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Flowchart

* See Section 6.1, p6 for Role Level descriptions
** See Section 6.2, p7 for Categories
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1.

Introduction

1.1

Sheffield Health and Social Care (SHSC) NHS Foundation Trust is committed to
involving service users, carers, families and other members of the public in all
aspects of the work that it does. A range of mechanisms have been established
through which such individuals can get involved.

1.2

This policy supports the Trust’s commitment to meeting its legal responsibilities and
involvement duties under Section 13Q of the NHS Act 2006 (as amended by the
Health and Social Care Act 2012) and guidelines published by the Department of
Health on Reward and Recognition payments (2006).

1.3

The policy sets out some guiding principles and practice to encourage ‘Public Voice
Representatives’ to be collaboratively involved in the work of SHSC through
reimbursing expenses and, in particular circumstances, offering involvement
payments.

1.4

Development of the policy has been informed by NHS England and aligns with the
key principles set out in NHS England’s Patient and Public Voice policies (NHS
England 2017). Local adaptations have been made to reflect the context of SHSC.

2.

Scope

2.1.

The policy applies to all service users, carers, families and other members of the
public directly involved in the work of SHSC.

2.2.

The policy complements the Trust’s ‘Volunteers Policy’, ‘Service User Engagement &
Experience Strategy’ and ‘Carers & Young Carers Strategy’ and should be
considered alongside these documents.

2.3.

The policy does not cover employees, workers, Governors or agents of SHSC unless
working outside the remit and scope of their employment role.

3.

Definitions

3.1.

Public Voice Representative (PVR) – includes patients, service users, carers,
families and other members of the public that are involved with supporting the work of
the Trust

3.2.

Service User – a person who has lived experience of using health and social care
services

3.3.

Carer – a person who spends a significant proportion of their life providing unpaid
support to family or friends. This could be caring for a relative, partner or friend who
is ill, frail, disabled or has mental health or substance misuse problem.
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4.

Purpose and Aims

4.1.

The Trust values the knowledge, experience and expertise of service users, carers,
families and other members of the public and recognises the valuable contributions
that they can make.

4.2.

This policy aims to strengthen the involvement of service users, carers families and
other members of the public in the design, delivery and review of services at SHSC
by:
• minimising the financial barriers that can prevent or discourage participation;
• fairly reimbursing people for out of pocket expenses incurred as a result of
their direct and active involvement with work at SHSC;
• ensuring there is a single, consistent, equitable and transparent process for
reimbursing individuals for their involvement;
• ensuring that all SHSC staff follow a consistent approach to reimbursing
expenses and offering involvement payments when working with public voice
representatives;
• defining activities for which people can be reimbursed;
• defining activities for which people cannot be reimbursed.

4.3.

The policy also aims to ensure that a diverse and ever changing group of Patient
Voice Representatives (PVRs) are all given the opportunity to participate to ensure
that individuals do not become dependent upon an involvement role. Instead this
should be seen as forming a part of a recovery focussed opportunity which may lead
onto further opportunities, including employment (at the Trust or elsewhere). It should
also be recognised that some people are purely seeking to “give something back”.

5.

Duties

5.1.

The Trust Engagement Managers will:
• ensure awareness of this policy and attached procedures is raised with
patients, service users, carers, families and other members of the public;
• provide appropriate advice and support to all those involved in the process;
• monitor the range of involvement activity;
• provide quarterly updates to appropriate Trust groups/committees on use of
the scheme;
• regularly liaise with the SHSC HR and Finance Departments to ensure
appropriate and efficient payments;
• ensure consistency and equity in implementation of this policy across the
Trust.

5.2.

The Trust Engagement & Experience Facilitators will:
• manage the day to day administration attached to the policy;
• keep up to date records and complete the relevant documentation;
• provide appropriate advice and support to all those involved in the process;
• deputise for the Engagement Managers in terms of ensuring PVRs and SHSC
staff members are not impacted during time of their absence.
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5.3.

Public Voice Representatives will:
• complete and submit relevant forms to claim out of pocket expenses and/or
involvement payments in accordance with this policy;
• recognise that any involvement role is not allocated to one individual and will
be open for any PVR to become involved throughout the course of time.

5.4.

SHSC managers and front line staff will:
• help to raise awareness of this policy within their area of work;
• ensure relevant forms for PVRs to claim out of pocket expenses are easily
accessible and available;
• authorise all claims for out of pocket expenses and/or involvement payments
in accordance with this policy;
• inform the Engagement & Experience Team of involvement activities
supported by this Policy to enable an overview of activity to be maintained;
• provide relevant information promptly to the Engagement & Experience Team
to support accurate quarterly reporting to Trust groups/committees on use of
the Policy;
• note that co-production costs should be factored into project budgets. There is
a central budget available for inclusion fees in certain circumstances.

6.

Process

6.1

Eligibility
•

•

We recognise and value a diversity of input and roles. In line with NHS England
(2017), SHSC has identified four different levels regarding roles of public
involvement:
•

Role 1 - have no direct relationship with SHSC and are involved in open
access engagement eg responding to a survey/questionnaire

•

Role 2 - are invited to attend events and workshops to inform and engage
with SHSC programmes of work

•

Role 3 - are part of working groups and work with SHSC to input to our local
service developments and policy making

•

Role 4 - are part of senior decision making governance committees,
personal accountability and leadership role, formal co-production role

These should not be interpreted as levels of hierarchy as all roles are valuable
and inform different parts of SHSC’s work.

•

6.2

The role level should be discussed and agreed collaboratively between the PVR
and the person organising the activity prior to PVR involvement.
Expense Categories
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6.2.1 In line with NHS England (2017), three different categories of financial
support for public involvement have been determined by the Trust:
•

Category A: No financial support.

•

Category B: Out-of-pocket expenses are covered or reimbursed.

•

Category C: Out-of-pocket expenses are covered or reimbursed AND an
involvement payment is offered.

6.2.2 The expense category should be discussed and agreed collaboratively
between the PVR and the person organising the activity prior to PVR
involvement.
6.2.3 Potential out of pocket expenses should be identified and agreed beforehand,
wherever possible.
6.2.4 Out of pocket expenses should be met by the service which directly benefits
from the involvement of PVR from the Roles 2 and 3 / expense Category B (as
outlined in section 6.2.9 of this policy). This usually can be supported by a local
‘petty cash’ scheme.
6.2.5

Out-of-pocket expenses are detailed in Appendix G and incorporate:
• Bus fares
• Taxi
• Mileage for private cars, motorcycles and bikes
• Rail
• Subsistence costs – food and overnight accommodation
• Carers and childcare costs
• Other reasonable costs with prior agreement eg interpreters and
communication support

6.2.6 Involvement payments associated with Role 4 / expense Category C (as
outlined in section 6.2.9 of this policy) will always be agreed in advance of PVR
involvement. As the HM Revenues and Customs authority (HMRC) determines
this type of involvement payment as ‘income’, the PVR must be registered on our
payroll system in order to comply with HMRC rules. PVRs will receive
reimbursement directly to their bank account and a ‘wage slip’ will be issued at
the end of the month that payment is made. All claims of this nature must be
made using the claim form provided at Appendix I.
6.2.7

Involvement payments are currently:
• £70 for a full day (a full day is more than 4 hours)
• £35 for half a day (a half day 4 hours or less)
• In most cases this should cover any preparation time and/or follow-up
work needed.
• Out of pocket expenses will be reimbursed in addition to the above costs
in accordance with Appendix G of this policy. These may be claimed
through the Trust’s e-expenses system or using the claim form at
Appendix H of this policy.
6.2.8 PVRs can choose not to accept payment or accept a reduced amount should
they so wish.
6.2.9

Specialist consultancy roles may be separately negotiated where applicable.
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The four identified levels regarding roles of public involvement will be reimbursed in
accordance with the expense categories as follows:
Role
requirements

Role 1

Role 2

Role 3

Role 4

Nature of
activity

PVRs who choose
to attend, respond
or comment on
open access
engagement
opportunities,
either in person or
via online
opportunities

PVR is invited to
attend SHSC
workshops/events
/ focus groups on
a one-off basis

PVR is a member
of a working group
which meets
regularly (policy
and service
design,
commissioning
reviews, task and
finish
programmes, etc.)

PVR is in an expert PVR
advisor role undertaking
activities that are
required to assist the
organisation to fulfil
statutory responsibilities
or compliance with its
own policies. PVR
demonstrates strategic
and accountable
leadership and/or
decision making activity.

Examples of
activity

Responding to
online surveys
including eg Care
Opinion, Quality of
Experience
Questionnaire;
completion of
paper
questionnaires;
voluntary attendee
at SHSC events
such as Annual QI
Event, Annual
Member’s
Meeting, Safer
Care Event,
Quality
Improvement
Forum etc;
attending training
and development
sessions/
workshops
Informs SHSC’s
work

Sharing lived
experience
through engaging
at SHSC events
such as Annual QI
Event, Annual
Member’s
Meeting, Safer
Care Event,
Quality
Improvement
Forum etc

Regular member
of Microsystem /
QI meetings,
Service Users
Engagement
Group (SUSEG),
Carer’s Forum,
other working
group; supporting
the delivery of
training and
education
activities

Chair/Co-Chair of
SUSEG or other
committees that have
delegated authority of
the SHSC Board;
member of an SHSC
recruitment and
selection panel; lead for
QI developments such
as Quality of Experience
Questionnaire; design
and delivery of staff
training sessions /
educational events and
other strategically
important activities;
delivery of presentations
/ co-facilitation of
workshops at SHSC
events; direct
involvement with SHSC
research projects

Informs SHSC’s
work

Input to SHSC’s
committees and
working groups

Input and shared
decision making in
SHSC’s committees and
priority programmes.
Members may be
involved in making
recommendations as
part of committees that
have delegated authority
from the Board

Category A
(no financial
contribution from
SHSC)

Category B
(out of pocket
expenses
covered)

Category B
(out of pocket
expenses
covered)

Category C
(out of pocket expenses
covered and
involvement payment)

Level of input

Expenses
category
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6.3

Benefits
•

If you are receiving state benefits, there may be certain conditions that you need
to stick to and the payment amount you can receive may be restricted. It is
important that you are aware of these restrictions before you agree to be paid for
involvement.

•

The provision of payment of care costs will be regarded as taxable income and
may affect a person’s benefits. However, SCIE (2019) states “People who use
services and carers’ benefits will not be affected by repayment of out-of-pocket
expenses”. Further advice and information can be obtained by visiting the SCIE
website (https://www.scie.org.uk/co-production/supporting/paying-people-whoreceive-benefits) or contacting the Benefits Agency (Benefits Team: 0114 273
6777)

•

SHSC staff are unable to offer specialised advice on how payment for
involvement may affect your state benefits, but will happily signpost you to the
appropriate support agency.

6.3.1 Sheffield Citizens Advice can provide specialist advice and support. This is
externally funded and provided outside of the responsibility of SHSC. The
service can be contacted via phone on 03444 113 111 (calls charged the same
as calling 0114 numbers; advisers are happy to offer call-backs to any client that
requests one) or via their website http://www.citizensadvicesheffield.org.uk.
•

Universal Credit payments can be affected by an individual’s earnings. Whilst
there is no limit to how many hours an individual can work, payments will
gradually reduce as earnings increase. Further advice and information can be
obtained from the HMRC Office (Universal Credit helpline: Freephone 0800 328
9344) or Citizen’s Advice Sheffield (Universal Credit helpline: Freephone 0800
144 8444).

6.3.2 For voluntary activity most expenses can be reimbursed without affecting tax
and benefit entitlement, as long as the exact amount incurred is refunded and
not ‘rounded up’.
6.4

Tax and other provisions
6.4.1 PVRs are responsible for their own tax affairs, including ensuring that any
income tax due on involvement payments is paid. If in any doubt about their
income tax arrangements, PVRs are advised to contact their local tax office for
guidance.
6.4.2 Where a PVR is self-employed, it is their responsibility to declare receipt of
any involvement payment(s) as part of their tax return, and in other relevant
records/documentation, including alerting HMRC as appropriate.
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6.4.3 Individuals with questions about tax or National Insurance can contact their
local HMRC office (HMRC Helpline 0300 200 3311).
6.5

Data Protection and Information Sharing
6.5.1 SHSC takes great care to make sure that any information it has about
individuals is kept safe and confidential. The Trust has to follow strict laws (for
example the Data Protection Act 2018) and guidance about handling and sharing
any information held about individuals.
6.5.2 The Trust makes sure it follows all the appropriate information governance
guidance, only keeping and sharing the minimum amount of information possible
and only sharing information with people who have a real need to know it.
6.5.3 SHSC follows good practice and has a duty to provide accurate information
about expenses and involvement payments when asked to do so by Government
agencies including the Benefits Agency, Department for Work and Pensions
(DWP) and Her Majesty’s Revenue and Customs (HMRC)
6.5.4 Records of payments made will be available to SHSC Finance Department as
required for monitoring and audit purposes.
6.5.5 Management of information about PVRs and prospective PVRs should follow
the requirements of the SHSC Confidentiality Code of Conduct Policy. All
personal data should be securely stored, appropriately managed in line with the
Data Protection Act 2018. SHSC staff can access further advice in this regard via
the intranet.

7.

Dissemination, Storage and Archiving (Control)

7.1.

Within five working days of ratification of this policy, an email alert will be sent to all
staff informing them of the new policy and attaching the link showing where the policy
can be accessed via the intranet and internet.

7.2.

Local managers are responsible for implementing this policy within their own teams.

7.3.

In addition the SHSC Executives, Clinical Directors and all Senior Managers will be
instructed to ensure that all relevant staff are informed of the policy and associated
documentation.

7.4.

This policy will be available to all staff via the SHSC Intranet and to members of the
public via the Trust’s external website.

7.5.

As the policy is updated, the Engagement Managers will be responsible for version
control and removing and archiving the previous version.
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8.

Training and Other Resource Implications

8.1.

All staff newly appointed to the Trust will receive information about the ‘Policy for
Reimbursement of Expenses and Involvement Payments’ at Trust induction. In
addition the Engagement Managers will be available to work with staff on any training
needs relevant to this policy.
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9.

Audit, Monitoring and Review
The implementation of this Policy will be audited and reviewed by the Engagement Managers, in collaboration with SUSEG, on an annual basis.
Monitoring Compliance Template
Minimum Requirement

Process for
Monitoring

A National Guideline
Review
on expenses and
involvement payments

Responsible
Individual/
group/committee

Frequency of
Monitoring

Review of
Results process
(e.g. who does
this?)

Responsible
Individual/group/
committee for action
plan development

Responsible Individual/group/
committee for action plan
monitoring and
implementation

Service Users
Engagement
Group (SUSEG)

3 yearly or
as
necessary

Quality
Assurance
Committee

Service Users
Engagement
Group (SUSEG)

Service Users Engagement
Group (SUSEG)

Policy documents should be reviewed every three years or earlier where legislation dictates or practices change. The review date for this policy
is January 2023.
10.
Implementation Plan
Responsible Person
Deadline Progress update
Action / Task
Finalise Policy and forward to Policy Governance
Continuous Improvement
31/03/20 Discussed at PGG March 2020. To be
Manager
Manager
approved at QAC following inclusion of
minor amendments from PGG
Upload new policy onto intranet
Engagement Managers
30/05/20
Upload new policy onto external Website

Engagement Managers

30/05/20

Work with Comms Department to inform all staff of new
Policy, outlining key areas of responsibility
Inform all Public Voice Representatives, existing and
new, of the new Policy, identifying main points and
outlining key areas of responsibility

Engagement Managers

30/05/20

Engagement Managers /
Facilitators

12/06/20

Work with Training & Development to support relevant
awareness raising and any identified training needs

Engagement Managers

12/06/20

Reflect on how the new Policy was launched and
implemented

Continuous Improvement
Manager

01/05/21
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11.

Links to other policies, standards and legislation (associated documents)
•
•
•
•
•
•
•

12.

Social Care Institute for Excellence (2019): At a glance 50: Paying people
who receive benefits – co-production and participation
NHS England (2017): Patient and Public Voice (PPV) Partners Policy
NHS England (2017): Patient and Public Participation Policy
Department of Health (2008): Real involvement: Working with people to
improve health services
National Survivor User Network: https://www.nsun.org.uk/
NHS England (2014): Five Year Forward View
HMRC Benefits and Universal Credit: https://www.gov.uk/browse/benefits

Contact details

Title
Engagement Manager

Name
Mia Bajin

Phone
0114
2263367

Email
Mia.bajin@shsc.nhs.uk

Engagement Manager

Laura DiBona

0114
2718283

Laura.DiBona@shsc.nhs.uk

Engagement &
Experience Facilitator

Ailis Manzoni

0114
2264292

Ailis.Manzoni@shsc.nhs.uk

Engagement &
Experience Facilitator

Agnes Wozna

0114
2711367

agnieszka.wozna@shsc.nhs.uk

Continuous Improvement
Manager

Jo Evans

0114
2261932

Jo.evans@shsc.nhs.uk

13.

References
• NHS England (2017), Patient and Public Voice Partners Policy
https://www.england.nhs.uk/publication/patient-and-public-voice-partners-policy/
• NHS England (2017), Working with our Patient and Public Voice Partners –
Reimbursing expenses and paying involvement payments
https://www.england.nhs.uk/publication/working-with-our-patient-and-public-voicepartners-reimbursing-expenses-and-paying-involvement-payments/
• Social Care Institute for Excellence (2019), At a glance 50: Paying people who
receive benefits – co-production and participation
https://www.scie.org.uk/co-production/supporting/paying-people-who-receive-benefits
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Appendix A – Version Control and Amendment Log

Version
No.

Type of Change

Date

Description of change(s)

0.1

New draft policy created

June 2018

New policy commissioned by The
Medical Director

0.1

Review

November
2018

Amendments made following
Policy being discussed at SUSEG

0.2

Review

January
2019

Review and modification of content
informed by NHS England Policy

0.3

Review

February
2019

Amendments made following
Policy being discussed at SUSEG

0.4

Review and finalisation

February
2019

Final amendments made following
wider consultation

0.5

Review and finalisation

March
2019

Slight update to section 6.3
contacts. Inclusion of finalised
Appendices H & I

1.0

Finalisation for
endorsement

March
2020

Review by PGG and minor
amendments of Appendices H & I.
Update of Section 10 deadlines.
Approval by QAC
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Appendix B – Dissemination Record

Version

Date on website
(intranet and
internet)

Date of “all SHSC
staff” email

Any other
promotion/
dissemination
(include dates)

1.0

May 2020

May 2020

May 2020
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Appendix C – Stage One Equality Impact Assessment Form
Equality Impact Assessment Process for Policies Developed Under the Policy on Policies
Stage 1 – Complete draft policy
Stage 2 – Relevance - Is the policy potentially relevant to equality i.e. will this policy potentially impact on staff, patients or the public? If NO – No further action
required – please sign and date the following statement. If YES – proceed to stage 3

J Evans

This policy does not impact on staff, patients or the public (insert name and date)
Stage 3 – Policy Screening - Public authorities are legally required to have ‘due regard’ to eliminating discrimination , advancing equal opportunity and fostering
good relations , in relation to people who share certain ‘protected characteristics’ and those that do not. The following table should be used to consider this and
inform changes to the policy (indicate yes/no/ don’t know and note reasons). Please see the SHSC Guidance on equality impact assessment for examples and
detailed advice. This is available by logging-on to the Intranet first and then following this link https://nww.xct.nhs.uk/widget.php?wdg=wdg_general_info&page=464
Does any aspect of this policy actually
or potentially discriminate against this
group?

Can equality of opportunity for this
group be improved through this
policy or changes to this policy?

No

No

Can this policy be amended so that it
works to enhance relations between
people in this group and people not in
this group?
No

No

No

No

No

No

No

No

No

No

No

No

No

No

No

No

No

No

No

No

No

No

AGE
DISABILITY
GENDER REASSIGNMENT
PREGNANCY AND
MATERNITY
RACE
RELIGION OR BELIEF
SEX
SEXUAL ORIENTATION
Stage 4 – Policy Revision - Make amendments to the policy or identify any remedial action required (action should be noted in the policy implementation plan
section)
Please delete as appropriate: Policy Amended / Action Identified / no changes made.
Impact Assessment Completed by (insert name and date)

J Evans
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Appendix D - Human Rights Act Assessment Form and Flowchart
You need to be confident that no aspect of this policy breaches a person’s Human
Rights. You can assume that if a policy is directly based on a law or national policy it
will not therefore breach Human Rights.
If the policy or any procedures in the policy, are based on a local decision which
impact on individuals, then you will need to make sure their human rights are not
breached. To do this, you will need to refer to the more detailed guidance that is
available on the SHSC web site http://www.justice.gov.uk/downloads/humanrights/act-studyguide.pdf (relevant sections numbers are referenced in grey boxes
on diagram) and work through the flow chart on the next page.

1. Is your policy based on and in line with the current law (including case law)
or policy?
X Yes. No further action needed.
 No. Work through the flow diagram over the page and then answer
questions 2 and 3 below.
2. On completion of flow diagram – is further action needed?



No, no further action needed.
Yes, go to question 3

3. Complete the table below to provide details of the actions required
Action required

By what
date

Responsible
Person
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Human Rights Assessment Flow Chart
Complete text answers in boxes 1.1 – 1.3 and highlight your path through the flowchart by
filling the YES/NO boxes red (do this by clicking on the YES/NO text boxes and then from the
Format menu on the toolbar, choose ‘Format Text Box’ and choose red from the Fill colour option).
Once the flowchart is completed, return to the previous page to complete the Human Rights
Act Assessment Form.
1.1 What is the policy/decision title? …………………………………………………………………………..
1.2 What is the objective of the policy/decision? ……………………………………………………………..

1.3 Who will be affected by the policy/decision? ……………………………………………………………..

1

1

1

Flowchart exit

Will the policy/decision engage
anyone’s Convention rights?
2.1

There is no need to continue with this checklist.
However,
o Be alert to any possibility that your policy may
discriminate against anyone in the exercise of a
Convention right
o Legal advice may still be necessary – if in any
doubt, contact your lawyer
o Things may change, and you may need to
reassess the situation

NO

YES

Will the policy/decision result in the
restriction of a right?
2.2

NO

YES
YES

Is the right an absolute right?

3.1

NO

Is the right a limited right?

4 The right is a qualified right
NO
3.2

YES

Will the right be limited only to the
extent set out in the relevant
Article of the Convention?
3.3

YES

1) Is there a legal basis for the
restriction? AND
2) Does the restriction have a legitimate
aim? AND
3) Is the restriction necessary in a
democratic society? AND
4) Are you sure you are not using a
sledgehammer to crack a nut?

YES

Policy/decision is likely to be
human rights compliant

NO

Policy/decision is not likely to be human rights
compliant please contact the Head of Patient
Experience, Inclusion and Diversity.

BUT
Get legal advice

Regardless of the answers to these questions, once human
rights are being interfered with in a restrictive manner you
should obtain legal advice. You should always seek legal
advice if your policy is likely to discriminate against anyone in
the exercise of a convention right.

Access to legal advice MUST be
authorised by the relevant Executive
Director or Associate Director for policies
(this will usually be the Chief Nurse). For
further advice on access to legal advice,
please contact the Complaints and
Litigation Lead.
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Appendix E – Development, Consultation and Verification
•

This policy was collaboratively developed by service users, members of the
Engagement & Experience Team, SHSC Senior Managers, members of SUSEG.
The structure and content of the policy followed guidance from NHS England and
Sheffield CCG Policy.

•

The Service Users Engagement Group (SUSEG) was continuously consulted with in
the development of this policy, in addition to local service users, NHS England staff,
the Sheffield CCG Engagement Team and Sheffield Flourish.

•

As a result of consultation, a number of changes were made to the initial draft policy
in order to fall in line with policies used by NHS England and local stakeholder
organisations.

•

Consultation took place between March 2018 – March 2019 and was verified in July
2019.

•

The document has been verified by SUSEG (July 2019) and the Policy Governance
Group (March 2020).
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Appendix F – Out-of-pocket Expenses
1. Bus Fares:
The cost of travel by bus or tram will be reimbursed, when accompanied by receipts or
tickets stating the price paid for travel. Tickets/receipts should be kept and attached to the
expense claim form unless the person requires their ticket for the return journey, in which
instance appropriate other evidence should be provided eg a photocopy of the ticket. In the
event where a longer period ticket is used, the daily portion of the cost can be claimed e.g.
Ticket costs £16.80, claim for use for one day of SHSC activity = £2.40
2. Taxis:
In principle, providing taxis should only be considered where there is a justification on the
grounds of:
•
Cost effectiveness due to multiple people travelling to the same place;
•
Personal safety, for example travelling late at night;
•
Disability (physical or mental), impairment or long term condition;
•
Efficiency, for example meetings held in different parts of a city during the day;
•
Travelling with heavy or bulky items of equipment or luggage;
•
Where it is the only feasible mode of transport.
There will be no reimbursement of taxis or private hire vehicles unless prior agreement has
been sought from the Trust. Where a taxi is required this must be authorised by the person
organising the activity prior to PVR involvement. If the Trust’s taxi provider is not able to
accommodate the needs of the person e.g. due to their impairment or disability, then the
person can arrange their own transport, and will be reimbursed, following prior agreement.
3. Rail:
The cost of a standard class rail ticket will be organised and paid for by the Trust prior to the
event to best meet individual needs.
4. Mileage for private cars, motorcycles and bikes:
PVRs using their own transport can claim mileage using the appropriate expense claim as at
Appendix H. The mileage rate will be paid according to current rates consistent with those
suggested by HM Revenue and Customs (as at April 2017):
Car:
Motorcycle:
Bicycle:

45p per mile
24p per mile
20p per mile

If a private car or motorcycle is used, the person will be asked to confirm the following on
their expenses claim form:
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•
•
•
•

That the motor insurance covers such activity;
That the driver has a valid driving licence;
That the car / motorcycle has valid road tax and;
That the car or motorcycle has an MOT certificate.

Any loss or damage caused to a private car or motorcycle should be covered by the person’s
insurance and breakdown cover, and it is their responsibility to ensure this.
The cost of car parking can be claimed by attaching the car parking ticket to the expenses
claim form.
5. Subsistence Costs:
Food and refreshment costs will be reimbursed in the following circumstances:
•
•
•
•

Involvement is required for more than four consecutive hours;
Receipts are provided and attached to the claim form;
Meetings where food and refreshments are not provided or are not suitable e.g.
halal; and
The subsistence claim aligns with staff policy covered within the SHSC Employee
Expenses Reimbursement Policy.

If for any reason an overnight stay is required this will be arranged and paid for beforehand
by SHSC. This will usually be organised using the standard procedure as set out in the
SHSC Employee Expenses Reimbursement Policy and will take into account the specific
requirements the person might have e.g. accessible room. This must be agreed prior to the
event to best meet individual needs.
6. Carers and Childcare Costs:
For carers involved with SHSC work, costs associated with looking after the ‘cared for’
person will be met, including childcare and ‘sitter’ service costs. Information about services
available to carers in the city can be obtained from the Carers Centre. The need for this
service should be identified in advance so that SHSC is aware of potential costs.
SHSC will meet the reasonable costs incurred by PVRs for carers/ support workers. There is
no ‘set rate’ for carer/support worker costs, as we understand that this can vary significantly
depending on the type of care and/or support needed by individuals. SHSC will reimburse
the actual costs incurred by the PVR based on receipts or other evidence of expenditure
such as an invoice submitted with expenses claim forms. The receipt should provide details
of the carer’s/support worker’s registration and/or the professional organisation providing the
care.
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SHSC is not able to pay carers/support workers (or agencies) directly. SHSC is also not able
to pay any ‘nominal amount’ for the provision of care by a non-registered/non-professional or
‘informal’ carer, such as a family member or neighbour.
This is in line with safeguarding advice from national charities which support people with
caring responsibilities and because SHSC can only reimburse the hourly rate costs of care
incurred by PRVs with evidence of expenditure such as receipts or an invoice from a
recognised agency.
If a PVR requires a paid personal assistant to enable them to be involved in the work of the
Trust, the cost of the personal assistant's hours while at the meeting and their travel time to
and from the meeting can be claimed (travel time will be calculated as from service user's
home to venue and back).
We would expect personal assistants to travel with the service users and it is noted that time
needs to be allowed at the start and end of journeys for the personal assistant to support the
service user to and from vehicles. We cannot pay additional mileage where the personal
assistant travels’ independently of the service user.
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Appendix G – Out-of-Pocket Expense Claim Form
Expenses Claim Form
Name of claimant……………………………………………………………

Job Role…………………………………………………………………………………………..………

NI
number:………………………………………………………………………

Home address…………………………………………………………………………………………………....
Headquarters/ work base…………………………………………………………………….

Bank
Name:……………………………………………………………………….

Vehicle Registration number………………………………………… CC of vehicle…………………………

Sort Code: _ _ _ _ _ _ - Account Number: _ _ _ _ _ _ _ _ _
_
DATE

GROUP OR SERVICE

MILEAGE

POSTCOD
E FROM

POSTCOD
E TO

NO. OF
MILES

PLEASE PROVIDE RECEIPTS OR TICKETS AS
CLAIMS CANNOT BE PROCESSED WITHOUT
THEM
NO OF
PASSENGER
S

BUS/
TRAIN
FARES

PARKING
FEES

FOOD/
DRINK

NOTES

OTHER/Please
specify

TOTAL MILEAGE

-

Please give details of one expense per row – Claims submitted later than three months from incurred expenses may not be authorised -
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Declaration:
I declare that this claim is in respect of my actual expenses which were necessarily incurred whilst engaged in my voluntary duties and is in
accordance with my voluntary volunteer agreement. I also certify that I hold a current driving licence as well as MOT certificate and valid
insurance for the vehicle used.
I declare that the information I have given on this form is correct and complete. I understand that if I knowingly provide false information I
may be liable for prosecution and civil recovery proceedings. I consent to the disclosure of information from this form to and by the Trust and
NHS Counter Fraud Authority for the purposes of verification of this claim and the investigation, prevention, detection and prosecution of
fraud.
Signed (Claimant)…………………………………………………………………………..

Date……………………………………………………………..……………………

OFFICE USE ONLY:
Authorised by (Name) ………………………………………………………………….

Job Title ………………………………………………………………………………..

Signature………………………………………………………………………………………

Date……………………………………………………………………………………..

General Notes:
In accordance with the HMRC allowances, mileage will be paid for volunteer drivers using their own car at the following rates:
Volunteer Drivers:
On the first 10,000 miles in the tax year - 45p
On each mile over 10,000 miles in the tax year - 25p
Volunteers who commute to their voluntary role:
25p per mile plus an additional 5p per mile if there is one or more passenger. For example if you provide a lift to another volunteer.
Sustenance:
Please give this form to your supervisor or return it to:
Volunteers who have been asked to carry out their voluntary role for
Engagement Manager
more than five hours in a day (in addition to a lunch break) are entitled
Sheffield Health & Social Care NHS Foundation Trust
to a lunch allowance of a maximum of £5.00. Receipts must be
Fulwood House
Old Fulwood Rd
provided. Please see our expenses procedure for more detailed
Sheffield
information.
S10 3TH

USE OUR INTERNAL POST FROM ONE OF OUR SITES IF POSSIBLE
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Appendix H – Involvement Payment Claim Form

Reimbursement Payments
Claim form for participation in Trust meetings and business
Name:

..........................................................................................................................Payroll ID: …..……………………………………

Address:

..........................................................................................................................Postcode: ………………………………………...

Please give details of meetings/interviews etc attended including dates, a description, the number of hours spent at the meeting. If you have
spent time beforehand reading through reports etc for preparation purposes, you can claim for this. However, all claims must be verified by the
person running the meeting. This person must sign against your claim.
Time
Date

From

To

Hours
Claimed

Meeting details and location

Additional work (eg. prereading/ preparation)

Claim confirmed as accurate by
meeting organiser
(Signature/Printed Name)

Total Hours Claimed
Total Days Claimed

(Half = 4 Hours or less £35, Full = 4+ Hours £70)

If the £20 per week permitted work rule applies to you please tick this box (please note we cannot pay above this level if this
applies to you)
Declaration
I declare that this claim represents a true record of my time spent in Sheffield Health and Social Care NHS Foundation Trust business and that
the information I have given on this form is correct and complete. I understand that if I knowingly provide false information I may be liable for
prosecution and civil recovery proceedings. I consent to the disclosure of information from this form to and by the Trust and NHS Counter
Fraud Authority for the purposes of verification of this claim and the investigation, prevention, detection and prosecution of fraud.
Signed (claimant): ................................................................................ Date: .........................................
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Checklist – before handing in this claim form please make sure of the following
The lead from each meeting has signed verifying the number of hours for which you are claiming
You have signed the declaration overleaf
You have filled in your payroll ID (you only need do this the first time you complete this form. Your details will be held on our records
thereafter)
You have checked the appropriate box if you have an earnings limit of £20 per week.

Important notes (please read carefully)
Please return this form to:
Engagement Manager
Sheffield Health & Social Care NHS Foundation Trust
Fulwood House
Old Fulwood Rd
Sheffield S10 3TH
Use our internal post system from one of our sites
if possible

Tax and National Insurance
Tax will be deducted from all payments at a flat rate of 20%
Payments will not exceed the weekly threshold; therefore NI will not be deducted
from payments.
At the end of each financial year, you will be sent a P60 detailing all your earnings
and deductions for the year
Sheffield Health and Social Care has a duty to inform the Inland Revenue of any
payments made
Benefits
For benefits purposes you MUST include this in any discussions with the Benefits
Agency

For office use only
Counter signature (budget holder):.........................................................................................................
Print name: .......................................................................................... Date: .........................................
Finance code: _ _ / _ _ _ _ / _ _ _ / _ _ _ _ for _____ hours
Finance code: _ _ / _ _ _ _ / _ _ _ / _ _ _ _ for _____ hours
£
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p

Tax @ 20%
£
p

Total
(less tax if applicable)

