be submitted to the Deanery Administrator by the 4th of the month for payment to be made on the 26th of the same month.  Claim forms not received by the 4th of the month will be paid on the 26th of the following month.
            5.2     Expenses claims only 
                      Payment by cheque/bank credit:

           It is only necessary for completion of a blue “Request for
           Payment Form” (available from the post room HO.14).The form 
           should be completed by the service user or carer (or their
           representative) and countersigned by the Subject/Team Leader 
           and the Assistant Dean. The form (together with the
           receipts/relevant documentation) must be submitted to the
           Deanery Administrator.

           Payment will be made by cheque or by payment into a bank account (sort code, account number, bank name and address details required on the form) within approximately 10 days of receipt of the form. 

           Payment by cash:

           In exceptional circumstances, and subject to agreement in 
           advance, service users and carers can be paid in cash 
           through the School.            

           Where a service user or carer expects that a cash payment will be necessary, they must notify the Project Coordinator or designate as soon as possible so that arrangements can be made for a cash payment on the day that the service user or carer undertakes activity in the School.

           The Deanery Administrator will maintain a petty cash float of up 
            to £100 which can be used to make cash payments to service 
           users and carers for approved expenses.  
           Payments will not be made without receipts or relevant 
           documentation/evidence. 
           On these occasions, it is only necessary for completion of a blue 
           “Request for Payment Form” available for the post room HO.14

The claim form must be completed by the service user or carer (or their representative) and countersigned by the Subject/Team Leader and the Assistant Dean.

6
Cancellations
6.1
Where arrangements are cancelled by the School of Health & Social Care with less than 3 days notice, the School will make arrangements to ensure service users and carers are not out of pocket as a result.  If the service user or carer has already incurred expenses that cannot be recovered (prepaid childcare or interpreters fees for example) then these should be reimbursed in the usual way (refer to section 5 above).
6.2
Payment of involvement fees will only happen if the activity is cancelled when the service user or carer is already at the university and will be subject to a maximum payment of one session (£20) or one hour (£40.33) where visiting lecturer fee is payable. Payment will be made (refer to section 5 above).
� Using University contracted taxi company means that the service user or carer will not have to pay cash for the taxi.
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