BRADFORD DISTRICT CARE TRUST

INFORMATION AND GUIDANCE SHEET FOR
PAYMENTS AND EXPENSES FOR SERVICE USERS AND CARERS

It is our responsibility to make sure we involve service users and carers in our work to help us improve services.  We value your help and will offer payment where appropriate for your time and effort and return your expenses for travel costs.  Some people may choose not to get paid for their involvement.  We value everybody’s contribution, even if you don’t want to get paid. 

This sheet is a basic guide to the ‘Valuing Involvement – policy on payment and reimbursement for service user and carer involvement’.  You can find this policy on our website under the Trust Information section.

WHAT IS INVOLVEMENT?
There are several ways to get involved.  For example, some people are invited to meetings or asked to help write a document or attend a conference.  The staff member inviting you to get involved will discuss what they want you to do and will talk through issues around payments and expenses with you. 
They will also explain how much time it might take, what you are expected to do and how you will receive the money for any involvement and expenses.

IF I AGREE TO GET INVOLVED – WHAT HAPPENS NEXT?

It is important to discuss at the beginning whether or not you will get paid.  You can choose to get involved on a voluntary basis.  If you do this you may find it useful to have a letter stating your involvement is voluntary for benefits and tax purposes.

Once you have agreed time, payment and number of hours, the member of staff will work through a short Involvement Agreement with you.  This is to make sure everything is clear and agreed.  This does not mean you are now bound by a contract.  It means that you will both have similar expectations and have set goals on what you are trying to achieve.  Whether you decide to take part or not, it will not affect your care or treatment in any way. 
You will not usually need an Involvement Agreement for a one-off event like a conference.  
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Here is an example of an Involvement Agreement:

	Name of Project/Activity/Meeting

Designing a new ward for young adults – Design Team

	Purpose/Aims of project/activity/meeting
The aim of the project is to design the outlook, décor, fixture and fittings for the new proposed ward

	Timescale, length and commitment of the project/activity/meeting
This will take place over 5 meetings – one meeting a month 

	Where project/activity/meeting will be held
Lynfield Mount Hospital

	Role of participant and experience/skills required

· To contribute your views and ideas, based on your experience, to meet the aims of (the activity)

· To represent the views and ideas of service users 

	Responsibilities of participant

· To participate in regular meetings 
· To let Team Secretary know if you are unable to attend a meeting
· To tell Design Team Chair if you have any issues or concerns or if there is anything you don’t understand or need assistance with

	Responsibilities of member of staff leading the project/activity/meeting
· To discuss appropriate support and make sure it is provided (e.g. pre-meetings, de-briefing etc.)

· To make sure relevant information (e.g. minutes of meetings) are sent to the participant in plenty of time

· To discuss training needs and make sure they are met wherever possible

· To offer an involvement fee and out-of-pocket expenses at each meeting

· To let the participant know as soon as possible if a (meeting) is cancelled

	Contact details of member of staff
Telephone 01274 123456
Email

Mobile

	Payment and expenses details

Minimum wage per hour and travel expenses will be paid.  Refreshments will be provided at the meeting


HOW MUCH DO YOU PAY FOR INVOLVEMENT?
We will pay you using the following agreed rates for involvement: 

	
	TYPE OF ACTIVITY 
	PAYMENT RATE 

	  1
	Attendance at open or public meetings /consultations and giving an individual view only
	No payment and no reimbursement of expenses

	  2
	Taking part in research/ questionnaires 
	Expenses only

	  3 
	Attending consultation events as a representative of service users or carers
	Expenses and provision of refreshments as appropriate

	  4 
	Attending training sessions as part of self development
	Expenses and provision of refreshments as appropriate

	  5
	Participation in designated meetings such as working groups, committees, staff training, recruitment panels etc.
	Minimum Wage hourly rate 

	  6
	Preparation/follow-up. Minimum 1 hour (reading minutes & agenda does not form part of paid preparation time)
	Minimum Wage hourly rate 

	  7
	Participation in group presentation as part of a half day session
	£10 per person per hour

	  8
	Short presentation (30 minutes) inc. preparation time and involvement in the full session (Half day.)
	£50

	  9
	Long presentation (60 minutes) inc. preparation time and involvement in the full session
	£80

	  10
	Running half day workshop/training, inc. preparation time
	£140

	11
	Running full day workshop/training inc. preparation time
	£280

	12
	Consultancy and other substantive work
	To be negotiated

	13 
	Service Users / carers who are under 16
	A gift voucher for an agreed amount 


DO I NEED TO BE A MEMBER OF THE FOUNDATION TRUST TO GET INVOLVED?
No.
HOW ARE EXPENSES WORKED OUT?

We will pay you the exact amount something cost you.  So if a bus journey cost you £2.55, we will pay you exactly £2.55.  It is important, where possible, to provide receipts like bus tickets and meal costs.   For personal transport expenses we pay the following rates:

	Cars or Vans
	39p per mile

	Motor Cycles
	20p per mile

	Cycle
	6p   per mile

	Passenger (each)
	2p   per mile


WHO WILL PAY ME AND WHEN?

The staff member will reimburse travel expenses at the end of your meeting/session and will ask you to sign a form to say you have claimed (FORM 1).  
If you are claiming a payment for involvement or for non-travel expenses (e.g. childcare) then you will need to agree this first. You will then need to fill out FORM 3 below and return this to the member of staff who invited you.  This form will then be sent on to our Finance Department who will pay you by sending a cheque to your home address.
WILL PAYMENTS AFFECT WELFARE BENEFITS?
Yes.  In most cases benefits will be affected if you receive payments from us for doing work.  If you are receiving Incapacity Benefit then you must ensure you do less than 16 hours a week.  Sometimes doing more than 16 hours a week can start a review of your entitlement to Incapacity Benefit.  Voluntary work does not affect benefits if you do less than 16 hours a week.  
WILL CLAIMING EXPENSES AFFECT MY BENEFITS?
When taking on paid involvement, claiming expenses can sometimes affect benefit entitlement.  So it might be better, for example to ask the staff member to arrange transport by giving you bus tickets instead of you paying and claiming back later.  Claiming expenses when doing voluntary work does not generally affect benefits as long as you only claim the exact amount.
WHERE WILL I GET BENEFIT ADVICE?
Since our staff members are not trained in welfare benefit entitlements they will not be able to work out how your benefits will be affected.  It is your responsibility to ask for advice about this from the Department of Work and Pensions (DWP) or from an organisation that understands the rules about benefits and payments such as the Citizens Advice Bureau.
WILL YOU KEEP RECORDS?
Yes.  We will keep accurate records of all money that is claimed in expenses and received in payment by you and you can access this if you need it.  The staff member will keep your records safe and these will remain confidential.
GUIDANCE FOR STAFF

On the next page there is a step by step guide of the payments and expenses process.   The forms discussed in the steps can be found at the end of this document.    
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CASH PAYMENTS TO SERVICE USERS AND CARERS AND
REIMBURSEMENT OF TRAVEL EXPENSES FOR ATTENDANCE AT MEETINGS

	NAME
	PAYMENTS & EXPENSES (enter amount)
	ATTENDED
YES / NO
	SIGNATURE

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


I understand that in accepting this payment my benefits and income tax status may be affected. Further advice on the implications in respect of benefits and income tax can be obtained from the Citizens Advice Bureau or Jobcentre Plus.

Bradford District Care Trust accepts no responsibility regarding the declaration of these payments and any impact on benefits and income tax.

BRADFORD DISTRICT CARE TRUST

CASH PAYMENTS TO SERVICE USERS AND CARERS AND
REIMBURSEMENT OF TRAVEL EXPENSES FOR ATTENDANCE AT MEETINGS

INITIAL REQUEST FOR CASH 
TITLE OF MEETING



…………..

DATE OF MEETING



…………..

NUMBER OF LIKELY ATTENDEES                  ……….. …
TOTAL AMOUNT OF CASH REQUESTED       ……………
MANAGER’S SIGNATURE…………………………………  

PRINT NAME

…………………………………
CASHIER’S SIGNATURE  …………………………………
DATE:………………………….                               

ACTUAL CASH DISBURSED (complete the section below after the meeting)
NUMBER OF ACTUAL ATTENDEES               ……………

TOTAL AMOUNT OF CASH DISBURSED       ..………….

MANAGER’S SIGNATURE……………………………………  
PRINT NAME  ………………………………………………….
CASHIER’S SIGNATURE   ……………..…………………….

DATE:………………………….  
Budget Code…………………...

BRADFORD DISTRICT CARE TRUST

CLAIM FOR PAYMENT AND/OR NON TRAVEL EXPENSES FOR SERVICE USER/CARER INVOLVEMENT 

Name (print as you would like to appear on cheque) 

…………………………………………………………………………………..
Home Address …………………………………………………………………………………….

…………………………………………………………………………………….

………………………………………………Post code………………………..
MEETING/EVENT ATTENDED……………………………………………….

Date ………………………………        venue ………………………………..

Please provide details:








……………………………………...


£……………….. 

…………………………………… ..                             £……………….. 

………………………………………


£………………..

TOTAL CLAIM




£…………….

RECIPIENT …………………………………………………….. Date ……………………

AUTHORISED …………………………………………………. Date ……………………

Budget Code………………………………………………………………………………...

I understand that in accepting this payment my benefits and income tax status may be affected. Further advice on the implications in respect of benefits and income tax can be obtained from the Citizens Advice Bureau or Jobcentre Plus.

Bradford District Care Trust accepts no responsibility regarding the declaration of these payments and any impact on benefits and income tax.          
Agree whether the involvement will attract payment and expenses or if it will be voluntary.  Signpost service user/carer to local benefits advice service if necessary.  





Before the session print off the FORMS 1 and 2 below for travel expenses. After completing these forms take a photocopy to the Cashier’s office to request cash in appropriate denominations.  Remember requests for more than £50 could take more than 24 hours.





For claiming payment for involvement the participant will need to fill in FORM 3 and hand this back to you.  You will then need to send this on to Finance Department at New Mill who will forward a cheque to the participant.  The same system applies to any non-travel expenses like childcare costs. 














Ask each participant to sign FORM 1 at the end of the session and then complete the section on the bottom of FORM 2 titled actual cash disbursed.  





Take the money to the session and pay participants for any reasonable travel expenses.  








If the involvement is likely to be a regular occurrence then discuss and  complete an Involvement Agreement using the template in this document as an example.





Return any money (i.e. if people were unable to attend) with a completed FORM 2 to cashier as soon as practical after the session.  Store the forms with service user/carer details using a confidential and retrievable system.





FORM 1





FORM 2





FORM 3
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