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Patient and Public Partner Engagement Intake Form
Purpose: This form is to be completed by the team leading the engagement in discussion with the patient and public partner(s) to outline engagement details as part of the onboarding process.

1. Project Team Information
· Project lead: Click or tap here to enter text.
· Project team members: Click or tap here to enter text.
· Point of contact for patient and public partners:  Click or tap here to enter text.

2. Project Details
· Project topic: Click or tap here to enter text.
· Review type: Click or tap here to enter text. 
· Living Review? If so, how often is it updated?: Click or tap here to enter text.
· Project start date: Click or tap to enter a date.
· Project end date: Click or tap to enter a date.
· Project type: Click or tap here to enter text.
· Primary form of communication: Choose an item.
· Please enter details (email address, phone number): Click or tap here to enter text.
· Frequency of updates: Click or tap here to enter text.

3. Engagement Details
Intended degree of engagement[footnoteRef:1]:  [1:  NL SUPPORT: Patient and Public Management Planning Template (PDF, 142 KB). ] 

· ☐ Level 1 Inform: Receive easy to understand, objective, and balanced information.
· ☐ Level 2 Consult: Provide feedback on research direction, progress, outcomes, analysis and interpretation.
· ☐ Level 3 Involve: Two-way information exchange and conversations.
· ☐ Level 4 Collaborate: Engage in each aspect of the decision in research and research-related activities
· ☐ Level 5 Empower: Shared decision-making responsibilities

Steps during the project that patients and public partners will be engaged in (select all that apply):
· ☐ Identifying patient-driven research priorities 
· ☐ Participating in the grant writing and review process  
· ☐ Reviewing and developing the research question and research project outcomes
· ☐ Developing data collection tools and communication materials (e.g., flyers, emails)
· ☐ Contributing and guiding data analysis and interpretation of data 
· ☐ Creating a plain language summary 
· ☐ Reviewing conclusions and key messages
· ☐ Advising on dissemination strategies 
· ☐ Developing and implementing interventions 
· ☐ Evaluating the level of patient/public engagement during the project 
· ☐ Other: Click or tap here to enter text.

Anticipated Time Commitment: Please be as specific as possible. Number of hours for the entire engagement within a specific timeframe. For example, 2-3 hours per week from July 2nd to July 30th.

Recognition of Involvement: 
· ☐ Acknowledgement in the final report 
· ☐ Acknowledgment in media and promotional materials (e.g., website, newsletters, social media posts)
· ☐ Acknowledgement in project presentations (e.g., conferences, webinars)
· ☐ Invitation to co-present findings
· [bookmark: _GoBack]☐ Authorship in the manuscript[footnoteRef:2] [2:  Guidance on Authorship with and Acknowledgement of Patient Partners in Patient-Oriented Research.] 

· ☐ Other: Click or tap here to enter text.

4. Compensation Details
· Hourly compensation rate[footnoteRef:3]: Click or tap here to enter text. [3:  As outlined in the Patient Partner Compensation Guidelines, CIHR recommends an hourly compensation rate of $40.00 per hour.] 

· How often hours will be collected (i.e., payment frequency): Click or tap here to enter text.
· Who to submit your hours to (Name, email):  Click or tap here to enter text.
· Where payments will be coming from (i.e., project team’s host institution): Click or tap here to enter text. 
· Format of payments offered (e.g., cash, cheque, or gift card): Click or tap here to enter text.

5. Patient and Public Partner Signature
By signing below, you are acknowledging that you agree that have read the project, engagement, and compensation details above and agree to the terms listed above. 
	Patient and Public Partner Engagement Consent and Signature

	First and Last Name:

	Email:

	SIGNATURE (e-signature is acceptable):

	DATE: 
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