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1. [bookmark: _Toc77936658]Introduction
The University recognises the importance of the involvement of voluntary participants in the production of high-quality research and that such volunteers should not be financially disadvantaged as an outcome of their participation.
The purpose of this policy is to provide guidance on reasonable levels of payment for participation in activities where payment falls within the HMRC definitions of “research volunteer”, and to set out the procedures for the payment of such individuals.  It should be considered in line with HMRC requirements and, where appropriate, the guidance from relevant funding organisations. 
Scope
This policy applies to all research undertaken by or on behalf of the university.
The policy is primarily concerned with the payment of individuals defined by HMRC as “research volunteers, lay participants and participants in clinical trials”, who fall into two broad groups:

Public Patient Involvement (PPI) which is research that is done “with” or “by” the public and not “to”, “for” or “about” them.  PPIs are often used in health and social care research to provide “lived experience” of the research area.  PPIs help to ensure that the research is more relevant to participants, designed in an acceptable way, understandable and is communicated appropriately.

and

Research volunteers who take part in tests, submit measurements or are interviewed as part of the research process.  Where payment is made, it is normally a small sum to cover out of pocket expenses and/or as compensation for any time spent.
2.3	Research participants falling under either of these categories may be staff of the University although their participation in the research will not be part of their duties of employment and will be undertaken in their own time, with no obligation to take part.
2.4	Participation in and contribution to research may be one-off or repeating occasions although, if an individual engages with Cardiff Met in this regard on a regular basis, Principal Investigators (PIs) must ensure that no employment relationship is established for the “volunteering” activities. Your HR Business Partner should be consulted at the earliest possible opportunity if any individual has, or is predicted to, participate on regular basis.
[bookmark: _Toc77936660]Guiding Principles
[bookmark: _Hlk177716317]It is expected that the thresholds for payment provided in this policy will be applied in the vast majority of cases.  It is recognised however, that there may be instances where they are deemed insufficient for the type of role to be undertaken and that higher levels of payment may therefore be required.  In such cases, the PI should contact the Deputy Director of Finance to discuss next steps as it is likely that higher payment thresholds may change the nature of the relationship of the participant with the university and result in the status of “worker” being created.  
Activities are undertaken on a voluntary basis and will be defined prior to involvement[footnoteRef:1].  Researchers are required to follow Cardiff Met ethics approval procedures which include guidance for the gaining of informed consent.  That is ensuring that potential participants in research have the right to choose if they will participate and are given the opportunity to withdraw at any time. [1:  It is recognised that where a research project involves covert or deceptive techniques then it will not be possible to define activities prior to involvement.  It is a requirement however that the use of any such techniques are approved as part of the Cardiff Met ethics approval process prior to commencement of the project.] 

3.3	When considering the ethics of their project, researchers must recognise the potential for perverse incentives arising from payment.
[bookmark: _Toc77936661]Thresholds for payment
Any payment made to a research participant should be proportionate to the task undertaken.  No payment should be made that could be interpreted as an excessive financial inducement, persuading an individual to take part against their better judgement.
Where individuals are engaged in PPI activity, the University deems the following payment thresholds to be reasonable.  These amounts have been set to ensure compliance with HMRC definitions[footnoteRef:2] and are based on guidance produced by the National Institute for Health and Care Research (NIHR).  It should be noted that reasonable receipted travel and refreshment expenses can be paid in addition to the amounts listed [2:  PIs should be aware that “reasonable” payment refers to an immaterial amount of payment which does not risk a volunteer entering into a worker arrangement (HMRC). ] 

· Time commitment of less than 1 hour: Payment of £12.50
· Time commitment of one hour or more: Payment of £25 per hour up to a maximum of £75 per half day or £150 per full day.
The University will keep these figures under review in order that they remain in line with HCRW and NIHR guidance.
The amounts listed above are guidelines and the actual payment made will depend on the nature of the research and individual input.  In particular, PIs must ensure that any preparation time required is taken into account when deciding payment amounts.  These payments must be included in the costing and pricing undertaken before the project commences.
Where individuals are engaged as Research Volunteers, they will not normally be offered payment above and beyond the compensation of any expenses incurred, and it is the responsibility of the PI to ensure this is made clear to potential Research Volunteers before they consent to participate.  The following exceptions will apply:
· Offering a nominal payment as thanks in the form of a voucher
Close scrutiny will be paid to any such proposed payments as part of the ethics approval process, in order to avoid situations where participants are induced to undertake risks that might otherwise be against their better judgement.  Ethics panels will consider it good practice not to offer vouchers for goods and/or services which are linked to the project.  Vouchers for goods or services provided by a partner in the project must not be offered.
· Participation which is likely to involve a significant time commitment
In such instances, PIs should refer to the payment threshold referred to in 4.2 and ensure any proposed payments are fully detailed in the Participant Information Sheet.
Research volunteers, lay participants and participants in clinical trials as defined in 2.2 of this policy are not considered to be suppliers. These individuals are volunteering their time for research purposes and as such will not be subject to the University’s IR35 and Off-payroll Working Process. There is no need to undertake a Check Employment Status Tool (CEST) for individuals who are engaged under the Research Participation Payment Policy unless they fall into any of the exceptions outlined. In such cases, your respective HR and Finance Business Partners should contacted in the first instance.
All payments must be made from university funds and approved prior to commencement of the project, in line with the University’s R&I Pricing Policy.  Details of any payments should also be included in the ethics approval application.
Where the project is in receipt of funding from an external source, PIs must ensure they comply with any requirements related to the payment of research participants stated by the Funder. Payment levels required by the Funder will take precedence over rates suggested by Cardiff Met, although should these greatly exceed the amounts laid out in this policy then this should be discussed with your Finance Business Partner prior to commencement of the project.
As previously mentioned (see 3.1), there may be instances where higher levels of payment than detailed in this policy will be required.  Should this be the case, the PI should be mindful that this may change the nature of the relationship between the individual and the University in terms of how they would be defined by HMRC and should seek advice from their Finance Business Partner before commencing the project or contacting any potential participants.
4.8	Where PPI Consultants are engaged to coordinate and recruit research volunteers, lay participants and participants in clinical trials, they will be considered to be suppliers and will need to be engaged via the University’s procurement procedures and processes to ensure compliance with the University’s Financial Regulations and a host of legislation that applies to public sector procurement. In the same manner, PPI Consultants will be subject to the University’s IR35 and Off-payroll Working Process. The guidance must be adhered to and dependent on the outcome of the Check Employment Status Tool (CEST) the worker may be set up as a supplier and paid via the accounts payable process or as a deemed employee for tax purposes and paid via the payroll process.
Appropriate methods of payment
In order to pay participant expenses, PIs will be required to follow standard Cardiff Met financial procedures and should therefore ensure that participants complete all the required paperwork and that records are kept of all agreements regarding the payment of expenses.  Failure to comply with financial procedures could result in the Finance Department being unable to honour claims made.
HMRC state that there will be no tax or NIC liability arising on the individual if the sums received do no more than reimburse the individuals for reasonable costs incurred in participating in the trial or research; this includes costs of travel and subsistence. However, exceeding reasonable expenses means the excess may become taxable and potentially give rise to personal tax liabilities which should be notified to HMRC under Self-Assessment rules. The university does not complete such returns on behalf of research participants.
Payments might have implications for individuals on benefits. If required, PIs should provide research participants with a draft letter to present to the Job Centre. This letter should outline the nature of the individual’s involvement, and the payment received for their time.
Payments to research participants can be made by voucher, or post event by transfer to the participant’s bank account. The decision as to which method of payment to use should be made with consideration of the appropriateness for the task and for the individual’s circumstances and should be detailed in the application for ethics approval. The responsibility of the University to pay individuals in a timely and efficient manner, minimising the burden for participants and contributors where possible, should be recognised throughout.
Vouchers must be logged on purchase, kept in a secure departmental safe and details of issued retained.
Payment requests should be made using the Research Participant Payment form in Annex 1. The form must include the volunteer name, account number, sort code and payment value and give reference to the research project.  
The Participant Information Sheet should include detail on how payment will be made.
5.8	A record must be kept of any amount paid to an individual and when this payment was made.  This record must meet GDPR requirements and be shared upon request in the event of an audit or HMRC review.  Such records must be retained for seven years, or longer if project guidelines require.
[bookmark: _Toc77936664]Review and Approval
This policy will be reviewed by Research & Innovation Committee every three years, in line with the University Schedule for Policy Approval, or more frequently if deemed necessary.


PPI Expenses & Payment Claim
	Name
	
	Date of Visit
	
	
	
	
	

	NI Number
	
	Telephone Number
	


	Address
	
	Postcode
	

	Email Address for Remittance
	



	Description of Involvement

	If attendance at meeting please include: date of meeting, place of meeting, name of meeting, time of arrival & time of departure



	Expenses Claimed
	Detail
	Receipt Attached
	£          p

	Mileage
	   ___           Miles @ 45 pence per mile =
	
	:

	Other Travel
	
	
	:

	Car Parking/Tolls etc
	
	
	:

	Other Expenses
	
	
	:

	PPI Payment
	
	
	:

	Agreed Payment Claimed
	:







	Participant Declaration

	I confirm that:
· I had to spend money on travel and meals so I could take part in approved activities with Cardiff Metropolitan University.
· I have paid the costs listed as expenses on this form.
· The amounts I am claiming follow the approved payment rates.

I understand that:
· The payment I receive may count as taxable income, particularly if it exceeds reasonable costs incurred in participating in the project.  If this is the case, it is my responsibility to report this income and pay any Income Tax or National Insurance if needed.
· The amount I receive includes anything that might be needed for tax.  Cardiff Metropolitan University is not responsible for any tax I may owe.
· I can get more advice on this from HMRC’s Employment Income Manual.
· If I receive state benefit, I can get free, confidential advice from the Benefits Advice Service for Involvement


	Signature of
Claimant  

	

	Date
	


 
Bank Details
	Name
	
	For Finance Use only

	Account Number
	
	Date 
	

	Sort Code
	
	Confirmed by
	                        


Payments can only be made into an account in the individual’s name.

	Approved by (print name)
	

	Signature
	

	Budget Code
	

	Date
	



Notes:
1. All expenses claimed must be supported by receipt
2. Completed claim forms should be submitted to the Finance Directorate.
3. Payment will normally be made directly into the claimant’s bank account within two weeks of receipt of the claim.
4. A remittance advice confirming payment will be e-mailed to the e-mail address provided; please allow two further working days for funds to appear in account.
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