


HMG MEDICAL GROUP
PATIENT PARTICIPATION GROUP
Aims and Terms of Reference
Purpose
To assist HMG continually improve and maintain its patient facing services and interactions through authentic representation of HMG patients and their likely needs and views.
How
The following involvements are the main ways that the PPG would achieve this –
· By providing patient feedback on those services and interactions
· Active involvement in the design of changes to those services and interactions and through subsequent review of such changes
· Helping HMG prioritise improvement areas or issues
· Adding PPG members skills, knowledge and their time to work with HMG staff where this could be helpful
Details
Feedback
This would probably be best done more regularly than every three months and hence not in the meetings.  There could perhaps be a contact or private web area for PPG members to provide their feedback when it is fresh.  Such feedback might be made in such a way that all members of the PPG could see it and add their comments where this would help HMG understand it or its importance.
This would free up meetings for a few specific and targeted discussions which could be on specific themes of the feedback received or on change topics.
Design of changes
PPG involvement would happen when HMG choose to include the PPG in such work.  PPG input would need to fit with HMG plans and timescales.
Some examples of activities that would likely benefit from PPG involvement are –
· Website content and design
· Patient Survey design and content
· Form design such as the request forms for appointments, appointment cancellation or amendment, support, and prescription renewal
· How the NHS App is used within HMG
· HMG Planned broad communications with patients
This involvement would therefore not be mainly in the quarterly meetings.  Instead, PPG members would volunteer for specific ‘projects’ as they arise.  They would then work with HMG staff in meetings arranged for this purpose.  Alternatively, HMG would seek feedback via e-mail.  The final outcome might then be reviewed at a PPG meeting.

Use of Skills and Time
PPG members would, if they wish, share the skills and experience they have which they think might be sometimes of use to HMG.  HMG could then contact the individuals as and when they might be of value.
In addition, PPG members might be willing and able to simply help with specific HMG activities.  As an example, they might help staff assist patients in their use of the NHS App.  Possibly they might also help at ‘events’ that require lots of resource e.g. Flu vaccinations.  No doubt HMG could add possibilities.
Additional Appropriate Activities
The following activities by the PPG are also valid and could contribute positively to HMG and to the PPG being effective –
· Create networks through which wider patient input to HMG and the PPG is obtained
· Enable direct dialogue with patients of HMG or even the wider local community
· Promotion of preventative medicine
· Seeking to strengthen relationships between HMG and their patients
· Raising funds for the practice to assist in the purchase of additional equipment and services that would benefit HMG patients including those with special needs.
PPG Membership
The PPG for HMG is defined as the group of people who are active in achieving the above aims and activities, including regular attendance at PPG meetings.
Ideally, the PPG would be a good representation of HMG’s patients, at least their ‘active’ patients.  Volunteers are always good and to be encouraged.  However, the PPG should proactively seek members who might represent groups currently not well represented.
PPG membership is open to all HMG patients and their carers.  However, to be effective in PPG meetings and activities, the officers of the PPG may take steps to proactively manage the numbers and active membership.  The need to do so would be a very positive sign of the effectiveness of the PPG.
All active PPG members must abide by the PPG rules as per Appendix 1.
Meetings
Quarterly meetings should focus on a small number of topics each time.  These should be based on specific HMG planned changes or improvement work.  HMG should be able to propose the topics where they would most benefit from PPG input.  The PPG patient members may also from time to time, propose important topics for discussion.
Together with the other involvements and activities suggested above, this should enable HMG to gain maximum benefit from PPG involvement and for patient members to recognise the contribution they are making.
Formal rules and structure for the PPG meetings are set out in Appendix 2.
A PPG AGM should be held once a year.  The guidance for and content of the AGM is set out in Appendix 3.

Appendix 1
Rules to Guide Membership Behaviour and Actions
Members of the PPG will, at all times, treat each other and their contacts in HMG with respect and courtesy.
The PPG will be non political and non-sectarian, and at all times respect diversity and exemplify its commitments to the principles contained within the Equality Act (2010) and the Autism Act (2009).
All members of the PPG must be made aware of the need to maintain absolute patient confidentiality at all times.  PPG members planning specific involvement working closely with the practice or with other patients or members of the public must sign and return a copy of the practice Confidentiality agreement before undertaking any such activity.

Appendix 2
PPG Meeting Rules and Structure
The PPG shall elect officers from among the members of the PPG committee. These will include Chair, Vice Chair, Secretary and if needed, a Treasurer. Other posts may be created by the Annual General Meeting on a proposal from the PPG.
The PPG committee shall organise and hold a regular meeting.
To maintain an active PPG, PPG members will be encouraged to attend meetings  and be active in agreed tasks. If a PPG member fails to attend to three consecutive meetings, they will be contacted  to check if they wish to continue their membership. 
The PPG will extend an open invitation to practice staff to attend its meetings as agreed with the practice manager.
a) The PPG shall meet face-to-face no fewer than four times a year. The PPG may meet more regularly for planning purposes and liaison with the practice staff if required.
b) In the absence of the Chair or Vice Chair, those members who are present will elect a Chair from the attendees.
c) Meetings are subject to a quorum of five members of the PPG. Apologies for absence should be forwarded to the Secretary or the Chair prior to the meeting.
d) The PPG through the Chair can invite relevant professionals or patients to specific meetings. Any such person shall respect the confidentiality of the PPG.
e) Decision shall be reached normally by consensus among those present. However, if a vote is required decision shall be made by a simple majority of those present and voting. In the event of a tied outcome, the chair may exercise a casting vote in addition to his/her normal vote.
f) The secretary shall produce minutes of each meeting and send these as soon as possible to all PPG members and the HMG staff involved.  These will be considered and approved at the following meeting of the PPG.  These may also be made available for all patients through the website or by display in the practise.

It is important that meeting time is not spent on specific or individual questions or feedback.  These should normally be directed as and when fresh, to the HMG PALs officer for their response and or use for improvement thinking.  Only widely important specific and targeted items should be discussed at PPG formal meetings.  This will ensure that the meetings will be orderly, efficient and effective.

The roles in the PPG Committee will become vacant on an annual basis with the option of self/other nominations for the position and, when necessary, PPG members will vote on the nominations. People, including those currently holding the roles, wishing to stand for a role should inform the current chair ideally 2 weeks ahead of the annual anniversary of appointments.
The PPG will from time to time, perhaps annually as roles are renewed, review its membership and how well they currently represent HMG patients and how their resources match PPG needs.
Appendix 3
PPG Annual General Meeting
The Chair of the PPG will convene annually, a General Meeting open to all registered patients and carers. The date, venue and time shall be as available to all HMG patients as possible, at least one month prior to the meeting. This may be achieved by means of a notice in the local media, in the surgery waiting rooms and, on the HMG website.
This meeting will explain the recent activities and involvements of the PPG and share outcomes and HMG changes deemed of most relevance to patients.
The aim of the meeting is to create and maintain a wider patient interest in the PPG and encourage good ongoing membership of the PPG.

Signed agreement 
 
Agreed jointly by Hereford Medical Group and PPG members as confirmed below
 
These Aims and Terms of Reference were adopted by Hereford Medical Group PPG with representatives of Hereford Medical Group at the meeting held at HMG’s Station Surgery on 22nd February 2024 but may be, from time to time reviewed according to emerging needs.
 
Signed by:  ………………………………………………………………PPG Chair        Dated ……………………   

And ………………………………………..               HMG Practice Manager       Dated……………………
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