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Purpose 

The purpose of the Patient Participation Group (PPG) is to collaborate with the practice staff to ensure the effective running of the practice for the benefit of patients, carers and staff. The PPG will give a patient perspective to the practice and help to facilitate better communications between patients, carers and the practice team. 
Membership

· The group will consist of up to ten members who are registered patients of Musters Medical Practice and at least two staff nominated members of the practice one of whom is a clinician, as per the GP contract (April 2015). A virtual PPG will assist the full PPG to gather a greater range of views on key issues.
· A chairperson and a secretary will be elected from within the group for an agreed period of tenure.

· A quorum will exist when there are six or more members present including one practice representative.
· Membership of the PPG should aim to reflect the practice profile in terms of diversity e.g. age, gender, ethnicity and disability

· Other interested patients or members of staff may be co-opted from time to time when their input is considered of particular value e.g. to speak on specific agenda topics.
· The tenure of the members will normally be for three years to ensure continuity of experience. Reappointment will be for three years. New members will normally be expected to complete an application form to the practice, providing background information/reasons for wishing to join the PPG.
· Members will agree terms of confidentiality and conduct in meetings.

· If a member is unable to attend three consecutive meetings without reasonable explanation or is disruptive or uncooperative within the group, they may be asked to resign by the chair person after consultation with the group and a majority vote of the members of the group.

· Members must declare any conflict of interest that relate to any agenda items at the start of the meeting
Meeting frequency, location and facilities
· The group will normally meet every two months at Musters Medical Practice, Embankment Primary Care. The virtual PPG will be consulted on key issues to support the standing PPG members on key issues.
· A meeting room with appropriate seating and table, refreshments and AV facilities to be provided by the practice

· Ad hoc meetings may be called as circumstances dictate.

Minutes

· Meetings will have an agenda and minutes. Minutes will be provided within one week of the meeting. Actions will be clearly identified and completed within one month of the meeting and feedback will be given at the following meeting

· Agenda and papers will be circulated at least a week in advance of meetings.

· The chair will summarise actions at the end of each meeting

· Minutes of the meetings will be available for public viewing on the website once agreed as a true record.

· Minutes will be shared with Rushcliffe CCG PPI leads and other PPGs. Any confidential items will be covered in a separate section of the minutes not for public sharing. The chair will ask the group about any confidential items at the start of the meeting.
Terms of Reference (TOR)
Overall Terms of Reference:

1. Be a forum for the exchange of information on health and related issues including practice performance, promote health education and where appropriate influence local health care issues, and advise on patient education/awareness.

2. Assist the practice to 
a) conduct patient surveys, including the Friends and Family Test 
b) give patients a voice in the organisation and provision of their health care
c) provide a means for patients to make suggestions about the practice
d) review patient feedback and make suggestions on how to respond appropriately
3. Be a ‘critical friend’ to the practice by providing feedback on patients’ needs, concerns and interests and challenging the practice constructively whenever necessary, e.g. commenting on survey results and patient complaints.
Supporting the Practice
1. Support the practice in helping patients to become better informed about their health care options, how to access care, and from whom, by inputting questions where appropriate to the Friends and Family Test or supplementary questionnaires.
2. Promote good health and higher levels of health literacy amongst patients by supporting activities within the practice, promoting self-care and providing information about maintaining health and wellbeing.

3. Support the practice and patients to adopt a shared decision making culture so patients get the most from their visits to the surgery and wider NHS.

4. Contribute to practice decision making and consult on proposed changes to practice service development and provision.

Communications

1. Help in the provision of clear and effective practice /patient communications in easily understood language. The practice to provide access to enable this via:
· Web-site

· M-jog (text messaging service)
· Waiting room electronic screens

· Roller banner screen

· Newsletter

· Letter box

2. Provide links for patients with specific needs to form or join existing local support groups and provide support for patients to get information to maximise effective use of practice services.

3. Provide feedback to the practice on patients’ experiences, concerns and unmet needs relating to services received from local healthcare providers and other health and social care bodies.
4. Seeking feedback from the practice on current issues and trends relating to how patients are using services including inappropriately and how the PPG can support the practice to address these.

Liaison across the healthcare community
1. Influence the provision of local community and secondary health and social care and act as patient representatives as appropriate, e.g. through representation on Rushcliffe CCG Active and other groups including those across South Nottinghamshire.

2. Liaise with other local PPGs (e.g. CASTLE PPG and other Rushcliffe CCG Active PPGs), Nottinghamshire Healthwatch, RCVS etc. to share best practice and good ideas from elsewhere (e.g. from NAPP) which might enhance the wellbeing of our patients and or staff. 

Meetings

1. See previous section (purpose, membership, meetings and minutes)
2. Provide patient representation at the Quarterly Practice Development Meetings (QPDM). The practice to give one month’s notice of dates.
3. Hold an annual general meeting and to publish an annual report showing the work of the PPG and how it has provided a link between the practice staff and the wider patient population.
4. Review and revise the TOR annually or as required.
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