Patient Participation Group (PPG) meeting 
Wednesday 24th September, 5-6pm, Richford Gate Medical Practice 
PPG Agenda, Minutes, and AGM

Present: Yahya, Ana, James, Ruth and Emma 
Apologies: Diane, Ian, Sue and Liz 

	Item:
	Discussion:
	Action points:

	1

	Welcome and introductions. – (Yahya)
· Yahya – MH/Frailty and Homeless health clinics 
· Comments from Last meetings 
· Comment regarding future meetings – next meeting Wednesday 3rd December 5pm-6pm with Dr Tognarelli, do you want face to face or teams?
	· Yahya introduced himself and explained that different partners will now chair each meeting.
· Comments were discussed under the "Improvements" section.
· The next meeting will be held face-to-face in December, but from the new year meetings will take place on Teams.


	2
	Terms of Reference and ground rules for the PPG set at AGM.
	All agreed on the 24th September 2025. 

	3
	Staff & Practice Update –(Ana)
· Dr Gill & Dr Roufian maternity leave 
· Giorgia maternity leave 
· Fahim new receptionist 
· Dr Willis has left 
· Dr Shamoon - Monday and Wednesday 
· Dr Parabaran – Thursday and Friday
	All in an agreement 

	4
	Improvements Update – (Yahya and Ana)
· . We Care – HFP Moto 
· More Mental Health Clinics 
· More frailty home visit available 
· PATCHs done in house, more control and better service. 

	· We Care Initiative – discussed how this is being used.
· Chronic Disease Clinics – offering pre-booked appointments with continuity of care. Clinics include frailty, mental health, diabetes, asthma, etc.
· New Practice Signs – noted.
· Updated Website – members liked the changes.


	5
	Issues to discuss – (Yahya and Ana)
· Clearer Appointment system 
· Patchs timings 
· Patchs Language 
· Help for Non Tech people (Maisie) 
· Flu, Covid and RSV vaccines

	· Appointment System – explained how the current system works best for the practice at present, but open to ideas for improvement.
· Patches Safety – highlighted the safety concerns of Patches being open outside of practice hours.
· Patches Access – will speak to Patches to see if the timeout period can be extended, though this is part of a national programme and not directly controlled by the practice.
· Support with Patches – Maisie and reception are available to assist if needed.
· Flu and Covid Season – discussed upcoming vaccination season; a “Super Saturday” clinic will be offered for Covid and flu, with additional clinics running throughout October.


	6
	PPG Health watch status – we are bronze with a touch of silver (referring to the Health watch guide). 
PRG (Patient Representation Group for North West London) meetings: (Emma)  


	· continue are a bronze- No action needed, see below

	7
	New Action Plan for 2025-26. To review each meeting.
· Increase patient representation, with a focus on engaging a wider and more diverse demographic, to better reflect the full patient population of the practice.
· Mix online and in-person PPG meetings and times to enable attendance.

	· Recruitment – asking patients directly to become PPG members.
· Engagement – sending out a questionnaire to current PPG members to understand reasons for non-attendance.


	8
	Date of Next Meeting (4x a year) face-to-face, with a different partner each session. 

	Next Meeting Wednesday 3rd December 2025  5pm- 6pm face to face.   


















Patient Participation Group (PPG) meeting 
Wednesday 30th July, 5-6pm, Richford Gate Medical Practice 
PPG Agenda, Minutes, and AGM

Present: Katy, Ana, Denise, Ruth, Diane, Liz, Deniz, Sue, Mary, Cathy, Deanne, Mary Jo, Sue and Emma
Apologies: Sarah, Trudy, Alice, Richard, Ian 

	Item:
	Discussion:
	Action points:

	1

	Welcome and introductions. – (Katy)
In 3’s, say why you’ve come today, what you’d like to achieve on the PPG, and one change you’d like to help make at the practice. 10 minutes.
Then feedback for your three to the main group.
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Outcome of groups:
· Be part of the community 
· Give Praise 
· Constructive criticism
Issues to discuss over the year- 
· Extend PATCHs hours
· Better understanding of the appointment system  
· Dr consistency 
· PPG reminders 4 weeks and 2 days before 
· How to pass gratitude to staff
· Better communication between services (1 system)
· Patchs language
· Help for none tech people 
· Lifestyle clinic 
· Health one stop 


	2
	Terms of Reference and ground rules for the PPG set at AGM. To read, review, and change if needed.
	Update the terms or reference (see below) 

	3
	Staff & Practice Update –(Ana)
· Emma – Becoming our full time nurse from 1st Sep 
· Katy – Leaving 6th Sep
· Pavneet – Going on maternity leave from Sep onwards
· Ladan – Still on maternity leave 
· Kerry- Works for PATCHs team from home
· Jardae – undertaking more HCS roles including Mental Health and ECG 
· Toni – Reception Manager
· Shams – Joining in Sep
· Sindjua- Joining in Sep
	To update the website – all job roles each individual does at the practice

	4
	Improvements Update – (Ana and Katy)
NHS 10 year plan 
· Moving care from hospital to the community, 
· Making better use of tech
· Focus on preventing sickness not just treating it. 
· Discuss!
	Explained the 10 year plan – nothing to action at the moment

	5
	Issues to discuss – (Katy)
· Lifestyle clinics
· List of jobs on the website of different staff members and what they can do for appointment booking
	Josh is offering a lifestyles clinic face to face every Friday at Richford Gate 
Lists of jobs being added to the website as an ongoing job 

	6
	PPG Health watch status – we are bronze with a touch of silver (referring to the Health watch guide). 
PRG (Patient Representation Group for North West London) meetings: (Emma)  


	continue are a bronze- No action needed, see below 

	7
	New Action Plan for 2025-26. To review each meeting.
1. Increase patient representation, with a focus on engaging a wider and more diverse demographic, to better reflect the full patient population of the practice.
2. Mix online and in-person PPG meetings and times to enable attendance.
3. Clearer appointment system 
4. Patchs language
5. Help for non tech people 

	1. More information in reception about the PPG, and on website
2. September meeting in person & December meeting on Teams. 

	8
	Date of Next Meeting (4x a year)
Mix of online/face-to-face, different times of day and days of the week to enable different attendees. 

	Next Meeting Wednesday 24th September at 5pm with Dr Khan and Ana at Richford Gate –face to face. 
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Richford Gate Medical Practice
Patient Participation Group (PPG)
Terms of Reference 2025
Agreed at the 2025 Annual General Meeting
1. Name of the Group
The Group shall be known as the Richford Gate Medical Practice Patient Participation Group (PPG).

2. Aims of the Patient Participation Group (PPG)
2.1 To foster positive relationships between the practice and patients by communicating patient experiences, interests, and concerns, and by providing feedback on current procedures and proposed developments.
2.2 To work collaboratively with the practice to enhance services and facilities for patients, and to act as a sounding board for staff on patient-related matters.
2.3 To build communication and cooperation between the practice and its patients, healthcare organisations, and the wider community for mutual benefit.
2.4 To act as a representative group supporting the practice and influencing local health and social care provision.

3. Structure and Membership
3.1 All registered patients are eligible to be members of the PPG. The Group will aim to be inclusive and reflective of the practice population across age, gender, ethnicity, and ability, as required by the GP contract.
3.2 All registered patients are automatically members of the PPG. Patients removed from the practice list will no longer be PPG members.
3.3 The PPG shall remain non-political, non-sectarian, and will respect diversity and uphold the principles of the Equality Act.
3.4 Carers of registered patients may join the PPG even if they are not patients themselves.

4. PPG Meetings
4.1 The PPG shall hold regular meetings. Practice staff may attend these by agreement with the Practice Manager.
4.2 Meetings shall normally include up to 20 patient representatives. Between AGMs, the PPG may co-opt members to ensure representative diversity.

5. Virtual Patient Participation Group (VPPG)
5.1 To extend its reach, the PPG has established a Virtual PPG. Any patient may volunteer to join.
5.2 The PPG will regularly consult VPPG members on key topics. A standing agenda item will report themes or suggestions raised by the VPPG.
5.3 VPPG members must adhere to the same Code of Conduct as face-to-face PPG members (see Appendix A). Those volunteering in practice must also sign and follow the Confidentiality Agreement (see Section 9 of the PPG Information and Support Pack).

6. Management of the PPG
a) The PPG will meet (in-person or virtually) at least four times per year, or as required.
b) In the Chair’s absence, a Chair will be elected from those present.
c) Apologies for absence must be sent to the Secretary or Chair in advance.
d) Guests may be invited to meetings; all attendees must observe confidentiality.
e) Decisions will be made by consensus or, where necessary, by a simple majority vote. In the event of a tie, the Chair shall have the casting vote.
f) Minutes will be circulated promptly for email approval, forming a working document.

7. Annual General Meeting (AGM)
7.1 The Chair shall convene an AGM open to all patients and carers annually. Notice of the meeting—including date, time, and venue—will be publicised at least one month in advance in the surgery, on the practice website, and by email.

8. Confidentiality
8.1 All members (including PPG and VPPG) must maintain absolute patient confidentiality at all times.

9. Code of Conduct
9.1 All members must comply with the Code of Conduct outlined in Appendix 1.

10. Activities of the PPG
As per GP Contract 2015/16 sections 5.2.1 to 5.2.6, the PPG shall:
a) Make reasonable efforts annually to ensure the group reflects the practice population.
b) Gather and review patient feedback on services delivered by the practice.
c) Collaborate with staff to evaluate feedback and agree on possible improvements.
d) Contribute to practice decision-making on service development where appropriate.
e) Provide constructive feedback and support patient understanding of practice viewpoints.
f) Communicate information that promotes or supports health and social care.
g) Explore themes from patient surveys.
h) Maintain a visible PPG presence in the waiting area, with a suggestion box and up-to-date information.
i) Act as a forum for staff and patient engagement on service issues.
j) Promote health awareness and healthy lifestyle choices through initiatives and events.
k) Raise awareness of available services and help patients access them effectively.

11. Signed Agreement
These Terms of Reference were adopted by the Richford Gate Medical Practice PPG at the meeting held online on Tuesday, 2nd November 2021, and may be reviewed in response to emerging needs.

Signed:
PPG Chairs:
Dr Beverley McDonald
Dr Noorez Hirani
Dr Jayna Kumpavat
Dr Yahya Khan
Dr Joshua Tognarelli
Date: 01/08/2025
And
Ana Holloway
Date: 01/08/2025
























Patient Participation Group (PPG)
Code of Conduct
The PPG welcomes members regardless of individual opinions or characteristics. It is non-political and non-sectarian, committed to respecting diversity and upholding the principles of the Equality Act at all times.
All members of the PPG, including the Virtual PPG, agree to:
A. Respect practice and patient confidentiality at all times.
B. Treat each other with mutual respect, and act in the best interests of all patients.
C. Be open, flexible, and supportive, and actively listen to one another.
D. Uphold the seven Nolan Principles of Public Life:
 - Selflessness, Integrity, Objectivity, Accountability, Openness, Honesty, and Leadership.
E. Refrain from using the PPG as a forum for personal complaints or agendas. These should be pursued through the appropriate channels.
F. Accept that the ruling of the Chair (or presiding officer) is final on matters related to the orderly conduct of meetings.
G. Follow the principles of good meeting practice, including:
 1. Reading meeting papers in advance
 2. Arriving on time
 3. Switching mobile phones to silent
 4. Allowing others to speak and be heard with respect





Patient Participation Group (PPG) meeting 
December 3rd, 5-6pm, Richford Gate Medical Practice
PPG Agenda, Minutes, and AGM
Online 
Present: Josh, Ana
Apologies: 

	Item:
	Discussion:
	Action points:

	1

	Welcome and introductions. – (To be confirmed)
· To be confirmed
	


	2
	Terms of Reference and ground rules for the PPG set at AGM.
	Agreed at the last meeting on 24th September 2025 

	3
	Staff & Practice Update –(Ana)
· To be confirmed
	

	4
	Improvements Update – (To be confirmed)
· . To be confirmed

	

	5
	Issues to discuss – ((To be confirmed )
Dr consistency 
How to pass gratitude to staff
Better communication between services (system)
Health one stop 

	 

	6
	PPG Health watch status – we are bronze with a touch of silver (referring to the Health watch guide). 
PRG (Patient Representation Group for North West London) meetings: (Emma)  


	· continue are a bronze- No action needed, see below

	7
	New Action Plan for 2025-26. To review each meeting.
· Increase patient representation, with a focus on engaging a wider and more diverse demographic, to better reflect the full patient population of the practice.
· Mix online and in-person PPG meetings and times to enable attendance.

	

	8
	Date of Next Meeting (4x a year)
Mix of online/face-to-face, Mix of online/face-to-face, with a different partner each session 
	Next Meeting early December – Date to be confirmed  
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Communications

Representation

BRONZE

Minimum requirement
GP practice have the designated staff who is leading
PPG work

Patients have clear routes to join the PPG

PPG have agreed Ground Rules and TOR

PPG has regular meetings (at least x3 a year)

PPG has regular core membership

Patients contribute to PPG meeting agenda

PPG face to face meetings are held at times
convenient to practice patients

GP practice staff supports PPG development.
All GP practice staff are aware about the practice

PPG and encourage patients to join the group and/or
share their feedback with PPG

PPG have an effective way to communicate with the
GP practice management

PPG use posters, leaflets and website to publicise
PPG meetings and its work

PPG is open to all practice patients and their carers
over the age of 16

Once a year, the GP practice review PPG
membership to ensure that the group is
representative of its registered patients

PPG has visible presents in GP practices - it is
publicised to practice patients as suggested by the
PPG members

All GP practice staff are actively promoting the
practice PPG

Bronze standard plus

PPG has nominated patient Chair/Co-chairs whose
roleis to:
« communicate with the GP practice management
« arrange the PPG meetings and

« set the PPG meeting agenda
PPG has an agreed action plan

PPG meetings are attended by at least one practice GP
and the Medical Services Contract holder

PPG has an effective mechanism for patients to share
concerns, comments and suggestions how the practice
could be improved.

« On line - PPG email/website

 On paper — letters/suggestion box

« In person — meetings/PPG stalls

‘The communication channels are publicised as
suggested by the PPG

In addition to face to face PPG meetings, GP practice
has an online membership for those who can not
attend PPG meetings

PPG use established communication channels to
enable all patient to contribute to PPG work

PPG and practice staff actively seek to engage with
patients from unrepresented groups

GoLo
Bronze and Silver standard plus

PPG has nominated patient secretary whose role
isto:

« takes minutes and

* communicates with PPG members

PPG has patient’s communic
whose role is to:

« manage the online PPG communications
« collates in-coming patients feedback and
« design PPG publicity

jon manager

PPG members have effective means to
communicate amongst themselves

PPG receive regular feedback from the patients
and the staff through the PPG communication
channels

PPG showcase/publicise their work to practice
patients: You said - We did.

PPG runs focused inhouse or outreach meetings
to gather views from unrepresented patients’
groups

PPG is engaged with voluntary sector who
represent seldom heard groups: e.g. invites to
attend PPG meetings, collaborate when deliver
projects for practice patients
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BRONZE SILVER
imum requirement Bronze standard plus

Improvement to
patients’ experience

B ﬁ g

« PPG email address
© Comments and suggestions Box

« Regular stalls in the reception area

PPG works with Healthwatch/CCG when tackling
issues concerning patients but are out of the GP
practice remit (e.g. hospital/community services)

PPG advice and actively supports the practice in

promoting new services and health messages to
practice patients

GoLo
Bronze and Silver standard plus

PPG designs and analyse patient’s surveys which
are specific to the GP practice issues

PPG advice/participates in staff recruitment
process (when appropriate)

PPG discuss GP practice complains (if
appropriate) and suggest improvements or
solutions

PPG hold events for practice patients with the
aim of:

« Informing about new services

« Promoting self-care

« Reducing social isolation

PPG fundraise/ help to improve practice
environment

PPG establish joint working with community and
council services which supports health and
wellbeing

PG represents patients views at the CCG / the
‘Northwest London NHS / the NHs England level
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