Ball Tree Surgery Patient Participation Group
Terms of Reference
1. Name : Ball Tree Surgery PPG

2. Aim   The Aim of the group is to strengthen the relationship between Ball Tree Surgery and its patients and to assist the practice in continuing to improve its provision of healthcare, whilst ensuring that patients are at the heart of decision making.
3. Objectives
· To represent patient views and improve communication between patients and the practice.

· To provide constructive feedback about the practice and services.

· To provide a link between the practice and the local community of Sompting and Lancing 
· To develop and help projects with the agreement of the practice that support wellbeing, and health promotion.

· To inform patients, and carers of patients, of the meetings and activities of the PPG ( Using a webpage on the practice website, through a quarterly newsletter, using  the notice boards in the Surgeries)
· The PPG can raise funds for the sole purpose of furthering the objectives and aims of the group, as defined by these terms of reference. The PPG will record all income and expenditure and operate within the law and with due care and diligence when managing funds and resources. 

4. Reporting lines:

The PPG needs to discuss this section with their assigned support person from the practice staff. All of the group or its elected committee need to agree and fully understand this and their role in reporting. 

· Representatives from this PPG may link with the CCG and PCN PPG networks and report back to other members of the group at subsequent meetings. 

· We will produce a short annual report of our achievements 

· Minutes will be made available through the practice website and copies emailed to interested parties.

· The PPG will assist the practice if appropriate when reporting to the CQC, CCG and NHS England

5. Membership
Membership will be open to all staff, patients and carers of patients of Ball Tree Surgery.  

6. Meetings

· Meetings will be held at Ball Tree Surgery every four weeks initially and then once established meetings would be bi-monthly.
· These will be meetings attended by patients, carers of patients and staff of the practice. 

· The group may wish to invite other organisations, health professionals and community representatives, who and when people are invited will be agreed within the group. 

· Whenever possible at least one GP will attend. 

· Meetings will be minuted and a clear record kept re attendance and decisions. 

· Decisions will be arrived at by consensus and task allocation will be clearly minuted and agreed.

· New members to the group will be welcomed and have access to these terms of reference, previous minutes and reports. The ground rules and expectations will also be explained to new members.  

· In between meetings, the work of the PPG will be overseen by a committee drawn from the membership and carried out by smaller working groups made up by committee members, co-opted members and staff of the practice

Ground Rules for Meetings

It is a good to establish some basic rules for your group meetings, to ensure they operate well and that everybody feels supported to participate
· Mobile phones on silent – feel free to participate or report via social media 

· Allow people to disagree

· Challenge the issue not the person

· Confidentiality

· In general, members may leave the meeting and repeat what was said, but not who said it

· People may raise specific issues and ask for them to be kept within the group

· Let the scribe know if you don’t want comments noted (notes on flipcharts are public)

· Don’t interrupt each other

· Do encourage participation

· No jargon please

· No language which could be construed as discriminatory or offensive to others

· Do not use your status to undermine others

· Treat each other with respect
Equalities Statement For Ball Tree PPG

Introduction

The responsibility for ensuring equality and diversity within the PPG rests ultimately with the committee.   Volunteers, members and committee members are responsible for the implementation of the policy, its observance, monitoring it on a day-to-day basis and reporting on its operation to the committee members.

Statement of Intent
The PPG recognises that certain individuals and groups are discriminated against on grounds of disability, race, ethnic origin, culture, socio-economic background, gender, sexuality, religion, creed, marital status and age.  The PPG is committed to working towards eliminating all forms of discrimination both through its own work and through its employment policies and practices.

Recognising that passive policies will not achieve change, the PPG will take active steps to combat discrimination.

The Policy
Activities:  patients must have easy access to information about the PPG which may involve making materials available where appropriate in a variety of media, e.g. in large print or electronically.  In particular, all printed materials will be in a minimum of 12pt type.  It is also recognised that the PPG will not be able to meet all the demands made upon it.  There will be a drawn up and publicly available list of priorities which will be reviewed at least annually.

Recruitment and Selection:  The group aims to receive the widest response to recruitment of volunteers, members and committee members.   The range of publications and agencies chosen will attempt to reflect the aim of reaching all sections of society.  Details of the Equality and Diversity Policy will be given to all PPG members.  

Flexibility:  The PPG will endeavour to ensure that volunteers, members and management committee members are not discriminated against through the terms and conditions under which they are have been engaged.  Furthermore, the PPG recognises that from time to time family and social circumstances may change and consequently that volunteers may need to leave the group permanently or for periods of time.   The PPG will attempt, where circumstances and resources permit, to accommodate the needs of those volunteers.

Support:  Volunteers are entitled to support from committee members.  Volunteers will receive regular supervision from a named committee member

Training:  The PPG recognises that training is an important factor in leading to achievement and opportunity.  When needs are identified, every effort will be made to ensure that training and/or support is available.

Purchasing: The PPG will try to ensure that the goods and services it offers are accessible to all groups. It will not knowingly receive or purchase goods and services from agencies which practise discrimination.

Monitoring:  Regular monitoring and reviews of all procedures will take place from time to time, to check the effectiveness of the group’s Equal Opportunity Policy.  

Date adopted ……………………………………….. (minuted) 

Next review date …………………………………..
