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Appendix 7 Suggested template for Terms of reference
XXXXXX Practice
PATIENT PARTICIPATION GROUP (PPG)
Terms of Reference
Revised: MM/YYYY
Review Date: MM/YYYY
1. 	Introduction
1.1 xxxxxx practice PPG consists of a group of volunteers who are registered at the practice, and who have put themselves forward to work with the practice to improve and enhance services to all registered patients.

2. 	Purpose
2.1	The purpose of the PPG is to: 
· Strengthen the power of the patient voice to ensure that decisions made by the practice are patient centred 
· Support and strengthen the relationship between the Practice and their patients.
· To support the practice and act as a critical friend 
· To support patients to better understand the challenges faced in general practice and wider NHS

3. 	Objectives
3.1      The Group will:
· Support communication from the practice to patients and the wider population, and vice versa
· Support the practice by helping to communicate health services changes and wider health messages to patients of the practice, for example by encouraging and running activities that promote preventative health care and health education.
· Provide the practice with representative patient feedback on patient needs, concerns and interests to support the continual improvement of services.
· Support the practice in producing communications materials for patients and offer feedback on patient information.
· Assist and support the practice by arranging voluntary groups/support within the community. 
· Work with other PPGs to share good practice and work together on projects.
· Gather feedback on wider health and social care issues and feed these into the Lincolnshire Integrated Care Board via the Patient Council or the Locality Patient Councils.
· Work with the Practice to improve the up-take of health messaging, for example, self-care campaign, stop smoking, raising of awareness of vaccination programmes 
· Empower practice patients to make better choices to self-care, and appropriately access urgent care and emergency NHS services
· Support the NHS to reduce waste of resources e.g. support a Did Not Attend appointments or a reduce waste medicines campaign. 
· Influence the provision of secondary healthcare locally by feedback of the PPG and wider patient views to the Lincolnshire East Clinical Commissioning Group.
· Support the practice during their Care Quality Commission(CQC) inspection process

4. Review & Monitoring
4.1	The Terms of Reference will be reviewed annually by the PPG, unless otherwise determined necessary by the practice.
Date of next review: MM/YYY 

5.    Membership to the PPG
5.1. Membership is set out as follows:
· Members of the PPG must be registered patients of XXXX practice.
· Given the voluntary nature of the PPG, the Practice will make reasonable effort to ensure that its PPG membership reflects the practice population. 
· There will be a campaign to recruit volunteer members, who will be given an option to become full members of members of the virtual group.  Virtual members can take part in online engagement surveys, and consultations.
· The PPG will consist of up to XX volunteers, and at least one member of the practice staff senior team.
· Patient need to inform the PPG secretary or nominated rep if they cannot attend a meeting or follow the agreed process.

6. Frequency of Meetings
6.1 The frequency and arrangement of meetings will be as follows:
· Meetings will be held quarterly/ bi-monthly/ monthly
· Notices about meetings will be displayed on the (add in how you will promote) PPG notice board, sent via email
· The PPG may appoint sub-committees to work with the practice on particular topics

7. Quorum and Decision-Making
7.1 Quorum and Decision-Making of the meetings will be as follows:
· At meetings, a quorum will consist of ?? (5) PPG members, and ?? member of practice staff.  
· The PPG will aim wherever possible to reach decisions by consensus, however Where it is not possible to reach a consensus the view held by the majority of the PPG representatives present will be the view that is agreed 
· 
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