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Payment and Reimbursement Policy
Roles and Responsibilities

CSIP LDC and Camden & Islington Social Care & Mental Health Trust (Host Organisation): 

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

· have a responsibility under the Data Protection Act 1998 to ensure that the individual’s rights regarding the use of personal data are protected. 

· 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. 

· Will ensure that the payment and reimbursement policy is made available in different languages and formats, if requested, to ensure they are fully accessible. 

· Will follow the Making a Real Difference (MaRD) Guidance on Payment & Reimbursement (full copies available on request). In relation to Her Majesties Revenue and Customs (HMRC) requirements, all MaRD paperwork meets this criteria as per the positive practice points below. 
Positive practice points:

CSIP LDC agrees that: 

· it will produce easy to follow forms and paperwork and will provide support to complete them, if necessary. 

· records of any payment and/or reimbursement are kept by CSIP LDC and that a copy can be obtained by the individual upon request. 

· 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. 

· where paid involvement is agreed, CSIP LDC provides role descriptions (to be developed by each Programme Lead involving SU/C in their work, guidelines available for MaRD Lead) and be prepared to show criteria for the chosen rate and record it for audit purposes. 

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

· ad​hoc arrangements that are not linked to the payment & reimbursement policy will not be paid.
Service users and carers 

· need to understand and agree to the terms involved (by signing agreement letter; template at end of this document) 
· are responsible for declaring any earnings to the tax and benefit offices as appropriate. 
· if in receipt of a payment for their involvement, should be aware of what is expected of them and what support they are entitled to. 

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

Service users and carers in receipt of benefits 

· Although entitled to expect adequate support and information from the DC, the service users and carers should be aware that they themselves are ultimately responsible for ensuring that they keep within benefit conditions.
· 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 

· 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. 
Service User/Carer Paid involvement

Who can expect to be paid? 

· LDC CSIP will offer payment to service users and carers who have made an agreement with CSIP LDC about getting involved e.g. be invited by CSIP LDC to take part in a meeting, training event, interview panel or a defined task or work programme. 

· Paid involvement will be offered to a service user/carer that chooses to attend a meeting, ie networks . 

National Minimum Wage and employment law 

· Involvement activity that is intermittent, that is to say not every week, does not usually equate to paid employment, as that covered by a contract of employment between an employer and an employee. However, under current employment law regulations, there are certain rights that people (officially known as ‘workers’) who participate in this type of paid activity are entitled to, despite not having the status of employee. 

These ‘worker’ rights are: 

· People who are paid for involvement have the right to independent employment advice, for instance CAB. 

· The National Minimum Wage applies. 

· People have employment rights including: 

· protection against unfair discrimination, the right to join a union, health & safety protection, 

· working time rights (including breaks, holidays, holiday pay and a limit on the working week) regardless as to whether they claim benefits or not. 

· However, people who earn less than the National Insurance threshold (£87 a week from 6 April 2007) do not have rights to: sick pay, maternity pay or a stakeholder pension. 

· Paid involvement attracts a minimum of 4 weeks pro​ rata holiday pay as a statutory right. Previously, the law allowed the option of adding holiday pay to weekly pay. An EU ruling in 2006 found that this was illegal. Holiday pay must be made at a time that will allow for a holiday break to be taken. Your HR department will have a view on the simplest way of doing this. 

· Where involvement is paid and is continuing LDC CSIP must provide terms and conditions. These can be flexible such as an involvement registration agreement (template at the end of this document). The terms only become applicable during the specific times when CSIP LDC and service user/carer have agreed and committed to a specific piece of involvement. The terms set out what is expected of both parties without bringing into question the service user/carer’s independence 

Paid involvement and the benefits system 

· Service users and carers who receive benefits as their main income need to agree involvement which is paid at a rate allowed by their benefit conditions. The conditions for all benefits mean that the paid work must be for less than 16 hours a week. Earnings over £20 a week will lead to a reduction of most people’s benefits. As a result, many service users and carers may choose to limit their involvement to an amount that will not affect their benefits. An offer of involvement at a rate that will lead to earnings over £20 in a week is likely to be declined by people on most benefits. The exception would be where the averaging rules might apply.   There is an averaging rule, if this applies please refer to MaRD lead for further details
· CSIP LDC should review all payment rates annually (with any updates to be effective 6 April and communicated in writing to appropriate recipients). 

· Currently, payment rates across the country vary significantly. To determine the ‘Average Rates’ (below) a mean average of the rates paid by twenty national and regional organisations has been calculated. These rates should be used as a guide to the appropriate level for the work being undertaken. 

Recommended payment levels:

	
	FUNCTION
	RATE



	1 
	Participation in working groups, committees, recruitment panels etc. 

Minimum hourly rate 
	£10.00 

	
	
	

	2 
	Preparation/follow-up. Minimum 1 hour (reading minutes & agenda does not form part of paid preparation time) 
	£10.00 

	3 
	Short presentation (30 minutes) inc. preparation time 
	£50.00 

	4 
	Long presentation (60 minutes) inc. preparation time 
	£80.00 

	5 
	Running half day workshop/training, inc. preparation time 
	£140.00 

	6 
	Running full day workshop/training inc. preparation time 
	£280.00 

	7 
	Consultancy and other substantive work 
	To be negotiated 


Administering payments 

· Payments will be made as promptly as possible via the host organisation Camden and Islington Social Care and Mental Health Trust , normally within 15 working days and a maximum of 30 working days, normally by cheque or credit transfer to a nominated Bank or Building Society following receipt of the completed form or invoice 
Payments via a user/carer group 

· If a service user and/or carer organisation is commissioned by CSIP LDC to arrange for service users and/or carers to participate, then an agreement should be made with them as to the appropriate level of fee for, say, an annual contract. The service user/carer organisation thus becomes responsible for arranging the payments to service users/carers. If CSIP LDC does devolve payment in this way, they have a duty to support the group with advice on the complex issues and access to welfare rights advice for the service users and carers. 

Self-employed 

· Service users and carers who work on a freelance basis and are registered with the Her Majesties Revenue and Customs (HMRC) as self-employed should not be treated less favourably than any other freelance consultants, trainers, etc. This may mean that fees outside those defined in this document are individually negotiated for specific projects. 

Salaried service users and carers 

· Service users and carers who receive a salary from any source for the time they are participating in meetings and training activities would normally not receive individual fees for their involvement, but may require out of pocket expenses. In some circumstances, payments to the service user/carer’s employer may be appropriate and are a matter for negotiation. 

Combining voluntary and paid involvement 

· If people are offered a combination of voluntary involvement and paid involvement two problems may arise: 

· Jobcentre Plus may see this arrangement as a device to avoid benefit deductions. They are likely to attribute notional earnings to the part of involvement that is unpaid. They will deduct the notional amount from the service user’s or carer’s benefit if it exceeds the earnings disregard. 

· The Minimum Wage Act is likely to apply to the voluntary involvement. 

One–off events

· Where a conference, seminar, focus group, or other form of involvement is a once only event, people on benefits can be given a cash gift which is treated as capital. As long as the gift does not take a claimant’s total capital above the allowed limit (currently £3000.00), there is no effect on benefits. 

· The service user or carer can be provided with a note from the organisation thanking them for their participation with a gift of money. This can be provided to Jobcentre Plus. 

· HMRC have confirmed that a one off cash gift in these circumstances is not taxable. No tax and National Insurance (NI) should be deducted. HMRC do not wish to be notified. 

· However, the service user or carer who has been involved before on a paid basis with the same organisation cannot be given a cash gift. Any payment made to them will be treated as their earnings. 

Reimbursements for involvement activity

Who is reimbursed? 

· CSIP LDC will reimburse expenses, per the following rules, to service users and carers who have made an agreement CSIP LDC about getting involved e.g. have been invited by the DC to take part in a meeting, training event, interview panel or a defined task or work programme. 

· Expenses will be reimbursed to a service user/carer who chooses to attend a meeting including networks. 

Positive Practice Points 

CSIP LDC agrees that: 

· It will review all reimbursement rates annually (with any updates to be effective 6 April). 

· For paid involvement – provision of travel tickets and/or expenses reimbursement etc. is offered in addition to the appropriate fee payment 

· The costs that a service user/carer is likely to incur in the course of the involvement are discussed before the involvement starts. 

· Service users and carers have a named contact to liaise with throughout the involvement to discuss any expense queries in advance of spending the money. 

· It is considered standard practice to fill out an expense claim form 
· Receipts will normally be required for all expenses that are to be reimbursed. 

· Reimbursed expenses will be for the exact amount, not an averaged amount or a rounded up amount. 

· For larger costs that may not be able to be met on the day, CSIP LDC will put a process in place for paying expenses that ensures the service user/carer is out of pocket for as little time as possible. 

Administering expense reimbursements 

· A cash float will not normally be made available at meetings. However, under special circumstances and by prior arrangement, cash payments can be made for travel reimbursements. It is most important that CSIP LDC be given at least 10 working days prior notice of an individual’s request to be reimbursed in cash. 

· Normally reimbursement will be made by cheque or credit transfer to a nominated Bank or Building Society as promptly as possible, normally within 15 working days and a maximum of 30 working days, following receipt of a completed expense form. Where individuals do not have a bank account, arrangements will be made to pay service users and carers via a user group, charity or other community organisation. 

Participation Invoice
Note:
Your attention is drawn to the fact that some payments may affect your liability in respect of income support or other benefits or in respect of income tax. You are advised to check with the Benefits Agency and/or the Inland Revenue as appropriate. 


Please ask for assistance from the CSIP office if you have any query in completing this 
form.  


Please ensure receipts, copies of bills etc are attached for any costs incurred. 

Name
 ……………………………………………… 

Address …………………………… ……………………………………                                       

Contact telephone number …………………… Email address ……………………… 
Preferred payment method:        Cheque[image: image1.jpg]


 BACS  [image: image2.jpg]



Bank Details for Payment (if applicable):

Account name:

Bank name:

Sort code:

Account number:
LOCATION OF MEETING …………………………DATE…………………………………….. PURPOSE OF MEETING…………………………………………………...........…………………… 

	Car, Rail, Bus, Taxi, Etc From 
	To Single/ return 
	Total Distance Passengers Mileage Rate A mount Claimed 43p/m 

	Claimant Time Preparation Time Carer Costs 
	Payment Rate 
	Duration Period 

	Other expenses (Meal allowances, stationary, postage, telephone etc) 
	Quantity 
	Description 

	
	
	
	TOTAL A MOUNT CLA IMED 


Claimant Declaration
I confirm that I have incurred the above expenses. I also confirm that by claiming mileage I hold a valid driving licence, that the car is taxed, has a current MOT certificate and fully insured. Carer costs, where claimed, are in accordance with 

Signatures:

Claimant ………………………………………… Carer (if relevant) ………………..…..……………….. Date ……………….


Name/Organisation ………………………. Programme Manager ……………………………………….Date ……………….



Programme ……………………………………. Code ……………Approved by……………………………….Date ……………….
​
Service User and Carer Paid Involvement Registration Agreement

Dear [insert name of participant] 

Thank you for your interest in being involved in developing and informing the work of CSIP LDC  from a service user or carer perspective. 

We value your experiences and the contribution you will bring to CSIP LDC 

In line with the organisation’s payments policy you are entitled to be paid for the agreed time you are involved with us. This document outlines the terms on which this payment is offered. 

In order to receive payment you should read this letter, sign and return the enclosed duplicate to the (insert job title), keeping the original for yourself. If you need help in having this document explained too you please contact the (insert job title & Name). 

You are not obliged to undertake any involvement offered to you, nor is CSIP LDC obliged to offer you any involvement. Each task is self​ contained and once the task is over, you are not obliged to undertake any further tasks, nor are CSIP LDC obliged to offer you any. During periods of engagement, your relationship with CSIP LDC shall be that of an independent adviser. This is not employment. 

We set out the amount that you will be paid and the arrangements for covering the costs of any expenses that you may incur, in the attached letter. 

Payment will be made as quickly as possible, normally by credit transfer to a nominated Bank or Building Society, within 30 working days following receipt of a completed form confirming your attendance. Payment will be conditional upon your carrying out any involvement that has been offered to you, which you have agreed to carry out. 

In some cases, if we are concerned about you taking on any responsibilities that could impact on your health, we will discuss this with you and it may require you to be referred to our occupational health team who will provide advice. 

If you undertake any involvement that brings you into contact with children or vulnerable adults this may mean that you will be required to have a criminal records bureau (CRB) check. CSIP LDC is obliged by the Department of Health to ensure people working with us have this clearance. CSIP LDC will be responsible for the costs involved with the CRB check. Please note that a criminal record in itself will not mean that you will not be accepted onto the Register. 

In accordance with the Asylum & Immigration Act 1996, you must be able to demonstrate you are able to legally work in the United Kingdom. 

Whilst involved with any involvement for CSIP/NIMHE, you should comply with the general protocols, standards and conduct applicable to the area in which you are working, including showing respect for others and maintaining confidentiality. Details of these standards will be explained to you by the (insert job title), who is co​ordinating the task you are involved with. If you fail to comply with applicable protocols, standards and conduct, CSIP/NIMHE has the right to end your engagement and/or remove you from the Register. 

You should report all accidents or incidents to the manager co​ordinating your project/tasks. 

In order to ensure that the Involvement Register is up to date you must notify the (insert job title) of any change in circumstances e.g. change of address, bank details, etc. 

When you are involved you may have access to, see or hear information of a confidential nature and you are required not to disclose such information, particularly that relating to service users, carers and staff. Any breach of confidentiality is likely to result in the end of your engagement and/or your removal from the Involvement Register. 

You should notify the (insert job title) in writing if you are no longer available and no longer wish to remain on the Involvement Register. 

If you have any complaint or grievance relating to your registration or the involvement you are undertaking on specific engagements, you should raise the matter, in writing, with the (insert job title), (insert full postal address). 

For the avoidance of doubt, it is agreed and understood that registering on the Involvement Register does not constitute a contract of employment between you and CSIP LDC. Registering on the Involvement Register does not imply any obligation to provide you with paid involvement nor does it imply any obligation on your part to accept any involvement offered. 

CSIP LDC reserves the right to make such changes to these terms from time to time at its discretion as may reasonably be required. 

CSIP LDC agrees to provide you with access to a Welfare Rights Adviser prior to you deciding to agree to any paid involvement so that you can check that your benefits will be unaffected before agreeing to be involved. We agree to provide such further access as may reasonably be required when taking up future engagements. 

Yours sincerely, 

[contact name and position] 

I have read and understood the above and agree to the terms of this letter and these documents. 

Signed………………………………………………………Date………………….. 

Print Name…………………………………………… …. 

