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This policy guidance aims to support the NIMHE Programmes within the Care
Services Improvement Partnership (CSIP) – National and Regional
Development Centres, with the principles and practice of reimbursing and
paying service users and carers for their involvement.

Its aim is to provide consistency of approach, nationally, and to ensure that
service users and carers are treated fairly and appropriately according to their
individual circumstances - enabling them to make an informed choice about
the arrangements concerning their involvement.

Who is this policy guidance for?

This policy guidance is specifically for the NIMHE programmes within the CSIP -
National and Regional Development Centres and their Host organisations that are
involving service users and carers in service development programmes and related
activities.

It should also be used as a template for the development of local payment and
reimbursement policies for:

Mental Health Trusts

Primary Care Trusts

Strategic Health Authorities

Social Care Organisations

Voluntary Sector Organisations

This guidance is also for service users and carers who are involved, or are
considering their involvement in NIMHE programmes and related activities, on a
voluntary or paid basis.

Overview
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Valuing Involvement

Service User/Carer Involvement
in CSIP/NIMHE Programmes

Payment and Reimbursement Policy Guidance

Foreword

The Making a Real Difference report from the Health and Social Care Advisory
Service (HASCAS), in April 2005, identified 20 key areas that the National Institute
for Mental Health in England (NIMHE) needed to address if it wished to improve
the effectiveness of its service user and carer participation. One of the key areas
HASCAS defined was the development of national payments policy guidance to
establish some consistency in the way that service users and carers are rewarded
and reimbursed for their participation.

This document has been designed to deliver that consistency, by providing a
template from which CSIP/NIMHE Development Centres are able to produce policy
documents tailored to their own needs. It has been compiled from many sources,
however, principal among them is ‘Reward and Recognition’1 initially published by
the Department of Health in January 2006 (updated August 2006). The document
was the first to signal and articulate the roles, responsibilities, best practice and
advice around all aspects of service user and carer involvement in health related
activities.

We have built upon ‘Reward and Recognition’ and developed a document that
includes all of the information necessary to answer user/carer participation related
queries and misunderstandings for both regional development centres and service
user/carers. However, effective service user and carer participation needs the co-
operation and understanding of many organisations and government
departments/agencies. To this end, we will be seeking endorsement from these
agencies/organisations and a commitment from them to train all relevant staff.

1 To download ‘Reward & Recognition’ click this link http://xrl.us/qirr
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1.4.3 Advice on the implications of paying and reimbursing service
users and carers who are in receipt of benefits.

1.5 The focus of this policy guidance is on enabling and ensuring equitable
access for service users and carers to involvement activities.

Who is this policy guidance for?

1.6 This policy guidance is specifically for the NIMHE programmes within the
CSIP - National and Regional Development Centres and their Host
organisations that are involving service users and carers in service
development programmes and related activities. However, it can also be
used as a template for the development of local payment and
reimbursement policies for Mental Health Trusts, Primary Care Trusts and
Strategic Health Authorities, Social Care and Voluntary Sector
Organisations.

1.7 This guidance is also for service users and carers who are involved, or are
considering their involvement in NIMHE programmes and related activities,
on a voluntary or paid basis.

Terms used in this policy guidance

1.8 CSIP/NIMHE acknowledges that the term service user is not a term that is
liked by everyone. Other terms that are used include survivors, clients,
public, patients and consumers. However, for the purpose of the policy
guidance we have chosen service user to refer to those people who have
used or are using the services provided by health and social care
organisations.

1.9 The term carer includes carers and/or family members of people who use
services.

1.10 The term DC or RDC refers to any CSIP National, Regional Development
Centre or Host organisation.

1.11 The term payment refers to a general fee payment to reward service
users and carers for their time and expertise, unless otherwise stated.

1.12 The term reimbursement refers to the refunding of specific expenses or
costs that service users and carers have incurred during their involvement.

1.13 The term volunteer refers to people who prefer to offer their time and
skills on a voluntary basis i.e. not be paid.
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Section 2 – Purpose and underpinning principles

This policy guidance has been designed to cover all aspects of service user and
carer involvement. This includes Service Development, Improvement and Delivery;
Conferences; Training and Training Events; Research and all other forms of
participation.

2.1 CSIP/NIMHE values the input of service users and carers and consider it is
essential that payments and reimbursements to this group of people are
made in a manner that is acceptable to the individual.

2.2 Paying and reimbursing service users and carers for their expertise and
time when contributing to the work of the NIMHE programmes is good
practice, fair and is a means of increasing service user and carer
involvement in the planning and delivery of health services. CSIP DCs
must lead by example.

2.3 The principles of good practice for payment and reimbursement for service
user and carer involvement are:

2.3.1 Service users and carers are not to be left out of pocket or
put at risk of being financially worse off because of their
involvement in service development/improvement.

2.3.2 DCs, service users and carers must discuss and agree on
the terms of involvement prior to committing to it.

2.3.3 Service users and carers must be given the right information
at the right time to be able to make an informed choice about
how and on what terms they want to be involved.

2.3.4 The way that payment and/or reimbursement of expenses are
settled should not needlessly create barriers that deter service
users and carers from being involved.

2.3.5 Service users and carers in receipt of benefits should have
access to the right information and support to prevent a
breach of their benefit conditions. Breach of benefit
conditions may result, as a minimum, in benefits being
stopped (See Part 2 pages 32 - 37).

2.3.6 Service users and carers are paid according to open and
consistent criteria that take into account the level of
involvement, the type of work and the skills and expertise
required.

2.3.7 Paperwork to claim payment and reimbursement is kept to a
minimum. Where paperwork is necessary to safeguard both
the DC and the service user/carer, it should be easy to
understand and simple to complete.
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Section 3 - Roles and responsibilities

DCs and Host Organisations:

3.1 have a legal responsibility to ensure the health and safety of any individual
under the Health & Safety at Work Act 1992.

3.2 have a responsibility under the Data Protection Act 1998 to ensure that the
individuals rights regarding the use of personal data are protected.

3.3 have a responsibility to provide expertise, training, information, time,
administrative and financial resource to support effective service user and
carer involvement. The levels of support provided must be agreed between
the DC and nominated service user and carer representatives.

3.4 will agree, review and monitor a payment and reimbursement policy that
takes into account the potential impact of benefits entitlement, tax liabilities
and employment law.

3.5 must ensure that the payment and reimbursement policy is written in plain
English and made available in different languages and formats, if requested,
to ensure they are fully accessible.

3.6 must seek advice from the Her Majesties Revenue and Customs (HMRC)
before they pay service users and carers without deducting tax or national
insurance contributions.

3.7 Example - Seeking advice from the HMRC

A number of service providers with developed service user and carer
participation schemes have been advised that HM Revenue & Customs
only requires the service user/carer to complete a P46 (if they do not
have a P45 available). This simple form (see Appendix I page 80) is
quick and easy to complete. Providing box either A or box B on the
form is ticked and the income received by the service user/carer from
the DC remains below the tax threshold (currently £97.00 per
week/£420.00 per month) the form will not be sent to HMRC it will
simply be retained as a reference by the DC.

Positive practice points:

It is recommended that:

3.8 this document should form the basis of each DC’s payment and
reimbursement policy and that the final version is drawn up in conjunction
with the HR and Finance Departments and consulted on with the DC
regional service users, carers, and user/carer groups. The DC’s and Host
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organisation’s legal department should also review it. When a policy has
been agreed, it should be shared with Jobcentre Plus District Teams 2 for
the region and with local Jobcentre Plus office staff to help ensure there is
understanding and consistency in applying the principles and practices
from national to local level.

3.9 a copy of the policy will be given to all individuals before they agree to
become involved.

3.10 the DC produce easy to follow forms and paperwork and will provide
support to complete them, if necessary.

3.11 records of any payment and/or reimbursement are kept by the DC and a
copy can be obtained by the individual upon request.

3.12 processes are put in place to ensure that both policy and practice are
regularly monitored and evaluated mainly through feedback from service
users and carers.

3.13 where paid involvement is agreed, DCs should ideally provide role
descriptions and be prepared to show criteria for the chosen rate and
record it for audit purposes.

3.14 staff training is provided to ensure all relevant staff members are aware of
the payment and reimbursement policy and follow it in practice.

3.15 ad-hoc arrangements that are not linked to the policy should not be
tolerated.

Positive practice examples

3.16 Access to individual welfare rights advice for service users and carers
on benefits

Currently, a number of service providers ensure service users and
carers make an informed choice by arranging access to individual
welfare rights advice before involvement. Advice is based on the
service user/carer’s individual circumstances such as benefit
conditions, earnings allowed and impact of reimbursed monies. Some
NHS Trusts have arranged for employed welfare rights advisers to
perform this task. Others have chosen to access, on a seconded or
sessional basis, the services and expertise of a local Citizens Advice
Bureau or other professional advice service. As the current role of
welfare rights advisers tends to involve a different function i.e.
maximising income from benefits, this is likely to require a revised job
brief and additional training.

2 Jobcentre Plus District Teams – policy issues are dealt with by the Business Development Teams in
each district
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3.17 The role of a liaison co-ordinator

Service providers who are considered to have an effective payment
policy in place often employ a liaison co-ordinator to assist service
users and carers and to ensure that policy is implemented. The co-
ordinator represents the organisation and develops policy and
procedures. They would be responsible for liaising with the Jobcentre
Plus District Team for the catchments area clarifying benefit rules and
explaining how involvement is different from employment. Some
service providers have successfully developed this role to provide
training and ongoing liaison with relevant Jobcentre Plus staff. The
purpose is to provide a named point of contact to both service
user/carer and Jobcentre Plus staff who is familiar with the benefit
system and who can deal effectively with enquiries. The co-ordinator
aims to prevent any misunderstanding thereby minimising any
potential risk to service users and carers’ incapacity benefit income.

It is recommended that each DC should have a person responsible for
undertaking this important role.

Service users and carers

Service users and carers:

3.18 need to understand and agree to the terms and conditions upon which they
get involved.

3.19 are responsible for declaring any earnings to the tax and benefit agencies
as appropriate.

3.20 if in receipt of a payment for their services, should be aware of what is
expected of them and what support they are entitled to.

3.21 should choose the most cost-effective travel available to them whilst still
meeting their individual needs.

Service users and carers in receipt of benefits

3.22 Service users and carers on benefits should not be expected to make any
commitment to involvement work until they understand how it will affect
their benefits. They should be encouraged to obtain welfare rights advice
on their benefit conditions or to read the guidance in Part 2 of this
document (from page 32) on their benefits and circumstances.

3.23 Service users and carers should keep to the benefit conditions that are
required by Jobcentre Plus i.e. letting them know about voluntary or paid
involvement.




