WEST OAK SURGERY
 Patient Participation Group

Terms of Reference
Name
The group shall be known as West Oak Surgery Patient Group                   ( the group )
Raison D’ Etre
The group was established for the following reasons:
· To involve patients in planning services where possible
· To inform decisions about services
· To develop health promotion and illness prevention where possible

· To provide feedback on existing services

· To gather views and prioritise issues

Membership
· Membership of the group to open to patients registered with West Oak Medical Practice
· Membership will consist of no less than 6 patients and no more than 10 patients. If the number of members drops below 10, additional members should be sought.

· Members shall be selected by co-option or by self-selection.

· A member of the practice should attend every meeting.
Roles of the Group
There will be a chairperson, vice chairperson and secretary/minute-taker. Nominations for these roles will be sought annually, and a vote will take place for each role, should there be more than one nomination.
Meetings
Meetings will take place quarterly in the seminar room at West Oak Surgery
At each meeting, the time of the subsequent meeting shall be decided by the group.

For decisions to be carried, a minimum of 5 members must be present to vote. 

Reporting

Minutes will be produced by the secretary/minute-taker for every meeting and they will be published on the notice board in the waiting area. When up and operational they will also be published on West Oak Surgery Website and emailed to the virtual PPG members.
Any confidential items discussed at meetings should be noted accordingly and minutes taken separately. Such items should not be displayed in the waiting room.

September 2016/ September 2017 – Deborah Rattray

Next review due – September 2018
