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Patient Participation Group (PPG) – Terms of Reference (updated Oct 2023)
Introduction
The PPG has been set up by Cadbury Heath Healthcare to support the practice by offering help, advice, feedback, and guidance, to enhance both current provision and future developments.

It is open to any patient who is currently registered with the practice.

Objectives of the PPG
· to encourage and facilitate dialogue between patients and the practice team and promote patient involvement in the practice.
· to enable patients to influence the organisation of their care.
· to act as a sounding board/consultation group – used by the practice during the planning and provision of service development.
· to influence the provision of local primary and secondary health care and social care.
· to promote via Health promotion, the use of preventative medicine and other preventative actions along with discussions about de-medicalising healthcare by encouraging and supporting practice activities.
· to provide feedback to NHS Trusts on consultations

· to support liaison between the practice and relevant local bodies, e.g., Out of Hours, NHS 111, South Gloucestershire CCG, Help the Aged, and other local practices, and voluntary organisations.
· to organise and annually review patients’ feedback.
· to publicise links for patients with specific needs, either to join existing preventative/support groups or to form them where appropriate.
Membership

The membership of the PPG will include 2 Member Groups.

Member Group 1: Patient representatives


Member Group 2: GP or Partner or doctor representative
Terms of Reference

1. The PPG will meet quarterly, provisionally on first Tuesday of month in January, April, July, and October – actual dates to be agreed in October meeting for the following year’s meetings.
2. Meetings will be convened at the discretion of Cadbury Heath Healthcare.
3. The Chair will liaise with the Practice Manager to produce the agenda before a meeting – normally two weeks before a meeting.

4. Agenda items will normally be set by the Practice Manager although Patient Representatives will be invited in advance to submit items for the agenda.

5. A quorum will consist of 4 members, including at least one member from each Member Group.
6. So long as a meeting is quorate, the PPG will aim wherever possible to reach decision by consensus.  Where this is not possible, the view held by the majority of those present will be the view that is agreed and taken forward by the group.
7. Meetings will be limited to discussion of issues and information that is normally in the public domain and will not normally include any content that may be regarded as confidential. Management will inform the PPG of Surgery updates and developments since the last meeting. 
8. Meetings will be minuted with actions and agreed responsibilities and timings as appropriate.

9. Members will confirm accuracy of minutes of previous meetings and make amendments where necessary, which will then be formally endorsed by the Chair.
10. Members will use discretion, tact and diplomacy when discussing in public any matters relating to Cadbury Heath Healthcare, its staff, and any content of PPG meetings.
11. The PPG will look to ways to promote the practice and its services through feedback and improvement.
12. The PPG will aid planning and could be consulted on service development and provision.

13. The PPG may provide feedback on patients’ needs, concerns and interests.

14. The PPG may provide feedback to the practice regarding information about the community in general, which may affect healthcare.
15. The PPG will give patients a voice in the organisation of their care within the practice.

16. Members of the group will liaise with other Patient Participation Groups in the area where appropriate.

17. Members will ‘self-review’ the effectiveness of the PPG annually and adjust its Terms of Reference if appropriate.
18. Additional ad hoc meetings and working groups may also meet when required generally without the need for a quorum.

19. The PPG will aim to ensure practice website is clear: 6 monthly reviews (PPG homework); include opportunity for feedback in annual patient survey.
20. The PPG will aim to release a quarterly newsletter: Should be available on website.
21. PPG to additionally hold annual development meeting in June: Actual date to be set in October meeting.
22. PPG to review Terms of Reference (this document) annually in October’s quarterly meeting.
Ground Rules for PPG Meetings
Members will:

· start and finish meetings on time.  Where the agenda is ‘full’, items will be allocated times and the Chair may use their discretion to defer items to future meetings if necessary.
· stick to the agenda.
· have open honest communications and a courteous exchange between individuals.
· not use the meetings as a forum for individual complaints and single issues.
· be flexible, ask for help and support each other.
· demonstrate a commitment to delivering results as a group.
· understand that silence indicates agreement – speak up but always go through the Chair.
· listen to all views expressed at the meetings.
· ensure that there is no phone or other disruptions.
· whenever possible raise issues for the agenda before the meeting – thus giving the practice sufficient notice to prepare responses.
· understand that items raised without notice at a meeting may need to be deferred to allow time for a response to be prepared.
The Group will initially be chaired by a practice representative although this can be delegated to a patient representative as the Group becomes established.
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