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Notes  

 

This policy document sets out the process by which NIHR Oxford Health BRC themes 

and cognitive health CRF sites are advised to make payments to those involved in 

their PPI activities.  

 

A second document (Patient and Public Involvement (PPI) in Research Payment 

Policy: Guidance for patients and members of the public) should be used to ensure 

those involved in your PPI activities understand the nature of and process for PPI 

payment.   

 

In many cases, patients and members of the public do not wish to accept payment 

for PPI, but the offer should always be made. We thus encourage you to budget for 

this as soon as possible.  

 

If you need help to implement this policy please contact the PPI Manager, Claire 

Murray, via: enquiries.ohbrc@nihr.ac.uk.  

 

The INVOLVE cost calculator for PPI in research, and further information about 

payment, can be found here: 

• http://www.invo.org.uk/resource-centre/involvement-cost-calculator/  

• INVOLVE: http://www.invo.org.uk/resource-centre/payment/ 

 

Advice and support for research teams to develop and submit high quality applied 

health and social care grant applications to NIHR and other national peer-reviewed 

funding programmes can be sought through RDS South Central. 

 

 

Introduction  

 

NIHR Oxford Health BRC and Oxford cognitive health CRF aim to involve patients and 

carers in research at all stages. This does not mean participating in medical trials or 

studies, for which patients may or may not be paid, but, for example:  

• advising on priorities for new research 

• advising on what we need to measure when doing research so that the answers 

generated by research are relevant to patients 

• helping plan and run studies so that patients want to join them 

• helping explain studies to patients (for example in information leaflets or on 

websites) in ways that make them fully accessible  

mailto:enquiries.ohbrc@nihr.ac.uk
http://www.invo.org.uk/resource-centre/involvement-cost-calculator/
http://www.invo.org.uk/resource-centre/payment/
http://www.rds-sc.nihr.ac.uk/


• helping make applications for research funding 

• helping monitor studies, telling other patients about them and communicating 

new research findings to the public 

Just as the researchers, doctors or other professionals who work here are paid, so we 

offer involved patients, carers and members of the public payment for their time 

spent on these tasks. This document details how those payments are made.  

 

Not all patients who are offered payment choose to accept it, but this document sets 

out what should be offered and how it should be paid. It uses the reimbursement 

processes set out by Oxford Health NHS Foundation Trust for budgets held there, 

and University of Oxford processes where budgets are held within the Department of 

Psychiatry.  

 

 

1. What are the principles of payment?  

 

This document describes how to offer payment and recommended amounts for 

patients and members of the public who spend time working on the design and 

planning of research or in strategic advisory roles (PPI contributors).  

 

This is distinct from reimbursing expenses: travel costs must always be reimbursed or, 

where possible, arranged and paid for by you in advance on behalf of a PPI 

contributor, for example, booking train tickets or paying for a hotel if overnight 

accommodation is needed. Where public contributors participate in meetings 

remotely from their home, it is recommended that a standing allowance of £5 per 

meeting if paid to cover the cost of telephone calls, paper, printing ink and paper, 

internet connection and other home sundries. Subject to agreement, other significant 

costs of home-working such as printing large documents or making telephone calls 

may also be reimbursed.  

 

In addition to covering or refunding expenses as above, payment should be offered 

for people’s time; this is an “honorarium” payment, and does not mean they have a 

contract of employment. The rates in this document are a guide, and details should 

be agreed alongside work plans.  

  

Themes may also wish to offer: help with childcare costs to enable people to work 

with you; costs for a carer to come to meetings with the involved patient or to 

provide respite care at home; payment for time taken to travel to meetings where this 

is significant. It is not necessary to offer payment for time taken for training to enable 

patients/public to carry out their PPI work.  



2. Who is eligible for payment?  

 

Anyone who does not have a full time public sector salary is eligible to receive 

payment for PPI, as are those who do work full time in the public sector but carry out 

PPI work that is unrelated to their job and do so in their free time. 

 

 

3. How is payment made?   

 

As noted above, travel and other expenses should be arranged and paid by you in 

advance where possible, or reimbursed as soon as possible if paid for by the PPI 

contributor on receipt of original receipts and a signed claim form (to be provided by 

themes/working groups).  

 

Payment for time is based on three simple steps: 

 

1. Agreeing with the PPI contributor in advance what will be paid, based on rates 

below. 

 

2. Where possible, arranging and paying for travel and other appropriate expenses 

in advance on behalf of the PPI contributor. 

 

3. For any expenses incurred directly by the PPI contributor and for reimbursement 

of time, they will need to fill in the form that you provide to them (according to 

whether your budget is held by Oxford Health NHS Foundation Trust or the 

Department of Psychiatry, see a/b below), sign it and return it to the named 

contact that you have provided them with, together with separate expense claim 

and original receipts if applicable.  

 

a) If your budget is held by the University of Oxford within the Department of 

Psychiatry, please use the Expenses Claim Form to claim for actual expenses 

incurred that are supported by original receipts or the AP Payment Request 

Form for payments for reimbursement of time.  Forms are available via the 

‘Volunteers and Subject Payments section of: 

https://finance.admin.ox.ac.uk/payments-to-students-visiting-academics-and-

volunteers   

 

Please complete all the necessary details of the person being paid and clearly 

mark which grant code the costs are to be charged to. Expense Claim Forms 

and Payment Request Forms can be submitted electronically as an excel 

https://protect-eu.mimecast.com/s/-a5nCz6ZJTGGDr8c4CbFm?domain=finance.admin.ox.ac.uk
https://protect-eu.mimecast.com/s/-a5nCz6ZJTGGDr8c4CbFm?domain=finance.admin.ox.ac.uk


document by email to finance@psych.ox.ac.uk, copying in the budget holder. 

Please password protect documents including bank details and submit the 

password in a separate email. Expense claims must have receipts attached and 

include the statement ‘I confirm the claim is in respect of bona fide business 

expenses, incurred wholly, exclusively and necessarily on behalf of the 

University.’  

 

Payment Request Forms need to state clearly ‘Volunteer patient involvement 

in study/trial’ in the reason for payment, include dates of activity and show the 

volunteer’s NI number (or Nationality if not British). Please note that any 

participant payments over £166 will need additional prior approval in line with 

University requirements. 

 

b) If your budget is held by the Oxford Health NHS Foundation Trust, please 

use the Service User and Carer Reimbursement Form available at Appendix A 

(updates available from the staff intranet). Please make sure that: all the 

necessary details of the person being paid are complete and correct; your 

contact details are included; and the cost code being charged is clearly 

marked.  

 

Once fully completed, the form should be converted to a PDF and sent with to 

creditors@oxfordhealth.nhs.uk with a completed Manual Payments form 

(available at Appendix B).  

 

Please advise your PPI Contributor to allow up to 15 working days from receipt 

of claim for payment to reach their account. 

 

 

4. How much should be offered in payment for PPI?  

 

The below rates are based on guidance from the NIHR Centre for Engagement and 

Dissemination. Exact amounts should be agreed before work is done, in part as there 

will be times when the activity does not fit the categories below.  

 

Payment rate guide  Informed by guidance from the National Institute for Health 

Research Centre for Engagement and Dissemination: 

• All-day meetings that require substantial preparation and / or 

• responsibilities at the meeting: £300 

• Full day meetings: £150 – to include all prep and follow-up 

• Half day meetings: £75 – to include all prep and follow-up 

• Work of approximately 2-3 hours: £50 

mailto:finance@psych.ox.ac.uk
mailto:creditors@oxfordhealth.nhs.uk


• Short pieces of work which require little prep or follow-up, such as a telephone 

meeting or reviewing short documents; approximately 1-2 hours: £25 

• Activities such as reading and commenting on a document of one page or less 

which equates to less than 30 minutes: £12.50 

 

 

5. What are the arrangements for paying tax and National 

Insurance?  

 

PPI payments made in line with guidance in section 4. will not involve a contract of 

employment and Tax or NI will not be deducted. The individual concerned is 

responsible for all declarations of earnings. There is some information here: 

http://www.invo.org.uk/payment-resources/tax-and-national-insurance/  

 

In October 2017, INVOLVE issued an update regarding IR35 Regulations and their 

applicability to PPI – you can see this here: http://www.invo.org.uk/wp-

content/uploads/2017/10/INVOLVE-statement-on-HMRC-IR35-regulations.pdf.  

 

The key message is that “It was not intended that public contributors involved in 

research activities be affected by these regulations.” Therefore, unless certain 

exceptions apply (as detailed in the INVOLVE statement), reimbursement for 

involvement should not be made via the PAYE system. 

 

 

6. Can payment be made to those on benefits or who have a 

pension?  

 

Reimbursement of expenses can and should always be made. However, receipt of 

payment is a very complex area for those on state benefits of any kind and/or a state 

pension and getting this wrong can put their benefits at risk.  

 

It is the lay partners responsibility to comply with the conditions of their benefits. You 

are urged to ensure PPI contributors who are in this situation take specialist advice 

before agreeing to accept payment. 

 

This should only be sought from the free national confidential service designed 

specifically to help patients and members of the public in this situation. This 

confidential helpline is provided by Citizens Advice Bedford which can help with 

queries. Contact: contractsadmin@bedfordcab.org.uk or 01234 330604. 

 

http://www.invo.org.uk/payment-resources/tax-and-national-insurance/
http://www.invo.org.uk/wp-content/uploads/2017/10/INVOLVE-statement-on-HMRC-IR35-regulations.pdf
http://www.invo.org.uk/wp-content/uploads/2017/10/INVOLVE-statement-on-HMRC-IR35-regulations.pdf


For NIHR-funded research projects, there is a confidential free service, also run by 

Citizens Advice Bedford. To contact the service please email (preferred): 

ced@nihr.ac.uk or telephone: 020 8843 7117. The lay partner will need to know which 

part of the NIHR the involvement activity is with (for example, BRC, CRF, ARC, LCRN).  

 

For more information, see: 

https://www.invo.org.uk/benefits-advice-service-for-involvement-for-members-of-

the-public/  

 

7. Useful contacts 

General queries about this policy can be addressed to the PPI Manager at the 

BRC/CRF: Claire.Murray@oxfordhealth.nhs.uk 

 

 

  

https://www.invo.org.uk/benefits-advice-service-for-involvement-for-members-of-the-public/
https://www.invo.org.uk/benefits-advice-service-for-involvement-for-members-of-the-public/
mailto:Claire.Murray@oxfordhealth.nhs.uk


Appendix A 

 

 

 

Service User and Carer Reimbursement Form 

This form should be completed by the service user/ carer requesting reimbursement 

for involvement activity or ‘out of pocket’ expenses.  This form needs to be signed by 

the service user or carer and the staff member organising the activity/ event and the 

budget manager authorising the payment. 

 

If you are receiving benefits please be aware that you need to inform the relevant 

agencies of additional earnings.  Any additional earnings may be taxable.  Please note 

that a breach of benefit conditions can result in benefits being stopped.  See 

Appendix 5 in the Service User and Carer Payment and Reimbursement for 

Involvement Policy for more details. 

 

We aim to send completed reimbursement forms to creditors as soon as possible 

after the event being claimed for.  However, please allow up to 15 working days from 

our receipt of your claim for payment to reach your account. 

 

Meeting Details 

Name of meeting or activity 

 

 

Venue of meeting or activity 

 

 

Date 

 

 

Time of start and finish 

 

 

 

Claimant Details 

Name 

 

 

Address 

 

 

 

Postcode 

 

 

 

  



Details of Claim 

  Total Claimed 

 

Mileage (45p per mile) 

 

miles £        .        p 

 

Parking (receipt required)  £        .        p 

 

Fares (train, bus, taxi – 

receipt required) 

 

 £        .        p 

Other  Add description 

 

£        .        p 

Payment for involvement 

activity (agreed 

beforehand) 

 

Add description £        .        p 

 

 

Payment Method 

 

(The staff responsible for the meeting/ activity will have agreed the payment method 

prior to the meeting) 

 

Payment received in Cash Or 

Payment to be made by Cheque Or 

 

Payment to be made by bank transfer (BACS) 

 

If BACS - Claimants Sort code  

 

………………………………………………………….. 

 

Claimants Account Number  

 

………………………………………………………….. 

 

Claimant Signs 

 

Signature ………………………………………………….. 

 

Print Name ………………………………………………….. 

 

Date ………………………………………………….. 

 

 

  



 

 

Staff Member coordinating activity Signs 

 

Signature ………………………………………………….. 

 

Print Name ………………………………………………….. 

 

Date ………………………………………………….. 

 

 

Budget Holder Signs 

 

Signature ………………………………………………….. 

 

Print Name ………………………………………………….. 

 

Date ………………………………………………….. 

 

 

Budget Details (to be completed by staff) 

 

Cost Centre ………………………………………………….. 

 

Subjective code …………………………………………………..  



Appendix B – Manual Payments Form 

 

Oxford Health NHS Foundation Trust         
Accounts Payable, Corporate Services         
Littlemore Mental Health Centre          
Sandford Road, Littlemore, Oxford        Tel. 01865 902832 

OX4 4XN                

                  

       MANUAL PAYMENT REQUEST   

                  

                  
Please pay name:   

                  
Address:     

       

       

                  
Bank Account Number:  Sort Code:   

                  
Details                               Amount 

    

    

Total                               0.00 

                  

    CC           Subj     Activity/Job   Amount 

    

    

    

 
 
Authorised by: 
(signature)                             

                  

Date:           
Phone 
No:              

                  

                  
Send with backing documents to: Accounts Payable      
creditors@oxfordhealth.nhs.uk            

 

   

mailto:creditors@oxfordhealth.nhs.uk

