GPS HEALTHCARE
PATIENT PARTICIPATION GROUP

TERMS OF REFERENCE
	NAME
	· GPS HEALTHCARE PATIENT PARTICIPATION GROUP


	AIM
	· The aim of the PPG is to develop and preserve a partnership between GPS Healthcare and the PPG which will ensure the maintenance of high quality care.


	OBJECTIVES
	· Assist GPS Healthcare in providing the best possible service for its patients

· Facilitate communication between patients and staff of GPS Healthcare
· Liaise with the staff of GPS Healthcare regarding any matters deemed to be of patient concern

· Contribute to the promotion of health education,  awareness and self management
· Promote the wider ‘virtual patient reference group’
· Provide practical support to the practice

· Act as a signpost to the practice’s system of complaints and suggestions
· The group will at all times seek to act in the interests of all patients of GPS Healthcare


	GUIDELINES
	· The group is to promote open and honest dialogue without discrimination
· Confidentiality and diversity must be respected

· Every member must be considerate of other members’ views within the Group and act on behalf of their specific Site Forum and not promote individual requirements.

· In instances where GPSH PPG members are unable to attend specific meetings, it is the responsibility of the Chair of each Site Forum to ensure that a nominated representative attends the quarterly meetings on their behalf.

· Nominated deputies should be briefed by the GPSH PPG member prior to attendance, be in a position to provide feedback regarding actions raised and have appropriate knowledge / understanding to enable them to contribute to the meeting.

· The GPSH PPG is not a forum for individual complaints, which should be submitted in writing and dealt with in accordance with the GPS Healthcare complaints policy

	MEMBERSHIP
	· Open to any patient of a Site Forum, as well as the usual nominated Site Forum member who represents each specific site.  
· The GPSH PPG Chairman shall review meeting attendance at the start of each meeting and decide whether the meeting can be declared quorate.
· If any regular practice PPG representative of the GPSH PPG should miss two or consecutive meetings for no reasonable reason, they shall be deemed to no longer be a member of the GPSH PPG

· If any regular practice PPG representative is deemed to act either unprofessionally or to the detriment of the GPSH PPG by the GPSH PPG members, they will be requested not to attend the GPSH PPG meeting as a practice GPSH PPG member.



	COMMITTEE
	· Chair, Vice Chair and Secretary to retire annually at the AGM but are eligible for re-election.  


	QUORUM
	· One representative member from each of the active Site Forums shall form a quorum. Currently there are only four of the six Site Forums that are active. Therefore, a quorum will consist of a representative of the four active Site Forums being present at the meeting.


	MEETINGS
	· Minimum of 4 meetings per year, one of which is to be the Annual General Meeting. At this meeting, the election/re-election of officers will be an agenda item. Currently this is the June meeting.
· A Special General Meeting may be held following a written request to the Secretary by the person(s) calling the meeting with the support of at least one third of the members whose names shall appear on the request letter.  
· Meetings to include a member of the GPSH board management team and a GP Director. 
· Items/issues to be raised at the meeting should be forwarded to the Secretary in writing up to 14 days before the meeting to enable it to be added to the agenda. 

· Issues arising at meetings to be decided by a majority vote.  In the case of equality of votes, the person chairing the meeting shall have a casting vote if required.
· There will be only one vote per Site Forum present at the meeting

· Minutes of the meetings shall be distributed by the Secretary to members and made available on the GPS Healthcare website



	COMMUNICATION
	· Emails sent to GPSH PPG members should be on private email format only and not promote personal business

· Communication by email from members of the GPSH PPG to each other should only be sent to the specified recipient(s) provided the recipient(s) have given permission for their email address to be used generally.
· In all cases, communication regarding the GPSH PPG should be sent to the Secretary for onward distribution

	FINANCE
	· Monies raised by, or on behalf of the PPG shall be specifically raised to enhance the patient experience of GPS Healthcare or a named charity.   A Treasurer is to be appointed as and when necessary. 


	DISSOLUTION
	· If the committee decides at any time that on any grounds it is necessary to dissolve the PPG, it shall call a Special General Meeting.  If such a decision to dissolve the PPG is confirmed by the simple majority of those present and voting at the meeting and if assets are held by the PPG, the committee shall have the power to dispose of such assets.
 

	ALTERATIONS TO TERMS OF REFERENCE
	· Proposals to alter these terms of reference should be made in writing to the Secretary 14 days prior to the meeting at which it is to be considered
· Alterations must be agreed by two thirds of the PPG




SIGNED:

CHAIRPERSON:            
VICE CHAIRPERSON:
SECRETARY:




DATED: 
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