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CCG Involvement Expenses Procedure  

 

Process for reimbursing out-of-pocket expenses for patients, service 

users, carers, members of the public and volunteers. 
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Introduction 
 

This procedure sets out the principles and practice for reimbursing out-of-pocket expenses 
for patients, service users, carers, members of the public and volunteers who are involved in 
the planning, commissioning and evaluating of CCG services, including its engagement 
activities.  
 
NHS Leeds CCG is committed to engaging with and involving patients, service users, 
carers, volunteers and members of the public wherever possible, across all its areas of 
work.  
 

The purpose of this involvement is to improve health and care services, to improve the 
public’s experiences of health and care services and to make these services more 
responsive and accountable to local need.   

 
The NHS is required to consult and involve people under the following: 
 
• National Health Service Act 2006 (as amended by the Health and Social Care Act 

2012), (under sections 14Z2 and 13Q respectively).  
• Patient Participation Policy April 2017 (NHS England) 
• Patient and public participation in commissioning health and care: statutory guidance 

for clinical commissioning groups and NHS England 
• NHS Leeds CCG Constitution 

 

For effective contribution to take place, people need to feel supported and know that their 
contribution is valued. To support this NHS Leeds CCG is committed to providing out-of-
pocket expenses to patients, service users, carers, members of the public and volunteers 
who support us in our work.  
 

The term ‘out-of-pocket expenses’ refers to refunding specific expenses or costs that people 
have incurred as a result of their involvement in CCG activities. The term ‘service user’ 
refers to people (including patients) who use health and/or social care services. 
 
It is important to note that the NHS is currently facing unprecedented financial pressures, 
and we need to ensure that any expenditure we incur is relevant to our core responsibilities 
and can be fully justified. Therefore, all expenses should be reasonable and kept to a 
minimum. 
 
 
Purpose 
 

The purpose of this procedure is to provide overall guidance and direction to CCG staff, and 
information to patients, service users, carers, volunteers and members of the public.  It does 
not constitute a contractual or personnel agreement. NHS Leeds CCG reserves the right to 
change any aspect of the procedure at any time, and to expect adherence to the changed 
guidance. Any new versions of the procedure will be promoted to staff through internal 
communications mechanisms, to a wider audience via the CCG Network, and posted on the 
CCG website for information.       
 
 
 
 



 

4 

 

Scope: 
 
Who should be reimbursed out-of-pocket expenses? 
 

This procedure applies to patients, service users, carers, volunteers and members of the 
public who have made an agreement with NHS Leeds CCG staff to take part in an 
involvement or engagement activity e.g. meeting, interview panel or defined task or work 
programme. 
 
The expenses that individuals are likely to incur in the course of their involvement should 
always be discussed, agreed and noted with the relevant CCG staff/team before the activity 
begins.  
 
When should out-of-pocket expenses be offered? 
 

People should be offered expenses when they are participating as a member of the CCG’s 
volunteer programme or as a patient, service user, carer or member of the public in the role 
of ‘expert by experience’, perhaps on a specific steering group. This may include developing 
and/or evaluating services or strategies.   

The following are examples where out-of-pocket expenses would normally be offered: 

 participation in relevant meetings, committees, working groups or focus groups; 

 training or presentation delivery; 

 involvement in a recruitment and selection process; 

 participating in research. 
 

The table below is based on NHS England’s Summary of PPV (Patient and Public Voice) 
partner role descriptions (www.england.nhs.uk/wp-content/uploads/2017/08/patient-and-
public-voice-partners-policy-july-2017.pdf) and is helpful in understanding the various ways 
individuals can be involved in the work of the CCG, and which roles are eligible for out-of-
pocket expenses. 
 

Role  
requirements  

Role 1 Role 2 Role 3 

Nature of  
activity  

People choose to 
attend, respond or 
comment on open 
access engagement 
opportunities e.g. 
responding to online 
surveys, attending 
the AGM, etc. 

Individuals are 
invited to attend 
workshops/events/ 
focus groups on a 
specific/one off 
basis   

People are members of  
regular working group 
meetings, policy and 
service design, 
commissioning reviews, 
task and finish 
programmes, etc. 

Level of  
input   
 

Informs the CCG’s 
work  
 

Informs the CCG’s 
work  
 

Input to the CCG’s 
committees and 
working groups  

Expenses 
category  
 

No financial 
contribution from 
NHS Leeds CCG  

Reasonable out-of-
pocket expenses 
covered  

Reasonable out-of-
pocket expenses 
covered 

 

http://www.england.nhs.uk/wp-content/uploads/2017/08/patient-and-public-voice-partners-policy-july-2017.pdf
http://www.england.nhs.uk/wp-content/uploads/2017/08/patient-and-public-voice-partners-policy-july-2017.pdf
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When will out-of-pocket expenses not be available? 

Out-of-pocket expenses will not usually be offered for attendance at open public events (e.g. 
information events or board meetings that are held in public). 

Expenses will not usually be reimbursed where a patient, service user, carer, volunteer or 
member of the public chooses to attend an event, where they are there as an individual in 
their own right, expressing their own views or their own experience. 
 
Expenses will not usually be reimbursed where someone takes part in a large consultation 
exercise. However, this will be at the discretion of CCG staff and should be agreed in 
advance between both parties.  
 
NHS Leeds CCG aims to work in partnership with individuals to ensure that we cover 
expenses in a way which is ‘fair and feasible’, and being mindful of offering ‘best value’ 
when spending public funds. Both CCG staff, and the individuals they are involving, have 
responsibilities to identify and use the most cost effective options, balancing the need to 
minimise any financial, or other, barriers to participation with the need to minimise costs to 
the taxpayer. 

Costs of attendance at conferences (travel and entry costs) will only be offered where the 
conference topic relates specifically to areas of work the individual is involved with through 
the CCG e.g. as a volunteer on a specific steering group, it is felt attendance would be 
beneficial to the work in progress, and reimbursement has been agreed in advance of the 
activity. 

 

Where out-of-pocket expenses are applicable, what will be offered? 

All reasonable out-of-pocket expenses will be reimbursed.  These include: 

 travel costs (public transport, agreed car mileage); 

 child care/care relief/personal assistant;  
 

Recommended processes for different out-of-pocket expenses:    

 Car mileage is paid at the current staff rate for non-regular user. Details of travel, e.g. 
route taken, will be required. People using their own vehicle to travel must have a 
valid UK driving licence, the vehicle must have tax and a valid MOT certificate, and 
the insurance provider must have been informed that the vehicle is being used as part 
of a volunteering role. 

 Car parking expenses will be reimbursed where costs were incurred whilst 
attending the meeting/event, as long as the parking ticket/receipt is provided.   

 Taxi fares –Taxis may only be used where there is a justification on the grounds of 
one of the following:  

o Cost effectiveness due to multiple people travelling to the same place;  
o Personal safety, for example travelling late at night;  
o Disability, impairment or long term condition;  
o Efficiency, for example meetings held in different parts of a city during the day;  
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o Travelling with heavy or bulky items of equipment or luggage;  
o Where it is the only feasible mode of transport. 

All taxi travel must be agreed in advance with a member of staff. Wherever possible 
and appropriate, individuals are encouraged to use public transport or share taxis to 
minimise costs.  No taxi journeys outside Leeds should be booked, unless an 
agreement has been made between the individual concerned and the member of staff 
authorising the expenses. Taxis should be booked through the CCG engagement 
team on 0113 8435474. 

 Other public transport – trains outside the local area should be booked through the 
CCG. Bus/train fares inside the Leeds area will be reimbursed on production of the 
original ticket or receipt. 

 Childcare/care relief – childcare costs will be met where there is no alternative 
solution. The staff member responsible for the involvement activity must advise the 
Head of Communications and Engagement if the patient, service user, carer, 
member of the public or volunteer is seeking childcare costs. If approval is given, 
terms of reimbursement must be agreed before any costs are incurred for childcare. 
This will be based on average hourly childcare costs for Leeds. 

 Telephone calls – calls made in relation to involvement activity can be reimbursed if 
agreed in advance with a member of staff and an itemised telephone bill or a mobile 
phone receipt is provided. 

 Alternative care (where “alternative care” relates to professional care workers), for 
patients, service users, carers, members of the public or volunteers who have a caring 
role (where “caring role” denotes unpaid care provided by family members and/or 
friends) will be paid in line with the Direct Payments scheme or current care rates 
charged by an agency, depending upon which method of alternative care the carer is 
currently using. Information about the Direct Payments scheme can be found here  
www.gov.uk/apply-direct-payments 

 
Alternative care costs will only be met where there is no other solution. Wherever 
possible, individuals should make every effort to organise their commitment to fit 
around their existing responsibilities. They must inform the CCG member of staff 
responsible for the involvement activity, that they are planning to claim these costs 
and agree terms of reimbursement, before any costs are incurred for alternative care. 
This will require providing the CCG with an invoice.   

 

 Personal assistants - A personal assistant is someone who supports an individual 
with various aspects of their daily life, to help them live as independently as possible. 
Where a patient, service user, carer, member of the public or volunteer requires the 
services of a personal assistant, costs should be paid in line with the Direct Payments 
scheme or current care rates charged by an agency. An agency should only be used 
where there is no other provision and an invoice will be required.  
  

 Costs for interpreters. Interpretation may include language (where English is not the 
individual’s first language), British Sign Language (for deaf and hard of hearing 
people), or information translated into Braille (for blind people). This should be 
organised by the CCG member of staff responsible for the involvement activity. This is 

http://www.gov.uk/apply-direct-payments
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part of the legal requirement for the CCG to meet the Accessible Information 
Standard.   

 

 Light lunch or other refreshments. Sometimes refreshments will be provided for 
patients, service users, carers, members of the public or volunteers at our events.  On 
other occasions, the cost of lunch (i.e. sandwich at a café or hospital canteen), up to 
the value of £5.00, may be reimbursed upon production of a valid receipt.  
Reimbursement is available to people engaging in a session or activity of more than 
four and a half hours, or when attending more than one meeting, where lunch is not 
provided.  

 

 Stationery items. In agreement with CCG staff, occasional stationery items may be 
provided to aid patients, service users, carers, members of the public or volunteers to 
carry out particular tasks linked to their role.  This may include paper for printing, 
postage, etc.  These items will be supplied direct – receipts will not be accepted, 
unless by prior agreement. 

 

 Parking fines or loss of belongings – the CCG will not reimburse any parking or 
traffic fines incurred, or be responsible for any theft or loss of belongings, whilst 
patients, service users, carers, members of the public or volunteers are engaged on 
CCG activities.  

 

It is recommended that any announcements or communications about upcoming events 
should include a link to this expenses procedure, and to the claim form, to provide clarity 
around what can and cannot be claimed for.  
 

Payment of out-of-pocket expenses 
 

Methods of payment will usually be agreed in advance with a member of the Comms and 
engagement team. 
 
Expenses will normally be paid directly to individuals by cheque and posted to their home 
address.  
 

If someone does not have a bank account, the reimbursement of out-of-pocket expenses 
should be made via petty cash. In any instance where people are to be reimbursed via the 
petty cash system, at least two weeks’ notice must be given to finance in order for petty 
cash to be made available. 
 
If someone requires instant payment this should be provided via the petty cash system, but 
only on an exceptional basis. The individual should inform the CCG member of staff 
responsible for the involvement activity about this prior to the activity taking place. 
 
Everyone involved in CCG engagement activities where out-of-pocket expenses can be 
claimed should be given a copy of the expenses claim form and this procedure. 
 
Claim forms should be completed by the patient, service user, carer, member of the public 
or volunteer and all necessary receipts attached, before being checked and authorised by 
the CCG member of staff who is directly responsible for the individual. 
 

Once forms and receipts have been checked by the CCG staff member, they should be 
handed to the finance team for processing. 
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Where a claim is likely to be for more than £25 in any given month, the individual should 
agree this with the CCG staff member, prior to incurring the expenses. 
 
Forms should be submitted as soon as possible and only correctly completed forms, with all 
necessary receipts attached, will be eligible for claiming. They should be returned within 
three months of the involvement activity occurring.  
 
Wherever possible, in cases where payment is required for alternative care, childcare, a 
personal assistant or an interpreter, for example, expenses should be paid direct to the 
supplier of the service/goods who should submit an invoice to the CCG. 
 

Budget responsibility 
  

Any project or department or team wishing to engage patients, service users, carers, 
members of the public or volunteers, for example, on a specialist steering group or similar, 
should ensure that  they have allocated a suitable budget for the payment of expenses and 
any other support, which individuals may require from time to time (e.g. training).   
 
This may be a ring-fenced amount within an existing budget, or could be sourced from 
elsewhere (e.g. other CCG funds or external funding bodies). All risks associated with that 
budget are the responsibility of the project/departmental/team manager. 
 
Costs may include travel costs to regular local meetings/events and, potentially, attendance 
at a relevant conference in London, for example, with accompanying travel expenses. This 
should be discussed at initial meeting stage. 
 

Claiming benefits 

If the patient, service user, carer, member of the public or volunteer is claiming benefits, it is 
their responsibility to inform the welfare benefits agency that they are claiming out-of-pocket 
expenses as part of their involvement activity. It is our responsibility to ensure that they are 
clear about the need to check the potential impact claiming expenses could have on their 
existing benefit arrangements. For further information please see page 9 of  
www.england.nhs.uk/wp-content/uploads/2017/08/patient-and-public-voice-partners-
expenses-policy-oct-17.pdf     
 
Notifying stakeholders 
 

All individuals will be informed about the process for reimbursing out-of-pocket expenses 
when they begin their involvement with the CCG. Members of the NHS Leeds CCG 
volunteer programme will be given all the relevant information during their induction, and it 
will also be posted on the CCG website.   
 
 
 
Responsibility for document development 
 

It is the responsibility of the CCG’s communications and engagement team to develop and 
update this document. This document will be reviewed regularly, and approved by members 
of the CCG’s senior management and by CCG volunteers. 
 

http://www.england.nhs.uk/wp-content/uploads/2017/08/patient-and-public-voice-partners-expenses-policy-oct-17.pdf
http://www.england.nhs.uk/wp-content/uploads/2017/08/patient-and-public-voice-partners-expenses-policy-oct-17.pdf
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Consistency with national procedure 
 

This procedure has been produced with regard to, and is considered to be consistent with, 
NHS England’s policy document: Working with our Patient and Public Voice (PPV) Partners 
– Reimbursing expenses and paying out-of-pocket payments: 
www.england.nhs.uk/wp-content/uploads/2017/08/patient-and-public-voice-partners-
expenses-policy-oct-17.pdf  

  
Associated documents 
 

An expenses claim form is available from members of the Comms and engagement team, 
and on our website at:   www.leedsccg.nhs.uk/content/uploads/2018/11/Service-User-Carer-
and-Volunteer-Expenses-Claim-Form-V1.6-May-2018.pdf  

http://www.england.nhs.uk/wp-content/uploads/2017/08/patient-and-public-voice-partners-expenses-policy-oct-17.pdf
http://www.england.nhs.uk/wp-content/uploads/2017/08/patient-and-public-voice-partners-expenses-policy-oct-17.pdf
http://www.leedsccg.nhs.uk/content/uploads/2018/11/Service-User-Carer-and-Volunteer-Expenses-Claim-Form-V1.6-May-2018.pdf
http://www.leedsccg.nhs.uk/content/uploads/2018/11/Service-User-Carer-and-Volunteer-Expenses-Claim-Form-V1.6-May-2018.pdf

