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Attendees:	Dr M A Khan (Chair)		Lesley Gillespie (Practice Manager)		Hayley Hinchy (Assistant Practice Manager)
	Justine Alderman		Marcelle Holt


Apologies:	Sandra Everett			Jill Trout

	Subject
	Description
	Raised by
	Action by

	1. Welcome & Introductions
	Hayley welcomed PPG members to the meeting which was hosted online via Microsoft Teams, and thanked them for their attendance.  All PPG members introduced themselves.  Hayley advised of the members that had sent their apologies for the meeting.

	Hayley 
	No action

	2. 
Ground rules 
	Hayley presented Ground Rules for the PPG which details the were agreed with no objections. 


	Hayley
	No action

	3. 
Aims & Objectives
	Hayley presented the Aims & Objectives of the Flixton Road Medical Centre PPG to the group and explained the purpose of the PPG.




	Hayley 
	No action

	4. 
Roles and Responsibilities
	Hayley outlines the roles and responsibilities of being a PPG member and in particular asked Justine and Marcelle if they were interested in taking on any of the positions available for Chair and Secretary.

After further discussion, Dr Khan kindly offered to undertake the role of temporary Chair, until another PPG member is happy to undertake this position.  Hayley offered to act as Secretary for now but Marcelle also expressed an interest in undertaking this role, with support from Hayley.

It was therefore agreed that Dr Khan will assume the role of temporary Chair of the PPG and Hayley as temporary Secretary.  These roles will be reviewed at the next PPG meeting. 


	Hayley
	Chair & Secretary roles to be reviewed at next PPG meeting.

	5. 
Terms of Reference
	Hayley presented the proposed Terms or Reference to the group; the Terms of Reference set out how the PPG will work and proposed the following:

· The PPG is open to any patient registered with the practice, or the informal carer of a patient 
· Membership should reflect the makeup of the patients using the practice and the local area 
· There should be at least 4 members and no more than 15 
· The group will annually elect the following people, by taking nominations and holding a blind vote:  Chairperson & Secretary. 
· The group will report into the practice following each meeting at the relevant practice meeting 
· The group will report to the wider community and patient group through the practice website and posters within the practice 
· Agendas will be circulated 3 days before the meeting. Items for the 
· agenda must be sent to the secretary/chair 7 before the meeting 
· Notes from meetings will be circulated no more than 1 week after the meeting
· The Group will meet no fewer than four times a year; one of these will take the form of an Annual General meeting. Meetings will last no more than 1 hour, unless agreed beforehand. 

The Terms of Reference were agreed by those in attendance.

	Hayley
	No action

	6. Update and news from the GP practice
	Hayley provided a brief update on the practice and how it has operated since the beginning of covid and in particular in relation to the AskMyGp system which was introduced in January 2020.  The AskMyGp system enabled the practice to continue to care for patients during covid, since we had already moved away from the traditional face to face system and were offering other consultation methods to patients already, including phone and video.

The practice continued to be open throughout covid and see patients face to face and patients continued to have the choice of telephone or face to face appointments.  

Justine asked how patients without access to the internet are able to raise a request via the AskMyGp system.  Hayley advised that patients are able to contact the practice by phone and a member of the reception team will raise a request on the patients’ behalf.  

Dr Khan offered his input on the AskMyGp system as a GP and felt that as long as patients continue to have the choice of telephone or face to face consultations then the system works very well.    

Marcelle stated that her experience using AskMyGp for online and telephone consultations has been a positive one.
	Hayley
	No action

	7. Suggestions and comments from PPG members
	Dr Khan asked the PPG members their reasons for joining and what they would like to get out of being a member.  

Justine replied that she is particularly interested in helping patients ensure that they are able to access the service and how she can help improve access to those hard-to-reach patients and members of the community.

Marcelle said that she would like to engage in something outside of work.  She has been able to access services via the practice and is interested in the practice response to national issues as well as social prescribing.  

Lesley advised that the practice does have access to a social prescriber, and we do actively refer appropriate patients to their service.  The practice also has a Mental Health worker and three First Contact Physiotherapists based at other local surgeries.  Hayley will invite each to a future PPG meeting to undertake a short presentation on the services that they offer. 

Justine asked how patients are invited to attend the PPG.  Hayley advised that information is added to a dedicated page on the practice website https://www.flixtonroadmedicalcentre.nhs.uk/ and patients can submit an online form to express their interest in joining the PPG.  Posters are also displayed around the practice for those patients who do not have access to the internet, with paper forms available at reception to enable them to sign up.  There are patients who will not be aware of the PPG who either do not attend the practice or visit the website and discussion took place around how we can reach out to these patients to create a more diverse PPG.  Hayley advised that traditionally the practice has not used local online community groups such as on Facebook but PPG members are welcome to post regarding the PPG on there.  The practice does have a Twitter account but currently is not very active.  
	Hayley
	Arrange presentations for future PPG meetings

	8. Any other business
	There was no other business to discuss. 
	
	

	9. Date of next meeting
	Tuesday 9th August 2022 at 12.30pm.  

It was agreed that this meeting would be both online via Microsoft Temans and in the practice in order that all those interested are able to attend. 
	Hayley
	Agenda and papers to be distributed to PPG 1 week before the meeting.  
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Roles & Responsibilities

Chair - /deally this should be a patient
The chair should
e Be impartial, and act in a diplomatic and sensitive way as needed
e Work with the practice and the secretary or administrator to set the meeting
dates and agenda
e Make sure that everyone has the chance to contribute to the meeting
e Make sure that the pace of the meeting suits all members
e Check that all members understand the issues being discussed
e Make sure that the meeting sticks to the agenda, and that there is time to discuss
everything on the agenda
e Supports whoever is taking notes by helping to summarise discussions, clarify any
actions and decisions, and who needs to implement these
e Makes sure that the group is working towards its set aims and action plan
e Be able to deal with sensitive and controversial agenda items
e Act as the official representative of the PPG
e Make sure that there are no conflicts of interest in the agenda — this is making
sure that no-one will benefit financially or in other ways from the issues discussed
and agreed

Secretary or administrator
This could be a patient member; or someone the practice has nominated as part of
the support they are offering. The secretary should

e Help the chair to make sure the meeting runs smoothly
e Take notes and circulate them. Notes need to be checked and signed off by the
chair

All members
e should send apologies in advance if unable to attend meetings
e should raise any potential conflicts of interest





Staff members
e Provide opportunities for patients to become involved
e Support the creation of a PPG that is representative, equitable, and covers, where
possible, all sections of the practice population;
e Monitor services and highlight issues for local input;
e Take relevant and useful information to the PPG
e Provide a deputy if unable to attend

Patient/lay members
e Contribute their views
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Terms of Reference
Flixton Road Medical Centre Patient
Participation Group

Title of the Group:The Group shall be called The Patient Participation Group
(PPG) of Flixton Road Medical Centre (FRMC) and will be known as FRMC PPG.

This document is to set out how the FRMC PPG will work.

The Aims of the Group are to improve services at FRMC through;

Promoting co-operation between the practice and patients.
Understanding issues affecting patients by monitoring patient feedback
Developing an action plans that address patient issues emerging from
patient feedback

Developing, promoting, and encouraging public and patient engagement
Making sure that patients have a loud and active voice in the organisation
and delivery of their services

Work with other groups and organisations with similar, shared and
overlapping aims

Membership

The PPG is open to any patient registered with the practice, or the informal
carer of a patient
Membership should reflect the makeup of the patients using the practice
and the local area
There should be at least 4 members and no more than 15
There are no fixed terms for membership; people can be part of the PPG if
they chose to
Members should declare any potential conflicts of interest
The group will annually elect the following people, by taking nominations
and holding a blind vote:
o Chairperson —responsible for managing the meeting, ideally a
patient.





o Secretary —responsible for taking minutes and general admin; (staff
may do this initially)

o Treasurer — Will be needed to take care of funds and finances, and
may be a role not needed initially

Reporting and communication

e The group will report into the practice following each meeting at the
relevant practice meeting

e The group will report to the wider community and patient group through
the practice website and posters within the practice

e Agendas will be circulated 3 days before the meeting. Items for the
agenda must be sent to the secretary/chair 7 before the meeting

o Notes from meetings will be circulated no more than 1 week after the
meeting

Frequency of meetings
e The Group will meet no fewer than four times a year; one of these will take
the form of an Annual General meeting. Meetings will last no more than 1
hour, unless agreed beforehand.

Access to information and holding information
e Information will be held in line with General Data Protection Regulations
2018 (GDPR). Where confidential information is presented, this will be
made clear to the group.

Support and Resources

e No-one should be out of pocket through taking part in this activity, and all
barriers to participation should be removed.

Review date
May 2023
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Ground rules

Everyone is responsible for keeping to the ground rules
e The PPG meetings are not a forum for individual complaints and personal issues.
e We want to have open and honest communication between everyone.
e We will be flexible, listen, ask for help and support each other
e Everyone must respect patient confidentiality at all times
e We will demonstrate a commitment to delivering results, as a group.
e Everyone’s opinions should be heard and respected, but it’s OK to disagree too.
e Challenge the idea, not the person
e Speak up, but always go through the chair.

e Most people take silence for agreement — speak up if you want your ideas and
thoughts to be part of the discussion

e No phones or other disruptions (let the chair know if you need to be contacted in
case of emergencies and agree phone use with the group)

e We will start and finish on time and stick to the agenda.

e Meetings will have clear objectives

e Discrimination of any sort and on any grounds will not be tolerated

e We will avoid jargon and acronyms, and explain it when we can’t avoid it

e Actions will be recorded and circulated as soon as possible after the meeting, and in
line with the terms of reference
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Aims & Objectives

The purpose of a PPG is to:

e Give patients and practice staff the opportunity to meet and discuss
topics of shared interest, acting as a ‘critical friend’

e Support patients to get involved, and to make suggestions about the
services they receive

e Constructively consider issues and to monitor themes that emerge
from patient feedback. This could be from comments, complaints,
surveys; online forums and the Friends and Family Test feedback.

e Contribute to action plans and support improvements

e Support health awareness, patient education, activities and campaigns,
such as healthy eating or flu vaccination events

e Help the practice reach out to less heard parts of the practice
population

e As each PPG develops, they will decide together what they want to do,
and each will of course, be different.

e PPGs can be incredibly helpful in developing, designing and carrying out
patient surveys; supporting events; and checking that patient
information is understandable, both in leaflets and on the website.
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