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[bookmark: _Toc117253567]Introduction 
There is a legal duty on NHS organisations to involve patients and the public in the planning of service provision, the development of proposals for change and decisions about how services operate. 
Section 14Z45 of the updated NHS Act 2022 places a duty on Integrated Care Board to make arrangements to involve patients, carers (or representatives) and the members of the public in:
· The planning of the commissioning arrangements by the Board / Group
· The development and consideration of proposals by the Board / Group for changes in the commissioning arrangements
· Decisions of the Board / Group affecting the operation of the commissioning arrangements.
Section 14Z59: Performance assessment of ICBs by NHS England
· Must include public involvement and consultation 
Lincolnshire ICB is committed to involving patients and the public in the design, delivery and review of its services and those that are commissioned. It has established a range of mechanisms through which patients, carers and the public can get involved. 
1. [bookmark: _Toc117253568]Scope of the policy
This policy covers the involvement of patients and members of the public in the work of NHS Lincolnshire ICB. It does not cover direct involvement with member practices, which is subject to the policies of the relevant practice.
2. [bookmark: _Toc117253569]Aims of the policy
The main aim of this policy is to strengthen the involvement of patient and public voice in the design, delivery and review of services by:
· Maximising participation in Lincolnshire ICB’s activities by ensuring that people are fairly reimbursed for out-of-pocket expenses incurred because of their direct and active involvement;
· Reducing barriers to patient and public participation and ensuring that people are not excluded from participation;
· Ensuring that there is a single, consistent, fair and transparent process for reimbursing patients and the public for their involvement;
· Explaining the process of claiming and paying out of pocket expenses for patient and public involvement expenses;
· Defining the activity that people can be reimbursed for;
· Defining the activity that people cannot be reimbursed for;
· Defining the amounts payable for different types of out-of-pocket expenses.

3. [bookmark: _Toc117253570]Eligibility and exclusions for reimbursement
3.1. [bookmark: _Toc117253571]Who can claim?
	Out of pocket expenses can be reimbursed for patients, carers or members of the public where they have been specifically invited to be involved in an activity that supports the design, delivery or review of ICB services. 
3.2. [bookmark: _Toc117253572]Activity for which reimbursement can be claimed
	Activities for which patients, carers and the public can claim include one-off activities for which they have been specifically asked to attend or regular attendance or membership of ICB meetings / boards / committees (e.g. Patient Council) where they have specifically been asked to attend in a voluntary capacity to represent patient or public voice. ‘Specifically invited’ to attend does not include the targeting of general promotional material for open events.
3.3. [bookmark: _Toc117253573]Activity for which reimbursement cannot be claimed
	Where a person has not been specifically invited to attend an involvement activity, they are not eligible for reimbursement of out of pocket expenses. Attendance at roadshows, public meetings and forums, attendance at board meetings as a member of the audience and completion of surveys are not eligible activities for reimbursement. 
3.4. [bookmark: _Toc117253574]Types of expenses
	The following are considered out of pocket expenses and eligible for reimbursement if they are incurred as a direct result of attending the activity they have been invited to:
· Travel costs
· Parking costs
· Care costs.
More details on payment rates and eligibility for these specific costs are included in section 5.

4. [bookmark: _Toc117253575]Tax and benefits implications
4.1. 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’. 
4.2	The provision of payment of care costs will be regarded as taxable income and may affect a person’s benefits. Further advice and information can be obtained from the Benefits Agency or local tax office.
4.3	It is the responsibility of the participant to declare payments in relation to tax, state benefits and earnings.

5. [bookmark: _Toc117253576]Payment rates for out-of-pocket expenses
5.1. Travel costs
People are expected to use public transport or the most cost effective, environmentally friendly form of transport where practical.
5.2. Lincolnshire ICB will reimburse travel costs incurred by people because of patient and public participation for the following: 

· Mileage rate of 45p per mile for use of their own car for the return journey from their home to the place the activity is taking place
· Motorcycle rate of 24p per mile
· Bicycle rate of 20p per mile
· Passenger allowance (where a lift is given to another participant this is added to the mileage rate) of 5p per mile
· Refund commercial return bus fare (on production of ticket)
· Refund second or standard class train fares (on production of ticket).
· Refund taxi fare on the production of a ticket.
Rates of reimbursement are in line with Her Majesty’s Revenue and Customs (HMRC) Service recommendations, taken from the HMRC website: Guidance - travel: mileage and fuel rates and allowances, Updated 28 June 2022.
5.3. Taxis
Taxis should only be used where there is reasoning on the grounds of: 
· Cost effectiveness due to multiple people travelling to the same place;
· Personal safety, for example travelling late at night;
· Disability, 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.
People wishing to travel by taxi should discuss this in advance with the ICB engagement team or lead manager for a project. Claims for the cost of travel by taxi should be evidenced through receipts. Where people would find it difficult, or are unable, to pay upfront for the cost of a taxi, discussion should take place with the ICB Lead Contact about alternative options.
5.4. Parking costs
	Parking costs incurred because of attending the activity will be refunded for the period of the activity on production of a receipt or ticket.
5.5. Care costs
	Care costs can only be claimed where they are incurred as a direct result of the person’s involvement in the activity they have been invited to take part in. These expenses should be agreed in advance with the lead manager for the activity and supported by receipts from a registered provider (e.g. nursery, child minder).
	Adult care and childcare expenses, where agreed in advance with the lead manager, will be reimbursed at a maximum of £20 per full day and £10 per half day.
	Participants may not claim for care provided by a member of the household, family or friends or a person who is under 16. Participants can also not claim for care that is provided by or is available from another organisation e.g. Lincolnshire County Council Adult Social Services.
6. [bookmark: _Toc117253577]Process for reimbursement
6.1. ICB responsibilities.
Lincolnshire ICB is responsible for:
· Identifying a lead manager for any activity for which reimbursement of patients and public may apply
· Ensuring that the relevant claim forms are available for completion on the day of the activity 
· Ensuring that relevant receipts from participants making claims are kept
· Providing a copy of the Patient and Public Involvement Reimbursement Information Leaflet to potential participants before they commit to becoming involved
· Ensuring that all claims are processed in a timely manner.
6.2. Patients, members of the public and carers responsibilities
When making a claim for out-of-pocket expenses patients, members of the public and carers are responsible for:
· Choosing the most cost-effective form of travel
· Agreeing in advance with the lead manager any care costs to be incurred
· Keep and provide receipts of the expenses being claimed
· If using their own vehicle, ensure it is appropriately insured
· Ensure that any expenses claimed do not breach benefit conditions.
6.3. Reimbursing out of pocket expenses
	When reimbursing patients, carers and members of the public the following should be adhered to:
· Claims should be made through the claim form / (appendix 3). This is available on the ICB’s website or from the lead manager initiating the activity that the person is involved in.
· A completed and signed form, with relevant receipts provided, should be returned to the ICB’s Engagement team / lead manager for processing of the payment
· Expenses should be claimed within one month of the end of the month in which they have been incurred
· Receipts will be required for all expenses that are to be reimbursed.  Where receipts are not provided discretion must be used by the lead manager for the activity in determining if expenses can be reimbursed or not
· Normally reimbursement will be made by BACS transfer to a nominated bank or building society.  It the participant does not have a bank account then other arrangements through the ICB’s engagement team / lead manager will be made to facilitate their attendance.
· Claims will only be accepted for use of private car and motorcycle:
· For the most direct route available
· If the vehicle is covered by full third-party insurance, including cover against risk or injury to, or death of, passengers and damage to property and that policy is maintained at the date of the claim
· If the vehicle has a current MOT certificate, is always maintained in a roadworthy condition as agreed by terms of the insurance policy covering the vehicle 
· The driver holds a valid and current driving licence for the class of vehicle being used.
· So long as the terms of the insurance policy covering the vehicle covers any loss or damage caused to the vehicle while using it when participating in Lincolnshire ICB’s patient and public involvement activities
· Lincolnshire ICB will not pay the cost of fines or other penalties that a participant may face for breaking motoring laws, nor will it pay parking fines or clamping charges
· Lincolnshire ICB may request verification of any of the above at any time, for example by asking for a copy of an MOT certificate or valid certificate of insurance. 

7. [bookmark: _Toc117253578]Related legislation and policies
7.1. The following legislation and policies are related to this policy:
· Section 14Z45 of the updated NHS Act 2022
· Equality Act 2010
· Reward and Recognition: The Principles and Practice of Service User Payment and Reimbursement in Health and Social Care, Department of Health, 2006

8. [bookmark: _Toc117253579]Equality Impact Assessment
8.1. An Equality Impact Assessment screening has been carried out on this policy. No adverse impact was identified for any group, although potential support needs were identified for older people and disabled people related to completing forms to claim reimbursement. A potential benefit to carers was identified as the policy puts in place reimbursement for care costs, reducing barriers to participation.
8.2. Action identified because of the screening was to produce a leaflet explaining the process for reclaiming out of pocket expenses and to ensure that the policy includes procedures for those that do not have a bank account. 
[bookmark: _Hlk117591246]
9. Appendices
	Appendix 1 - Patient and Public Involvement Reimbursement Information Leaflet
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What to expect when attending a meeting? 

Lincolnshire ICB will aim to: 

· Make sure that you are aware of your role at the meeting/event



· Make sure that the meeting/event is at a convenient time and place 

· Make sure that you know what the meeting/event is about and that there is a member of staff who can brief you on the meetingPatient and Public 

Involvement 

Patient and Public 

Involvement 

Patient and Public 

Involvement 



· Send notes and agendas for meetings/events in reasonable time so you can prepare properly 

· Make sure that information, including the agendas and notes of meetings, can be read and understood by everyone who is directly involved. We can for example produce documents in large print, audio CD or in different languages

· Inform you how you can affect any decisions that are being made

· Inform you what we are going to do about the things you have commented upon. 



		Who do you ask if you have any queries or concerns? 

Please discuss any queries or concerns that you may have with the event organiser or alternatively contact a member of the Engagement Team: 

Email: licb.involveus@nhs.net  

Phone:  01522 573939

Or write to us at:

Engagement Team

Bridge House

The Point

Lions Way

Sleaford 

Lincs

NG34 8GG







Produced: February 2023

Review: March 2024

		[image: ][image: ]









[image: 7334-2]













Information to help members of the public to claim expenses
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		Who is this leaflet for? 

Anyone who has been asked by NHS Lincolnshire Integrated Care Board (ICB) to participate as a patient or member of the public in the business of Lincolnshire ICB. 

For example, you have been asked to attend an event for the following reasons: 

· Attend a meeting about the planning and development of services

· Be involved in the work of the ICB, this could be as a member of a focus group or steering group. 



What can I claim for? 

Lincolnshire ICB aims to encourage and support participants who contribute to work within the organisation. 

When invited to attend any event you will be given an expense claim form, alternatively these will be available from the person responsible for organising the event on the day. Where possible, receipts should be attached to the expense claim form. 

You can expect to claim reasonable out of pocket expenses for attending meetings or for being involved in the work of the ICB as detailed overleaf. 

		Travel Costs 

You can claim for your travel costs to and from the meeting place. Our current rates for reimbursement are: 

· Cars or vans  – 45p a mile

· Motorcycle – 24p a mile

· Bicycle – 20p a mile 

· Passenger mileage – 5p per mile 

· Bus and train fares will be paid at the cost on the ticket or receipt but please note bus and train expenses will need to be agreed in advance.



Car parking 

Parking costs incurred because of attending the activity will be refunded for the period of the activity on production of a receipt or ticket. 

Carer costs 

Carer costs can only be claimed where they are incurred as a direct result of the person’s involvement in the activity they have been invited to take part in.   These expenses should be agreed in advance with the lead manager for the activity and supported by receipts from a registered provider (e.g. nursery, child minder).

		Adult care and childcare expenses, where agreed in advance with the lead manager, will be reimbursed at a maximum of £20 per full day and £10 per half day.

Participants may not claim for care provided by a member of the household, family or friends or a person who is under 16.   Participants can also not claim for care that is provided by or is available from another organisation e.g. Lincolnshire County Council Adult Social services. 

How can I claim? 

Completed travel claim forms should be returned to the Engagement Team at Lincolnshire ICB or emailed to: Licb.involveus@nhs.net  

Travel Claims will normally be paid by BACs (credit transfer) and your bank details will be required.   
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Bridge House

The Point

Lions Way

Sleaford

NG34 8GG



Tel:  01522 573939 

E-mail: LICB.involveus@nhs.net





Dear Sir/Madam



Payment by BACS 



Lincolnshire ICB’s preferred method of payment is via BACS. This ensures a fast and efficient transmission of funds directly into your bank account.



A remittance advice will be emailed to your designated email address giving full details of the sums being transmitted.



To ensure that we have the correct details for your account, please could you kindly complete and return the form at the bottom of this letter.



If you require any further help, please do not hesitate to contact the Engagement Team on LICB.involveus@nhs.net



Yours faithfully









Sir Andrew Cash, Interim ICB Chair

Mr John Turner, Chief Executive 








		Payee details

		Payee’s Bank/Building Society details



		Name 

		

		Bank/Building 

		



		Address

		

		Address 

		



		

		

		

		



		Postcode 

		

		Sort Code 

		



		Email 

		

		Account No

		



		Signature 

		

		

		







Please return this completed form to:

Engagement Team

Lincolnshire ICB

Bridge House

The Point

Lions Way

Sleaford

NG34 8GG



or email to LICB.involveus@nhs.net
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PATIENT REPRESENTATIVE TRAVEL CLAIM FORM

		Date:

		

		Event project lead:

		



		Initials

		

		Last name

		



		Home address 

(including postcode)

		



		

		



		Type of vehicle (tick one box)

		☐		Car

		☐		Motorbike

		☐		Train / Bus

		☐		Bicycle

		☐		Taxi



		If travelled by car, please tell us the make and model of the car

		Make

		

		Model

		







Submission of this claim implies that your vehicle is being maintained in a roadworthy condition.  Failure to complete all areas of this claim form will delay payment.



		Date 

		Name of Event

		Name of Venue

		Postcode of venue



		



		

		

		







		Details of Journey – please attach bus or rail ticket to this form



		Postcode of starting point

		Postcodes of any passengers collected

		Postcode of finishing point

		Return Journey 

		Cost of Parking / Tolls  / Fares (Bus or train)

		Details 



		

		





		

		☐		Yes

		

		



		

		





		

		☐		No

		

		







PLEASE COMPLETE THE SECTION OVERLEAF

I CERTIFY THAT:

1.  The travelling expenses and subsistence allowances claimed are in accordance with the regulations stated in the NHS Terms & Conditions of Service Handbook and are in respect of journeys actually and necessarily incurred whilst engaged on the business stated.

2.  Where a claim for mileage allowance is made:

a.  public transport rate is claimed where appropriate

b.  the insurance policy in respect of this vehicle is currently in force and provides cover while the vehicle is used on the official business of the ICB including the journeys overleaf for full third-party insurance risk or injury to or death of passengers and damage to property.





SIGNATURE …………………………………………………………DATE …………………………………………………………………………………………………………………………………………..



Payment by BACS 

Lincolnshire ICB’s preferred method of payment is via BACS.  This ensures a fast and efficient transmission of funds directly into your bank account.  A remittance advice will be emailed to your designated email address giving full details of the sums being transmitted.



To ensure that we have the correct details for your account, please could you kindly complete the details in the boxes below:  



		Payee details

		Payee’s Bank/Building Society Details



		Name 

		

		Bank/Building 

		



		Address

		

		Address 

		



		

		

		

		



		Postcode 

		

		Sort Code 

		



		Email 

		

		Account No

		



		Signature 

		

		

		







For office use only:



I DECLARE THAT: The expenses claimed were authorised necessary and on official business and that where full mileage allowance is claimed travel by public transport was not appropriate.



SIGNATURE OF AUTHORISING OFFICER …………………………….………………………IN BLOCK LETTERS …………………………………………………DATE …………………………

Please return completed forms to the Engagement Team at Lincolnshire ICB, Bridge House, The Point , Lions Way, Sleaford, NG34 8GG or email licb.involveus@nhs.net 
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