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    Faculty of Biology, Medicine and Health’s Patient and Public Involvement and Engagement (PPIE) Forum Public Contributor Role Description

Closing date: 12pm, Thursday 4th July

Please note that as a public contributor, you are not an employee of the University and neither party (yourself or the University) intends any employment relationship to be created now or at any time in the future.

Introduction
The Patient and Public Involvement and Engagement (PPIE) Forum was formed in 2016 when the Faculty of Medical Human Sciences and the Faculty of Life Sciences merged to become the Faculty of Biology, Medicine and Health (FBMH).

The Forum features representation from PPIE/Social Responsibility leads [footnoteRef:1] across the Faculty, public contributors and staff and students working in a PPIE role. It is co-chaired by Professor Stephanie Snow, Academic Lead for Community Engagement and Involvement, and Kay Gallacher, public contributor. Non-Forum members also attend to present on a topic relating to Social Responsibility or PPIE. [1:  SR/PPIE divisional leads are University staff members who, alongside their normal job role, represent SR/PPIE activities within their subject’s division
] 


Aim of the Forum
The aim of the Forum is to provide strategic direction to the Faculty’s PPIE community. This is done through the creation, review and monitoring of the Forum’s action plan which is approved by members at the beginning of the academic year and reviewed regularly. 

Scope and Duties
Duties of Forum members includes: 
· Working with Academic and Faculty PPIE leads to develop, review and monitor an action plan for the Faculty’s Social Responsibility Public Engagement team, 
· Monitoring the effectiveness of the action plan
· Considering cost implications regarding the implementation of the action plan
· Recording PPIE activities across the Faculty
· Reporting on upcoming initiatives and future actions
· Providing feedback on PPIE activities
· Advising on strategic direction and best practice in relation to PPIE in research and education
· Sending monthly updates on any new or upcoming PPIE activities to the Forum’s administrative support – including papers, articles etc., to be communicated through Faculty channels (e.g. social media, newsletters etc.)
· Evaluating the Forum’s outputs, 
· Providing updates on PPIE related work

Your responsibilities:
· Attend PPIE Forum meetings (at least 50% per academic year), review relevant material (e.g. forum papers) in advance. Meetings currently take place quarterly (October, January, March and June) on a Tuesday between 2-3.30pm, with the June meeting taking place in person and lasting two hours
· Provide your views on various matters relating to the Forum agenda, papers and discussions 
· Contribute to the development of the Forum’s action plan
· Provide occasional advice to the Social Responsibility and Public Engagement Team outside of the Forum meetings
· Act as an advocate for PPIE within the Faculty/University 
· Be online (or have access to someone who is) so that you can; attend online meetings, receive and send email communication and review documents  
· Be willing to undertake training if required to equip yourself to carry out the role

Our responsibilities:
· Provision of training, mentoring and support (e.g. induction session for public contributors).
· A named contact will be provided for all activities, they will also provide administrative support for the Forum and will circulate any papers required at least one week before the meeting

Duration of role:
· Forum membership is for one year in the first instance, with an option to continue for a further two years. This is so both the public contributor, and the Forum can try out the membership without any commitment.
· Membership can then be extended for another term with a maximum time of another three years (subject to change, depending on member discussions). The membership will start from the October meeting [date tbc].
Members are requested to attend at least 50% of meetings per academic year (September-July).
There is no obligation to remain on the Forum for the entire time. You can leave this public contributor role at any time by informing Professor Stephanie Snow, Academic Lead for Community Engagement and Involvement and Sam Franklin, Social Responsibility Project Officer.    
Payment and expenses:
This is a voluntary role; however we will reimburse expenses incurred in connection with your volunteering as detailed below:
· You will be reimbursed for your time at £60 per full meeting you attend
· For online meetings, you will receive £5 contribution towards wi-fi costs and for in person meetings you will receive reasonable travel expenses (up to the value of £30)
· You will not be reimbursed any fees for a meeting which you do not attend. 

Please note: it is your responsibility to inform the relevant bodies about any income you receive. This will include HMRC for tax and National Insurance (NI) purposes and the Benefits Advisory Service. 

Additional opportunities:
As part of your Forum membership, you may also be asked to volunteer for the below opportunities: 
· PPIE Forum co-chair position alongside the Academic lead for Community Engagement and Involvement. The co-chair role is appointed through longstanding members and is for a tenure of three years. 
· PPIE Celebration planning group and PPIE awards judge. The celebration is an annual event which is co-produced with members of the Forum (staff, public contributors and students)   
· The University of Manchester’s Community Festival
· Other ad hoc involvement opportunities

Person specification:
Please note: This opportunity is for members of the public already affiliated with The University of Manchester, another Higher Education Institute or a UKRI (United Kingdom Research and Innovation) Council (e.g. MRC: Medical Research Council) or the NIHR (National Institute for Health Research) in a public involvement role.  

	Criteria
	Essential attributes
	Desirable attributes

	Experience
	· Be affiliated with the University of Manchester, another Higher Education Institute or a UKRI (United Kingdom Research and Innovation) Council (e.g. MRC: Medical Research Council) or the NIHR (National Institute for Health Research) in a public involvement role.   
· Prior experience of PPIE in research and/or teaching
· Experience of using email and the internet 
	· Be affiliated with the Faculty of Biology, Medicine and Health
· Prior experience of being a patient partner/lay member
· Have experience of being part of a similar PPIE group.
· Previous involvement of patient groups or patient organisations
· Experience of engaging with diverse groups
· Experience of contributing to grants or other relevant applications or guidelines

	Knowledge
	·  Have prior knowledge of public involvement in research and/or teaching
	· Knowledge of the aims and methods of health research and teaching 
· An understanding of medical terminology

	Skills
	· Have a rigorous approach to contributing to strategies and action plans
· Excellent communicator
· Excellent interpersonal skills with the ability to interact effectively with other members of the team
· Ability to respect and maintain confidentiality
· Ability to respond to requests and provide feedback in a timely manner or by pre-specified deadlines
· Have some IT skills to correspond with relevant collaborators and review documents etc.
	

	Personal qualities
	· Strong personal commitment to health research and teaching
· Strong commitment to the public service values of accountability, probity, openness and equality of opportunity
· Be able to take an objective stance looking at a situation from different perspectives
· Confidence to voice opinion
· Willingness to learn
· Willing to embrace the scope of the role
	



Closing date for applications: 12pm, Thursday 4th July
Applicants will be shortlisted with successful applicants being invited to interview with co-chairs of the Forum. Interviews will take place on Zoom and are scheduled to take place on Tuesday 23rd July. If you are unable to make this date, please let us know when you apply. 

To apply:
Please send a: 
· covering letter detailing why you would like to join the Forum (no more than 300 words)
· a document (no more than one page of A4) detailing your PPIE experience in relation to how you meet the person specification above (both essential and desirable criteria)

Contact details:
Sam Franklin, Social Responsibility Project Officer. 
Email: srbmh@manchester.ac.uk 

Equal Opportunities and equality, diversity and inclusion
The University of Manchester is committed to creating an inclusive and supportive environment where everyone can fully participate and reach their potential. This includes all volunteering roles. Should you require any further support regarding applying for this role, please contact srbmh@manchester.ac.uk.
PPIE Privacy Notice
All personal data is held and processed by The University of Manchester strictly in accordance with the General Data Protection Regulation (GDPR) and the Data Protection Act 2018. You have the right to withdraw your application at any time by contacting srbmh@manchester.ac.uk.  

For further information visit: Privacy Notice for Patient & Public Contributors or for further information about Data Protection at the University visit: https://www.manchester.ac.uk/discover/privacy-information/data-protection 
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