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Researchers' Code of Conduct (short practice guide to Public and Community Involvement, Engagement and Participation in ARC NWC)
Author: Selina Wallis, Public Involvement Manager Date: 08.12.2023 V10

*Please see the Applied Researcher Collaboration North West Coast (ARC NWC) Public and Community Involvement, Engagement and Participation (PPCIEP) Strategy at a glance; https://arc- nwc.nihr.ac.uk/wp-content/uploads/2021/03/ARCNWCPPCIEPSStrategy.pdf our coproduction approach summary https://arc-nwc.nihr.ac.uk/wp-content/uploads/2022/05/ARC-NWC- Coproduction-Public-Involvement-Approach-Summary-_Final.pdf and our Managers pack for more background information.
ARC NWC aims to improve outcomes for patients and the public through collaboration, by bringing together academics, health and social care providers, members of the public, universities and local authorities. Its vision is to improve the quality, delivery and efficiency of health and care services; reduce health inequalities and increase the sustainability of the health and care system both locally and nationally.


The ARC NWC work programme is conducted through six themes that were agreed upon with our member organisations and members of the public:
· Person Centred Complex Care (PCCC)
· Improving Population Health (IPH)
· Equitable Place Based Health and Care (EPBHC)
· Health and Care Across the Life Course (HACAL)
· Methodological Innovation Development Adaptation and Support (MIDAS)
· Care and Health Informatics (CHI)
The work of the themes is supported by the Implementation and Capacity Building Team (IMPaCT) and the PPCIE&P Team.
Our PPCIE&P Team includes: an academic lead (P Byrne); Administrator (R Ball); Researcher (S Hassan); Manager (S Wallis); and Community Research and Engagement Network (COREN) Manager (C Selby). Our public advisers (PAs) many of whom joined during CLAHRC NWC; come from across our geographic footprint, with a wide range of backgrounds, ethnicities and ages.
Researchers can look for support with coproduction and involvement from their Research Theme (Including Academic Lead, Manager, Public Adviser co leads and Member co lead) and the ARC NWC
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PPCIE&P team. There is lots of information to get you started on our web pages here: https://arc- nwc.nihr.ac.uk/get-involved/#


Coproduction Process




Research question
· 
Priorities / ideas / research questions should be developed with and by the communities directly involved
· ARC NWC PA Forum and CoREN can help signpost to relevant groups





Grant Development
· 
Stakeholders should be involved in grant development and the HIAT and as Co-Is when possible
· Researchers should apply to available PPCIE&P funds (HEI & RDS) and cost PPIE
appropriately




Research process
· 
Build trusting inclusive relationships following ARC NWC PPCIE&P team guidance and requesting help if needed. Include PAs as part of the research team
· Update NIHR project spreadsheet, create  living GRIPP2 document, give regular feedback, consider PPIE case study with your Research theme PA co-lead





Research dissemination
· 
Involve PAs in dissemination plans, including conferences
· Invite co-authorship on journal papers when possible (and include your GRIPP2 in your paper)



Development of research ideas
Priorities / ideas / research questions should be developed with and by the communities directly involved
· We expect all projects that are supported by ARC NWC to be coproduced with public advisers or others members of the public/ communities/ Voluntary, Community, Faith and Social Enterprise organisations (VCSFE) and our member organisations (NHS, LA etc.). Researchers/students can request to present at our regular public advisor’s forum (held alternately online/face to face) to get early feedback on research ideas/grant proposals. Researchers can also hold discussions with the Leadership Group of the Community Research and Engagement Network (CoREN) for feedback on research ideas and grant proposals and to find links into relevant Voluntary, Community, Faith and Social Enterprise organisations for further discussion. The meetings are held every 6 weeks.
Also consider attending our ARC NWC Research Development Networks https://arc- nwc.nihr.ac.uk/get-involved/research-development-networks/
· Relevant communities/stakeholders should play a part in the projects Health Inequalities Assessment Toolkit (HIAT) planning process (for more info see https://forequity.uk/)

Planning Costs for grant applications
You should look to all available PPCIE&P funds for grant application involvement, apply to the Research Support Service Hub North West support with your application https://www.nihr.ac.uk/explore-nihr/support/research- support-service/rss-hub-lancaster.htm and for Public Involvement funding to Coproduce of external grant applications, also look to your host HEI (for example UoL fund here https://www.liverpool.ac.uk/intranet/research-support-office/pre-award/. 
[bookmark: _Hlk175320053]When planning costs for involvement in your research project you should consider all your planned activities to include public advisors as part of your research team and any other public/involvement/community engagement activities using the Involve rates for guidance (see https://arc-nwc.nihr.ac.uk/wp-content/uploads/2022/02/ARC-NWC-Public-Engagement-Payment- Policy-Updated-May-2021.docx
After a grant is funded: recruiting advisors
Once a grant application/research project starts we ask all projects to recruit two members of the public (either from our ARCNWC public advisor database or from outside of ARC NWC (via member organisation, CoREN etc) these can then be signed up as ARC NWC PAs.  Principle Investigators need to cost this into research funding proposals - please talk to academic leads/theme managers or the PPCIE&P team if you need support with this. Please contact R Ball or S Wallis for a template ‘job description’ and advice and to have your advert circulated to the database.
All PAs from inside the ARC should come through the ARC PPCIE&P team and not be recruited without due process (recruitment email to all PAs for parity of opportunity).
We recommend you clearly outline the specific experience your research requires, together with the degree of commitment the role will require. We encourage researchers to involve advisers from the earliest stages of research planning, through grant applications (and can act as co-applicants) application for ethical approval, conducting research (collecting and analysing data) though to working as co-authors on papers and co facilitating engagement activities or presentations at ARCFEST/conferences etc. Timeframes to recruit should be considered (enough time for advisors to apply and should all be contacted to let them know if they were/were not successful). There are inks with more information on all these processes here https://arc-nwc.nihr.ac.uk/get-involved/working- with-advisers-2/
Coproducing your research with two public advisors on your research team can be part of your overall public engagement strategy. You could you utilise your PAs community contacts to plan which other communities and groups which would be of interest/interested in your research and how you can involve them with additional focus groups/engagement activities. You can also work with the CoREN to approach communities and groups which me be of interest / interested in your work.
Choosing advisers
You may get more applicants than needed who want to get involved in coproducing your study. We expect all processes for choosing between advisers to be fair and transparent. Some projects are looking for specific life experience or demographic characteristics. Where there are numerous advisers who suit the project, we encourage researchers to prioritise newer public advisers with less experience and/or open projects they are involved in to allow for opportunities for all.
If you cannot find suitable advisers within our PA database we encourage you to work with our member organisations to find suitable candidates.
If necessary the PPCIE&P team can advise on this.
Once advisors are recruited you should record this information on the ARC NWC Projects spreadsheet (this may be done by the theme manager).
Safeguarding
Our Public Advisors are not DBS checked.  Principle investigators will need to risk assess if they intend to involve public advisers in activities with children/vulnerable adults.  If this is relevant, then principle investigators/ researchers will need to build in the DBS checks and training into their project budget expenditure. 
Ways of working
Be open and inclusive. Researchers should reflect the following values in their attitude and behaviour:
· Treat everyone with respect.
· Discrimination (or harassment) will not be tolerated on any grounds. This includes on the grounds of sex, gender reassignment, marriage and civil partnership, pregnancy and maternity, race (including ethnic origin, colour, nationality and national origin), disability, sexual orientation, religion or belief or age.

General conduct
Researchers will:
· Work towards the Vision of the ARC NWC. https://arc-nwc.nihr.ac.uk/about/overarching-vision/
· Provide clear public advisor research role descriptions and objectives.
· Offer an induction and named contact.
· Provide advice and training to carry out the role and activities.
· Organise meetings that meet the communication/responsibility needs of advisers
· Give clear guidance on what advisers can influence.
· Provide ongoing feedback about the impact of their involvement
· Treat the advisor as a member of their research team in regards to communication
· Ensure Information, including personal details, will be confidential, safeguarded, and will not be shared without express permission.
· Provide expenses and payment as outlined in the Public Engagement Payment Policy
· Explain that support can be given by Theme PA co-Lead and PPCIE&P Team if needed

Meeting Conduct
To plan a meeting effectively you need to consider what you want to get out of a meeting. Take time before the meeting to plan an approach that fits the outcomes you would like from the meeting. It is also important to consider:
· Accessibility of room, accessible toilets on the same floor, with lift access.
· When planning on-line meetings consider the technological barriers which contribute to a digital divide; does your PA have the correct equipment? Wi-Fi? Understand how to use Teams/Zoom etc. The PPCIE&P team might be able to help if issues arise. See our paper on remote working here: https://researchinvolvement.biomedcentral.com/articles/10.1186/s40900-022-00396-0 b
· Is your meeting location easily accessible by public transport?
· Organisational barriers, timing and place of meeting. Are you excluding people by when and where the meeting is e.g. school drop off/pick-up times, faith celebrations.
· Consider multiple meeting times. Where possible, use Doodle poll or similar tool to get consensus on times and dates.
· Account for possible illness or disability and how it might affect participants in meetings as well as caring responsibilities that people might have.
You should also:
· Prepare and send out meeting agendas in advance - making sure people know where and how to access meetings (links, passwords etc)
· Provide equal opportunities for all attendees to contribute by competent chairing
· Take notice if PA/s aren’t contributing and check if they want to add anything
· Record outcomes of meeting for use in the GRIPP2 (see ARC NWC GRIPP2 Form and Guidance on PA Co-authorship for Principle Investigators and researchers https://arc-nwc.nihr.ac.uk/wp- content/uploads/2022/08/ARC-NWC-GRIPP2-Form-and-Guidance_06.06.22.docx%22 )
· Give timely feedback to advisers about their contribution and impact and offer an opportunity to debrief or receive additional training as necessary


Confidentiality
· Researchers will respect the confidentiality of advisers
· Information will not be shared outside the meetings without prior agreement.
Researchers should consider the ethical implications of their practices and consider the emotional toll to advisers of working on sensitive or upsetting projects (including those that may have Adverse Childhood Experiences (ACEs) or those living in areas of high deprivation who may be under additional stress). If necessary please refer to our ARC NWC PPIEP documents (ARC NWC PPI team guidelines for dealing with distressed members of the public ARC NWC PPI team Public engagement complaints procedure found here https://arc-nwc.nihr.ac.uk/get-involved/working-with-advisers- 2/). The PCIEP team can discuss trauma informed approaches if necessary.


Communication
Good communication is vital to successful public impact on any project. This requires Advisers being kept up to date with progress at key points. Organising and scheduling updates means everyone can contribute fully to the work.
Public Advisers are engaged in research projects across the ARC that are generated from many differing sources. This can mean high levels of variability in the feedback/updates they receive from their involvement in projects and initiatives. Therefore, we should use a simple shared protocol for ongoing updates and end of project feedback to public advisers (PA) working on any research project within the ARC. PPI contributors who receive feedback are motivated for further involvement; it supports their learning and development and prompts researchers to reflect on PPI impact (see GRIPP2 process below) 
Feedback should be provided by a designated key person, who has been engaged with the public adviser from the outset of the project (in the event of that person having left the project a new identified key person). Wherever possible, this would be the lead researcher /project manager or their delegated team member and often the administrator supporting the project (where appropriate).
The key contact/s should be made clear from the outset of the project and any comments or questions encouraged. Some people are shy and unsure when in meetings, or may need more time for reflection. It is therefore good practice that they be encouraged to email/message their queries or comments at a suitable time or feel comfortable to ask for a virtual face to face follow up discussion. This will feel much more comfortable if there is an identified key person.
To ensure good communication throughout the project:
· Check with PAs how they prefer to receive updates e.g. what platform, email, WhatsApp etc
· That updates are delivered in preferred method Eg Plain language or full documentation
· Make sure advisers are included in email groups on updates about grant applications
· Are informed when research is or is not funded
· Given information on expected timeframes
· Feedback on non-project related activities, e.g. engagement events, presenting at Arcfest, attending Research Development Network meetings etc.
When should updates and feedback be given?
· At all key stages of a project the public adviser should be kept aware of its progress via suitable updates.
· At the end of the project all outcomes, outputs and project evaluation should involve PAs
How should updates be delivered?
This will be dependent upon the overall scale of the project and the stage it has reached in its development. Some aspects of the ‘how’ can be jointly agreed at the outset of involvement. It should not be assumed that the PA will only want a summary in ‘lay terms.
Updates and feedback need to be:
· appropriate for the stage of the project
· in plain language
· In a format suitable for the public adviser
· kept as brief and appropriate for the delivery of the update
· done in a variety of ways to suit the project and its stage of development.
· using appropriate methods for the information being conveyed - eg via email, Teams files, online meetings, face to face meetings.


Impact
We have committed to demonstrate the impact that public involvement can make to applied health research, including exploring the facilitators and barriers to involving and engaging the public in co- production. This should be considered before, during and after research https://arc- nwc.nihr.ac.uk/get-involved/impact/
You can use the PIRIT tracking tool to record all your PPIE activities and use this for the basis of your GRIPP2 https://www.cardiff.ac.uk/marie-curie-research-centre/patient-and-public-involvement/public-involvement-in-research-impact-toolkit-pirit .  GRIPP2 forms 
https://arc-nwc.nihr.ac.uk/wp-content/uploads/2023/08/ARC-NWC-GRIPP2-Form-and-Guidance_24.08.23-1.pdf  should be a living document and a copy stored in the ARC NWC Wider Teams folder. These can be used to support the feedback process to public advisors.  GRIPP2


Thank you for working together to support coproduction in the work of ARC NWC. Together we can ensure that our research and implementation programme is relevant to the needs of patients and the public in our diverse local communities.


If you have any comments or concerns please contact the PPCIE&P team
Selina Wallis (Public Involvement Manager)		 selinaw@liverpool.ac.uk Shaima Hassan (Public Involvement Research Lead)	S.M.Hassan@liverpool.ac.uk Paula Byrne (Academic Lead for Public Involvement)	 phodgson@liverpool.ac.uk CoREN Lead		to be confirmed
Ruth Ball (Public Adviser Administrator)	ruth.ball@liverpool.ac.uk
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