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2. Definitions of Terms Used / Glossary

Cl Chief Investigator

NIHR National Institute for Health and Care Research

NNUH Norfolk and Norwich University Hospitals NHS Foundation Trust
Pl Principal Investigator

PPI Patient and Public Involvement

PRA Public Research Ambassador

PRC Public Research Contributor / Public Research Champion

R&D Research and Development

SOP Standard Operating Procedure

3. Objectives

The aim of SOP is to help researchers work with Public Research Contributors at
Norfolk and Norwich University Hospitals NHS Foundation Trust; ensure that they feel
valued; and ensure the activities required are completed satisfactorily.

4. Scope

Public Research Contributors -v- Public Research Champions

The role of the Patient Research Ambassadors (PRAS) (now known as Public Research
Champions (PRCs)) is to raise awareness of research. They are Hospital Volunteers
recruited as Public Research Champions.

Duties beyond awareness raising activities now fall under the role of Public Research
Contributor (PRCs aka PPI (Patient and Public Involvement) Contributor) which are paid
activities. For public involvement beyond awareness raising roles, researchers or
managers should follow the guidance in this Standard Operating Procedure (SOP)
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5. Rules

Initial actions

The National Institute for Health and Care Research (NIHR) sets out the rate for
payments which can be used as a guide/ benchmark. See: section 4
https://www.nihr.ac.uk/documents/payment-quidance-for-researchers-and-
professionals/27392

Please make sure you have considered the appropriate rate to be paid.

Before approaching anyone regarding activities for which payment/expenses will be
received, ensure you have identified the budget and cleared this with the
relevant budget holder. For activities which require payment, a Letter of
Engagement will be required (please liaise with Research and Development (R&D)
Governance Team regarding this before advertising as R&D will need to ascertain
how you will be able to pay your Public Research Contributor e.g. off-payroll / as an
employee (may apply for public co-applicants) / as a service provider (and whether
IR35 legislation applies))

6. Examples of Public Research Contributor work for which payment is usually
required
a) Meetings / Steering group participation - Public Research Contributors who sit on
Committees.
b) Speakers at events or for critiquing a document.
c) Reviewing literature — this is a paid Public Research Contributor role (unless it is a
very basic/short piece of text).

7. Focus Groups (for developing research)
Focus Group arrangements are made by the research team/Principal Investigator
(P1)/Chief Investigator (Cl) who contacts patients, carers, parents or members of the
general public (who have usually already expressed an interest in being ‘involved’ in
research e.g. helping with its development rather than participating). They are given
information about what will be involved and should be asked to complete and sign a
consent form where sessions may be recorded, and/or photographs taken or where
future contact beyond this project may be required. They are usually reimbursed for
their travel expenses. In some instances, involvement is rewarded by way of gift
vouchers or payment in line with the approved NIHR rates (see section 5 above). Itis
the responsibility of the PI/CI to make the arrangements for reimbursement to those
involved in a Focus Group (unless payment is required in line with NIHR rates in
which case R&D may need to draft a letter of engagement (as described further
below)) . The PI/CI should make every effort to invite involvement from a range of
areas, backgrounds etc so a diverse group is able to provide their view.

N.B this paragraph does not relate to ‘participation’ in a research focus group where
the individual is participating in the research. Those individuals will need to give
consent as per the Research Protocol requirements.
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8. NNUH Procedure

\ 4

Advertising (Once you have liaised with R&D)

In your advertisement, ensure you explain:

* What the project is — a clear lay summary, including why PPI support is
being sought and how the research will ultimately benefit patients

* How much time is expected (e.g. hours per week/ad-hoc).

* How long the work/project will last (e.g. 3 years).

*  Why you need PPI input and explain what value you hope PPI input will
bring.

» What skills, experience, background you are looking for.

* Whether “lived experience” of the condition being studied is necessary.

* What training and support will be offered to help people fulfil their role.

* What you need from people in terms of showing their interest in the role
e.g. an email outlining why someone is interested and is suitable for the
role, a film or audio (some people are not comfortable writing, and other
methods can be more inclusive).

+ Payment and expenses — including how much will be paid and acceptable
expenses and provide a link to the payment rates/policy. Consider whether
free parking can be offered. Confirm that the individual may decline a
payment or accept a lower amount.

*  What you would like in the responses to your advert (e.g. what information
about the person/their experience/availability do you need).

* Whether you will have a meeting to discuss the opportunity further and
what format this will take. This should generally be an informal interview
rather than formal (i.e. More of a friendly chat with each party having
opportunities to ask questions). Please note: an interview process may not
be appropriate, so use what is appropriate for the specific role.

* Deadline and email/phone number for response/questions.

* Provide contact details for questions.

Do not use the term “expression of interest” on your advert as it is not clear
what it means to some people.

If there is a role description, include this in the advert or explain how people
can have access to it.

Consider where to advertise to reach people to target and to ensure people
who do not use digital devices can be included. For example, via a poster, with
a telephone number to contact you. However online advertising can also be
utilised (where this is approved by Line Managers) e.g. Hospital Social Media,
and/or https://teamnnuh.co.uk/vacancies/

Receiving responses to an advert

« Email back relatively quickly (ideally within two working days) to thank
the person and outline next steps.

« If you think the person who has responded is not suitable for the role,
politely explain why (e.g. that you are seeking people who have a
particular condition or from a particular community)

« If you receive multiple responses, there needs to be a process for
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selection — this might be one of or a combination of the following and the
criteria needs to be made clear to people applying:

o based on (informal) interview

o random selection

o selection based on need (e.g. people over 75).

Interview/informal discussion (online or in person)

Ideally, have an initial informal interview with a prospective new contributor:
 If appropriate, prior to the chat, questions can be sent in advance so that
people have time to think about how they respond — this can make the

process more inclusive.

+ Build a relationship with the contributor.

» Ensure they understand what is being requested.

+ See if they are suitable for the role i.e. have the relevant experience.

» Give opportunities for asking questions/clarification.

+ Explain confidentiality in relation to the project.

* OQutline the induction on offer and ask if they have any training needs

+ Explain payment/reimbursement processes and link to information (e.g.
policy and how to claim). Please liaise with R&D Research Governance if
further information regarding tax/benefits is required or see the HRA
information available at reference 10 below.

» Explain how you will let them know the difference their input has made.

If an offer is made:
» Allow time for the contributor to think about the offer and give them a date
to get back to you.

Where an interview panel is required, the candidates should be processed in
accordance with Team NNUH recruitment procedures
https://thebeat.nnuh.nhs.uk/page/3934 ie to include Right to work checks; and
completion of Declaration forms.

Retain copies of the recruitment documentation (12 months for unsuccessful
candidates — from the date of the interview; 6 years + 1 for successful
candidates in accordance with the retention schedule in Trust Docs 15120)

Provide appointment details to R&D and request Letter of Engagement.

Your duties

* Provide a letter of engagement (available from Research and Development (R&D)
Governance Team)

» Give guidance on the amount of time you expect the duties to take with a reference
to the payment e.g. you could say something like “I would expect this to take about
2 hours and the payment would be £50”. Make it clear how and when they will
receive payment (you will need to instruct R&D Governance Team to process this)
and whether expenses/free parking are included.
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» Be sure to maintain open and friendly communication channels throughout the
project.

» Be clear about what you are requesting and work collaboratively with the contributor
to clarify the activity

* Explain why their input is needed and how it will be helpful.

» Tell them the date you need the completed work back (for example, within 2
weeks).

* Provide opportunities/contact for asking questions/clarification.

Once activities are complete:
o Thank the contributor.
« Give feedback on the difference their input has made.

9. Concerns or difficult situations when working with Public Research
Contributors

Occasionally there may be a concern or difficult issue when working in partnership with
contributors e.g.

. Carer costs, travel or accommodation expenses are higher than the policy.

. An activity is not completed to a satisfactory standard and / or it seems that the
contributor has not spent the appropriate amount of time on the activity

. Regular late arrival or not contributing to meetings.

. Group dynamics that you feel uncomfortable about.

. There is something else you are concerned about and would like advice.

Please follow this guidance:

« Remember to maintain friendly and open communication throughout.

« Reuvisit with the contributor the initial request to ensure that there is clarity on what is
being asked.

o Ask the contributor if they are able to do it and if they need any support to complete it
(e.g. give the information verbally rather than in written format).

« If appropriate, highlight the NNUH PRIDE Values https://teamnnuh.co.uk/pride/

« If appropriate, provide a deadline for the completed work and if explain that if the next
deadline is missed, there will be no extensions.

« Explain that for payment to be made, the work needs to be completed or that
appropriate time and/or effort has been spent.

« If work is not completed another time or other changes are not made ask the
contributor if they would rather not be asked to do this type of activity.

Please contact RDOffice@nnuh.nhs.uk and seek support from the Research Governance
Team
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10. References and Related Documents

PPI resources for applicants to NIHR research programmes
https://www.nihr.ac.uk/documents/ppi-patient-and-public-involvement-resources-for-
applicants-to-nihr-research-programmes/23437

Payment for public involvement in health and care research : a guide for organisations on
employment status and tax - Health Research Authority
https://www.hra.nhs.uk/planning-and-improving-research/best-practice/public-
involvement/resources/payment-public-involvement-health-and-care-research-guide-
organisations-employment-status-and-tax/

References

ICH GCP E6/ SI 2004/1031

Team NNUH recruitment procedures https://thebeat.nnuh.nhs.uk/page/3934
Trust Docs 15120 Retention Schedule
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12. Training Implication

Training Implication | Yes

Actions required e Additional training may be required
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