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Community Participation Payment Policy
Policy Statement 

The Community Services Directorate (CSD) is committed to involving members of the community in decision making about service planning, policy development, program development and evaluation. This commitment is underpinned by the Compact between the ACT community sector and the ACT Government.

The Directorate recognises that community participation mechanisms which facilitate decision making processes are diverse and can be formal (such as boards, committees) or informal (such as working groups, public forums or focus groups). The Directorate is committed to acknowledging the value, autonomy and contribution of members of the community in decision making processes. The value of community input to the functions of CSD is evident in the public reporting of all engagement activities in the CSD Annual Report (Volume 1 B2 – Community Engagement).
Service user, carer and community representatives are vital in program, service and policy development and delivery. They provide a service user perspective guided by the experience and expertise of service users to inform decision makers.  
The Directorate understands that there are costs associated with involvement in community participation mechanisms. It further recognises that these costs may be prohibitive for those on a low income, which could deter their participation. This is why the Directorate will provide financial assistance, within budgetary constraints, to members of the community to support their involvement in the Directorate’s community participation mechanisms.
It is acknowledged that some community organisations that operate on a voluntary basis are unable to financially support unpaid members, who incur personal out-of-pocket expenses, to represent the views of their organisation. The Directorate will give consideration to extending payments under this policy to individual unpaid representatives of volunteer-based organisations, on a case-by-case basis.

Purpose
This policy defines the processes by which the Community Services Directorate will manage reimbursement to service users, carers and community representatives engaged to participate in Community Services Directorate related meetings or other consultation activities.

The purpose of this policy is to provide guidelines to support members of the community who participate in the Community Service Directorate’s community participation mechanisms, through the payment of a participation fee and/or expenses associated with their participation. For the purpose of this policy, community members are defined as service users, potential service users, carers or individual community members appointed on the basis on their individual expertise. It does not include paid representatives of community organisations, self help groups, community associations and consumer advocacy groups.

This policy does not apply to service users or carers who meet with CSD staff in the course of providing services or care to individuals or groups (e.g. individual planning meetings, case conferences, etc). Nor does it apply to recipients of Remuneration Tribunal determinations (for example, Chairs and members of some councils in Determination 9, 2013). These recipients are not eligible for community participation payments. However, council members not receiving remuneration as a result of Tribunal determinations are eligible for community payments.

Scope

This policy applies to all Community Services Directorate staff who are involved in the management of meetings and activities which employ the services of service user, carer and community representatives. The associated Member Approval Form and Claim Form attached to this policy guideline ensure consistent application across the Community Services Directorate. 

Financial Assistance

The relevant Executive Director can approve the following financial assistance to support community members involved in Directorate community participation mechanisms:

1)
Taxi vouchers for travel directly to and from meetings.

AND/OR:
2)
A participation fee of $50 to each community member per meeting attended.

When an individual community member has additional needs associated with their participation, the Executive Director can agree to pay additional expenses where they exceed $50 on a case-by-case basis. A decision to approve financial assistance is subject to the constraints of the available budget of the relevant program area.

Executive Directors approving financial assistance to community members engaged in ongoing mechanisms (such as working groups, councils or committees) should use the Member Approval Form attached to this policy. 

Claiming Financial Assistance

Community members claiming a participation fee and/or reimbursement of expenses must use the Claim Form attached to this policy. All expenses must be supported by receipts, invoices or the necessary Statutory Declaration (on the Claim Form) and must be approved by the relevant Executive Director. 

Claims for payment should be signed by officers with appropriate financial delegations. There is no capacity under this policy to make cash payments directly to individuals.
In some instances it may be appropriate to offer in-kind support or incentives to encourage particular cohorts to participate in targeted or brief engagements. For example, meals, movie tickets or grocery vouchers may be provided to residents of a public housing complex to encourage their participation in a safety audit.

Advertisement

Advertisements for appointment to Directorate community consultation mechanisms should explicitly state whether or not an engagement fee and/or reimbursement of expenses will be available to participants.

Roles and Responsibilities

Reimbursement

The meeting Chair and Secretariat are responsible for ensuring that the service user, carer or community representative is reimbursed appropriately and efficiently. The Secretariat is responsible for accurately recording community participation for reporting purposes.
Exemptions

Where a Chair/Committee/meeting/activity organiser would like to provide reimbursement which differs from this Policy or support costs exceeding those in this policy, an exemption is to be authorised by the relevant Executive Director.
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	Community Participation Payment

MEMBER APPROVAL FORM

	This form should be completed for all eligible community members

Details of Community Member

Name:
Address:
Phone:
Fax:
Email:
Terms of Appointment

Date member appointed:

Date appointment expires:

Is this person appointed as:
· a service user
· a potential service user 

· a carer

· an individual community member appointed on the basis of their individual expertise

An unpaid member of:

· A community organisation

· Self help group

· Community association

· Consumer advocacy group

Note:  Paid agency representatives are not eligible for Community Participation Payment

Details of Committee / Working Group

Name of group:
Date commenced: 

Date expires:

Frequency of meetings:
Approval by Executive Director

I approve this community member to receive:
1) Taxi vouchers for travel directly to and from meetings.
Yes    No 
AND/ OR:

2)  A participation fee of $50 to each community member per meeting attended.
Yes    No 
Name of Executive Director:……………………………………

Signature……………………………………………………………..…

Date……………………………………………………………………..…




Community Participation Payment

CLAIM FORM (Maximum claim of $50 per form)
	Return Address: (insert section name), CSD, GPO BOX 158 CANBERRA ACT 2601

	Community Member Details:
	
	Preferred payment:

	Name:
	
	Cheque                                                         

	Forum/ working group:
	
	Electronic Funds Transfer (EFT)               

	Phone:
	Fax:
	
	(please complete EFT details below)

	Address:
	
	Electronic Funds Transfer Details:

	
	
	Bank Name:
	……………………………………

	
	
	Account Name:
	……………………………………

	
	
	BSB Number:
	……………………………………

	
	
	Account Number:
	……………………………………

	Item
	Date
	Forum Attended
	Participation Fee and/or 

Detailed Description of Expenses Claimed
	Amount

$

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	


All claims for expenses must be supported by receipts or the below Statutory Declaration.
	I, ………………..……...……………., of ……………………...…………………………………….., (Occupation) do solemnly and sincerely declare by virtue of the Statutory Declaration Act 1959 as amended and subject to the penalties provided by that Act for the making of false statements in statutory declarations, conscientiously believing that the expenses contained above to be true in every particular.

Signature of person making the declaration ………………………………………………………...

Declared at (place)……………………………………………………………………………………..………….

Signature of person before whom the declaration is made …………..………………………

Title of person before whom the declaration is made ……………………………………………


Secretariat Assessed Claim
	Has the Executive Director approved this person for assistance:

Approved for community engagement fee    Yes    No  

Approved for reimbursement of expenses    Yes    No 
Date approved by Executive Director………..………………………
	Name of secretariat……………………………………

Signature ………………...………………………………

Date ………………………………………………………

	Entity
	Cost Centre
	Natural Account
	Project
	Output
	Trading
	GST Tax Name
	Total Amount

	
	
	
	(finance)
	
	
	
	

	*Please Note: 

· Payment to be made 14 days from receipt of claim.

· If you claim payments on this form exceeding $50, you need to supply CSD with an ABN number or CSD is required to withhold 46.5% of the payment.

· You should seek your own financial advice in relation to this reimbursement.
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