Guidance Booklet for Engagement Around 
Legal Duties in Primary Care
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Introduction
This guide is designed to assist engagement staff in applying the practical duties of carrying out engagement around the legal duties in primary care. It outlines the steps to ensure compliance with legal obligations and effective engagement with patients and the public. 
Understanding Legal Duties
Legal Framework
The public involvement duty, as set out in the National Health Services Act 2006 and amended by the Health and Care Act 2022, requires that patients and the public be involved in:
· The planning of services
· The development and consideration of proposals for changes to services
· Decisions that impact the manner or range of services delivered
How does this apply to General Practice?
With regards to General Practice, the legal duty mainly comes into play when there are contractual changes overseen by our commissioning colleagues and governed by the Primary Care Subgroup (PCSG). 
These contractual changes fall into the following categories:
· Practice boundary changes 
· Mergers and branch closures 
· Close lists 
· Procurement of a GP practice 
These are managed slightly differently. See the table below to understand where and when decisions are made and at what point a Patient and Public Involvement (PPI) Assessment and Planning Form needs to be completed by whom. 
	 Contractual changes area
	Decision making process 

	Action 
	When

	Practice boundary changes

	Decision is made at PCSG 
	PPI form to be completed by Primary Care Team
	As part of the submission pack to PCSG. 

Completed PPI Form to be fed into decision making process at PCSG. 

	· Merger of branches
· Branch closures
· New branch 
· Relocation of a branch

	Decisions are made in a 2-step process:
· Stage 1 – agreed in principle (pending engagement)

· Stage 2 – final decision following engagement
	PPI form to be completed by Primary Care Team
	Once "Agreed in Principle" at PCSG

	Close lists

	Decisions are made on safety reasons on a temporary basis only:
· Stage 1: 0-3 monthly closure decided by the Assistant Director of Primary Care

· Stage 2: 4-12 month closure at the PCSG 
	PPI form to be completed by Primary Care Team
	A temporary form completed at stage 2 as part of submission paperwork at PSCG.

Updated and tracked by Engagement Team 

	Procurement of a GP practice

	Decisions are made at the PSCG 

Decisions are made in a 2-step process:
· Stage 1 – agreed in principle (pending engagement)

· Stage 2 – final decision following engagement
	PPI form to be completed by Primary Care Team
	For new practice sites:

Once "Agreed in Principle" at PCSG and before Expression of Interest.





Initial Assessment
PPI Form assessment and outcome 
Use the table above to determine when a PPI form needs to be completed. This form helps assess whether the legal duty to inform, involve, or consult patients and the public applies. Once the PPI form is completed, inform the Primary Care Commissioning team.
Inform – follow general communication plans and refer to the Communications Team if necessary (details of whom are the lead commissioner named in the PPI form).
Involvement or consultation – follow the guidelines below. Please note this is guidance; every service change is different and needs to be assessed, and a personalised approach developed.
Governance Processes
As part of the PPI assessment the Engagement Team need to decide which Governance Processes to follow such as:
· MP notification
· Healthwatch
· HOSC
· Any other committee  
Setting up a meeting with the practice manager/project lead 
Establish the following during the meeting:
· Background and timeframes
· Explain legal duties and what this entails 
· Understand influential factors and current environment
· Extent of Patient Participation Group (PPG) involvement
· Governance requirements, such as Health Overview and Scrutiny Committee - MP notification and local councillors
· Give overview of expected timeframes and where decisions will be made
· Decide on next steps and set up regular meetings.
Developing the Engagement Plan
Follow the steps outlined in the Engagement and Communication Plan template.
· Background and Proposal: Define what is being proposed and why.
· Key Stakeholders: Identify key stakeholders and their roles.
· Engagement Activities: Discuss the most appropriate engagement methods such as: face-to-face events or online engagement sessions and decide on what suits the populations and is propitiate. Ensure information is accessible on practice websites and through other communication channels.
· Engagement location considerations: When planning engagement on a practice site, how will patient flow and privacy be managed?
· Communication plans: look at how identified stakeholders will be informed about the proposal and how to get involved. 
· Location consideration: If there is a change in location the practice will need to do a travel assessment. There is a Travel Assessment Report Template. 
Creating the Overview Document
Use the Overview Document template to create a comprehensive overview document:
· Proposal Details: Describe the proposal, its impacts on patients, and how concerns will be mitigated.
· Engagement Events: Provide details of engagement events and other ways for patients to give feedback and when engagement will finish.
Executing the Engagement Plan
The practice will most likely carry out the engagement activities as planned, ensuring effective communication with patients.
Give the practice the Engagement Feedback Log template so they can record feedback from the public. 
Notify the Primary Care Commissioning Team about engagement activities, timelines and when to expect reporting timelines to PCSG, as they manage the agenda items.  
Check with the Communications Team if anyone else needs to be notified prior to going into the public domain. 
Completing the Engagement Report
Use the Engagement Report template to document the engagement activities and feedback collected:
· Complete Engagement report: Show the feedback received and how it has been consciously considered by the practice.
· Submit: to PCSG for decision making
· Final Decision: Detail the final decision made by the Primary Care Subgroup

Communicating the Decision
Final decisions will be communicated with the practice via the PCSG advice and next step actions.
Some key principles about how to communicate final decisions with the public are: 
1. Be Clear and Timely
· Avoid vague language like “patients will be informed later” which can be misinterpreted as a final announcement. 
· Use direct, factual statements: e.g. “The Galway Branch will close on 15 March 2026.”
2. Coordinate Internally First
Before public release, ensure:
· Stakeholder mapping is complete
· Communications plan is agreed
The ICB Engagement Team or Comms can support with sense checking.  
3. Notify Stakeholders Simultaneously
(Though consider if MPs may need a "head up" notifications – The ICB can advise if this is needed and who will lead.)
4. Use Multiple Channels
· Website updates
· Posters in waiting rooms
· SMS or email to registered patients
· Social media (if used by the practice)
· Local press (if appropriate)

5. Include Rationale and Next Steps
· Explain why the decision was made (e.g. safety, staffing, sustainability).
· Outline what patients need to do next (e.g. re-register, attend a different site).
· Offer contact details for queries or concerns.

6. Close the Loop
· If engagement was carried out, publish a summary report and show how feedback was considered.
· Reference the engagement report in your final communication



Checklist for Staff
Initial Assessment
· [ ] Assess legal duty and what level of involvement is required
· [ ] Inform Commissioning Team
Meeting Setup
· [ ] Establish background and timeframes
· [ ] Determine PPG involvement
· [ ] Identify governance requirements
Engagement Plan
· [ ] Develop Engagement and Communication Plan using the template
Overview Document
· [ ] Create Overview Document
Execution
· [ ] Support practice to implement engagement activities
Engagement Report
· [ ] Document engagement activities
· [ ] Summarise feedback
· [ ] Submit final report
Final Decision making 
· [ ] Engagement report published on website (and other resources) and share with Key stakeholders
· [ ] Decision communicated with Practice population and other key stakeholders. Including rational, how engagement has been considered and any following actions needed. 
· [ ] If MPs where originally notified to ensure that they are informed of the final decision (to discuss responsibility and timing with ICB) as this will be case specific.

This guidance booklet ensures that all necessary steps are taken to comply with legal duties and effectively engage with patients and the public in primary care settings.
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