
November 2018  1 of 13 

 
 
 
 
 
 

 
 
 
 
 

Recruitment of members to the Manual for 
Mental Health Support Teams Expert Reference 

Group 

 
 
 

Supporting information for applicants 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Closing date for applications: Friday 7th December 2018   
  



November 2018  2 of 13 

Contents  

Recruitment of members to the Manual for Mental Health Support Teams Expert 
Reference Group ........................................................................................................ 1 
Supporting information for applicants ......................................................................... 1 
Contents ..................................................................................................................... 2 
1 Introduction ......................................................................................................... 3 

2 About the post ..................................................................................................... 3 
3 Role of ERG members ........................................................................................ 3 
4 Remuneration...................................................................................................... 4 

4.1 Locum costs .................................................................................................. 4 
5 Time commitment ................................................................................................ 5 

6 Period of appointment ......................................................................................... 5 
6.1 Topic-specific ERG ....................................................................................... 5 

7 Diversity and equality of opportunity ................................................................... 5 

8 Equality and diversity monitoring......................................................................... 5 
8.1.1 Why we need this information ................................................................. 6 

9 How to apply ....................................................................................................... 6 
10 Selection process ............................................................................................ 7 

11 Additional information ...................................................................................... 7 

12 Conflict of interests .......................................................................................... 8 
13 Standards in public life and code of conduct ................................................... 9 
14 How we manage your personal information .................................................... 9 

15 Useful links ...................................................................................................... 9 
16 How to complain ............................................................................................ 10 

Appendix A: The Committee on Standards in Public Life: the seven principles of 
public life .................................................................................................................. 11 
Appendix B: Travel and subsistence policy .............................................................. 12 
 



November 2018  3 of 13 

1 Introduction 

Thank you for your interest in the role of group member on the committee (Expert 

Reference Group - ERG) for the Manual to support the implementation of Mental 

Health Support Teams (MHSTs) in schools and colleges.  

The National Collaborating Centre for Mental Health (NCCMH) has been 

commissioned to develop a manual to support the implementation of Mental Health 

Support Teams (MHSTs) in schools and colleges, as set out in the key objectives in 

the Green Paper for Transforming Children and Young People’s Mental Health. The 

aim of the manual is to provide guidance and clarity about the functions of MHSTs, the 

wider environment required for success, and key elements of engagement with 

children and young people, families and carers, and schools and colleges, to support 

the implementation of the new service.  

The implementation of MHSTs will require genuine coproduction with children and 

young people, and families and carers throughout the development, rollout and 

evaluation of phases. Providing better access to timely, effective, evidence-based 

treatment will ensure children and young people receive the right support to meet their 

needs, improving their experience of accessing mental health care and support. 

 

2 About the post 

The ERG and NCCMH team (which includes a lead researcher and developer, project 

manager, editor, research assistant and national advisers, with oversight from one of 

the directors) will develop the manual.  

The role description and person specification are given in the accompanying Role 

Description and Personal Specification document. 

3 Role of ERG members 

People with experience of mental health services as NHS staff, healthcare 

professionals, local government staff, social care practitioners, education 

professionals, voluntary sector staff, patients, service users and carers are sought for 

the ERG. Service users and carers are recruited via a separate recruitment process. 

They are expected to use their personal and professional experience to advise the 

NCCMH and contribute to the pathway. 
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ERG members are appointed because of their relevant experience or specific 

expertise, rather than to act as representatives of a particular organisation. If members 

belong to stakeholder organisations, the ERG will assume that they bring this 

perspective to the group and are not representing their organisation.  

The NCCMH reserve the right to amend or update the publication as and when 

required.  

ERG members agree to: 

• set aside enough time to attend meetings and use their personal and professional 

knowledge to inform the development of the guidance 

• raise any concerns about process or details in the draft guidance with the ERG, and 

try to resolve these issues within the group, with support from the NCCMH team  

• contribute positively to the work of the group and to developing the implementation 

guidance and supporting tools 

• take full account of the evidence in developing recommendations 

• consider the analysis and interpretation of evidence prepared by the evidence 

review team 

• behave professionally and with courtesy at all times to colleagues and staff  

• be impartial and honest in conducting their duties for NCCMH, use public funds 

entrusted to them to the best advantage of NCCMH, and avoid deliberately 

damaging the confidence of the public or stakeholders in NCCMH. 

• read and follow the NCCMH policies on hospitality and travel and subsistence. 

4 Remuneration  

The NCCMH will pay reasonable out-of-pocket expenses including train fares, and 

hotel costs when necessary, for attending ERG meetings. This is an unpaid position. 

Please refer to the NCCMH expenses policy (Appendix B below). 

4.1 Locum costs 

For NHS contractors, any locum costs will be reimbursed to the practice.  

If internal locum cover is provided by a profit-sharing partner, it will be reimbursed at 

a maximum of £350 a day or £175 for a half-day.  
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If an external locum agency or salaried staff/partner is used, the cost will be 

reimbursed at a maximum of £500 a day or £250 for a half-day.  

Self-employed locums will be reimbursed £350 a day or £175 for a half-day.  

Locums from community pharmacies or practices that are commercial organisations 

(such as Specsavers, Boots and Lloyds Pharmacy) are not entitled to claim for locum 

costs. This also applies to hospital-based locums.  

5 Time commitment  

ERG members are expected to attend 2 day-long meetings. The provisional dates for 

these are below:  

31st January 2019  

6th March 2019  

 

ERG members will also be required to read and review substantial documents, and 

help to produce consultation documents.  

The anticipated completion of this project is March 2019. ERG members may be 

required to provide advice beyond this date.  

6 Period of appointment  

6.1 Topic-specific ERG 

Chairs and members of topic-specific ERGs will be appointed for the development of 

a specific project. They will also offer consultation to the wider project. 

7 Diversity and equality of opportunity  

Appointment is based on merit, and each successful candidate will need to 

demonstrate that they meet all of the essential criteria for the post. NCCMH 

encourages applications from groups that are currently under-represented, including 

women, people from minority ethnic communities and people with disabilities.  

8 Equality and diversity monitoring 

We will ask you to complete a form that asks for some personal information, which will 

be protected and used for the following specific purposes.  

https://ico.org.uk/for-organisations/guide-to-data-protection/data-protection-principles/
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The information given on the forms will be used to monitor the diversity of applicants 

and appointees to our ERGs. It will not be used to select candidates, and our selection 

panel will not see it. We detach the information from the application form so that you 

can’t be identified. It is important for us to collect this information and while it is not 

mandatory for you to complete the form, we very much hope you will want to do so.  

8.1.1  Why we need this information 

NCCMH’s guidance and other quality improvement products aim to help the NHS, the 

health and social care community and other planners and practitioners to give 

everyone who uses their services an equal opportunity to benefit from them. More data 

on how interventions affect people from particular groups would help us to do this 

better.  

It is also important that the ERG reflects the diversity of the population as much as 

possible. Not only is this right in principle, but it also means that the NCCMH can draw 

on a wider range of knowledge, experience and insight, leading to the production of 

better and more rounded guidance. 

We encourage people with the right qualifications from all parts of the population to 

join advisory bodies. This is why we want you to answer all the questions in the 

monitoring form. 

We are legally required to avoid unlawful discrimination and to consider how to 

advance equality. Monitoring the impact of our recruitment policies is essential to meet 

these duties.  

9 How to apply  

Applications for chairs and members (excluding lay members) for the ERG need to 

include: 

• a short CV (maximum two pages) 

• a completed Declarations of Interests form. 

• a cover letter, please include the following: 

- what your motivation is for applying 

- the experience you have working in a health, social care or education 

committee or advisory body 
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- how you are able to consider multiple views effectively 

- evidence of your ability to critically review documents for publication 

 

Applicants are also asked to complete and submit an equalities monitoring form.  

Send applications to Katie Plummer at Katherine.Plummer@rcpsych.ac.uk .  

Applications must be received by 5pm on Friday 7th December 2018. We will not 

consider any applications that arrive after this date. 

Your application will be acknowledged by email (or another way, if requested). 

 

10 Selection process  

All appointments are made on merit. We observe the Code of Practice of the Office of 

the Commissioner for Public Appointments, which monitors appointments to public 

bodies and ensures that all appointments are made on merit after fair and open 

competition. 

After the closing date for applications:  

• A panel will assess candidates’ CVs and application forms to decide who best 

meets the criteria for the role. The panel will rely only on the information you give in 

your application to assess whether you have the skills and experience required. 

Please ensure that you provide evidence to support how you meet all the essential 

criteria.  

• The panel will choose only the strongest applicants who have demonstrated that 

they best meet the criteria in the person specification.  

• If your application is successful, you will receive a letter or email from the recruiting 

team to confirm the terms on which an appointment is offered.  

• The recruiting team will notify you if you are unsuccessful.  

11 Additional information  

Please note that anyone who meets one or more of the categories below will be 

automatically disqualified from membership of any NCCMH ERG: 

mailto:Katherine.Plummer@rcpsych.ac.uk
https://publicappointmentscommissioner.independent.gov.uk/regulating-appointments/governance-code/
https://publicappointmentscommissioner.independent.gov.uk/regulating-appointments/governance-code/
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• doctors under investigation1 by the General Medical Council who have had interim 

restrictions placed on their practice, or who have been removed from the Medical 

Register 

• other professionals under investigation for professional misconduct or who have 

been found in breach of appropriate professional standards by the relevant 

professional body 

• anyone who has received a custodial prison sentence or suspended sentence of 

3 months or more in the last 5 years.  

Anyone who meets any of the categories below will not be automatically disqualified, 

but they may be asked to step down from membership of an NCCMH ERG at the 

discretion of the NCCMH. Therefore, please tell us in your application should any of 

the following points apply: 

• a doctor who is under investigation by the GMC but has not been subject to any 

interim restrictions 

• people who are the subject of a bankruptcy restrictions order or interim order  

• anyone who has been dismissed (except by redundancy) by any NHS body 

• those who have had an earlier term of appointment terminated 

• anyone who is under a disqualification order under the Company Directors 

Disqualification Act 1986 

• anyone who has been removed from trusteeship of a charity.  

12 Conflict of interests  

NCCMH is expected to achieve and maintain high standards of fairness in the way we 

conduct our business. These standards include impartiality, objectivity and integrity, 

and effective handling of public funds. Managing potential conflicts of interests is an 

important part of this process.  

Managing conflicts of interests is an essential element in developing the manual and 

work that NCCMH publish. Without it, professionals and the public would lose 

confidence in our work.  

                                                 
1 Defined as an investigation into whether the practitioner’s fitness to practice is impaired, as set out in 
section 35c(2) of the Medical Act 1983. 
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We give particular consideration to interests involving payment or financial inducement 

or any reputational interest related to academia that may be affected by the matters 

under discussion.  

13 Standards in public life and code of conduct  

ERG members are expected, at all times, to act in good faith and observe the highest 

standards of impartiality, integrity and objectivity in conducting the group’s business 

(see Appendix A: The Committee on Standards in Public Life: the seven principles of 

public life).  

14 How we manage your personal information 

Your personal data will be held by NCCMH in accordance with the Data Protection Act 

2018 only for the purpose of recruitment to the ERG. It will not be given to any third 

parties. Anonymised statistical information, including equalities data, may be held in 

order to monitor our recruitment process. 

When we ask you for personal information, we promise we will:  

• only ask for what we need, and not collect too much or irrelevant information  

• ensure you know why we need it  

• protect it and, as far as possible, make sure that nobody has access to it who 

shouldn’t  

• ensure you know that you have a choice about giving us information  

• make sure we don’t keep it longer than necessary  

• only use your information for the purposes that you have authorised.  

We ask that you:  

• give us accurate information  

• inform us as soon as possible of any changes, or if you notice mistakes in the 

information we hold about you.  

15 Useful links 

Policy on conflicts of interests 

www.rcpsych.ac.uk/workinpsychiatry/nccmh.aspx 

http://www.nice.org.uk/Media/Default/About/Who-we-are/Policies-and-procedures/code-of-practice-for-declaring-and-managing-conflicts-of-interest.pdf
http://www.rcpsych.ac.uk/workinpsychiatry/nccmh.aspx
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16 How to complain  

If you have a complaint about our recruitment process, you can submit it to:  

Tom Ayers, Senior Associate Director, National Collaborating Centre for Mental Health 

21 Prescot Street 

London 

E1 8BB 

tom.ayers@rcpsych.ac.uk  

 

  

mailto:tom.ayers@rcpsych.ac.uk
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Appendix A: The Committee on Standards in Public Life: the seven 
principles of public life  

Selflessness  

Holders of public office should act solely in terms of the public interest. They should 

not do so in order to gain financial or other benefits for themselves, their family or their 

friends.  

Integrity  

Holders of public office should not place themselves under any financial or other 

obligation to outside individuals or organisations that might seek to influence them in 

the performance of their official duties.  

Objectivity  

In carrying out public business, including making public appointments, awarding 

contracts, or recommending individuals for rewards and benefits, holders of public 

office should make choices on merit.  

Accountability  

Holders of public office are accountable for their decisions and actions to the public 

and must submit themselves to whatever scrutiny is appropriate to their office.  

Openness  

Holders of public office should be as open as possible about all the decisions and 

actions that they take. They should give reasons for their decisions and restrict 

information only when the wider public interest clearly demands.  

Honesty  

Holders of public office have a duty to declare any private interests relating to their 

public duties and to take steps to resolve any conflicts arising in a way that protects 

the public interest.  

Leadership  

Holders of public office should promote and support these principles by leadership and 

example.  
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 Appendix B: Travel and subsistence policy 

Travel and subsistence policy National Collaborating Centre for Mental Health 
(NCCMH) 
As an Expert Reference Group member you will be required to attend meetings at 

locations in central London. To assist with this, the NCCMH will help with pre-
booking travel and accommodation wherever possible. 

General expense policies: 

• Requests for booking travel and/or accommodation should be made at least 
two weeks in advance. 

• The processing of booking travel or accommodation from the day of your 
request to receiving confirmation can take up to a week. If a meeting is arranged 
at short notice, you may have to book your own travel and claim the value back 
as an expense. 

• The NCCMH will book accommodation, when requested, at a hotel near the 
NCCMH offices, providing the hotel stay is for the night preceding the Expert 
Reference Group meeting and the request is made within the deadline.  

• You must submit your expense claim form with all tickets and receipts within 
eight weeks of the expenses being incurred. Anything later than that and your 
form cannot be approved for reimbursement. 

• Please provide original receipts & tickets for all expenses claimed, including car 
parks, taxis, bus, tube (receipts can be obtained when purchasing the ticket or 
ask to be let through the barrier at the station to ensure that the ticket is not 
retained), trains, air fares and meals.  Claims will not be paid without the 
production of original receipts & tickets.   

• The NCCMH can only reimburse expenses for Expert Reference Group 
meetings. 

 
In event of having to book your own travel & accommodation: 

1) If you can no longer attend the meeting, please let the project manager know 
at least 72 hours in advance so the tickets can be cancelled. 

2) Should a ticket need to be cancelled or amended, the NCCMH will require 
unused tickets to be sent back to NCCMH within two weeks of the outbound 
journey. You will need to keep the original tickets (this can be obtained when 
purchasing the ticket or ask to be let through the barrier at the station to ensure 
that the ticket is not retained) for this reason. 

 
3) When booking accommodation close to the Head Office, the NCCMH 

recommend the following hotels used in our booking procedure: 
 

• Hotel Ibis London City – from £99pp 

• Premier Inn London City Tower Hill – from £110pp 
 
Travel reimbursement policies: 
1) Train travel - second class tickets. 

• First class or open/anytime tickets are only permitted when this is the cheapest 
option available. 

• If tickets are purchased after the two-week deadline, the NCCMH will only be 
able to refund up to £200, unless the meeting was arranged at short notice. 

• Bus and taxi travel  
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• Taxi journeys will only be reimbursed where public transport is not a practical 
alternative. 

• Air travel  

• Domestic air travel where this is the only practical means of transport. 

• Car mileage 

• Car mileage at 40p per mile (regardless of engine capacity). The total 
reimbursed for car travel will not normally exceed the standard class rail fare 
for the equivalent journey. 

• Car parking fees  

• This does not include fines.  
Accommodation and meal reimbursement policies: 
1) Overnight stays, the NCCMH will reimburse the following: 

(a) London, Dublin or Edinburgh - up to £135 per night.  
(a) Elsewhere - up to £100 per night. 

• Meals (per day) 
(b) Breakfast - up to £10 
(c) Lunch - up to £15 (if not provided at the meeting) 
(d) Dinner - up to £25   

 
If any meals are provided by hotels/conferences/events, then the relevant allowance 
will be deducted from the 12-hour allowance. 
 
Please note that the above terms are subject to change  
 

 


