 TERMS OF REFERENCE OF THE PATIENT PARTICIPATION GROUP 
1. Title of the Group 
The Group shall be called THE PATIENT PARTICIPATION GROUP (PPG) of the [insert name of Practice] and shall be affiliated to the National Association for Patient Participation (NAPPS). 

2. Aims of the PPG. 
The aims of the PPG are to: 

- Make stronger the relationship between patients and their Practice which is critical to the successful provision of modern high quality general practice. 

- Ensure that patients are involved in decisions about the range and quality of services provided by the practice and, over time, commissioned by the practice. 

- Act as a "critical friend" of the practice and provide an effective 2-way communication channel between the Practice and patient community. 

- Give information to the Practice on generic patient and carer needs. 

3. Membership of the PPG. 
Membership of the PPG shall be open and free to all registered Patients and staff of the Practice. 

4. Activities of the PPG. 
In order to achieve its aims this PPG will: 

4.1 Work in partnership with the Practice to proactively develop the Practice's services to patients. 

4.2 Review and, as appropriate, express opinions on behalf of the patients on Practice policies relating to the PCT to which the Practice belongs. 

4.3 Work to ensure all patient groups are represented and provide feedback on patients’ needs, concerns and interests and challenge the practice constructively whenever necessary. 

4.4 Consult with the Practice on service development and provision and assist in the assessment of community medical needs. 

4.5 Represent patients at the Practice in seeking to influence provision of local health and social care. 

4.6 Contribute to, and be kept informed of, Practice decisions that relate to the scope of the PPGs activities. 

4.7 Consult with the Practice on the health education needs of the community, and encourage and support activities within the Practice to promote preventive medicine and healthy lifestyle choices. 

4.8 Set realistic and achievable objectives for PPG activities, be accountable for these objectives and communicate the outcomes using a structured approach such as the "You said/We did/The outcome was..." model suggested in the NAPPs guidelines. 

4.9 Produce a Newsletter twice a year informing Patients of the activities of the PPG. The Newsletter will be made available to all patients via a range of communication channels. 

4.10 Work with the Practice to ensure that Patient information and advice are readily available and clearly presented. 

4.11 Follow NAPPs best practice guidelines and keep up to date with developments in other PPGs in order to adopt new ideas as appropriate to this PPG and Practice. 

4.12 Have the option to act as a focus for fund raising activities. 
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5. PPG Meetings. 
5.1 The PPG will endeavour to meet no fewer than four times a year (September, December, March and June) and will, in addition, normally hold an Annual General Meeting in April each year. 

5.2 Notices of meetings, reports on meetings and information about the PPG’s activities will be displayed on PPG notice boards, in surgery waiting rooms and on the PPG web page. 

6. Organisation of the PPG. 
6.1 The PPG will be composed of an elected Chair, Deputy Chair, Secretary and Treasurer (if required) and between eight and ten other patient members. The Practice will be represented by a Partner and the Practice Manager. Other patient and Practice members will be co-opted for specific activities or projects as required. A quorum of 2 elected members, 4 patient members and 2 Practice members must be present for the PPG to conduct business. 

6.2 Members of the PPG will be asked, if possible, to commit to a two- year tenure as a group member. PPG membership will be reviewed every two years in order to ensure new volunteers are given an opportunity to join the PPG and to aim to make the PPG representative of the patient population. Experienced members who leave the PPG will be invited to contribute to specific projects and activities as appropriate. 

6.3 All elected positions will be open for election at the AGM. 

6.4 Administrative assistance will be provided by staff at the Practice. 

6.5 Tasks undertaken by the PPG, in pursuit of the activities listed at paragraph 4, will be organised by volunteers from the PPG and invited patient members as appropriate to the task. Where necessary the tasks will be completed in partnership with the Practice. 

7. Finance. 
7.1 Finance for PPG activities will be provided by the Practice. Expenditure will be; 

- in pursuit of the aims and activities defined in these Terms of Reference 

- agreed by the PPG as a whole 

- authorised by the Practice Manager and the Practice Partner members of the PPG. 

7.2 In the event that the PPG raises funds externally, these funds shall be accounted for and managed through a bank account in the PPG's name by the Treasurer. The expenditure of PPG funds will be in accordance with levels of authority as defined by the PPG and in pursuit of the aims and activities defined in these Terms of Reference. The accounts and processes for this to be determined by the PPG and clearly laid out. 

7.3 If the PPG is wound up with funds remaining the members will decide on a distribution of funds to local charities. 

8. Alteration to the Terms of Reference. 
8.1 These Terms of Reference may be altered or amended by resolution passed at an AGM, or Special Meeting called if necessary, agreed and passed by a two thirds majority of the PPG members. Provided that no alteration shall be made which would cause the PPG to cease to be affiliated to N.A.P.P. Charity Number [xxxxx].
