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hints, tips and 
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Group 

 

 
 

What is a PPG and why are they needed? 

How could you start one in your surgery?  

If you have one already,  

how can you keep it going?  

Where can you get further help?  
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Every patient is unique and different. Every GP Practice is unique and 

different. It follows, then, that each Patient Participation Group (PPG) 

should also be unique and different. This Toolkit is not designed to 

give you a ‘one size fits’ all model to help you set up a PPG, but the 

means to help your PPG develop according to the needs and wishes 

of the patients in your practice.  

Along with some ideas on how to set up and keep your PPG going, 

this booklet also includes some Useful Resources that you may wish 

to adapt for you own use.   

We have also outlined further help that Oxfordshire LINk could offer 

you, should you need it.  

Oxfordshire LINk is a Local Involvement Network, made up of individuals 
and community groups who care about health and social care services and 
work together to make improvements to them. One of the aims of 
Oxfordshire LINk is to make sure your opinion is heard about how local 
services are planned and developed.  
  
Oxfordshire LINk has been set up to give communities a stronger voice in 
how their health and social care services are delivered. The LINk promotes 
involvement and finds out what people think about those services, 
monitors the care provided and uses LINk powers to hold the NHS and 
County Council to account. The LINk is independent of the NHS and the 
Local Authority.  
   
The goal of Oxfordshire LINk is to be Your Voice on Social Care and Health,  
which includes finding out what you like and don’t like about the services 
you use and what new services you need.  
  
The role of Oxfordshire LINk is to talk to and listen to local people in lots of 
different ways to find out people’s opinions on local health and social care. 
The LINk will collect this information and work to improve services based 
on what people have said. 
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Background  

What  i s  a  PPG?   

P P G s  w o r k  w i t h  t h e  p r a c t i ce  t o  o f f e r  
t h e  p a t i e n t  p e r s p e c t i v e  o n  t h e         
s e r v i ce  i t  p r o v i d e s .  A  P P G  i s  a  r o u t e  
f o r  p a t i e n t s  to  a d v i s e  t h e  p r a c t i ce  o n  
w h a t  m a t te r s  mo s t  t o  t h e m a n d  to  
i d e n t i f y  s o l u t i o ns  to  p r o b l e m s .  Th e  P P G  r e p r e s e n t s  
t h e  n e e d s  o f  t h e  w h o le  p r a c t i ce  a n d  i s  m a d e  up  o f  
v o l u n t e e r  p a t i e n t s  a n d  r e p r e s e n t a t i v e s  f r o m  t h e  

p r a c t i c e  i t s e l f .  
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How  do  t hey  wo rk?   

T h e r e  i s  no  s e t  w a y  i n  w h i c h  t h e y  w o r k ,  b u t  mo s t  
m e e t  o n  a  r e g u l a r  b a s i s  to  d i s c us s  th e  s e r v i ce s  o n   
o f f e r  a nd  h o w  i mp r o ve me nt s  c an  b e  ma d e  f o r  t h e  
b e ne f i t  o f  p a t i e n ts .  M an y  a l s o  i nvo l ve  t h e  p r ac t i ce  
m a nag e r  a nd  o ne  o r  mo r e  G P s  to  e n s ur e  a c t i o ns  
f r o m t h e  me e t i ng s  a r e  f o l l o w e d  u p .   

Why  have  one ?   

•  P a t i e n t s  c a n  i n f l u e n c e  th e  w a y  i n  w h i ch  p r a c t i c e s  
a r e  r u n ,  h e l p i n g  b r i n g  a b o u t  i m p r o ve me n t s  a n d  a  
b e t te r  s e r v i c e .   

•  P a t i e n t s  w i l l  b e  co n s u l t e d  ab o u t  a r r an g e me n t s  
f o r  th e i r  c a r e  b e f o r e  d e c i s i o n s  a r e  m ad e .   

•  P a t i e n t s  w i l l  h a ve  a  f o r u m  to  
s u g g e s t  p o s i t i ve  i d e a s  a nd  vo i ce  
c o n ce r ns .   

•  G P s  a nd  s t a f f  w i l l  b e  a b le  to  
p l a n  s e r v i ce s  j o i n t l y  w i t h  p a t i e n t s  

i n  o r d e r  t o  i n c r e a s e  t h e i r  e f f e c t i ve n e s s .   

It’s not just an 

opportunity to grumble! 
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What  do  t hey  do ?   

•  I m p r o ve  co m m u ni c a t i o n  b e tw e e n  G P s  an d  P a t i e n t s   

•  O r g a n i s e  h e a l th  p r o m o t i o n  e ve n t s   

•  A c t  a s  a  ‘ c r i t i c a l  f r i e n d ’  f o r  t h e  p r a c t i ce   

•  S i g np o s t  p a t i e n t s   

•  R e s e a r ch  i n to  w h a t  m a t t e r s  t o  p a t i e n ts  

•  O f f e r  f e e d b a ck  o n  th e  p a t i e n t  p e r s p e c t i v e   

•  H e l p  t h e  p r a c t i ce  m a k e  b e s t  u s e  o f  i t s  r e s o ur c e s    

•  P r o v i d e  p r a c t i c a l  h a n d s -o n  s u p p o r t  to  t h e  p r a c t i ce  

•  R e p r e s e n t  p r a c t i c e  v i e w s  a t  L o ca l i t y  C l i n i c a l    
C o m m i s s i o n i n g  G r o u p  ( C CG )  m e e t i ng s   

What  a re  t he  bene f i t s  o f  j o i n i ng?   

I t  g i ve s  y o u  t h e  o p p o r t u n i t y  to  h a ve  yo u r  s a y  a nd  
t a k e  a c t i o n  to  i m p r o v e  t h e  w a y  h e a l th  s e r v i ce s  a r e         
d e l i ve r e d  i n  th e  co m m u n i t y .  Y o u  h a v e  t h e  r i g h t  to  
s e n d  a  r e p r e s e n t a t i v e  to  th e  Lo c a l  C C G .  I t ’ s  a l s o  a  
g r e a t  w a y  to  g i v e  s o m e th i ng  b a ck  a n d  t a k e  a n        
i n i t i a t i ve  i n  h e l p i n g  t o  m ak e  c h a n g e s .  I t  c a n  a l s o  b e  
a  g o o d  w a y  t o  m e e t  n e w  p e o p le  a n d  l e a r n  n e w  s k i l l s .   

PPGs  a r e  NOT :   

• A  f o r u m f o r  co m p l a i n t s  -  t h e y  a r e  no t  a  ve h i c l e  f o r  
p a t i e n t s  t o  r e s o l ve  t h e i r  o w n  p e r s o na l       
i s s ue s   

• A  d o c t o r s ’  f a n  c l u b  

• R e l i a n t  o n  p r a c t i ce  s t a f f  -  t h e y  s h o u ld  b e    
s e l f -o r g an i s i ng  an d  p a t i e n t  l e d  

• J u s t  t h e r e  to  t i ck  a  b o x  o r  t o  g a i n  e x t r a   
f u n d i ng  f o r  t h e   s u r g e r y   
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Starting Up  

Patient Participation Group Toolkit  

Ge t t i ng  y ou r  GP  on  boa rd  

Mo s t  P P G s  h a ve  c l i n i c a l  and  ma nag e r i a l  s ta f f  o n  
t h e m as  w e l l .  T h i s  i s  us e f u l  to  p r o v i d e  t w o -w a y -
f e e d  b ack  o n  w h a t  p a t i e n ts  ne e d  t h e  p r a c t i ce  to  
c h a ng e  an d  a l s o  w h a t  th e  p r ac t i ce  w o u l d  l i k e          
i n f o r m at i o n  o n  f r om  t h e  p a t i e n ts .  I f  i t ’ s  no t            
ap p r o p r i a te  f o r  s ta f f  to  b e  d i r e c t l y  i n vo l ve d  i n        
m e e t i ng s ,  yo u  w i l l  ne e d  to  ag r e e  h o w  a c t i o ns  w i l l  

b e  f o l l o w e d  up  w i th  th e  p r ac t i ce  an d  
f e d  b ack  to  th e  g r o u p .  

Es t ab l i sh ing  you r  PPG  

B e  c l e a r  ab o u t  w h at  i t  i s  yo u  a r e  
t h e r e  t o  a ch i e v e .  Se t  o u t  o b j e c t i ve s .  Ha v e  

t w o  o r  t h r e e  a c h i e va b l e  g o a l s  t h a t  y o u  c a n  m e e t  to  
s t a r t  w i t h .  A l w a y s  m a k e  s ur e  t h a t  yo u  h a ve  a  c l e a r  
l i s t  o f  a c t i o n  p o i n ts  f r o m  yo u r  me e t i ng s  t h a t  w i l l  
b e  f o l l o w e d  u p  b y  th e  s u r g e r y .  K e e p  p a t i e n ts       
i n f o r me d  o n  w h a t  yo u  a r e  w o r k i ng  o n  an d  w h a t  yo u  
h a v e  a ch i e v e d .  

Be realistic about 

what you can achieve.  

Rec ru i t i ng  membe rs  

I t ’ s  a  g o o d  i d e a  to  s t a r t  b y  f i n d i n g  o u t  h o w  m u c h  
s u p p o r t  a nd  i n t e r e s t  t h e r e  w o u l d  b e  f r o m yo u r  
c o m m u n i t y  t o  b e  f o r  a  P P G .  Y o u  co u l d  v i s i t       
c o m m u n i t y  g r o u p s  t o  te l l  p e o p l e  ab o u t  i t ,  p u t   
p o s t e r s  u p ,  h o l d  a  m e e t i n g ,  b e  a v a i l a b l e  i n  th e   
s u r g e r y  to  e n co u r ag e  p e o p le  to  j o i n .  A s k  th e    
p r a c t i c e  s ta f f  i f  t h e y  k no w  o f  an y o ne  w h o  m i g h t  
l i k e  to  b e  i n vo l v e d  a n d  i n v i te  t h e m a lo n g  
p e r s o n a l l y .  R e me mb e r ,  p e o p le  l i k e            
i n c e n t i v e s ,  e v e n  i f  i t ’ s  j u s t  f r e e  te a  a nd  
c o f f e e  a t  m e e t i ng s !  
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Pub l i c i s ing  you r  PPG  

C r e a te  a  ‘ b r a nd ’  f o r  y o ur  P P G  th a t  i s  e y e  ca t c h i ng  
a n d  u n i q u e .  U s e  th i s  f o r  a l l  yo u r  p ub l i c i t y .  U s e   
p o s t e r s  t o  g i ve  p e o p l e  i n f o r m a t i o n  o r  ‘ C a l l s  to        
A c t i o n ’ .  M ak e  s ur e  y o u  k e e p  ad v e r t i s i ng  me e t i ng s  
a n d  p r o mo t e  yo u r  r e c e n t  s u c ce s s e s .  
Y o u  m a y  w a n t  to  th i n k  ab o u t  a    
w e b s i t e  o r  u s e  s o c i a l  ne t w o r k i n g  
t o  g e t  p e o p le  i n vo l v e d .    

Work ing  w i th  o the rs  

W o r k  w i th  o t h e r  P P G s  i n  y o ur  a r e a ,  s h a r i ng  g o o d    
p r a c t i c e  -  s o m e  p r o b l e m s  c a n  o n l y  b e  s o l v e d  a c r o s s  a  
n u m b e r  o f  p r a c t i ce s .  L i nk  w i th  o t h e r  g r o up s  a n d        
o r g a n i s a t i o n s  w i t h i n  y o ur  co m m u ni t y ,  i n c l u d i ng  t h e  
P r i m a r y  C a r e  T r us t ,  O x f o r d s h i r e  C l i n i ca l  C o m mi s s i o n i ng  
G r o u p ,  l o c a l  m e d i ca l  c o m mi t t e e s ,  l o c a l  M P ,  T h e  W I ,  CA B  
a n d  o t h e r s .  A n d ,  o f  c o ur s e ,  w i t h  O x f o r d s h i r e  L I N k .   

I n vo l v ing  ch i l d r en ,  y oung  peop le  and  o t he r  g roups  

E a c h  p r a c t i c e  h as  a  d i ve r s e  r a ng e  o f  p a t i e n ts ,  s o  th i nk  
a b o u t  w a y s  yo u  c a n  h e a r  f r o m  A L L  o f  th e m .  Y o u  m a y  
w a n t  t o  h a ve  a  d i r e c t  l i nk  w i t h  th e  l o ca l  Mo t h e r  a n d  
B a b y  g r o u p  a n d  s ch o o l .  O r  t h e  l o ca l  L un c h  C l u b .  A r e  
t h e r e  p a t i e n t s  w h o s e  f i r s t  l a ng u ag e  i s n ’ t  E n g l i s h ?  

T h i nk  c r e a t i ve l y  ab o u t  h o w  y o u  c a n  
r e ac h  a  w i d e  a  r a ng e  o f  p e o p le .   

I deas  

-  C r e a t e  a  N e w s le t te r  -  Se t  u p  a  
w e b s i t e  -  P u t  up  a  n o t i ce  b o a r d  i n  t h e  

s u r g e r y  to  k e e p  e ve r y o ne  u p  to  d a te  w i t h  w h a t  y o u  a r e  
d o i n g  -  S e t  u p  a  v i r t u a l  p a t i e n t  g r o u p  -  R u n             
c o m p e t i t i o ns  f o r  c h i l d r e n  -  Ha v e  a   F a ce b o o k  p a g e !  -    
I f  you  a r e  s tu ck ,  a sk  the  L INk  f o r  p r a c t i c a l  t i p s  and   
adv i c e .   
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Work positively. Focus on the solution. 

Look for quick wins and 

small changes that can 

really make a difference  
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Keeping Going  
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I f  a  P P G  d o e s n ’ t  s uc c e e d  i n  i t s  a i m s ,  i t  i s  u s u a l l y  d ue  
t o  o ne  o r  mo r e  o f  t h e  f o l l o w i n g  r e a s o ns :  

•  A  la c k  o f  f o c u s  a nd  c o m m i t me n t   

•  P o o r  p l a n n i n g  

•  P o o r  co m m u n i ca t i o n  t o  a nd  f r o m t h e  g r o up   

•  H o s t i l i t y  b e tw e e n  g r o up  an d  p r a c t i ce   

•  R e l y i ng  to o  h e a v i l y  o n  o ne  o r  tw o  p e o p l e   

•  P o o r  g r o u n d  r u le s  

E xpand i ng  the  s cope  o f  you r  PPG   

L o o k i n g  f o r  ne w  w ay s  to  s up p o r t  t h e  w o r k  o f  th e      
p r a c t i c e  w i l l  h e l p  to  e x p a n d  t h e  s c o p e  o f  yo ur  P P G ,  k e e p  
i t  f r e s h  a nd  k e e p  me m b e r s  k e e n  a nd  i n t e r e s te d .   

•  B e e f  u p  yo u r  o n l i ne  p r e s e n ce .   

•  U s e  s o c i a l  m e d i a .  Se t  u p  a  F a c e b o o k  p a g e  o r  a  
T w i t te r  a c co u n t .  G e t  s o m e  y o u ng  p e o p le  i n vo l v e d  
t o  s h o w  yo u  h o w  i t ’ s  d o ne !       

•  P r o v i d e  a l l  r o u n d  s u p p o r t  t o  p a t i e n t s  -  s o c i a l  a s  w e l l  
a s  me d i c a l .  e . g .  s e t  u p  a  b e r e a ve m e n t  s u p p o r t  s e r v i ce ;  
s u p p o r t  f o r  ca r e r s ,  e . g .  a  m o n th l y  s o c i a l  e ve n i n g  o r   
c o f f e e  m o r n i n g ;  s e t  u p  a  ‘ w a lk i ng  f o r  h e a l t h ’  g r o u p .   

•  E d u c a te  p a t i e n t s  -  s e t  up  f r e e  h e a l t h  e d u c a t i o n  e v e n ts  
t o  p r o v i d e  ad v i ce  o n  h e a l t h y  l i f e s t y l e s .  

•  T h i nk  o u t s i d e  t h e  b o x  -  i n vo l ve  ne w  mu m s  b y  p u t t i n g  
o n  a  ‘ p a m p e r  m o r n i n g ’  a t  t h e  s ur g e r y  w i t h  c r è c h e       
f a c i l i t i e s ,  us i ng  th e  o p p o r t u n i t y  to  e d u c a t e  t h e m o n  
c h i l d  h e a l t h  i s s ue s .  

•  T i m e  a  l o ca l  e ve n t  to  co i n c i d e  w i t h  a  na t i o na l       
a w ar e n e s s  d a y  e . g .  N o  S mo k i ng  D a y .   

•  M e e t  w i th  yo u r  P a r i s h  o r  To w n  Co u n c i l  t o  i n f o r m  t h e m 
o f  w h a t  y o u  a r e  d o i n g   
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Pub l i c i s ing  you r  good  wo rk   

S h o u t  a b o u t  t h e  w o r k  y o u  a r e  d o i n g !  Te l l  p r a c t i ce  
s t a f f  a nd  th e  w i d e r  p a t i e n t  p o p u l a t i o n .  M ak e  us e  
o f  o n l i ne  f a c i l i t i e s ,  u s i n g  t h e  p r a c t i ce  w e b s i t e  o r  
y o u r  o w n  P P G  o ne .  H a v e  yo u r  o w n  no t i c e  b o a r d  o r  
p u t  e ye - c a t ch i ng  p h o to s  u p  i n  t h e  s u r g e r y .  Ho l d       
r e g u l a r  ‘ s u r g e r i e s ’  -  o ne  t o  o n e  m e e t i n g s  w i t h  
m e m b e r s  o f  t h e  P P G  a nd  p a t i e n t s .  C r e a t e  a     
n e w s l e t te r .  H a ve  a  r e g u l a r  a r t i c l e  i n  yo u r  l o ca l  
m a g a z i ne  o r  p a p e r .  

P r e sen t  you r  r e su l t s  and  sha re  you r  
ou t comes   

R e m e mb e r  yo ur  a ud i e n c e  w h e n          
p r e s e n t i ng  yo u r  r e s u l t s .  Y o u  co u l d  
u s e  r e p o r ts ,  n e w s l e t t e r s ,  f a c t s h e e t s ,      
p o s t e r s ,  p r e s e n t a t i o n s  o r  a  w e b s i te  

t o  s h o w  w h a t  yo u  h a v e  d o n e .  M a k e  s u r e  e ve r yo ne  
c a n  a c ce s s  i n f o r m at i o n  o n  w h a t  yo u  h a v e  a c h i e ve d ,  
e s p e c i a l l y  th o s e  i nv o l v e d  i n  a n y  co ns u l t a t i o n  yo u  
h a v e  d o ne .   

Eva l ua t e  wha t  y ou  a r e  do i ng  

C a r r y  o u t  a n  e v a l u a t i o n  o f  w h a t  y o u  h av e  d o ne .  
H a s  i t  m e t  y o ur  o r i g i na l  a i m s  a n d  o b j e c t i v e s ?  H as  
t h e  w o r k  h ad  a n  i mp a c t ?  T h i s  e va l u a t i o n  ca n  h e lp  
i n f o r m p la n n i ng  f o r  t h e  f u t u r e .   

How  e l se  c ou l d  y ou  ga the r  f eedback ?  

G e t  o u t  i n to  th e  co m m u n i t y  t o  c a n va s s      
o p i n i o n s .  Ta r g e t  s p e c i f i c  g r o u p s  o f  p e o p l e  
t h a t  a r e  no t  r e p r e s e n t e d ,  c h i l d r e n  a nd  y o u ng   
p e o p le  f o r  e x a m p le .  A s k  p e o p le  to  j o i n  t h e  
g r o u p  f o r  a  s h o r t  t i m e  f o r  a  s p e c i f i c  p i e c e  o f  w o r k .  
V i s i t  g r o u p s  a l r e ad y  s e t  u p  to  as k  f o r  f e e d b a ck .  
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Ground rules   

•  Treat  everyone with  equal  respect ,  co urtesy  and             

co ns iderat ion,  whether  they are  a  pat ient  or  a  mem ber 

of  pract ice  staf f ,  and act  in  a  way  which does not      

d i scr im inate aga inst  or  exc lude anyo ne 

•  This  meet ing i s  not  a  fo rum fo r  ind iv idua l  compla ints  

or  s ing le  is sues 

•  We wi l l  be f lex ible ,  l i s ten,  ask  fo r  help,  and support  

each other   

•  We wi l l  demonstrate  a  commitment  to  del iver ing       

resul ts ,  as  a  group  

•  S i lence  indicates  agreement -  speak  up i f  yo u don’t  

agree with something 

•  Al l  v iews  are  va l id  and wi l l  be l i stened to   

•  No pho nes or  o ther  d is rupt io ns   

•  We wi l l  star t  and f inish o n t ime and st ick  to  the  a genda  

•  Everyth ing d iscussed at  th is  meet ing wi l l  be            

co nf ident ia l   

O n  t h e  n e x t  f e w  p a g e s  y o u  w i l l  f i n d  a  n u m b e r  
o f  u s e f u l  r e s o u r c e s  a n d  d o c u m e n t s  t o  h e l p  
y o u  w h e n  s e t t i n g  u p  a n d  r u n n i n g  y o u r  P P G .   

Useful Documents  

A l t h o u g h  no b o d y  w a n t s  to  ta l k  a b o u t  ‘ r u l e s ’  b e f o r e  
y o u r  g r o u p  h a s  s ta r t e d ,  i t  i s  i m p o r t a n t  t o  o u t l i ne  
s o me  g r o u nd  r u l e s  a t  y o ur  f i r s t  m e e t i ng  t h a t        
e v e r yo n e  s h o u l d  ag r e e  to  f o l l o w .  Th e y  c o u l d        
i n c l u d e  t h e  f o l l o w i n g :   

Ground Rules  
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Roles within your PPG  
T h e r e  a r e  ce r t a i n  r o l e s  a n d  j o b s  w i th i n  a  P P G  t h a t  
y o u  m a y  w i s h  t o  a p p o i n t  p e o p l e  t o  a t  yo u r  f i r s t  
m e e t i n g .  I f  yo u  d o  n o t  w a n t  to  a l l o c a te  r o l e s      
f o r m a l l y ,  yo u  w i l l  ne e d  to  t h i nk  a b o u t  h o w  to    
m a n a g e  t h e s e  t a s k s  o n  a n  o ng o i ng  b as i s .   

Ch ai rp er son  -  manages the meet in gs  an d should  be a    

pat ient  rather  than a  member  of  pract i ce  staf f .  You could  

take i t  in  turn s  to  b e Cha ir ,  and a l so  ap point  a  Deputy-

Chai r  to  help  share  th is  ro le ,  i f  there  isn ’t  one person 

wi l l in g  to  take i t  on .   
 

Secr et ar y  -  respon sib le  for  takin g minutes  and genera l  

administrat ion.  Aga in ,  people  cou ld  take i t  in  turn s  to  do 

th is .   
 

T r easur er  -  I f  the  group is  go in g to  do any fundra is in g,  

th is  wi l l  be  the person who wi l l  t ake care  of  funds  and  

f inances .   
 

Communi cat ions  l ead  -  i t  may be usefu l  to  appoint   

someone  to  be the main  contact  person for  you r  group .  

Th is  person ’s  name can be g iven out  to  the press ,  as  wel l  

as  be the contact  for  general  enqu ir ies .  I f  you d on’t      

appoint  one person ,  you need to  agree how peop le  can 

contact  the group.  Wi l l  you h ave a  gener ic  emai l  address  

and phone number?  Or  wi l l  a l l  cor respondence go v ia  the    

surgery (with  their  agreement )?  
 

Ensure the PP G se lects  a  representat ive  to  attend        

important  meet in gs  on behal f  of  the group,  su ch as  the 

Local i t y  CCG meet in gs .  
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XXXX SURGERY  
 

Are you interested in finding out more about your Surgery?  

Would you like to influence the development of local health 

services?  
 

We are keen to set up a pa%ent par%cipa%on group,  

so why not come along and meet us?  
 

The mee%ng will take place at XXXX  
 

A date and /me will be confirmed when a  number of people 

have expressed an interest.  
 

If you would like to come along to the mee%ng or if you would 

like to find out more,  please contact XXXX  

 

WE ARE HOLDING THE FIRST  

PATIENT PARTICIPATION GROUPPATIENT PARTICIPATION GROUPPATIENT PARTICIPATION GROUPPATIENT PARTICIPATION GROUP    

TO LISTEN TO YOUR VIEWS ABOUT 

XXX SURGERYXXX SURGERYXXX SURGERYXXX SURGERY    

WHAT’S GOOD?  WHAT’S BAD?  

WHAT COULD BE BETTER?  

WE WANT TO HEAR FROM ALL PATIENTS 

WHEN? WHEN? WHEN? WHEN? XXX   

WHERE? WHERE? WHERE? WHERE? XXX    
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Things to decide  
A t  o ne  o f  t h e  f i r s t  m e e t i n g s ,  i t  m i g h t  b e  u s e f u l  t o  t h i n k  
a b o u t  ag r e e i ng  y o ur  Te r ms  o f  Re f e r e n ce ,  a n  e xa m p le  o f  
w h i c h  i s  b e lo w .  Y o u  m i g h t  a l s o  w an t  to  s e t  s h o r t ,  me d i u m  
a n d  l o ng - t e r m  o b j e c t i v e s ,  a n d  t h i n k  ab o u t  p r i o r i t i e s  
w h i c h   co u l d  b e  p u t  i n to  a  w o r k  p l a n .  

D e c i d e  o n  t h e  f r e q ue n c y ,  t i m i ng  a nd  ve n u e  f o r  f u t u r e  
m e e t i n g s .   

D e c i d e  o n  h o w  b i g  a  P P G  yo u  ne e d  a n d  i f  yo u  w an t  to  
a d o p t  a  me m b e r s h i p  s ch e me .  Y o u  m a y  w i s h  t o  h a ve  a  
s m a l l  co m m i t te e  a nd  co - o p t  o t h e r s  o n  f o r  s p e c i f i c        
p r o j e c t s .  Re m e mb e r ,  t h e r e  a r e  no  s e t  r u l e s ,  b u t  g r o u p s  o f  
b e tw e e n  6  a nd  1 5  te n d  t o  w o r k  b e s t .   

M a k e  p l a n s  to  r e v i e w  yo u r  a r r a n g e me nt s  a nd  o b j e c t i ve s  
a n n u a l l y .   

Ter m s of  Refer en ce   

Th is  PPG wi l l :   

1 .  Contr ibute  to  pract ice  dec is ion-mak ing and wi l l  consu lt  on serv ice     

development  and provis ion ;  

2 .  Prov ide feedback on  pat ients ’  needs,  concerns  an d interests  and      

cha l lenge the  pract ice const ruct ive ly  whenever  necessary ;   

3 .  Ass i st  the pract ice  and i t s  pat ients  by  arrang in g vo luntary  groups  and  

support  wi th in  the  community ;   

4 .  Communicate  in format ion  about  the  community  which may a f fect        

hea l thcare;   

5 .  G ive  pat ients  a  voice  in  the  organ isat ion  of  the ir  care;   

6 .  Promote good heal th  and  h igher  leve ls  o f  heal th  l i teracy  by                

encourag ing  and  support ing act iv i t ies  with in  the  pract ice and           

p romot ing prevent ive  medic ine;   

7 .  In f luence the  provis ion of  secondary  hea lthcare and  soc ia l  care  loca l ly ;   

8.  Monitor  serv ices  e .g .  hosp i ta l  d i scharge  and  suppor t  when back in  the  

community ;  

9.  Give  feedback on  N HS consu ltat ions;  

10 .  Fundra ise  for  medica l  equ ipment or  other  fac i l i t ies  to  improve the          

p ract ice  and  /  or  fund the  act iv i t ies  o f  the  PPG; 

11 .  L ia i se  wi th  other  PPGs in  the  area 
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Groups  t o  I n vo l ve   

•  C h i l d r e n  a nd  yo u ng  p e o p le   

•  O l d e r  p e o p l e   

•  R e f ug e e s  

•  A s y l u m  s e e k e r s   

•  P e o p le  w i t h  d i s ab i l i t i e s  e . g .  s i g h t  i m p a i r me n t s ,  
p e o p le  w h o  u s e  me n t a l  h e a l t h  s e r v i ce s ,  p e o p l e  
w i t h  l e a r n i ng  d i f f i cu l t i e s   

•  C a r e r s   

•  M i no r i t y  e t h n i c  co m m u n i t i e s   

•  P e o p le  w h o s e  f i r s t  l a n g u ag e  i s  n o t  E ng l i s h   

•  P e o p le  i n  t h e  j u s t i ce  s y s t e m  

•  G a y ,  l e s b i a n ,  b i s e x ua l  a nd  t r a n s g e n d e r         
c o m m u n i t i e s   

•  H o me l e s s  p e o p l e  an d  t r a v e l l e r s   

•  F a i t h  co m m u n i t i e s   

T i ps  fo r  su ccess fu l  i n vo l vement   

•  G o  t o  w h e r e  y o ur  au d i e n c e  i s   

•  T h i nk  ab o u t  w h o  yo u  w a n t  to  e ng ag e  w i t h  a n d  
d e s i g n  t h e  a c t i v i t y  a c c o r d i n g l y   

•  U s e  l a ng u ag e  ap p r o p r i a t e  to  t h e  g r o u p   

•  P r o v i d e  r e f r e s h me nt s   

•  C h o o s e  a  s u i t ab l e  ve n u e   

•  C o n s i d e r  t i m i n g   

•  W o r k  w i th  e x i s t i ng  g r o u p s  an d  vo l u n t a r y         
o r g a n i s a t i o n s   

•  A l w a y s  f e e d  b a ck  t o  th o s e  i n v o l ve d  

•  U s e  a n  i n f o r ma l  ap p r o a c h  a nd  r e a s s ur e         
p a r t i c i p a n t s  t h a t  th e i r  i n vo l v e me n t  w i l l  b e    
c o n f i d e n t i a l   
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T i ps  fo r  w r i t i ng  a  p r e ss  r e l e ase   

•  E n s u r e  th e  h e ad l i ne  a n d  f i r s t  p a r ag r ap h          
e n c ap s u l a te  t h e  ‘ w h o ,  w h e r e ,  w h a t ,  w h e n  a n d  
w h y ’  o f  yo u r  s to r y  

•  C o n s i d e r  t h e  th r e e  m a i n  me s s ag e s  yo u  w a n t  to  
c o m m u n i ca t e  a n d  e n s u r e  t h e y  a r e  p r i o r i t i z e d   

•  U s e  s h o r t  q uo te s  to  s u p p o r t  yo u r  s to r y   

•  H a v e  a  r e p r e s e n t a t i v e  a v a i l ab l e  t o  s p e a k  to  t h e  
p r e s s  i f  n e e d e d   

•  A l w a y s  i n c l u d e  co nt a c t  d e t a i l s  a t  t h e  e n d  a n d  
h i g h l i g h t  w h a t  o th e r  i n f o r ma t i o n  i s  a va i l ab l e   

• C o n s t a n t l y  e va l u a te  w h e t h e r  yo u r  p r e s s  r e l e as e  
i s  i n te r e s t i n g  t o  yo u r  t a r g e t  a u d i e n ce   

T i ps  fo r  fund ing  you r  PPG   

•  A p p r o a ch  yo u r  P C T  f o r  f i na n c i a l  s u p p o r t   

•  S e t  up  a  P P G  me m b e r s h i p  s c h e m e   

•  A p p r o a ch  a  l o c a l  b us i ne s s  f o r  d o na t i o ns   

•  S e t  up  a  b o o k  s a le  i n  t h e  w a i t i ng  r o o m  

•  R u n  a  ca k e  s t a l l  a t  l o c a l  e ve n t s   

•  R u n  a  Ch r i s t m a s  r a f f l e ,  s e l l i ng  t i ck e t s  i n  t h e  
w a i t i ng  r o o m  

•  R u n  a  co f f e e  mo r n i n g  o r  a f te r no o n  te a  p a r t y ,  
w i t h  a  s ma l l  a t te n d a n c e  f e e  

•  O r g a n i s e  a n  e v e n t  w i t h  a n  a t te n d an c e  f e e   

•  R u n  a  s p o n s o r e d  e ve n t   

•  R u n  a  q u i z  n i g h t   

Y o u  co u l d  l o o k  i n t o  g a i n i n g  c h a r i t a b le  s t a t u s  to    
s u p p o r t  yo u r  w o r k  t o  r a i s e  f u n d s .   
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Y o u  m a y  w a n t  to  l o o k  a t  a  w a y  o f  e n s ur i ng  th e        
c o m m e n ts  a n d  s u g g e s t i o n s  r a i s e d  a t  y o u r  m e e t i ng s  a r e  
r e co r d e d  i n  a  w a y  th a t  e n ab l e s  t h e  p r ac t i c e  s t a f f  to   
r e s p o n d  t o  t h e m  w i t h  a  l i s t  o f  a c t i o ns  t h a t  c a n  b e    
m o n i to r e d  b y  t h e  P P G .  Y o u  co u l d  d o  t h i s  b y  p u t t i ng  a l l  
t h e  p r i o r i t i e s  a n d  s u g g e s t i o ns  f o r  i mp r o v e me n t s        
d i s c u s s e d  a t  e a ch  m e e t i n g  i n t o  a  t a b le :   

Priority 1 - …  

Space for comments from the Practice… 

Suggestions  What the Practice is     
going to do (Actions)  

By When  

Suggestions for   
improvements  

Space for the Practice to      
comment on the actions they will 
take to help make improvements 

A timeline for 
when Actions 
will be        
completed 

U n d e r  e a c h  m a i n  P r i o r i t y ,  l i s t  a  n u mb e r  o f  s ug g e s t i o n s  
t h a t  co u l d  b e  ma d e  t o  h e l p  m ak e  i mp r o v e me n t s .  Th e  
p r a c t i c e  w i l l  t h e n  r e v i e w  t h i s  a nd  co mp l e te  t h e  A c t i o n s  
p a r t  o f  t h e  t ab l e ,  no t i ng  w h a t  th e y  c an  a n d  c a n ’ t  d o     
u n d e r  e a c h  s ug g e s t i o n ,  a n d  l i s t  o t h e r  p o s s i b le            
s o l u t i o n s  to  h e lp  th a t  t h e y  c a n  t h i nk  o f .  Th e y  a l s o     
i n c l u d e  a  ‘ t i me l i ne ’  o u t l i n i n g  w h e n  th e  A c t i o n s  w i l l  b e           
c o m p le t e d .  I f  a  s u g g e s t i o n  c a n  n o t  b e  f o l l o w e d  up ,  t h e  
p r a c t i c e  m u s t  g i v e  a  r e as o n  w h y .  Th e  p r a c t i c e  t h e n  
s h a r e s  t h i s  a t  th e  n e x t  P P G  me e t i ng .  T h e  P P G  t h e n     
d i s c u s s e s  th e  A c t i o n s  a nd  ‘ co l o ur ’  co d e s  t h e m— ’ g r e e n ’  
i f  t h e y  ag r e e  th a t  th e  A c t i o n  h a s  b e e n  c o m p le t e d ,  
‘ o r a ng e ’  i f  i t  i s   o ng o i ng  a n d  ‘ r e d ’  i f  no t  c o mp l e te .  
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A no t h e r  c o l u m n  co u l d  a l s o  b e  a d d e d  to  th i s  t ab l e  
t o  e n ab l e  t h e  P P G  to  r e c o r d  s ub s e q u e nt  c o m me n t s .  
I f  a n  A c t i o n  h a s  b e e n  co mp l e te d ,  i t  can  b e  r e m o ve d  
f r o m  th e  t ab l e .  L i k e w i s e ,  i f  t h e  P P G  ag r e e s  th a t  a  
s a t i s f a c to r y  r e as o n  h as  b e e n  g i ve n  b y  t h e  p r a c t i ce  
a s  to  w h y  a  s ug g e s t i o n  c a n  no t  b e  f o l l o w e d  u p ,  i . e .  
h a s  b e e n  m ar k e d  i n  ‘ r e d ’  b y  t h e  p r a c t i ce ,  i t  i s  up  to  
t h e  P P G  t o  ag r e e  i f  t h i s  c a n  b e  r e m o ve d  f r o m  th e  
t a b l e  as  t h e r e  i s  no  m o r e  t h a t  c a n  b e  d o n e .  T h e  
P P G  co u l d  g o  b a c k  to  th e  p r a c t i c e  to  as k  f o r        
f u r t h e r  i n f o r m a t i o n  o r  to  s ug g e s t  a l t e r n a t e  A c t i o n s  
t h a t  m i g h t  b e  ab l e  t o  h e lp  -  i n  w h i c h  ca s e  t h e   
s u g g e s t i o n  ca n  b e  m a r k e d  as  ‘ o r a ng e ’ .  A  l i s t  o f  
f u r t h e r  P r i o r i t i e s  th a t  t h e  P P G  w o u l d  l i k e  th e   
p r a c t i c e  to  l o o k  i n to  ca n  b e  k e p t  a n d  ad d e d  to  t h i s     
r e p o r t  a s  a n d  w h e n  o th e r s  a r e  t a k e n  o f f .   

T h i s  i s  a  u s e f u l  w ay  t o  m o n i to r  t h e  s ug g e s t i o ns  f o r     
i m p r o ve m e n ts  a n d  t h e  w a y  t h e  p r a c t i ce  w i l l  t r y  
a n d  ma k e  i m p r o v e m e n t s .  Y o u  w i l l  ne e d  to  as k  t h e  
p r a c t i c e  to  a g r e e  t o  w o r k i n g  i n  t h i s  w ay ,  a nd  to  
c o n t i n ue  t o  r e p o r t  b a c k  to  th e  P P G  a t  e v e r y       
m e e t i n g .  I t  w o u l d  a l s o  w o r k  w e l l  i f  p r ac t i c e  s t a f f  
w e r e  u n ab le  to  a t t e n d  t h e  P P G  m e e t i ng s .  Th i s  i s  a  
w o r k i ng  d o c u m e n t  t h a t  i s  c h a ng i ng  a nd  e v o l v i n g .  
T h e  P r i o r i t i e s  s h o u ld  co n t i n ue  to  r e f l e c t  t h e  ne e d s  
o f  t h e  p r a c t i ce .  Co ns u l t a t i o n  w i th  a l l  p a t i e n ts  
s h o u ld  f e e d  i n t o  t h i s  p r o ce s s .   

 

F O R  M O R E  I N F O R MA T I O N  O R  HE L P  O N  T H I S  W A Y  O F  
R E P O R T I N G ,  P L E A SE  C O N TA C T  O X F O R DS H I R E  L I N k  -  
l i n k @ o x o nr c c . o r g . uk  
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 Page 18 

Patient Participation Group Toolkit  

Further Help 

O x f o r d s h i r e  L I N k  i s  k e e n  to  p r o v i d e  h e l p  to  ne w  
g r o u p s  w h o  w o u l d  l i k e  s o me  a d v i ce  o n  h o w  to  s e t  u p  
a  P P G ;  o r  to  e x i s t i ng  P P G s  w h o  w o u l d  l i k e  s o me  i d e as  
o n  h o w  t o  r e i n v i g o r a t e  th e i r  g r o u p .  W e  h a ve  l i s te d  
s o me  w a ys  w e  co u ld  h e l p  b e lo w ,  b u t  th i s  i s  no t  a    
d e f i n i t i ve  l i s t  -  p l e a s e  co n t a c t  us  a n d  w e  w i l l  t r y  a n d  
h e l p  i n  an y  w a y  w e  c a n .   

S o c i a l  N e t w o r k i n g  -  w e  c o u ld  h e lp  yo u  l o o k  a t  w a ys  
t o  u s e  So c i a l  N e tw o r k i n g  as  a n  e n g a g e m e n t  to o l .  W e  
h a v e  a c ce s s  to  a  ‘ G u i d e  o n  h o w  to  u s e  F a c e b o o k ’  
w h i c h  w e  c o u ld  p r o v i d e  a nd  s p e n d  t i me  w i t h  yo u  
l o o k i n g  a t  o th e r  o p t i o ns .   

W e  h a v e  a c ce s s  to  d e t a i l e d  i n f o r m a t i o n  ( v i a  th e  Lo c a l  
I n f o r ma t i o n  S y s t e m)  o n  h o w  b e s t  t o  co n s u l t  w i t h  
p e o p le  l i v i n g  i n  yo ur  co m m u n i t y .  W e  c an  p r o v i d e  yo u  
w i t h  t h i s  i n f o r m a t i o n  f o r  y o ur  a r e a  -  i t  w i l l  s a v e  yo u  
l o t s  o f  t i m e  a nd  e f f o r t!   

I f  t h e r e  i s  e no ug h  i n t e r e s t ,  w e  co u l d  l o o k  i n to  s e t t i n g  
u p  a  N e tw o r k  o f  P P G s  i n  y o ur  a r e a .  T h i s  co u l d  i n vo l v e  
a  v i r t u a l  g r o up ,  o r  r e g u l a r  m e e t i ng s ,  w h e r e  i d e a s  c a n  
b e  s h a r e d  a nd  yo u  c a n  d i s c us s  w a ys  o f  w o r k i ng       
t o g e t h e r .   

‘ T rus t  Me ,  I ’m  a  Pa t i en t ’  i s  a  p a t i e n t  an d  p ub l i c           
i n v o l ve m e n t  r o l e  p la y i n g  g a me ,  p r o d u ce d  b y  t h e         
D e p a r t me n t  o f  He a l t h .  W e  co u l d  h e l p  f a c i l i t a te  t h i s  
g a me  w i th  yo u  a n d  o t h e r s  i n  yo u r  a r e a .   

I f  y o u  h a ve  a l r e ad y  b e g u n  to  g a t h e r  i n f o r m a t i o n  f r o m 
P a t i e n t s ,  b u t  a r e  un s u r e  w h a t  to  d o  w i t h  i t  ne x t ,  w e  
c a n  h e l p  yo u  p u t  to g e th e r  a n  A c t i o n  P l a n .    
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Further information  

Grow ing  Pa t i en t  Par t i c i pa t i on   

w w w . g r o w i ng p p g s . co m   

F i n d  o u t  mo r e  a b o ut  P P G s  a nd  h o w  t o  g e t  i n vo l ve d .   

 

The  Na t i ona l  A sso c i a t i on  f o r  Pa t i en t  Pa r t i c i pa t i on  
w w w . N A P P . o r g . u k  

N A P P  i s  t h e  u m b r e l l a  o r g a n i s a t i o n  f o r  P P G s  w i t h i n    
p r i ma r y  c a r e .  
 

NHS  A l l i an ce   

w w w . n h s a l l i a n ce . o r g  

T h e  N H S  A l l i a n ce  p r o v i d e s  s u p p o r t  f o r  P r i m a r y  
C a r e  G r o u p s  a nd  p r o f e s s i o n a l s  w o r k i ng  i n  P r i m ar y  
C a r e  i n  t h e  U K .   
 

Br i t i sh  Med i ca l  A sso c i a t i on   

w w w . b m a . o r g . uk   

T h e  B MA  i s  t h e  d o c t o r s ’  p r o f e s s i o na l  o r g an i s a t i o n ,   
r e p r e s e n t i ng  d o c t o r s  i n  a l l  b r a n c h e s  o f  me d i c i ne  
a c r o s s  t h e  U K .   
 

Depa r tmen t  o f  Hea l t h   

w w w . d h . g o v . uk   
 

NHS  Ox fo rdsh i re  

w w w . o x f o r d s h i r e p c t . n h s . uk   

 

Ox fo rdsh i re  C l i n i c a l  Commiss ion ing  G roup    

w w w . o x f o r d s h i r e c cg . n h s . uk  

0 1 8 6 5  3 3 6 7 9 5  

o x o n . g p c@ n h s . ne t  
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