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A.1.2 Roles and Responsibilities 

Partners 

The Restoration Trust board is accountable to funders, contributors and participants for safe 
and effective delivery of Change Minds. The Project Manager, who is Director of the 
Restoration Trust, reports to the Chair of the Restoration Trust. She provides supervision to 
the Coordinator. See C1 Project Manager Contract Schedule. 
   

Norfolk Record Office leads on archive matters. NRO provides exceptional access to its 

resources, including collections, space, staff and professional networks. The County 

Archivist line manages the Coordinator. The Coordinator is a mental health professional 

whose primary task is to care for the safety and comfort of participants during Change 

Minds. See C2 Coordinator Job Description and Person Specification 
   

Together for Mental Wellbeing leads on participant matters. As the Support Organisation, 

Together for Mental Wellbeing recruits and supports participants to attend, including through 

the involvement of support workers and peer support workers. The Manager of the North 

Norfolk team is the first point of contact for any significant concerns about participantsô 

health and wellbeing. 

 

Project Board 

The Project Board takes a strategic overview of Change Minds, reviews progress, advises 

staff and considers next steps. Project Board members also further Change Minds through 

their own networks and at events. 

 

Research Group 

The Research Group selects evaluation research measures and methods and considers the 

language and administration of questionnaires and focus groups from the service usersô 

point of view. It also highlights interim results that can be integrated into practice, and 

discusses research findings.    
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A.2 Principles Underpinning Change Minds  
 

This paper describes the principles that underpinned Change Minds in North Norfolk from 

2015 ï 2017 and are now being applied to Change Minds Norwich. It includes information 

used in applying and reporting to the Heritage Lottery Fund. The ideas in this paper about 

heritage, society, mental health, social inclusion, wellbeing, groupwork and person-centred 

recovery inform how we work.  

 

A.2.1 Principles 
Change Minds is intended to have heritage, social and mental health outcomes, and as such 

is an amalgam of its partnersô concerns. Norfolk Record Office is a heritage organisation with 

a social purpose; it collects and preserves archives about the history of Norfolk and makes 

archives accessible to the people of Norfolk and beyond. Together for Mental Wellbeing is a 

mental health charity with a social purpose; it works alongside people with mental health 

issues on their journey towards fulfilling and independent lives. The Restoration Trust is a 

bridge organisation linking all three outcomes, as it supports people with mental health 

issues to engage with heritage in order to reduce social exclusion and improve peopleôs 

mental health.  

 

Criteria for Success 

The Restoration Trustôs criteria for success are informed by and embodied in Change Minds: 

¶ Participants have problems with their mental health.  Change Minds participants have 

complex mental health needs.  

¶ Participants are included in management.  Two participants are members of the 

Change Minds Project Board.  

¶ Partnership with heritage and health organisations. The partnership between the 

Restoration Trust (RT), Norfolk Record Office (NRO) and Together for Mental 

Wellbeing is confirmed in a signed partnership agreement which states that the 

partners will deliver the project according to our application to Heritage Lottery Fund. 

All partners are members of the Project Board. Contributing organisations, including 

Norfolk Library and Information Service (latterly a partner), Norfolk and Suffolk NHS 

Foundation Trust (NSFT) and the University of East Anglia (UEA) are represented on 

the Project Board. 

¶ Groupwork is the core.  All sessions are group sessions and informed by relevant 

theory and practice. They are based on the view that lasting change can occur within 

a carefully conducted group. 

¶ Safe framework and practice.  The partnersô policies and practices meet the required 

standards, and due diligence has been applied when forming the partnership. Staff 

and volunteers must work to relevant professional standards and, if it is required for 

their role, must have external validation of their suitability to work with vulnerable 

people by showing evidence that they have Enhanced Disclosure and Barring 

Service Certificate (DBS). 

¶ Proper measurement of impact and outcomes. Research by UEA and NSFT. Ethical 

approval by UEA Ethics Committee. Participants are recruited as Together clients 

rather than NHS patients so research does not need NHS ethics approval.  A 

Research Group oversees the research programme. It consists of researchers, NSFT 
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Inspire Service User Research Panel members, the Project Manager and the 

Coordinator. 

¶ Sustained and regular involvement. Fifteen fortnightly sessions, scheduled over a 

year. Ongoing involvement for Year 1 participants in monthly meetings during Year 2. 

Three workshop sessions after the project ends.  

¶ Privileged access to real cultural assets and expertise. Norfolk Record Office 

exclusive use of the Green Room for sessions, behind the scenes tour, viewing 

original records, exhibition in Long Gallery, involvement of County Archivist, Senior 

Conservator, Sound Archivist and other NRO staff. Museum and archive visits 

include private meetings with curators and archivists, and close encounters with 

selected objects and documents.  

¶ Encouragement to be creative. Creative writing and art workshops in Term Two 

explore questions of identity raised by Term One research. They are led by a 

professional writer and artist.  

¶ Learning for staff and volunteers. Health learning: Mental Health First Aid, Good 

Clinical Practice. Archives learning: Safe document handling training with the Senior 

Conservator, basic research skills in the Search Room, Oral History training. 

Research learning: Staff and volunteer annual reflective practice focus group. Good 

practice learning: Project Manager supervision by a Group Analyst, Coordinator 

supervision by the Project Manager. Professional learning: Staff and volunteers 

attend relevant professional meetings. 

¶ Progression for participants. One to one interviews with a Community Librarian, 

Community Connector or Development Worker about what people might like to move 

on to, with written follow-ups for each interviewee. Volunteering and participation 

opportunities offered by all partners.  

 

A.2.2 Heritage Resource 

19th Century Asylum Records 

Late 19th Century case records from Norfolk County Asylum (latterly St Andrewôs Hospital) 

are the heritage foundation upon which Change Minds builds social and mental health 

outcomes. The whole collection of over 800 items detail the construction and administration 

of the hospital, and the rich series of patient records shed a fascinating light on the lives of 

Norfolk people.  

 

We investigate individual cases from Male and Female Case Books, 1846 - 1888, (Ref SAH 

259 ï 272). These describe patients on admission, noting demographics, height, weight and 

medical history and then detail observations, treatment and, frequently, recovery and 

discharge. Many records have patient admission and discharge photographs, powerfully 

evoking the connection with people in the past at the heart of Change Minds.  

 

These records reveal the stories of lives that connect them across time with the participants. 

For instance, historically, óThe location of the asylum in an overwhelmingly agricultural area 

was likely to have particular consequences when agricultural depression, rural emigration 

and unemployment accompanied the late nineteenth-century.ô (Dr Steve Cherry, Norfolk 

County Asylum: St Andrews Hospital from conception to closure, Wellcome History, Issue 9, 

February 1999). North Norfolk Clinical Commission Group's current challenges include: 
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'Enabling access to treatment and care in a predominantly rural 

area.'(www.nnccg.nhs.ac.uk). 

Expanding Access and Increasing Engagement 

Before digitisation these records had been consulted on average 108 times a year between 

2010 and 2015. Digitising reaches NROs 63,000+online visitors, and our linked project 

website, which incorporates case record pdfs, has attracted 30,000+visits. 

The Case Records are publicised through the project, its digital outputs, exhibitions, events 

and media, generating public, professional and political interest. Digitisation, indexation and 

proactive outreach invite people from Norfolk and beyond on a historical, creative and 

personal adventure. Exhibitions, open days and presentations reach local, regional, national 

and digital audiences, and reveal new knowledge about Norfolk's heritage and mental 

health. Oral histories accessioned into Norfolk Sound Archive are a gift to the future, 

contributing to the history of mental health in the 21st Century. 

 

A.2.3 Social Inclusion  
Change Minds includes people who are deprived by virtue of low income and poor mental 

health. From 2015 ï 2017, participants were all Together clients from the area of North 

Norfolk Clinical Commissioning Group, including Cromer Town, the most deprived rural area 

in Norfolk. North Norfolk has no major urban centre and is fifth highest of all English councils 

for the percentage of people living in villages, hamlets or isolated settlements. Pockets of 

deprivation and rural deprivation are scattered across the area. Factors include:  

¶ Low levels of educational qualifications, earning, car ownershipΟ. 

¶ Poor public transport to limited services, facilities, jobs. 

¶ Wealth disparity, acute housing shortage for local peopleΟ. 

¶ Rural poverty due to dependence on low value sectors, i.e. agriculture, tourism and 

social care.  

¶ People in the most deprived areas live 5 years less than people in the least deprived 

areas. (www.norfolk.gov.uk/view/ncc085932).  

Community Assets  
No participants in Change Minds had ever visited Norfolk Record Office before the project 

began, and a noticeable research finding from 2015 ï 2017 was the pleasure and hope that 

people felt in becoming familiar with the professional environment and staff there.  

Participants are excluded from local community assets and indeed from their local 

community as a whole. Change Minds has a social justice and inclusion agenda which is 

pursued through visits to local museums, libraries, arts centres and the Parliamentary 

Archives.  Inclusion lies behind the exceptional access afforded to collections and 

professionals from all these organisations. It is embedded in one-to-one next steps 

interviews and opportunities suggested to participants at the end of the project.  

Agency and Influence 

Change Minds enables people who are seldom heard at policy level to speak to people in 

power about the issues that concerned them. During the 2015 ï 2017 project, the Medical 

Director of Norfolk and Suffolk NHS Foundation Trust came to a session and discussed 

http://www.nnccg.nhs.ac.uk/
http://www.norfolk.gov.uk/view/ncc085932
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mental health treatment past and present with participants. Certificates were awarded by the 

Director of Community Services and the Chair of the Health Overview and Scrutiny 

Committee at Norfolk Social Services. Local MP Norman Lamb was the Project Patron, 

visited Change Minds at Norfolk Record Office and hosted a reception for the group at the 

House of Commons. Participants also spoke on local radio and to local press. In this way 

interaction with the history of Norfolk Lunatic Asylum enables people to have a deeper 

connection with their local history and community, and to increase their agency and 

influence as mental health service users.  

 

A.2.4 Mental Health and Wellbeing 

Five Ways to Wellbeing 

Change Minds can be conceptualized is in terms of the Five Ways to Wellbeing, developed 

by New Economics Foundation in 2008 and accepted as a useful codification of evidence-

based actions that improve wellbeing. 

 

Connect 

¶ People connect with individuals in the past and present. They make 

friends, reducing life-threatening isolation and strengthening resilience. 

¶ Change Minds includes very excluded people in Norfolk's 

heritage and creative community.  

 

Keep Learning 

¶ People acquire transferable skills and a certificate and references for 

employers. They contribute to the historic record, affirming personal worth 

and overcoming negative attitudes to education. 

¶ Whilst not hiding the truth, vulnerable participants research cases of 

people who show evidence of recovery and are suitable for tracing 

subsequent life stories. 

      

Be Active 

¶ People get out fortnightly, travelling to Norfolk Record Office, libraries, Norwich 

Castle Study Centre, Belfry Arts Centre, Oddfellows Hall, Gressenhall Farm and 

Workhouse. 

¶ Visits, exhibitions and public events are daunting prospects. Properly 

supported, people can achieve things they never thought possible. 

 

Take Notice 

¶ Research and creativity unlock curiosity, concentration and imagination in a 

demanding but safe way. 

¶ Change Minds' attentive intellectual, social, wellbeing and environmental 

experience, its reliable routine and time keeping gives people the security 

to risk trying new things. 

Give 

¶ Change Minds is explicitly person-centred, so participants are on the 

Project Board, lead public events and are involved in most aspects of 

the project. 
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¶ Celebrations, exhibitions, digital outputs, oral histories and our book are gifts 

to families, friends, the community - and the future. 

 

Groupwork and Person-Centred Recovery 

Change Minds sessions are framed by ideas and practice based on groupwork and person-

centred recovery. Groupwork, and conceiving the group as a whole, is an effective and 

humane way for people to form a mutually supportive connection that helps sustain them 

during the project and, to some extent, after it ends. Person-centred recovery respects the 

individualôs unique experiences and strengths, so that they can make treatment and support 

choices based on what recovery means to them. This attitude is integral both to working with 

participants and to thinking about our subjects, people who were patients in Norfolk County 

Asylum. 

 

Eligibility Criteria 

Participantsô diagnoses are not recorded as part of Change Minds documentation or 

research. All participants meet Together for Mental Wellbeingôs eligibility criteria for housing 

related community support and complex needs services for people aged 18 and over in 

Norfolk, as commissioned by Norfolk County Council from 2014 ï 2018 (a new contract 

begins in March 2018).  Community support clients may have been temporarily admitted to a 

mental health hospital. Complex needs clients have severe mental illness. The Department 

of Health has defined people with 'severe mental illness' as individuals who:  

¶ are diagnosed as suffering from mental illness (typically schizophrenia or a severe 

affective disorder);  

¶ are substantially disabled because of their illness; 

¶ are currently displaying florid symptoms or are suffering from a chronic, enduring 

condition;  

¶ having suffered recurring crises leading to frequent admissions/interventions;  

¶ may at times present significant risk to their own safety or that of others. 

 

Duty of Care 

Change Minds is a project that aims to improve the health and wellbeing of people who have 

mental health problems.  It is not a mental health service. Although staff have a duty of care 

to participants, to behave sensibly and kindly, and to record and share any concerns, 

Change Minds staff and volunteers do not provide wider support. Contact with participants is 

related to the project; issues with housing, money, safeguarding or physical and mental 

health are referred to their Support Organisation. 

 

We maintain these boundaries in order that participants can enjoy Change Minds without 

feeling that they are might be treated as patients or clients. It is also an important safety 

measure, since mental health risk is assessed and managed by the Support Organisation, 

who can help a participant who becomes unwell.  
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A.3 Programme Guidelines  
 

A.3.1 Structures and Processes 
These guidelines are focused primarily on delivering the programme with participants.  

However, delivery takes place in the context of structures and processes that provide a 

secure framework and make Change Minds accountable to funders, partners, stakeholders 

and participants. The project needs a Partnership Agreement, a Project Board, a Risk 

Register and a Communications Policy. It runs according to a Project Plan, staff and 

consultants are appointed through a proper process, and a Research Group oversees 

Evaluation Research. Press releases, correctly branded and circulated to a list of media 

contacts, promote the project. Some of the background documents that are specific to 

Change Minds are included in the Good Practice Guide. 

 

A.3.2 Preparation 

Selection and Digitisation of Suitable Archives 

19th Century Asylum Case Books, with admission and discharge photographs. Two case 

books were selected for digitisation so that they can be made available as surrogates and on 

the project web site. Digitising the selected case books makes them more accessible to a 

larger group and enables use of surrogate copies for off-site study and inspiration, and in 

public events.  

 

The Coordinator chooses around 50 records as the focus for individual participant study. All 

selected records are of patients who were discharged óRecoveredô and do not contain 

especially difficult material. This ensures that participants are not confronted with distressing 

content at an early stage in the project and maximises the potential for investigative research 

through online and county-based archives. 

Each participant choses an individual case from the 50 selected records and forms the focus 

of their individual historical research and creative work.  

Intellectual Property Rights 

The Restoration Trust owns the domain name www.changeminds.org.uk, and has 

trademarked the name Change Minds and logo.  

 

Designing and Branding  

A distinctive logo appears on all media.  Well-designed leaflets, headed paper, website and 

social media add quality to the experience of everyone involved.  Logos of partners and 

funders must be incorporated according to their branding guidelines.  A template including all 

logos is used for exhibitions and publications. 

 

Leaflet 

The Change Minds Recruitment Leaflet (B2) for participants has been designed with advice 

from mental health service users and carers, including members of Patient Public 

Involvement groups such as NSFT Inspire.  The leafletôs description of the project, FAQs, 

and key contacts provide accurate information in a way that alleviates anxiety.  Photographs 

of the main people and places involved in Change Minds help with recognition at the start of 

http://www.changeminds.org.uk/
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the project, lessening peoplesô worry about the first session. The leaflet is available in print 

and PDF/digital versions. 

 

Website 

A website includes the leaflet, timetable, events and a list of research resources like books 

and connected websites.  As Change Minds continues the news page becomes a history of 

the project for reporting purposes, and a memory bank for participants in years to come; it 

must be live for at least five years after the end of the project. www.changeminds.org.uk 

 

Mental Health Awareness Training and Information for Staff and Volunteers  

Ideally, all staff and volunteers who are not experienced in mental health and who will be 

working directly with participants will have 2-day certificated Mental Health First Aid training.  

People who are involved in research with participants may benefit from NHS Good Clinical 

Practice ½ day training. The Coordinator meets Record Office staff who will be in contact 

with participants (for example in the Search Room) to brief them about the project, talk about 

any concerns and advise staff what to do if they are worried about a participant.  

 

Media  

A Media Agreement and the Communications Policy (B1) are intended to safeguard 

participants.  The Coordinator consults participants before any media, establishing whether 

they think the story is a good idea, who is happy to talk to journalists or be photographed, 

and how they would like to be identified. It is important to keep examples of media for 

participants, such as copies of newspapers, or sound and video clips. 

 

A.3.2 Enrolment 

Participant Recruitment Through a Support Organisation 

Participants are recruited and supported by a mental health Support Organisation throughout 

their involvement with Change Minds.  This organisation could be commissioned to deliver 

services by a local authority or the NHS.  As a partner, the Support Organisation provides 

on-going mental health support as well as a key contact to whom concerns can be reported. 

The first step in recruiting participants is for the Coordinator to attend a Support Organisation 

team meeting with leaflets in hand, to explain the programme, answer questions and 

address concerns.  Support workers then identify clients who will benefit from the 

programme and encourage them to attend.  

 

Identifying Potential Participants 

Support workers are the vital point of contact with participants.  An enthusiastic and trusted 

support worker who recommends the programme to their client increases the chance of that 

person becoming committed to it. People are generally interested in Change Minds because 

they enjoy history and being creative.  They may be at a point in their recovery where they 

are considering taking the next step by attending a group or doing voluntary work. Barriers to 

attending include profound isolation, difficulty leaving the house and anxiety about meeting 

new people.  Transport is a major concern, especially in rural areas with poor public 

transport. Difficulties with reading, writing and using computers may also have to be 

overcome.   

 

 

http://www.changeminds.org.uk/
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Enrolment Meeting 

The enrolment process is when prospective participants, the Coordinator and support worker 

or carer identify support needs and ways to help the person feel at ease in the sessions. 

During enrolment the Coordinator collects the personôs contact information, obtains informed 

consents and agrees confidentiality boundaries.  

 

The Coordinator offers to visit prospective participants at their home or somewhere they feel 

comfortable such as a local café.  This initial meeting is usually set up by a support worker or 

carer who attends the meeting as well. The meeting helps prospective participants to begin 

to be at ease with the Coordinator, so that the first session is a less daunting prospect. It is 

also an opportunity to flag up the evaluation research programme, to ensure that prospective 

participants are aware of how their data is protected, and to discuss informed consent for 

photography and other media. Participants who do not want to meet the Coordinator face to 

face may be able to speak on the phone. In that case the participant must sign the 

Enrolment Form, Wellbeing Plan and Information Sharing Consent, and decide whether or 

not to give other informed consents, at the first session.  

 

Enrolment Forms 

The Enrolment Form (E1) collects names and contact details that are kept in the Contacts 

and Register spreadsheet. A Wellbeing Plan in the Enrolment Form asks people to flag up 

warning signs for when they are feeling anxious or are becoming unwell and agree actions 

that should be taken. The Coordinator and other staff and volunteers can then take 

appropriate action if they observe the warning signs. 

 

Consents 

During enrolment, participants are shown consent forms regarding information sharing and 

photography. Information Sharing Consent (D2) is necessary to manage risks and to 

conform to data protection legislation. This must be signed by all participants. Photography 

Consent (B3) is a matter of choice and can be changed at any time.  

 

Confidentiality Within the Group 
The Enrolment Form includes a declaration that people must sign regarding social media 

use and respecting confidentiality within the group.  Being clear about the ground rules at 

this stage is reassuring for participants.  

 

Communication with Participants 

The Enrolment Form asks people for their preferred means of contact, though this may 

change as the project goes on.  People may prefer to have a text before they are phoned up, 

so that they know to expect a call. They may want to keep in touch via their landline, or their 

email account.  Sometimes participants do not want contact through a certain means, or do 

not want to have messages left on their phones or with a family member and this must be 

noted and respected. 

 

A.3.3 Risk Management 

Risk Assessments 

Participantsô personal risk assessments have been made by their Support Organisation. 

Information from these risk assessments can be shared with the Restoration Trust and 
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Norfolk Record Office if the circumstances require it. On enrolment participants consent to 

this sharing agreement by signing the Information Sharing Consent. The Change Minds 

Project Board maintains a Risk Register (D1) pertaining to the overall project. The 

Coordinator assesses risk associated with attending regular sessions, visits and other 

events using standard Risk Assessment forms (D3, D4).  

 

Safeguarding and Records of Concern 

It is important that safeguarding procedures are agreed at the start of the project. In Change 

Minds the procedure has been that if anyone in the group, including staff, volunteers and 

participants, discloses information or behaves in a way that causes concern, the Coordinator 

informs the Support Organisation and Project Manager as soon as possible.  If necessary, 

mental health or other health and social care professionals are also contacted. The person 

who reports a safeguarding matter must quickly complete a Safeguarding Record of 

Concern form (D5) giving detailed information about what has happened.  This is held by the 

Restoration Trust and is shared with those involved in safeguarding the participant. Dealing 

with an actual safeguarding issue such as domestic abuse or child neglect is a matter for the 

Support Organisation and statutory services and is beyond the projectôs remit. However, all 

safeguarding issues must be report to the relevant authority. 

 

Duty of Care 

Staff and volunteers have a duty of care to participants, to behave sensibly and kindly, and 

to record and share any concerns. Contact with participants is related to the programme; 

issues with housing, money, safeguarding or physical and mental health are referred to their 

Support Organisation. 

 

A.3.4 Administering the Programme 

Contact 

The Coordinatorôs mobile phone number and email are the point of contact for text 

messages, emails and phone calls to make it easier for participants to stay in touch.  

Between sessions, the Coordinator contacts people to remind them about the session 

coming up and to check transport arrangements.  

 

Clear Boundaries 

Participants know clearly the days and times that the Coordinator is at work, so that they 

understand that messages and phone calls may not be answered immediately.  Participants 

know that they should contact their mental health support in an emergency.   

 

 

Contacts and Register 

The Coordinator maintains a spreadsheet of participants, staff and volunteers contact 

information. This is the front sheet of the Register, which records attendance by participants, 

volunteers, visitors and staff. The spreadsheet is a useful reporting and evidence tool that 

can be used to correlate participant engagement with factors such as the time of year or the 

content of sessions.  
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Participant Notes 

The Coordinator keeps a record for each participant, noting anything exceptional from a 

session and listing any contacts by phone call, text message, email or letter.  The notes 

record reasons for absence, communication with the Support Organisation and other 

services, as well as any safeguarding matters.  
 

Marking Personal Events 

During the course of a year-long programme things happen, both happy and sad.  Members 

of the group including staff, volunteers and participants attend ceremonies that matter to 

people, support each other through experiences of loss within the group and celebrate joyful 

events. 
   

Hard Times Between Sessions 

If someone is having a difficult time, the Coordinator suggests they try to turn up and be in 

the group, with no pressure to join in until they feel ready. 
 

Missing Sessions 

Participants who cannot attend because they have another commitment or are feeling unwell 

are supported without being pressured to return. People know that they remain a member of 

the group until they say they no longer wish to be. The Coordinator keeps in touch with 

absent participants and their Support Organisation.  

 
No Cost to Participants  
Change Minds is free for participants, so the costs of transport, refreshments, entry tickets 

and visits are covered by the project.  
 

Transport 

Travel can be a major issue for participants, so Change Minds does as much as possible to 

help people overcome this barrier to attendance. Reimbursement, information and reliability 

are key.  All transport costs are covered by the project.  Public transport fares are 

reimbursed on arrival at the course venue, and people who drive are reimbursed at the 

standard local authority rate. Participantsô transport needs are noted on the Enrolment Form 

and they are given a map to show them where to go on their first day.  The Coordinator 

keeps a list of transport arrangements for each participant, and contacts people between 

sessions to remind them of what is planned and to check if there are any issues that need to 

be sorted out.  
 

Arrangements may involve support workers driving participants, or shared train journeys.  It 

may be important for a participant to have someone with them when they get on a train, or to 

sit by a window.  The return journey must be known before the session and before departure 

from home, so that no one is left feeling unsure about how they can get back home again at 

the end of the session. 
 

Parking  

Parking attendants are made aware of the programme, so that they can tell people where to 

go and alleviate anxiety about parking.  
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Petty Cash 

Most participants who attend the programme are on low incomes so they must be confident 

that they will not be out of pocket.  Petty cash is stored in a locked tin, with enough cash to 

cover the transport costs for two sessions.  A petty cash log is used to record transactions, 

which are signed for.  Participants are reimbursed from petty cash at a designated time in 

the session, such as during a tea break.  

 

Refreshments 

Refreshments are good quality tea, coffee, soft drinks and biscuits, fruit and gluten free 

snacks.  At enrolment people are asked what they like so that it can be provided (within 

reason!). 
 

Volunteers 

Volunteers on Change Minds agree to a Role Description and Code of Conduct (C3) and 

must have an Enhanced DBS Certificate. Their costs are covered just as they are for 

participants, and they are similarly reimbursed for travel costs from petty cash at each 

session or event that they attend.  

 
A.3.5 Running the Sessions 

A Safe and Comfortable Place 

The Coordinatorôs task is to help participants feel safe and comfortable so that they can 

make the most of the session.  This is the overriding priority for Change Minds. Creating a 

friendly, positive atmosphere and allowing for time to relax and talk develops the group so 

that people support and motivate each other.  Core sessions are always held in the same 

room, on the same day each week and at the same time. This generates a sense of 

familiarity, belonging and reliability. 

 

Staffing 

There are at least two employed staff present at every session, one of whom is the 

Coordinator or Project Manager. The other may be a Support Worker.  Volunteers support 

staff and participants, but they are not expected to be alone with the group. There is always 

a member of staff present in the room that is the Change Minds base, except when the door 

is locked because everyone is, for example, in the Search Room. The session is cancelled if 

there are not enough staff available to run it safely.  

 

The First Session 

The first session sets the tone for the rest of the project.  Participants are introduced to the 

venue, to staff and volunteers, and to the original records.  The session is attended by senior 

staff from each of the partner organisations, for example the County Archivist, the Locality 

Manager of the Support Organisation, the Director of the Restoration Trust.  The Evaluation 

Researcher is also there and a Creative Facilitator may attend.  

 

People arrive from 10am onwards. The Coordinator and staff whose photographs appear in 

the leaflet wait outside to welcome people when and help guide participants to parking 

spaces. People are accompanied into the room that will be the base for the programme. 

They are offered refreshments, shown where the toilets are, and where to hang coats and 

bags.  The room is laid out in Boardroom style, so that everyone can sit around one table.  



 

16 

 

Staff and volunteers have name badges, and name badges are available for participants, if 

they want to use them. 

 

Welcome Packs for each person are ready on the table, as well as books about mental 

health history and asylums. Welcome Packs include the Recruitment Leaflet and information 

about the Record Office, the Restoration Trust, the Support Organisation and local libraries.  

An Evaluation Research Information sheet describes the heritage, social and mental health 

evaluation research. There is also a good quality A4 plain paper notebook and pencil, and a 

printed timetable.  

 

The session starts promptly at 10.30am with everyone seated round the table.  Senior staff 

introduce themselves, as do the Coordinator, the Evaluation Researcher and the Creative 

Facilitator.  Participants may introduce themselves, but equally may not wish to. The 

Evaluation Researcher introduces the evaluation research plan and explains that people can 

complete evaluation research questionnaires later in the session. The County Archivist 

clearly states Record Office rules, such as not eating and drinking where there are original 

records, washing hands before handing records, and using pencils in the Search Room. 

Basic document handling is introduced. The session includes seeing the original Case 

Records, a visit to the Search Room, a behind the scenes tour and time to complete 

evaluation research questionnaires.  

 

A break at 11.30am for refreshments is when travel expenses are reimbursed, and when 

people can go outside if they need to. The session ends promptly at 13.00pm and staff 

accompany people outside to their taxis and cars.  

 

General Sessions 

Sessions are both structured and adaptable. The content is broadly described in the 

Programme (E2), but the safety and comfort of participants take priority over everything else. 

For example, there is a tea break at 11.30am but participants can leave the session any time 

they need to and can help themselves to drinks. A staff member goes to see if people are ok 

when they leave the session.  

 

What makes a good session 

We know from research and feedback that participants enjoy sessions when the content is 

interesting with expert but not judgmental input. People are free to explore at their own pace 

and feel heard and understood as they express their own views and pursue particular 

interests, making their own choices and decisions.  It is fun to be a research detective, 

discovering and connecting to the past.  Learning skills like Palaeography or searching 

records online is a chance to do something new and being creative improves self-worth and 

motivation.  Participants like the companionship of the group, making friends and meeting 

people who understand.  It is good to have their own achievements recognised and to see 

others achieve.  The positive attitude in the group, with the mutual support it offers, can 

make it a relaxing place to be. 

 

Participant involvement 

Participants are involved as much as they want to be in all the aspects of Change Minds that 

are project rather than support related.  This includes contributing to decisions about 
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sessions and visits, blogging on the website, designing flyers and exhibition panels, 

arranging and leading events, creating and invigilating exhibitions or taking up other 

opportunities. Two nominated participants are members of the Project Board which oversees 

Change Minds.  

 

A.3.6 Special Events 

Visits  

Visiting places as a group can mean facing and overcoming major issues with travel, 

timekeeping, managing medication, coping with physical and psychological challenges 

during a long day, and being in unfamiliar places with new people.  The Coordinator and 

staff organise visits carefully and are in regular contact with the destination so that difficulties 

and risks are considered in advance. Successful visits are powerful bonding experiences 

that have long lasting impacts on the whole group. 

 

Public Events  

Heritage Open Days (B6) and Creativity and Wellbeing Days are opportunities for 

participants to share their interest in the Case Records and their knowledge of how to 

interrogate them. There is time for conversations about the thoughts and creative expression 

that the records evoke.  The group plans the events together and members of the public sign 

up in advance rather than drop in.  Change Minds members may wish to wear name badges 

to distinguish them from attendees, so that people can approach them to find out more.  

 

Exhibitions 

Displays of participantsô work have been set up at the end of each course. In Norfolk Record 

Office, display cases have been used which mean that original records can be displayed 

alongside artwork and poetry. Change Minds also staged a larger exhibition in central 

Norwich; this required additional funding (B7). Displayed research and creative work is 

labelled according to participantsô preferences.  Some people prefer to be anonymous and 

others may wish to have their name styled in a particular way.   

 

It is demanding but satisfying for the group to plan, create, install, invigilate and dismantle 

exhibitions to professional standards, collaborating with each other and with designers, 

conservators and operations staff. Participants value being able to display their work and 

achievements, and inviting family, friends and professionals to see what they have been 

doing.  They may enjoy the celebratory atmosphere of a Private View.  Exhibitions on any 

scale are an opportunity to connect with the local community, to discuss research with the 

public, and learn from visitors about their experiences of the mental health system past and 

present. As Change Minds is principally about participantsô journey through the programme 

and their wellbeing, events must reflect these priorities.  

 

Celebrating Achievements 

Recognising and highlighting achievements benefits individuals and motivates the group as 

a whole.  Each term concludes with a reflection on what has been achieved and a 

celebration. Participants are awarded a certificate at the last session.  Professionally 

designed and printed on high quality A4 card, the certificate is signed by the County Archivist 

and the Director of the Restoration Trust.  The certificates are given out by a senior figure in 

a stakeholder organisation such as the Chair of the Health, Overview and Scrutiny 
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Committee, or a Trustee of the main funding body.  Each person is applauded by the group, 

and photographed receiving the certificate, if that is what they wish.  

  

A.3.7 Ending 

Preparation 

The end of the course is acknowledged from the beginning and marked by celebrations, but 

anticipating the loss of the group may be a source of considerable anxiety for participants. 

An Opportunities Coming Up (F4) document is shared with participants at the start of Term 

3, with a number of web links as well as dates and descriptions of future events. These may 

be run by the Restoration Trust, Record Office or the Support Organisation. The document 

flags up local events, courses and volunteering opportunities that relate to the content of 

Change Minds, for example at local libraries or Norfolk Heritage Centre. During Term 3 

Record Office staff come into sessions to talk about ways to stay connected, ranging from 

volunteer activities to education and outreach events.  

 

Pathways to Next Steps 

In Term 3, participants can have private one to one interviews with a Community Librarian, 

Community Connector or Development Worker.  The interview is a chance for the participant 

to think about the skills they have gained since they joined Change Minds and talk about the 

direction they might like to take next.  The interviewer then sends the participant a selection 

of suitable local activities and courses, or routes to volunteering and work. This interview 

may be followed up by a meeting between the participant, their support worker and the 

Coordinator to confirm a next steps plan that the participant can pursue with the 

encouragement of their support worker.  

 

Post-project Meetings 

To help ensure that the benefits of the programme are sustained, the partnership has 

secured funding for three post-programme day long workshops, based at Norfolk Record 

Office.  These can be timetabled from the outset, so that they are always part of the 

schedule.  Working with Record Office staff, people who have ógraduatedô from Change 

Minds will learn more about preserving and processing documents and will be able to do 

more research.  

 

Sustained Connection 

The project partners can offer people an ongoing connection with their work, although this 

may not interest everybody. Some participants may wish to sustain their link to the Record 

Office, as described above.  Some may want to keep in touch with the Restoration Trust 

through our Members Council and RT Club for people from all our projects.  Others may 

want to become peer volunteers or staff for the Support Organisation or mental health trust.  

Some may wish to meet up with friends from the group, perhaps arranged by their support 

workers.   
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A.4 Budget 
This is an indicative budget, which suggests items to be considered when calculating project costs. 

 

Heritage 

Lottery Fund 

(HLF) 

Category 

Budget Items Description and Comment 

 

 

New 

staff/Professional 

fees 

Project manager  5 days. Allow £200 - £350 per day. If provided in 

house include on costs and note as a contribution in 

kind (c-in-k). 

Travel for 

staff/Professional 

fees 

Project manager 

travel expenses 

Travel expenses are reimbursed at 0.45p per mile 

(or standard local authority rate) or against 

receipts/tickets.  

New 

staff/Professional 

fees 

Coordinator  52 days. 1 day per week for 52 seeks. Allow £125 - 

£200 per day. If in house include full cost as a c-in-k 

Travel for 

staff/Professional 

fee 

Coordinator travel 

expenses 

Travel expenses are reimbursed at 0.45p per mile or 

against receipts/tickets. Depending on project 

location. 

Non-cash Community Librarian 

contribution in kind  

15 half days at HLF professionals volunteer rate 

£350 per day. £2,625. Note the Library Service can 

provide accurate recharge rates. 

Non-cash Record Office staff 

contribution in kind.  

5 half days at HLF professionals volunteer rate £350 

per day. £1,750. Note the Record Office can provide 

accurate recharge rates.  

Non-cash Support workers 

contribution in kind  

2 workers for 15 half days, so per session.  At HLF 

skilled volunteer rate £150 per day. Note the Support 

Organisation can provide accurate recharge rates.  

Professional fees Specialist 

consultancy 

5 days consultancy to advise on mental health 

working, risk management , and support next steps 

planning 

Travel for 

volunteers 

Participants 

attending Project 

Board 

Participant travel expenses are reimbursed at 0.45p 

per mile or against receipts/tickets. Depending on 

participant and project location.  

Expenses for 

volunteers 

NHS Patient/public 

involvement 

members attending 

Project Board 

2 NSFT Inspire members. Best practice is to pay a 

fee per meeting and to invite 2 people to attend. If 

provided by research partner, include as a c-in-k. 

Travel for 

volunteers 

NHS patient/public 

involvement 

members attending 

Project Board 

Travel expenses are reimbursed at 0.45p per mile or 

against receipts/tickets. Depending on participant 

and project location.  

Non-cash Venue contribution in 

kind 

15 half days use of a dedicated room at the Record 

Office or Library, so per session. If provided in house 

include full cost as a c-in-k. 
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Professional fees Creative facilitators  4 half days. Allow £100 - £150 per half day, plus 

VAT if charged and expenses. 

Non-cash Volunteers 

contribution in kind 

15 half days for two volunteers at HLF volunteer rate 

£50 per day. 

Travel for 

volunteers 

Volunteers travel 

expenses 

Volunteer travel expenses are reimbursed at 0.45p 

per mile or against receipts/tickets. Depending on 

project location.  

Expenses for 

volunteers 

Volunteers 

refreshments 

Allow £1.50 per volunteer per session. Calculate for 

full attendance. 

Non-cash Carers contribution in 

kind 

15 half days for two carers at HLF volunteer rate £50 

per day. Calculate for full attendance. 

Travel for 

volunteers 

Carers travel 

expenses 

Travel expenses are reimbursed at 0.45p per mile or 

against receipts/tickets. Depending on participant 

and project location. Calculate for full attendance. 

Travel for 

volunteers 

Participants travel 

expenses 

Travel expenses are reimbursed at 0.45p per mile or 

against receipts/tickets. Depending on participant 

and project location. Calculate for full attendance. 

Expenses for 

volunteers 

Participants 

refreshments  

Allow £1.50 per participant per session. Calculate for 

full attendance. 

Publicity and 

promotion 

Design and branding Obtain designer quote or estimate in house costs 

and include them as a c-in-k.  

Publicity and 

promotion 

Recruitment and 

publicity materials  

Leaflets, flyers, posters, certificates, preview 

invitations design and print. Estimate by designer 

and printer, or in house costs as a c-in-k.  

Digital outputs Website/social media 

design & build 

Obtain designer quote or estimate in house costs 

and include them as a contribution in kind.  

Digital outputs Website domain 

purchase and hosting 

Include 5 years post-project hosting costs. 

Equipment and 

materials 

Creative workshop 

materials, notebooks 

For use in sessions. Allow £10 per participant and 

volunteers. Calculate for full attendance. 

Expenses for 

volunteers 

Museum visit Include costs of group entry tickets and specialist 

expertise. If provided for free itemise as a 

contribution in kind. 

Learning 

materials 

Exhibition display 

and E-book 

publication  

Display panels design and make, fixings and fittings, 

cost of e-book design. If done in house, include cost 

as a contribution in kind. 

Publicity and 

promotion 

Celebration  If catered allow at least £5.00 plus VAT per head. 

Calculate for full attendance, including participants, 

staff and volunteers. 

Evaluation Evaluation research 5 half days for questionnaire analysis, focus groups 

and final report. Obtain fee rate from local university. 

Note that HLF may only pay for evaluation against 

the outcomes they agree to support. Research may 

be a different cost item. 

Full Cost 

Recovery 

Project overheads  Calculate overheads on Big Lottery Full Cost 

Recovery template and get advice from funder.  
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Contingency Contingency Allow 5 - 10% contingency if possible. Check with 

funder as some may expect host organisation to 

bear the risk. 
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B. COMMUNICATIONS AND MEDIA 

 

B.1 Communications Policy 
 

Purpose 
The Change Minds Communications Policy (CMCP) protects the privacy of participants, 

enabling them to develop as a group and individually and to be creative. The CMCP protects 

the confidentiality of our work-in-progress during the sessions, so that evaluation is 

unbiased. The CMCP encourages dissemination about our outcomes and evaluations, to 

satisfy the requirements of our partners; to meet fundersô requirements; and to ensure the 

legacy of our work. The CMCP is informed by and conforms to Restoration Trust 

Confidentiality, Safeguarding Adults, Health and Safety and Data Protection Policies. 

Together for Mental Wellbeing and Norfolk Record Office hold comparable policies.  

 

Practice 

Media and professional communications 

The CM Board controls the content, media-type and timing of all communication concerning 

our activities, to ensure that dissemination is accurate, appropriate and conforms to the 

CMCP. Information about our general activities will be circulated by the Project Manager to 

professional fora as appropriate. Staff who wish to circulate information about CM through 

their own networks are encouraged to do so. They must inform the Project Manager of any 

proposed publication or presentation and must use CMs agreed logo and 

acknowledgements obtainable from the Project Manager. 

 

Participants 

Participant confidentiality is covered by consents given in CM enrolment and Restoration 

Trust policies above. People who take part in sessions (participants, consultants, support 

workers, volunteers and staff) should not report anything contrary to the CMCP on social 

media. 

 

Research 

Sessions will be recorded by the Coordinator, in a format to be agreed between her and the 

Project Manager. Session records in hard copy and digital formats will be held securely, 

according to the Restoration Trustôs Confidentiality Policy, Safeguarding Adults Policy and 

the Data Protection Act 1998 and from May 2018 the General Data Protection Regulation. 

These records will not be circulated more widely except in the context of the Safeguarding 

Adults Policy above. Research communications will be covered by the CMCP, and by 

University of East Anglia Ethics Permission and the standards of participating organisations.  

 

Signed on behalf of the Change Minds Project Board 

 

Signed _________________________________ Dated ___________________  
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B.2 Recruitment Leaflet 

 

 



 

24 

 

 



 

25 

 

 



 

26 

 

 
 

 

 

 



 

27 

 

B.3 Photography Consent 
 

The purpose of this agreement is to ensure that your contribution to the 

Change Minds project is in strict accordance with your wishes. 

 

Your name (Block Capitals) 

____________________________________________________ 

 

I understand that photographs taken during Change Minds may be used by Change Minds 

and its partners and funders (Norfolk Record Office, the Restoration Trust, Together for 

Mental Wellbeing, Heritage Lottery Fund) to promote the project including online and in 

social media; broadcast; displayed in exhibitions; in print.  

 

I understand that photographs will NOT be used: 

 

¶ For anything that may be viewed as negative in tone or that may cause offence, 

embarrassment or distress. 

¶ In any new footage more than 2 years after the date that the image was taken.   

 

Having read the statement above, do you give your consent for your photograph to be taken 

and used?  

 

(please tick appropriate box) 

 

YES  - I give my consent for the image to be taken and used                  [     ] 

 

NO  - I do not give my consent for the image to be taken or used         [     ] 

 

ONLY - I give my consent for photos that show my hands with my work [     ] 

 

 

 

Signed _________________________________ Dated ___________________  
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B.4 Creative Writing, Music and Artwork Consent 

 

The purpose of this agreement is to ensure that your contribution to the 

Change Minds project is in strict accordance with your wishes. 

I give my consent for creative writing, music and art work created on Change Minds to be 

used by Change Minds project and its partners (Norfolk Record Office, Restoration Trust, 

Together for Mental Wellbeing) to promote the project including online and in social media; 

displayed in exhibitions; printed on leaflets and fliers; published in a book/booklet. 

 

Please indicate how you would like your contribution attributed. 

 

Full name     (  ) 

First name only    (  ) 

First name and initial of surname  (  ) 

Initials only     (  ) 

Change Minds Participant   (  ) 

Other name    (  ) 

______________________________________________ 

 

If you give permission, you may change your mind and withdraw this permission at any time 

in the future by contacting Laura Drysdale, Director of the Restoration Trust on 01263 

519454 or by email to laura@restorationtrust.org.uk. 

If you have any other preferences or conditions about how we publish your creative writing 

and artwork, please state them below: 

 

 

Signed _________________________________ Dated ___________________  
 

Name  __________________________________ 

Address ________________________________ 

     ________________________________ 

    

     ________________________________ 

 

 

 

 

 

 

mailto:laura@restorationtrust.org.uk
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B.5 Sound Recordings Consent 
 

The purpose of this agreement is to ensure that your contribution to Change 

Minds is used in strict accordance with your wishes.  

Short extracts from the recording will be used by Change Minds and its partners (Norfolk 

Record Office, Restoration Trust and Together for Mental Wellbeing) to promote the project 

(including online and in social media).  When extracts are used for this purpose, all 

participantsô names will be anonymised.  

All sound recordings created by Change Minds may be deposited with the Norfolk Record 

Office (a joint service of Norfolk County Council and District Councils in Norfolk), where they 

will be kept for long-term preservation.  The complete recordings will only be made available 

50 years after the date of the recording, at which point they will be made available as a 

permanent public reference resource for use in research, education and lectures.  Names of 

contributors will not be given in any catalogue entry for the recording for 100 years after the 

date of the recording.   

If you give permission / copyright, you may change your mind and withdraw this permission 

at any time in the future by contacting Laura Drysdale, Director of the Restoration Trust (tel. 

01263 519454, e-mail laura@restorationtrust.org.uk) or by contacting the Norfolk Record 

Office (County Archivist, Norfolk Record Office, The Archive Centre, Martineau Lane, 

Norwich, NR1 2DQ; tel. 01603 222599; e-mail norfrec@norfolk.gov.uk). 

Declaration 

I hereby assign copyright in my contribution to Change Minds to the Norfolk Record Office, 

and their successor bodies and give my permission for it to be used in the ways described 

above. 

 

Signed _________________________________ Dated ___________________  
 

Name  ________________________________ 

Address ______________________________ 

    _______________________________ 

   

    _______________________________ 

 

 I give my permission for copies of this recording to be given to other participants 

in the recording on condition it is used for private use.  

 

 

 

mailto:laura@restorationtrust.org.uk
mailto:norfrec@norfolk.gov.uk
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B.6 Heritage Open Days Flyer 
 

 


