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Please note that this toolkit is deliberately produced in WORD 
format, so that you can use the templates and materials within it.  
Its also intended to develop and grow, so please let us know of any 
changes and additions you want to see! 
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What is a PPG?  
 
A Patient Participation Group (PPG) is a patient led group of volunteers who meet 
regularly.    It is a forum to  work together with their GP practice to help plan and 
improve services, offering a patients or carers views on the  health  services 
available to them. 
 
Every practice should have a PPG.  This has been part of every GP practice  
contract since 2015  
 
Wherever possible, PPGs should represent a wide range of the patients who  are 
registered with the practice.. 
 
This.toolkit has been compiled by PPG members from Rotherham to help and 
support other PPGs and practices.  
 

 
What is a Virtual PPG (VPPG)? 

 
This is a group which has been set up for patients who have said they would like to 
be involved in a Patient Group but are unable to attend meetings. This group works 
alongside the PPG. 
 

 
What a PPG is not! 

 
The PPG is not a forum to deal with personal medical issues and complaints.  
 
Any individual concerns should be taken to the Practice Manager.  
 
Personal medical issues should be discussed with the doctor or nurse who is 
treating that patient, and not discussed at meetings. 
 
PPG/VPPG members should not provide any medical advice to other patients. 
 
Ground rules, and codes of contact should clearly state how these issues can be 
handled during meetings. 
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Why have a PPG? 
 
The purpose of a PPG is to:- 
 

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

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

 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. Contribute to action plans 
and support improvements 
 

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

 Help the practice reach out to less heard parts of the practice population 
 
As each PPG develops, they will decide together what they want to do, and each will 
of course be different.   
 
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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How to run a PPG 
 
Who? 
A PPG is open to every patient registered with the practice; this is the only 
membership requirement  
 
It’s best if the PGG can encourage a wide range of people to become members; 
involving a range of ages, genders, disabilities and ethnicities.  
 
Ideally the PPG should aim to organise itself, as it becomes established, so needs 
to recruit people who would be happy to help run a group- these might be people 
who are already involved in other community activities. 
 
The PPG will need ongoing support and information from the practice either from the 
practice manager or a delegated member of staff. This will vary over time and 
activity, and across different PPGs. 
 
Not everyone can attend meetings. However, as a PPG develops, it should consider 
how a wider group of patients can be involved.  This is where a ‘Virtual PPG’ might 
be particularly useful. 
 
There are other ways of reaching out to different groups of people; for example, can 
someone link with a local parent and toddler group, or local school?  Is there the 
opportunity to talk to people – and their carers – from a local care home? 

 
What? 
One thing that every PPG must do annually, together with the GP practice, is to 
review patient feedback and develop an action plan based on the information 
gathered.   This is stated in the GP contract. 
 
The contract also suggests that the PPG should meet often enough to do this, but 
does not set a limit.  
 
There are many other things a PPG could do. However, especially in the early 
stages, it’s wise not to be too ambitious, and to select just a couple of key aims and 
projects at a time.   
 
Subjects might include:- 

o Looking at patient information and making sure its accessible 
o Carrying out a survey, or running a focus group or workshop on a particular 

issue 
o Health focused event or fun day 
o Running activity groups; gardening, walking or exercise 
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o Hosting a drop in for carers; or a session for people with a particular condition 
 
Draft agenda – see Page XXXX in section 2 for a template that you can adapt 

 
How?  
There are several mechanisms that can support you in running a meeting 

o Ground rules  - see Page XXXX in section 2 for a template that you can adapt 
o Terms of reference  - see Page XXXX in section 2 for a template that you can 

adapt 
o Create an action plan, to help the group focus.  Actions could be short, 

medium or long term aims.  See XXXX for draft template 
o Recording the meeting – many groups no longer record all the discussions 

that take place, but record actions and decisions.  By using the agenda 
template (section XXXXX), you can do this easily, and it becomes less 
onerous for the person taking the notes. 
 

 

When? 
As above, there is no set amount for the number of meetings that a PPG should 
have, the contract with GP’s simply says that meeting should be often enough for 
the PPG to carry out its work in reviewing patient feedback and developing an action 
plan. 
 
However, many PPGs agree to meet 4 or 6 times a year, with some meeting 
monthly.  In addition, some PPGs may have small sub-groups or activity groups that 
might meet more often. 
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Building your PPG 
 

How can we recruit? 

 Posters and flyers in the surgery (not that effective, but cheap and simple); 
messages on an electronic display 

 A personal approach – great for recruiting people for a specific issue, either 
face to face or by direct letter or email – especially effective if from a 
clinician  

 On the practice website – again, simple and cheap, but not always effective 

 By word of mouth – If you have 5 interested people, ask them ALL to recruit 
one more! 

 Information on prescriptions 

 Articles in community newsletters, especially celebrating successes and 
changes or publicising events 

 Posters in community buildings 

 Reaching out to large local employers or community groups, colleges etc 

 Practice open days or sessions such as flu clinics 

 Use text messaging systems 

 Hosting a coffee morning to let people know more – this could be a good 
way forward if there are just a few people interested initially 

 And keep on recruiting to allow for members leaving! 
 
Why would people turn up – what’s in it for them or us? 

• Recognition: People want to be recognized for their contribution to their 
block, neighbourhood and community. This could be as lavish as an award 
or as simple as a thank you 

• Respect: Everyone wants respect, part of this is having your input valued; 
finding out what matters most to people is a good starting point.   

• Role: We all need to be needed, and want to belong to a group where our 
unique role and contribution is appreciated. This means we must share 
roles with real power and substance across the entire group. 

• Relationships: Groups are organized networks of relationships. Often, all it 
takes is a personal invitation to convince us to join.  

• Rewards: the rewards of membership in a group must outweigh the costs 
of participating in terms of the sacrifice of time and energy that people 
make 

• Results: Nothing works like results to get people to participate in your 
group or activity. Always remember to celebrate the small wins your group 
makes 
 

How can we widen engagement? 
• Target certain groups of people not represented on the group to find out 

what they think.  They might not attend the meetings in the practice; but can 
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you set up contacts or ways of passing issues on?  It’s worth looking to see 
what community organisations are in your area. 

• Approach certain representatives to join the group for a short time or for a 
specific purpose.  For example, you could have a short term group looking 
at diabetes, or dementia; or something else that is a concern to both staff 
and patients.  Its sometimes easier to get people involved for a short project 
than for a long term, ongoing commitment 

• Think about establishing a Virtual PPG.  This could be done in several 
ways, such as an email group; regular surveys, or social media.  This can 
be a great way to get feedback from people who are working or have young 
children, or who are housebound.  Such a group could also meet virtually 
using Skype, or similar systems 

• Use the space in the surgery – have a comments box, and a display 
celebrating achievements- the ‘you said, we did’ format is easy and works 
well. 

 
Celebrate achievements 

 Let people know just what their involvement can achieve. Make it clear 
what you are doing and why, including what you can and cannot change.  

 



 

9 
 

Example of a PPG Activity Timeline 
 

Meeting 1; Review 
patient feedback 

and develop 
priorities 

Meetings 2; 
Develop an action 
plan for the year.  

consider 2-5  aims 

 

Meeting 3: 
Feedback on 

progress and any 
new issues 

Meeting 4; review 
the PPG work over 
the year including 
completed actions 

Meeting 5; Set an 

action plan for 

the next year 
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Barriers- and how to get round them 
 

Examples of addressing ‘wicked’ issues 
Concerns  What we can do 

Expectations 
Some patients might see a group 
as an opportunity to raise personal 
issues and seek preferential 
treatment; concerns that this will 
take up all the time available 
 

Clear terms of reference  
Clear guides for behaviour and roles 
Taking issues ‘offline’ or parking them; 
dealing with personal concerns after the 
meeting 

Lack of resources  
 

Don’t let this put you off; a little can go a 
long way! 
Work out why you need any resources; 
and ask for help and ideas.  The main 
resources you will need are people and 
time.   
The PPE manager can also help in terms 
of ideas, knowledge and skills. 
 

Conflicting priorities – ie 
patients and 
NHS/practice/clinical  

This might not be an issue – try talking!  
Often people are surprised to find that 
issues of concern are the same for both 
staff and patients. 
 

Taking engagement and 
participation seriously 

This to be a starting point. 
Staff have to be prepared to give some 
time to engagement, and to listen and act 
on the results. 
Patients have to be prepared to speak up! 
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Resources and support 
 

 Rotherham wide PPG meetings, and Rotherham CCG 
o Dates are on the Rotherham CCG website, and are sent to practice 

managers 
o Subjects for discussion are suggested by PPG members and attendees 
o Rotherham CCG Patient and Public Engagement Manager is 

contactable on the CCG website, and can offer information and advice 
o The Knowledge Service, based at Oak House can be used to access a 

variety of information, access through RCCG PPE manager 
 

 Shared learning and good practice 
o Successful or established PPGs can nominate a member to attend a 

newly formed PPG meetings to speak to patients about PPGs, how they 
are run, challenges faced, and share ideas. 

 
 

 Local organisations and contacts 
o Healthwatch Rotherham   
o Voluntary Action Rotherham 

 

 Internet resources and national information 
o National Association for Patient Participation – lots of resources and 

links     http://www.napp.org.uk 
o NHS England Involvement Hub.  There is a real wealth of information, 

opportunities to engage in national consultations; jargonbusters and 
access to online learning. https://www.england.nhs.uk/participation 

o Smart guides to engagement  http://www.networks.nhs.uk/nhs-
networks/smart-guides 

o Involve -national advisory group which supports greater public 
involvement in NHS, public health and social care research. 
http://www.involve.org.uk 

o Patient Experience Library https://www.patientlibrary.net  
 

 Sources of feedback 

 Online feedback –Care opinion - what are people saying? 
http://www.careopinion.org.uk 

 Healthwatch Rotherham  - https://healthwatchrotherham.org.uk 

 I want great care  -  https://www.iwantgreatcare.org 

 NHS Choices  -     https://www.nhs.uk/pages/home.aspx 
 

 
 

  

http://www.napp.org.uk/
https://www.england.nhs.uk/participation/
http://www.networks.nhs.uk/nhs-networks/smart-guides/
http://www.networks.nhs.uk/nhs-networks/smart-guides/
http://www.involve.org.uk/
https://www.patientlibrary.net/
http://www.careopinion.org.uk/
https://healthwatchrotherham.org.uk/
https://www.iwantgreatcare.org/
https://www.nhs.uk/pages/home.aspx
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Sample initial 
poster 

 

Are you 
interested in 
finding out 
more about 
[SURGERY 

NAME]? 
 

Do you have any skills or experiences that will 
help [SURGERY NAME] improve our service to 

you? 
 

Would you like to influence the way local health 
services are developed? 

 
We are keen to set up a Patient Participation Group, so why 

not come along? 
 

We are planning an informal get together of people who are 
interested in finding more about the group. The meeting will 

take place at: 
[INSERT DATE, TIME AND LOCATION]   

Refreshments will be provided 
 

We will be talking about the following topics: 

 XXXXXXXX 

 XXXXXXXX 
 

If you would like to come along to the meeting, or if you have 
any questions please contact  [CONTACT NUMBER AND 

NAME]  
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Agenda templates 

 
The first meeting   
So you’ve got some interest – what next? 
 
You need to identify which staff will lead from the practice and attend the meetings.  
Some practice involvement is desirable, and denotes that the practice values the 
group.  There will also be some facilitation and administration, at least in the early 
stages of a group. Someone will need to organise tea and coffee, and space for the 
meeting. 
 
The first meeting should be fairly informal.  
 
Below is a draft template that you can use for your agenda, but could then also use 
to take notes on each item.  This helps to make sure that conversations stay on 
subject, and saves time in taking notes.  You should highlight any actions that 
people agree to take. 
 
 

Agenda – First Meeting    
XXXXXXXXX practice – Patient Participation Group  
 

Date and time 

List of who is present; and who is taking notes and acting as 
chair 

 Agenda Item Who is going to talk about 
this? 
You can then use this 
column for your notes 

1.  Welcome and introductions  

2.  Ground rules  

3.  Aims and objectives   
- What is a PPG? 
- What do we want from this 

meeting?  

 

4 Update and news from the GP 
practice  

 

6.  Suggestions and comments from 
PPG members 

 

7.  Next meeting – dates and actions  

8.  Any other Business  
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Following meetings 
In this meeting you should:  

 Review and agree the role of the PPG from the first meeting;  

 Agree aims and Terms of Reference , including  frequency, timing and venue 
of meetings  and how many people need to be at a meeting to make a 
decision (this is ‘being quorate) 

 Start to develop work plan – think about short, medium and long term 
objectives;  

 Agree roles such as chair, and elect people to roles;   (see roles and 
responsibilities) 

 Agree who needs to attend from the practice, occasionally or regularly.  
 

Agenda – XXXXXXXXX practice – Patient Participation Group  
 

Date and time 
 

List of who is present; and who is taking notes and acting as chair 
 

 Agenda Item Who is going to talk about 
this? 
You can then use this 
column for your notes 

1.  Welcome, introductions and 
apologies 

 

2.  Feedback and actions from the 
previous meeting.  
This could include electing a chair 

 

3.  News from the practice   

4.  Patient issues 
 

 

5.  Rotherham wide work or issues 
 

 

6.  Ideas for future meetings or 
projects 

 

7.  Date of next meeting 
 

 

8.  Any other Business 
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Annual General Meeting,  
Once established, the group should meet annually to formally elect offices; this is a 
great opportunity to reflect back on the years achievements. 
 

Annual General Meeting Agenda – XXXXXXXXX practice – Patient 
Participation Group  
 

Date and time 
 

List of who is present; and who is taking notes and acting as chair 
 

 Agenda Item Who is going to talk about 
this? 
You can then use this 
column for your notes 

1.  Welcome, introductions and 
apologies 

 

2.  Election of officers  

3.  Review of terms of reference 
 

 

4.  Review of the last year; celebrating 
your achievements 
 

 

5 Looking forward – what are next 
years priorities? 
 

 

6 Date of next meeting 
 

 

7  Any other Business 
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Action plan template  
 Activity  

-what  we will do 
Outcome – 

what we want to 
achieve 

Progress – 
what we have 
done so far 

Deadline – 
when we want to 

finish 

Evaluation – did it work? 

1 Short term actions- these are the ‘quick wins’  that are great to demonstrate that you are there to achieve 
something; and can help to attract more people 
 

1.1      

1.2      

2 Medium term actions  - these might take a bit more work; or more people, but are still very achievable 
 
 

2.1      

2.2      

3 Long term actions – these will be the ‘vision’ for the future……. 
 
 

3.1      

3.2      
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Terms of Reference 

 
Please note that these are suggestions, your group may not need all these 

elements.  This is simply a starting point. 
 

Terms of Reference XXXXXXXXX practice – Patient Participation Group  
 
Title of the Group: The Group shall be called THE PATIENT PARTICIPATION 
GROUP (PPG) of (Practice) 
 
This document  is to set out how the PPG  XXX will work. 
 
The Aims of the Group are to improve services at XXXX 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 XXXXXX members and no more than XXXXX. 

 There are no fixed terms for membership; people can be part of the PPG as 
long as 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 

o The group will report into the practice following each meeting through XXX; 
reports from the group will be tabled at XXXX practice meeting. 
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o The group will report to the wider community and patient group through 
XXXXXX 

o Agendas will be circulated XXXXX  days before the meeting.  Items for the 
agenda must be sent to the secretary/chair XXXXX before the meeting 

o Notes from meetings will be circulated no more than XXXX after the meeting 
 
Frequency of meetings 
The Group will meet no fewer than [please add number – minimum 4] times a year; 
one of these will take the form of an Annual General meeting. 
Meetings will last no more than 2 hours, unless agreed beforehand. 
 
Access to information and holding information 
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 
No-one should be out of pocket through taking part in this activity, and all barriers to 
participation should be removed. 
 
Review date
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Ground rules 
 

 Everyone is responsible for keeping to the ground rules 
 

 This meeting is not a forum for individual complaints and personal issues.  
 

 We want to have open and honest communication between everyone.  
 

 We will be flexible, listen, ask for help and support each other 
 

 Everyone must respect patient confidentiality at all times 
 

 We will demonstrate a commitment to delivering results, as a group.  
 

 Everyone’s opinions, should be heard and respected, but its OK to disagree 
too. 
 

 Challenge the idea, not the person 
 

 Speak up, but always go through the chair.   
 

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

 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) 
 

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

 Meetings will have clear objectives 
 

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

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

 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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Roles and responsibilities 

 
 
Chair   - Ideally this should be a patient 
The chair should 

 Be impartial, and act in a diplomatic and sensitive way as needed 

 Work with the practice and the secretary or administrator to set the meeting 
dates and agenda 

 Make sure that everyone has the chance to contribute to the meeting 

 Make sure that the pace of the meeting suits all members 

 Check that all members understand the issues being discussed 

 Make sure that the meeting sticks to the agenda, and that there is time to 
discuss everything on the agenda 

 Supports whoever is taking notes by helping to summarise discussions, clarify 
any actions and decisions, and who needs to implement these 

 Makes sure that the group is working towards its set aims and action plan 

 Be able to deal with sensitive and controversial agenda items 

 Act as the official representative of the PPG 

 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 

 Help the chair to make sure the meeting runs smoothly 

 Take notes and circulate them.   Notes need to be checked and signed off by 
the chair 
 

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

 
Staff members 

 Provide opportunities for patients to become involved  

 Support the creation of a PPG that is representative, equitable, and covers, 
where possible, all sections of the practice population;  

 Monitor services and highlight issues for local input;  

 Take relevant and useful information to the PPG 

 Provide a deputy if unable to attend 
 
Patient/lay members 

 Contribute their views 
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 Contribute to practice decision-making and consult on service development 
and provision;  

 Highlight health issues, priorities or concerns within the local community; 
especially seeking out under-represented or unheard groups 

 Advise the practice on how to communicate and engage with patients locally 

 Liaise with other PPGs in the area sharing information and good practice  

 Help support fundraising  to improve the practice and/or fund the activities of 
the PPG;  

 Challenge the practice constructively whenever necessary;  

 Use the wider public engagement structure to escalate issues that are not 
resolved locally;  

 Not use the group for individual complaints or single issues;  

 Offer their specialist skills and input as relevant to support the work of the PPG 

 Respect and maintain confidentiality 
 
    
 

 


