MEASHAM MEDICAL UNIT
PPG Terms of Reference
The Patient Participation Group (PPG) is open to all adult patients on the Measham Medical Unit (MMU) GP Practice list, including paid and unpaid patient carers and Practice staff, who meet to discuss Practice issues and patient experience to improve the MMU service.
It remains a contractual requirement, and an expectation for Care Quality Commission (CQC) assessments, for Practices to have a PPG and to make reasonable efforts for this to be representative of the Practice population.
As the NHS changes GP Practices remodel the way primary care is accessed and delivered and MMU has successfully spearheaded many initiatives. The PPG endeavours to support and inform patient groups of such changes and how they are likely to impact health care delivery in their community, and the PPG endeavours to represent their patient groups within the MMU.
MMU serves over 15.000 patients - an increasingly diverse and widening range of ethnic groups in a semi-rural area.

Purpose of the PPG
The PPG works together with the Practice to represent the patients’ voice in decision making, ensuring that all communities registered with the Practice are represented.
The PPG provides an opportunity:
· For patients and Practice staff to meet and discuss constructive suggestions for improving the Practice and share concerns that could affect the wider Practice population.
· To influence decisions about which services are provided.
· To offer practical support and assist the Practice to make the most effective use of their resources.
· To explore issues from patient complaints and patient surveys, contribute to action plans and help monitor improvements.
· To provide news updates to local communities through newsletter and other formats.
· To encourage patient wellbeing, support health awareness and patient education.
· To engage with the local communities to ensure the PPG is truly reflective of the Practice population.

PPG Structure
The PPG will consist of patient representation and MMU staff.  The elected Officers will consist of:
Chair – elected annually at the AGM
Vice Chair – elected annually at the AGM
Treasurer – elected annually at the AGM
Secretary – elected annually at the AGM

Other skills and roles may be co-opted as necessary.
The Term of Office will ideally be for a minimum 3 years; Chair and Vice Chair should not both be replaced at the same time/AGM.
The Treasurer shall be responsible for all income and expenditure affecting the organisation and for the presentation of accounts at the AGM.
When roles become vacant any person who wishes to put themselves forward will complete the Application for Consideration and forward to the Secretary/Chair (appendix 2).

PPG Formal Meetings
· The PPG shall meet (including the face-to-face and virtual groups) no fewer than four times a year and be subject to a quorum of five members of the PPG.
· The PPG may meet more regularly for planning purposes and liaison with the Practice staff if required.
· In the absence of the Chair and Vice Chair those members who are present shall elect a Chair for that meeting from among the attendees.
· Upcoming meeting agenda and last meeting minutes to be considered and approved will be produced and distributed to the PPG by the Secretary two weeks in advance of each meeting.
· The Secretary shall produce minutes of meetings to be considered and approved at the following meeting of the PPG and subsequently be sent to members of PPG and made available to all via MMU website, email or hard copies displayed in the Practice. 
· Apologies for absence should be sent to the Secretary or Chair prior to the meeting. In the absence of any apologies or available explanation, any member recorded as not attending three consecutive meetings will be deemed to have resigned from the PPG. 
· The PPG may invite relevant professionals or patients to specific meetings. Any such persons shall respect the confidentiality of the PPG.
· Decisions shall be reached normally by consensus among those present. However, if a vote is required, decisions shall be made by simple majority of those present and voting. In the event of a tied outcome, the Chair may exercise a casting vote in addition to a deliberative vote.

Annual General Meeting
· The Annual General Meeting (AGM) is open to all patients and carers registered with MMU before the end of the selected month each year.
· The date, venue and time shall be published at least one month prior to the meeting by means of a notice in the local media, in the MMU waiting room and on their website.
· Officers of the PPG and members of any Working Group will notify the Chair at least one month prior to the date of a convened AGM if they intend to step down from their position. Membership and the appointment of specific roles will be agreed at the Annual General Meeting.
· Any member of the PPG who wishes to be nominated for an Officer position or working group must advise the incumbent Chair at least two weeks prior to any AGM by the submission of a completed Nomination Form endorsed by two existing PPG members. The PPG Officer will be elected by a process of voting by the other members of the PPG present.

Confidentiality
All members of the PPG  must maintain absolute patient confidentiality at all times.
Any PPG member whose work on behalf of the PPG includes work in the Practice or consulting with other patients or members of the public must sign and return the MMU Confidentiality Agreement before undertaking any such activity. 

Terms of Reference Acceptance
All PPG members must abide by the Code of Conduct shown at Appendix 1.

To ensure a jointly agreed approach by the Practice and PPG members, this section should be signed by both parties. 

These Terms of Reference were adopted by Measham Medical Unit PPG and may be reviewed according to emerging needs.

Signed by: 
1. ………………………………………………………………PPG Chair. 		Dated ……………………	
2. ………………………………………......MMU Representative. 		Dated……………………


Appendix 1 
PPG Code of Conduct

The PPG Membership is not based on opinions or characteristics of individuals and shall be non-political and non-sectarian, at all times respecting diversity and exemplifying its commitment to the principles contained within the Equality Act 2010 (  https://www.legislation.gov.uk/ukpga/2010/15/contents).

All Members of the PPG (both face to face or virtually) commit:
1. To respect Practice and patient confidentiality at all times.
2. To treat each other with mutual respect and act and contribute in a manner that is in the best interests of all patients.
3. To be open and flexible and to listen and support each other.
4. Not to use the PPG as a forum for personal agendas or complaints.
5. To accept that the ruling of the Chair or other presiding officer is final on matters relating to orderly conduct.
6. To abide by principles of good meeting practice.















Appendix 2.
			Expression of Interest MMU PPG 


	Name
	Address
	Mobile 
	Email

	



	
	
	

	Identify Which PPG Role (tick as appropriate)


	Chair
	

	Vice Chair
	

	Secretary
	

	Treasurer
	

	Please write supporting information that identifies your qualities for the role













	Confirm that you are a patient at MMU
	


	Confirm you are able to attend a minimum of 4 meetings per annum
	

	Date of completion

	

	Signature

	



Please send the completed form to the Secretary or Chair prior to the AGM 
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