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Purpose of the terms of engagement
These terms outline a shared commitment between the HRB and public reviewers to ensure all interactions during the review process, are respectful and professional.  They also apply when the HRB shares other suitable PPI opportunities, so the same standards of respectful engagement are maintained.
HRB engagement with public reviewers
The HRB will: 
Communicate constructively and respectfully at all times, in writing and in conversation. 
Use clear, plain language in guidance, workshops, and correspondence. 
Keep communications with public reviewers confidential.
Avoid unnecessary acronyms and explain any that we use.
Provide a clear point of contact at for any questions during the review process.

Public reviewer engagement with the HRB
Public reviewers will: 
Communicate constructively and respectfully at all times, in writing and in conversation.
Complete reviews within the agreed timeframe.
Carry out each review in a constructive and respectful manner ensuring they meet the purpose of the public review process.
Not attempt to influence funding decisions outside the formal process
Seek clarification if unsure about any aspect of the process.
Inform the HRB of any accessibility needs.

Where engagement is in breach of the ‘Terms of Engagement’
The HRB may stop working with public reviewer in the following situations:
 When reviews are not constructive and do not meet the purpose of public review.
When engagement is not professional or respectful. 

In those cases, we will remove the reviewers’ name and contact details from our database.  The reviewer will be informed of this decision. 

Before such a decision is made, the following steps apply:

If the concern is about review quality
1. Guidance will be provided to the reviewer where a review is below the expected standard, and the reviewer will be given the opportunity to revise it.
The reviewer will be given the opportunity to speak with the HRB point of contact if further clarity is needed.
The review will not be used if it is not revised to meet the expected standard.
The reviewer will be given the opportunity to attend a future workshop to ensure they have been provided with the training needed to meet expectations.
If subsequent reviews remain below the expected standard, the reviewer will be removed from our database and informed of this decision.   

If the concern is about engagement 
1. If HRB staff or people involved in PPI opportunities shared by the HRB raise concerns about the professionalism or respect shown by public reviewers, these concerns will be recorded. 
The public reviewer will be informed of the concern and given an opportunity to respond or clarify within three weeks.
HRB will review the concern and response, and decide what action is needed. This could mean we stop working with this person.
The public reviewer will receive written notification of the decision, including a brief rationale.

Name: _______________________________

Signature (typed is acceptable): _______________________

Date: __________________________

Important: If you would prefer not to agree to the terms of engagement, please let us know. In that case, we will no longer invite you to review or share other opportunities.
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