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1. INTRODUCTION 
 
This policy defines NHS West Essex Clinical Commissioning Group’s (CCG) approach to the involvement 
and reimbursement of expenses for Public Patient Engagement Advisers (hereafter referred to as the 
advisor) who are invited to be involved in West Essex Clinical Commissioning Group led activities that 
support delivery of the organisations statutory obligations to involve and consult as defined in Section 242 
1(B) of the NHS Act 2006 and in line with the Government response to the NHS Future Forum report.  The 
Act places a statutory duty on all NHS bodies to involve and consult members of the public on an on-going 
basis in planning services, proposals for change to the delivery of services and in decisions that affect how 
services operate.   
 
The  CCG recognises that services developed with the help of advisers are better services.  Advisers help 
the organisation to focus on the interest of patients, carers and the general public and can bring a different 
perspective to the group‘s work which often reflects the views of the local community.  Advisers can bring a 
fresh approach including diversity of knowledge and experience. 
 
This policy has been developed in partnership with advisers through the NHS West Essex CCG Sounding 
Board. 

 
2. SCOPE 
The purpose of this policy is to provide a robust, clear, fair, consistent, non-discriminatory approach to 
reimbursement of expenses for time and providers. 
 

 Clarity of involvement activities for which advisers will be entitled to be paid 

 Clarity of roles and responsibilities including allocation and management of budgets.  

 

3. DEFINITIONS 
 
Public Patient Engagement Adviser 

Advisers are independent patients, carers or other members of the public who want to be engaged with 
the organisation, providing regular contribution to the work and decision making.  

 
Payment 

Refers to a general fee payment to reward advisers for their time and expertise, unless otherwise 
stated. 

 
Reimbursement 

Refers to the refunding of specific expenses or costs that advisers have incurred as a direct 
consequence of their involvement. 

 
4.  REIMBURSEMENT  
 
4.1  Principles of good practice 
 
A copy of this policy should be given to all advisers before they give a commitment to become involved. 
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The costs that an adviser is likely to incur in the course of the involvement should be discussed and agreed 
before the involvement starts. 
 
Many arrangements for advisers are made on a casual and ad-hoc basis. However, to prevent later 
difficulties invitations to CCG meetings with patient and public representation should include the following 
statement: 
 

“Mileage, parking and public transport and other out of pocket expenses, may be reimbursed 
for advisers. Please ensure that any expenditure is discussed with the communications and 
engagement team, West Essex CCG before it is incurred to ensure it is covered by this 
policy”. 

 
Advisers on social security benefits should not be expected to make any commitment to involvement work 
until they understand how it will affect any benefits they may be claiming. 
 
Prior to agreeing to involvement, the adviser and the organisation may have to agree an exceptional cost 
due to health need, disability, social needs, ethnicity and so on. This may include childcare, replacement 
care cost needs or support from carers, interpreter or signers. The organisation may consider maximum 
limits for such costs. 
 
Where paperwork is necessary to safeguard both the service provider and the service user, it will be 
accessible and easy to understand. Advisers will have a named contact, i.e. the authorised member of 
staff, to liaise with throughout the involvement to discuss any expense queries. 
 
The CCG will have in place a process for paying expenses to ensure advisers are reimbursed as soon as 
possible.  
 
4.2.  General principles 
 
4.2.1 Receipts will be required for all expenses that are to be reimbursed apart from car mileage.  
 
4.2.2 Reimbursed expenses should be for the exact amount, not an averaged or rounded up amount. 
 
4.2.3 The Involvement Reimbursement Claim Form (Appendix A) should be received by the organisation 
within one month of the incurred expenses; late submissions, not exceeding three months from incurred 
expenses, will be accepted where appropriate. 
 
4.2.4 The claim procedure will be followed in making all claims for reimbursement. 
 
4.3  Authorised person for approving reimbursement 
 
This will normally be the Assistant Director of Communications & Engagement. The member of staff must 
also have appropriate authorisation and budget code for signing off the Involvement Reimbursement Claim 
Form. 
 
4.4.  Who is reimbursed? 
 
4.4.1 Advisers will be reimbursed defined expenses only (see section 5.5).  
 
4.4.2 If the adviser requires a ‘supporter’ such as an interpreter, signers or carer to attend the meeting, the 
supporter can also claim reasonable reimbursement under the same conditions as the adviser themselves. 
The ‘supporter’ would be required to fill in the travel claim form.  This will need to be agreed with the West 
Essex CCG team in advance as they may be able to organise certain types of support under current 
agreements within West Essex CCG. 
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4.4.3 Expenses will not be reimbursed where an adviser chooses to attend an open meeting, when they are 
there as an individual in their own right, wanting to express their views on their own experiences, not as a 
representative of the organisation. 
 
4.4.4. Expenses will not be reimbursed where an adviser takes part in a research survey or generic 
consultation. 
 
5.  TYPES OF EXPENSES 
 
5.1  Travel 
 
Reimbursement for travel should be offered in full for any pre-agreed involvement. Advisers using their own 
car will be paid the current mileage rate as stated in the NHS terms and conditions service handbook. 
Mileage should be calculated from the representative’s home address to the venue of the meeting using the 
shortest available route.  
 
Those using public transport will be reimbursed for actual expenses incurred and only on submission of the 
appropriate receipt, ticket, and proof of purchase or evidence of expenditure.  
 
Those wishing to use taxis due to special circumstances must agree arrangements in advance with the 
West Essex Team before reimbursement can be made. The organisation’s account will be used wherever 
possible and where this is not applicable, a receipt and ticket must be obtained and attached to the 
Involvement Reimbursement Claim Form. 
 
Reasonable car parking fees will be reimbursed and it is essential that a receipt ticket is obtained and 
attached to the Involvement Reimbursement Claim Form. 
 
Advisers must ensure that the car being used to travel has the correct and valid insurance, MOT and 
vehicle tax before claiming expenditure. West Essex CCG reserves the right to view the relevant 
documentation as stated at any time.  
 
Rates of reimbursement are as follows under the NHS terms and conditions service handbook from 1 July 
2013.  
 

Type of 
vehicle/allowance  

Annual mileage up 
to 3,500 (standard 
rate) 

Annual mileage 
over 3,500 miles 
(standard rate) 

All eligible miles 
travelled 

Car (all types of 
fuel) 

40 pence per mile  25 pence per mile   

Motor cycle   24 pence per mile 

Pedal cycle    20 pence per mile  

  
5.2  Parking on CCG premises – Patient reference groups 
 
Advisers attending patient reference groups on CCG premises will be issued with a parking permit for a 
time period covering the meeting. The parking permit will also cover thirty minutes prior to the scheduled 
meeting start time and one hour after the scheduled meeting end time. 
 
It is the responsibility of the permit holder to display the permit clearly in their vehicle. Failure to do so may 
result in a parking ticket being issued which the CCG will take no responsibility for.   
 
5.3  Costs incurred from replacement care and individual support needs 
 
To ensure that involvement is accessible to all service users, the organisation should be prepared to 
reimburse these costs which may include interpreters, signers for deaf people; personal care assistants i.e. 
the cost of a personal assistant or support person who is needed to enable someone to participate. 
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However, the exact arrangements must be discussed between the adviser and the organisation and agreed 
in advance. 
 
5.4  Payments in cash 
 
There may be occasions when it is appropriate to reimburse out of pocket expenses at the point at which 
they are incurred. Where this is the case, this will be agreed with the West Essex CCG team before the 
event. Cash will only be given on production of a receipt and, to comply with Financial Standing 
Instructions, no more than 10% of the total float can be issued in any one transaction.  
 
6.   ROLES AND RESPONSIBILITIES 
 
6.1    West Essex CCG: 

 has a duty of care towards advisers who become involved  

 has a responsibility to provide adequate expertise, information, time, administrative and financial 
resource to support effective involvement 

 will review the policy on a regular basis with involvement from relevant stakeholders  
 

6.2  Public Patient Engagement Adviser 
 

 needs to understand and agree to the terms and conditions upon which they get involved 

 with regard to expenses such as travel or stationery costs and so on, advisers are required to 
choose the most cost effective means available to them while still meeting their needs. 

 
7.   References 
 
National Guidance/Legislation: 
 
The National Health Service Act 2006, Section 242, Department of Health 
Our health our care, our say, 2006, Department of Health 
A stronger Local Voice 2006, Department of Health 
Health Reform in England 2006, Department of Health 
Reward and Recognition, Department of Health (August 2006) 
Valuing Involvement, Care Services Improvement Partnership/National Institute for Mental Health (August 
2007)  
 
NHS Nottinghamshire County Policies: 
 
Policy for Involvement, Reimbursement of Expenses and Payment of Lay Advisers  
 
NHS West Essex Clinical Commissioning Group:  
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Appendix A 
 
 
Current rates for reimbursement 
 

Subsistence expenses (see 6.4.2)  

Exceeding five hours £5.00 

Exceeding ten hours £10.00 

  

 
Rates for reimbursement 
 

Type of 
vehicle/allowance  

Annual mileage up 
to 3,500 (standard 
rate) 

Annual mileage 
over 3,500 miles 
(standard rate) 

All eligible miles 
travelled 

Car (all types of 
fuel) 

40 pence per mile  25 pence per mile   

Motor cycle   24 pence per mile 

Pedal cycle    20 pence per mile  

 
Rates are payable subject to change 
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Appendix B 

Summary Sheet 
 

EXPENSES  
 

As an unpaid representative you are entitled to claim expenses to cover your travel to and from 
meetings and any carer costs you incur. 

 
Rates of reimbursement are as follows: 
 

Type of 
vehicle/allowance  

Annual mileage up 
to 3,500 (standard 
rate) 

Annual mileage 
over 3,500 miles 
(standard rate) 

All eligible miles 
travelled 

Car (all types of 
fuel) 

40 pence per mile  25 pence per mile   

Motor cycle   24 pence per mile 

Pedal cycle    20 pence per mile  

 
Please ensure that any expenditure is discussed with the West Essex CCG before it is incurred to 
ensure it is covered. 

 
ALWAYS CLAIM BACK YOUR REAL COSTS 

 

 
Please return the completed expense form to the following: 
 
Communications and Engagement Team  
West Essex CCG  
Building 4 
Spencer Close  
St Margaret’s Hospital  
The Plain  
Epping Forest 
Essex 
CM16 6TN  
 
If you have any queries about expenses please telephone the Communications and Engagement 
Team on 01992 566140 
 
Email: we.ccg@nhs.net 
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A copy of the form will be returned to you for your records.   
Expenses should be submitted at the end of each month where possible. 
 
 
 
 
 
 
 
 
 
 
 
Appendix C 
 
Blank copy of the reimbursement policy.  
 

Copy of 
invoice_template_Excel.xls

 
 


