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Term of Reference and Working Methods

Background

The NIHR Imperial Clinical Research Facility (CRF) is the dedicated clinical research facility for
Imperial College Healthcare NHS Trust. There are a wide range of clinical trials taking place
at the CRF, looking at new ways of treating many different medical conditions. We are
fortunate to have many people taking part in these trials, either because they have the
condition under investigation, or as healthy volunteers. However, we would like to not only
have people participating in these trials, but also getting involved at other stages of the
research cycle.

To do this, we are recruiting a panel of people who are interested in making a difference to
clinical research. Members will be invited to take part in a range of activities where they will
be asked for their views on different aspects of clinical research, making sure our research is
accountable, transparent and relevant to the public. Although the priority of the panel is
patient and public involvement (PPI), the panel may also be invited to take part in patient
and public engagement (PPE) activities (and participation (in research) where relevant).

We use NIHR INVOLVE definitions, namely that patient and public involvement is where
patients and members of the public are actively involved in the activities, organisation and
governance of research projects, while patient and public engagement is where information
and knowledge about research is provided and disseminated to the public.!

Aims

The aim of the Patient and Public Involvement Panel (PPl Panel) is to advise the CRF and
researchers on how we can improve the way we carry out research by sharing their thoughts
and opinions on how clinical trials are run from a lay person’s point of view.

1NIHR, 2013, INVOLVE, 2014
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Activities
Activities members of the group could be invited to take include:

e Focus groups

e Commenting on research study grant proposals and protocols

e Reviewing patient information sheets and consent forms

e Helping identify research priorities

e Becoming a patient/public voice on a steering committee or advisory group for a
study.

Working Methods

When people join the PPI Panel they will be asked a range of questions about whether they
are interested in a particular condition as a patient (parent/guardian/carer/family member)
or whether they are interested as a healthy volunteer and what types of activities they would
like to be involved in.

When we have an activity requiring the help of the PPl Panel, the Patient and Public
Involvement Manager will invite people from the Panel to take part. Some activities may only
require people with particular conditions, in which case only people who have those
conditions will be invited.

We know that different people have different interests and amounts of free time, so many
activities will allow you to take part in person or online and you can commit to as much or as
little as you like.

Membership
Membership of the PPI Panel is open to:

e People who are willing to contribute their experience of health conditions currently
being investigated at the CRF, or in the planning stages.

e Their families and carers

e Healthy volunteers who have already or hope to take part in clinical trials at the CRF.

Person specification

e Must be able to work as part of a team.
e Have a friendly and approachable manner.
e Reliable and trustworthy.
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Responsibilities

e During meetings/activities you will be required to offer a patient/carer/public
perspective on the development of research, carrying out the research and putting
the findings into practice. This is of central importance to the success of this work.

e |Ifrequired prepare for meetings by reading the associated paperwork

Our responsibilities

e Training—when you join the PPl Panel we will ask you about your experience of clinical
research and discuss what training and support we can offer. As well as what is
expected from you as a PPl panel member.

e Support — you will be able to call or email the contact listed below at any time if you
have any questions.

Confidentiality

The broad principles of the panel are openness and transparency. However, we aware that members
may wish to discuss issues that must remain confidential. When material is circulated or discussed and
it is of confidential nature, then it must be stated or marked as ‘Confidential’.

All information of a confidential nature must be treated with strict confidence both during the time
that a member is involved with the panel as well as after their involvement ends. In line with the Data
Protection Act 1998, members must not remove, destroy, share or discuss any confidential
information inappropriately unless specifically requested to do so by the ICRF.

The ICRF will keep members’ personal information secure and confidential at all times in line with the
General Data Protection Regulation (GDPR). Your data will be encrypted and held on a system
restricted to just the people that need access to it. You will also have the opportunity to consent to
bank details being recorded for fast processing of payments — this is at your discretion. If bank details
are recorded, you must sign the attendance sheet when attending all meetings to confirm attendance
and confirm you allow us to use your details to process the payments.

For full details of the information we hold, and your rights under GDPR, please refer to our privacy
notice on the ICRF website.

Review

We will keep this Terms of Reference and the working practices of the panel under review. You will be
notified if the document is amended and asked to confirm your compliance.
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Rewards and Recognition

We consider that patients and members of the public who are involved in research should be
rewarded and recognised for their contribution. Payment or non-financial reward in recognition of
members’ time will be based on NIHR Payment guidance for members of the public considering
involvement in research (version 1.3, July 2022). All payments are given as appropriate for the
activity.

Travel expenses will be covered for meetings and other activities we invite you to attend
and we follow involves guidance on payment for involvement.

Payment guidance for members of the public considering involvement in research | NIHR

» Claiming travel expenses and payment

The expenses claim form and the non-payroll fees form are both used to process claims. Both will be
provided to you. Once finance receives the forms, it takes up to 30 days to process.

e Expensesform (see appendix 1) — used to claim back any travel expenses. Please retain
any receipts and submit along with the completed form.

Non-payroll fees form (see appendix 2) — this is used to process any payments to PPl panel
members. In the event that travel expenses also need to be claimed alongside this payment,
they can also be added to the non-payroll form. All receipts are needed to support this.

For further details please contact:
Aime Boakye - Clinical Project Manager & PPl E Manager

NIHR Imperial CRF, Imperial Centre for Translational and Experimental Medicine,
Hammersmith Hospital, W12 OHS

Tel: 020 3313 1312

Email: aime.boakye@nhs.net
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Appendix 1 — Expenses Form

mrial Conege Thas Exzel dorm Mty 4 S b youw Adedd dtww and e (WD 41 year compuine, bt then 1usd Expense Claim - E1
Do PR S0 siged, OGRS WITHD, BINCONNS, S13TOND érd serd by sbarr ot 18 yp
London Capeses OFice, Jharkh] Baran
5t
Title and ful nama; ey i s i oot it e
College Identifier e section below must be completed by students, casual staf and visitors to the cabsge
{CID Number): Foe employees, this lefomsation i obtsined from 4R and gayrol,
’Pwonmwmr Data of birth- Bank Name:
Home address: Bank Branch:
—_— ]
g Sort code:
3 e Jor SWIFT)
g A t No.:
g Post Code: (d]
- = i
E: Foregn | Steringtotal | 7 Sub Total
& F: T uopy e
g Date(s) Moca § om 0 ¢ ) "f...- Analysis Code (AP Use Only)
OTHER (] [] . .
9] T
=] -
J .
jui] -
| ] e
— - = :
1C15 Code Cost Cantre: Acthily ! Project N |
Cost per mile| Starling total TRA Y Sub Total
Date Number of mies | ¢ Fram To o g worivey | Analyals Code AP Uea Oty
045 U .
0.45 =) -
0.45 1] -
IC1S Code Cost Contrer Aciiity | Project No.: |
Name of privcpn | Snesseson mprsmetat | Tetal numbers Foreign Sterling tosad Jpd Cocs Sub Total
Heteye goest $601 gty prosent Currmncy ) o] Loty (AP Use Only)
[u] -
=] )
=] -
O -
-TOTAL: El ! 3] <, 2= 1% | - -
IC1S Code Cost Cente: Activity | Project No |
N RIS TN SR A R T AT A
Farugn Sterting total v | _ Sub Total
Cumency &) mn ey [Analysls Code (AP Usa Oriy)
U —t
|=] -
=) .
J -
1= -
=] -
|~) "
e R S RS- | - .
Achutty { Project No.. I
| horvw Sheches et Man O3 artmental sutharianon | condlm T Clumart's Sechareton|
0 Iccene dex lsmans Maes b - , feam Towtes vid 3 O MRS 0 Forent alave hx Bana LTS by 1 ARy, (dceuier by 136 bl ¢
[Co38 Iy 10 e 108 et cobare, abeve [Pamones of Ihe Comoge’s bunkwss
}o 00 riehe o fmily campeannd has beer) dhaged 13 fhe College O Wy MRS AOVICHE Ly 930 Colige bave Bean coaucied BOT 10 Laal e
§> 1eutzis 3 4RI TN B%] Centapeed o lhe caim 0 Mo Mnlurserant oy of actay conie 8 50500 [hest b5 86 shamend of prall
b3 10 CORR CANTRE 00 00 weocund I Pab A0S (i) | sliowasome O 00 part of e clalm iiaies 1) Boldapt o Pevite busreas sctiabes
9 noﬂmmnuimlw-wmul-ﬂmmwn (9 By OB IRMANQ 10 Weved Coula for P AFOSRA. SaTrer, TATIY OF O8rS who S 2ol emsopess
AOQIORT 30 Cobege DUGHNS havg teed
P PEANAG | Mol L chrt b b gowscesly clbred YOO8 (16 S WGe & o 3Ty e penn
e Date:
[Naese (rvvn) oy e Dol
|seberasiee sary Narrs gaieg

Approved by ICRF PPl Panel
NIHR Imperial CRF Patient and Public Involvement Panel Terms of Reference v4.0_Aug2022



Imperial Clinical ;
N I H R | Research Facility Imperial College Healthcare INHS

NHS Trust

Appendix 2 — Non Payroll Fees Form

Imperial College Non-payroll fees
London NPF

Maximum £1000 per annum

Thisformis not to be used forfee processing relating to Clinical trials. ForClinical trials please use the
Clinical Trals payment information (CTP1) form.

This form must ondy be wsed to inifiate low-vaue payments of professional fees and similar psyments for services rendered by individuals not
Scting in the cowrse of Sny employment relabons hip with the Callege | tredance workers). |he Uollege 1s notreguired todeduct tax 31 source
from such payments, and the freslance worker is personally responsible for declaning such income on their tax retwrn.

Read the guidance notes at [URL] before using thisform.  The payes mustnot slready be on Imperisl College’s payroll {12, they must not
hawe received, st any time since April last, 3 payslip from the Imperial College payroll office).

Exampies of the types of payment tor which this torm may be used:

» guest lecturers whose presentstion does not fom part of 3 specified curricubsm (eg conference presentes). Up io three lectures per yesr
isiting musicians, entertsiners, sctors engaged in communication skills teaching stg;

= royalty payments payable to non-employeses;

= wolunteers, in clinical trisls.

Use “Casual payrell” (form Pay B) for incidental and sporadic payments to casual workers.
Use a purchase order for professional fees excesding £1000 and all psyments to limited companies or partnerships. The supplier's invoice
should be processed through Accounts Payable, using a College Order.

When completed and authorised, this form should be sent to Accounts Payable in the Sherfield Building at South
Kensington.

Bection A: Fersonal Details

Colegememiner [0 [0 | | | [ [ T ]
{CID} if knowm

Title Surname or Famiky nams

First Names Former Surname (if applicable)

Diatz of Birth Bender [Msle [ O [Femske [ O
Residentisl Address

First line of address Town

County Postcode

Telephons number Mabile

EBank Details

Wame of Bank Sort Code | | | | |

IBAN or Swift code for
international payments

Account number (8 digits)

Section B : Services provided
Department or unit in Tollege Giwe a brief descrption of the work undertaken

Section C: Cost and charging instructions
Cost centre Activity or project Analysis code Amount

Fee payable, excluding VAT £
VAT if applicable
Travel orother expenses £

Secdon G: Fredance Worker's declaration Secdon H: Departmental authorisation

Tdeclare that:

» | have provided the senvices setout hemson as 3 freglance worker,

and am not {nor havebesn atany time in the current tax year) an STAMP HERE

employes of Imperial College.
» 3l personsl detsils completed sbove arecorea

Signed Signed Signed

First Departmental Officer’s | Second Deparimental Officer's
Date name and department [print) name and department [print}
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