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1. Introduction  

1.1. Under the Health and Social Care Act (2012) NHS Coventry and Warwickshire Integrated Care 
Board (‘the ICB’) has a legal duty to involve the local population in the planning and commissioning 
(buying) of healthcare services.  

1.2. The ICB is committed to involving the public, patients, carers and volunteers in its work and supports 
the principle that people should not be out-of-pocket when working with the organisation.  

1.3. The purpose of this policy is to ensure that there is one consistent system for individuals to claim 
expenses and to ensure timely reimbursement so that people giving up their time voluntarily to 
contribute to the ICB’s work are not financially disadvantaged in attending groups and meetings.  

1.4. The policy is to also inform ICB staff so that they have clarity on what patients and public 
representatives can expect in terms of reimbursement and the process to follow when submitting 
claims.  

2. Scope of the Policy 

2.1. This policy covers most occasions when the ICB will reimburse reasonable expenses for patient 
representatives. Usually these will be where the ICB invites people to work with the organisation 
and asks them to confirm their intention to attend such events or meetings. This includes: 

• Attendance at public and patient participation groups; 

• Attendance at planning and strategic meetings such as programme and project Boards, 
steering groups and working groups;  

• Specific meetings relating to the delivery of services, focus groups or other communication 
activities; 

• Meetings and events relating to the procurement of healthcare services, where patients and 
carers are contributing to the development of service specifications. 

2.2. This expenses policy does not apply where the public attend a launch or event which is open to 
everyone (e.g. public meetings, governing body meetings, AGMs), or other meetings without 
specific invitation to assist in ICB business. This policy also does not apply to people receiving 
payment from other organisations for their participation in ICB work e.g., members of voluntary and 
community organisations.  

2.3. All expenses must be agreed in advance with the ICB manager who has invited patients to be 
involved with a particular group, project or meeting.  

3. Definitions  

3.2. Public - A resident of the locality, who has taken part in activities at the request of the ICB. 

3.3. Patient - An individual, who has received, is currently receiving or has the potential of receiving a 
ICB commissioned service. 

3.4. Carer - An individual (aged 16 and over) who has provided, currently provides or intends to provide 
a substantial amount of care on a regular basis for another individual. 

3.5. Volunteer - Any individual who has been recruited and registered to perform volunteer tasks within 
the premises and area served by the ICB. 
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3.6. Patient Participation Groups or Activities - Meetings events or activities organised by the ICB, 
where the views of patients, carers or residents are sought by a particular service or by the ICB as 
an organisation. 

4. What expenses are covered?  

Travel expenses  

4.1. The following travel expenses will be reimbursed, providing receipts are attached to the claim form 
(Appendix 1):  

• Mileage costs for use of a car or motorcycle at 24p per mile; 

• Bus or train fares – patients and the public can claim the cost of the cheapest standard class 
ticket possible. A ticket receipt must be obtained and attached to the expense claim; 

• Car parking fees – receipts must be attached to the claim form; 

• Taxis – in exceptional circumstances and if a taxi is the only appropriate form of transport 
(e.g., where there is no alternative transport or to avoid numerous changes of transport, or to 
avoid carrying heavy luggage or equipment. There may be other special circumstances when 
a taxi is required such as a disability.) The ICB will use discretion in dealing with requests.  
This must be agreed in advance of the meeting by the responsible ICB manager.  A receipt 
must be obtained and attached to the expense claim. 

4.2. It is the responsibility of patient representatives to ensure that their vehicle insurance policy covers 
their journeys as a result of their involvement with the ICB and that their driving licence is valid. 

Other expenses  

4.3. If an individual needs additional support to enable them to attend meetings, such as accompanying 
carer costs, carer costs, childcare or interpreters, this will need to be discussed and agreed in 
advance with the relevant ICB manager and reasonable expenses may also be covered (with 
relevant evidence provided e.g. receipts). An audit trail will need to be kept to show what expenses 
have been agreed in advance.  

4.4. The ICB will still reimburse travel costs incurred when a meeting has been cancelled at short notice 
and where the representative was not informed of the cancellation before travelling. 

4.5. Note: Claims will not be paid if they are submitted more than three months after the meeting 
or event. 

5. What expenses are not covered? 

5.1. This policy does not apply in the following circumstances: 

• Individuals attending open public meetings, launch events or other meetings which are open 
to everyone (e.g., public meetings, governing body meetings, AGM) or other meetings 
without specific invitations to assist in ICB business; 

• Individuals giving views through questionnaires or interviews; 

• Individuals receiving payment from other organisations for their participation in ICB work, 
e.g., members of voluntary or community organisations; 

• First class travel (but individuals can pay the difference between second and first class fares 
themselves); 
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• Any parking fines incurred (including any fines issued on hospital sites) while working with 
the ICB.  

6. Approaches from organisations outside the ICB for patient or public 
representation 

6.1. Other organisations should make it clear what involvement they are asking representatives for. 
They should also be clear what expenses or payments are available. 

6.2. If the request is coming from another organisation, it is expected that they will pay for an individual’s 
travel and out-of-pocket expenses. If they are requesting a representative from the ICB then this 
must be discussed with the ICB in advance of confirmation of attendance being issued. 

6.3. If the organisation does not have its own expenses policy, or no clarity has been agreed on 
expenses, no assumption should be made that the ICB will be able to refund the costs incurred. It 
will be the responsibility of the individual to accept or decline the offer to be involved. 

7. Payment Process 

7.1. Expenses will need to be approved by the appropriate ICB manager and only reimbursed on receipt 
of a validated and signed expenses claim form (Appendix 1).  

7.2. Payment to individuals will be made via bank transfer (where account details are supplied) or by 
cheque, posted to the address provided on the claim form. Payment for small amounts (eg, less 
than £100) will usually be made in cash via the ICB’s petty cash system.   

8.  Responsibilities 

8.1. ICB Managers 

• To advise participants on the type of expenses they can claim and the process they should 
follow; 

• To agree expenses claims in advance; 

• To ensure that there is an audit trail that shows what expenses have been agreed in 
advance; 

8.2. Chief Finance Officer 

• To monitor all costs and ensure enough budget is set aside to cover costs; 

• To report on expenditure related to engagement to the Audit Committee. 

8.3. Participant responsibilities 

• To ensure that they have the appropriate insurance cover on any vehicle they use while 
undertaking ICB business; 

• To discuss expenses in advance with the relevant ICB manager; 

• To keep receipts of travel undertaken for ICB business; 

• To make requests for payment promptly, within three months of the meeting or event. 

9. Equality and Diversity 

9.1. The ICB is committed to ensuring that it treats all its members fairly, equitably and reasonably and 
that it does not discriminate against individuals or groups on the basis of their ethnic origin, physical 
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or mental abilities, gender, age, religious beliefs or sexual orientation. Accordingly an Equality 
Impact Assessment has been completed for this policy.  

9.2. If you have any concerns or issues with the contents of this policy or have difficulty understanding 
how this policy relates to you or your role, please discuss them with the Head of Corporate Services. 

10. Monitoring Compliance and Effectiveness of the Policy 

11.1. The Audit Committee will monitor compliance with the policy and will receive a quarterly report 
detailing expenses expenditure.   

11.2. The policy will be reviewed every three years, or earlier should the ICB become aware of changes 
in practice, changes to statutory requirements, revised professional standards and local / national 
directives that affect, or could potentially affect the policy. 
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Appendix 1 – Expenses Claim Form                    
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