Minute Taking Template
Oswald Medical Centre
Minutes of Meeting

	Date: 1st August 2024
	
	Attendees:  

	Meeting Title: Patient Participation Group
	
	Rita Naylor (RN), Stephanie Driver (SD) Stacy Feeney (SF), Jan Taylor (JT), Tracy Troubridge (TT), Donna Preston (DP)
Patients: (MR) (CR) 

	Agenda:
	
	

	
1.	Apologies for absence

2.	Introductions

3.	Flu Clinics 2024/2025

4.         Proposed Terms of Reference / Ground Rules

5.	Any Other Business   

6.	Date of next meeting: Wednesday 9th October 2024

7.	Meeting to close by	11:30am
	
	

	
	
	

	
	
	

	
	
	Apologies or on leave:

	
	
	Apologies: (MG) (LP) (ABR) (SOH)

	
	
	

	
	
	



	Items discussed and brief notes of discussion:
	Actions agreed and to whom allocated

	Introductions - SD opened the meeting, introducing the PPG members present to new members of staff who were invited to the meeting:
· Donna Preston – Office Manager – responsible for rotas, Admin Team and training / supporting the Reception team.  Donna has 25 years of service in a GP practice and has worked previously for surgeries in Burnley.  Donna is organising the flu clinics for 2024/ 2025.
· Jan Taylor and Tracy Troubridge – the practice’s HealthCare Assistants within the Nursing Team.  Jan and Tracy do a lot of the flu vaccinations as well as assisting with minor surgery and carrying our diagnostics tests, monitoring and reviews with patients.
SD invited these team members as they are key to the success of the flu clinics each year.
CR shared the promotional materials from her time as the ‘Cancer Research Bowel Cancer Screening Poster Girl’.  CR was featured in magazines, on bus stops, train stations and TV as a bowel cancer survivor and campaigner for bowel cancer screening uptake.
	

	Flu Vaccinations 2024/2025
SD outlined that we have been advised that flu vaccines should this year follow a strict timetable as follows:
· Pregnant ladies and children aged 2-3 from 1st September 2024
· Adults over 65 and immunocompromised aged 18-64 from 1st October 2024.
We believe this is due to the need for protection to be aligned more to when the flu virus lands in the UK and prevent spread by vaccinating the ‘super spreaders’ first.
Children’s Nasal Flu Clinics 2024/2025
SD presented the data around last year’s uptake and performance.  
· 400 children eligible for vaccination
· 25% uptake achieved in 2023/2024

Uptake was higher last year than previous years and this has been attributed to the Saturday coffee morning clinics where children were offered pop and biscuits when attending.

SD explained we have ideas for a ‘FLU FIGHTERS’ party in 2024/2025 to extend this further.  Each child will attend and have their vaccination.  They will be given a sticker and bravery certificate and in Reception we will have a table set up for the child to collect their party bag filled with bubbles, pop, raisins, stickers and some other fun items.  They will be offered a juice and biscuit and can have a transfer tattoo.  

For 2024/2025, there are plans for PCN Nurses to visit nursery settings – vaccinate all children who want this whilst at nursery.  This is because the new free nursery places introduced by the last Government are due to launch in September 2024 and parents may find it more convenient to have their child vaccinated whilst at Nursery rather than arranging an appointment.  Whilst this will provide more opportunities to vaccinate the children, there are still children who are not at nursery, cared for by a child minder or in an alternative setting and surgeries must sill make every effort to improve uptake across all children aged 2-3 years in September.

Other ideas discussed:

· Some children may fear uniforms – tabards to be purchased for staff which will be like the ones worn on the children’s wards at Alder Hey – bright and colourful.

Pregnant Ladies

· This year we have 140 Patients eligible
· Uptake very low in 2023/2024but not directly extractable as these are included in the 18-64 at risk data.
· Patients have already been invited for whooping cough (pertussis) but pertussis can be given at the same time as flu – we need to drive both.  5 infants have died of whooping cough in 1st quarter of 2024 which was preventable through vaccination.

It was discussed to have the pregnant ladies clinics on at the same time as the children and have an information station in reception on childhood vaccinations – featuring ‘Auntie Jade’ our Childhood Immunisations Champion.  If they see the efforts we go to for children who attend for flu they may be more likely to attend with their baby for childhood vaccinations.

Adults 
· Achievement for over 65s in 2023/2024 = 1221/2476 – 49% - DONE IN THE PRACTICE SETTING  
· At risk age 18-64 in 2023/2024 = 695/2593 – 27% in practice setting

The high uptake for the adults (over 65) was attributed to the Saturday Coffee mornings.  These will be repeated this year.  Other ideas discussed and agreed as follows:

· Pharmacies do walk ins – Oswald to trial these on a Saturday.  PPG members will volunteer in case of high take up to ensure the day goes smoothly with lots of hands on deck.
· Shakil Ahmed to be invited in to do a bowel cancer screening uptake information station.
· PPG members to speak to patients who attend to recruit more PPG members

	












RN to contact PPG members to help put the FLU FIGHTERS GOODY BAGS together – production line.

RN to look for colourful tabards












DP & JP to do a childhood immunisations information station.

SD to put together press releases for the flu clinics in October.










SD to create a PPG information pack for potential recruits & FRIENDS OF OSWALD MEDICAL CENTRE badges for PPG members who volunteer at the clinics.

DP to organise a walk-in clinic

	Proposed Terms of reference – The terms of reference were posted out to members prior to the meeting 


[bookmark: _MON_1782887377]  
	To be agreed at next meeting

	Ground Rules
SD presented some proposed ground rules for PPG meetings as follows:

Proposed Ground Rules for PPG Meetings / Members

· Start and finish on time and keep to the agenda.
· Ensure that phones are switched off, to avoid disruption to the meeting.
· Inform the PPG Chairperson, or Practice Manager, prior to meetings, if unable to attend.
· Be professional and courteous at all times.
· Listen to each other with respect and without interruption – all views are valid.
· Be open and honest in our communication, and challenge appropriately.
· Be flexible, listen, ask for help when necessary and support each other.
· Not raise or discuss personal matters at the meeting.
· Not to use membership / participation as a means for priority access
· Demonstrate a commitment to delivering results, as a group.
· Maintain confidentiality and not discuss any sensitive matters outside the meeting.

	
PPG members to consider the ground rules and suggest further ideas / amendments etc.

	
All PPG members were thanked for their kind contribution and attendance. 

Date of next meeting: Wednesday 9th October 2024
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Patient Participation Group 



Terms of Reference



Title of the Group FRIENDS OF OSWALD MEDICAL CENTRE – PATIENT PARTICIPATION GROUP



The Group shall be called the FRIENDS OF OSWALD MEDICAL CENTRE Patient Participation Group. 



1.	Aims of the Patient Participation Group (PPG)



1.1	To facilitate good relations between the GP practice (referred to as the 'practice' throughout this document) and patients by communicating patient experience, interests and concerns and providing feedback to the practice on current procedures and proposed new developments.



1.2	To work collaboratively and positively with the practice to improve services and facilities for patients and to act as a sounding board for practice staff on issues affecting patients.



1.3	To build two-way communication and co-operation between the practice and patients, other individuals and organisations in healthcare, and the wider community to the mutual benefit of all.



1.4	To act as a representative group to support the practice and influence local provision of health 	and social care.



1.5	To raise funds for the practice to assist in the purchase of additional equipment and 	services for the benefit of patients. 



2.	PPG Structure and Membership

2.1	Membership of the PPG shall be open to all registered patients. Membership will reflect the patient profile and be widely representative and inclusive of different genders, ethnicities, ages and abilities as required in the GP contract. 



2.2	All registered patients of the practice are automatically members of the FRIENDS OF OSWALD MEDICAL CENTRE PPG.  Removal of a patient from the patient list will mean that he/she will cease to be a member of the PPG. 



2.3	The PPG will be non-political and non-sectarian, and will at all times respect diversity and exemplify its commitment to the principles contained within the Equality Act.



2.4	The carer of a patient registered with the practice can be a member of the PPG even if he or she is not a patient at the practice. 



PPG and PPG Committee 



2.5	The FRIENDS OF OSWALD MEDICAL CENTRE PPG shall elect officers from among the members of the PPG and they will be known as the FRIENDS OF OSWALD MEDICAL CENTRE PPG committee. These will include Chair, Vice Chair, Secretary and, if needed, a Treasurer. Other posts may be created by the Annual General Meeting on a proposal from the PPG.



2.6	The PPG and the PPG committee shall both hold regular meetings. To maintain an active PPG, any PPG member who fails to attend three consecutive PPG meetings may be deemed to have resigned. The PPG will extend an open invitation to practice staff to attend its meetings as agreed with the practice manager.



2.7	The PPG shall normally not exceed twenty members. Between the Annual General Meetings, the PPG may co-opt individual members if needed to ensure that the PPG is fully representative of the patient community. 



Virtual PPG 



2.8	To support the PPG and extend its reach, the PPG will establish an online group to be called the Virtual Patient Participation Group (VPPG). Any patient may volunteer to join the VPPG. The PPG will regularly contact the VPPG in order to obtain their views on specific matters. A member of the PPG will be made responsible for liaising with the VPPG and ensure that no one is excluded. There will be a standing item on the PPG agenda reporting any key themes, issues or suggestions that have been identified by any member of the VPPG to help ensure its members are engaged. Notwithstanding the above, any patient may send views and suggestions directly to the PPG.



2.9	Members of the VPPG will follow the same Code of Conduct as those in the PPG that meets face-to-face (see Appendix A: Code of Conduct). VPPG members who are able to volunteer at the practice will also sign and abide by the Confidentiality Agreement (see Section 9: PPG Information and Support Pack).





3. 	Management of the Face-to-Face PPG and the Virtual PPG



a) The PPG shall meet face to face no fewer than four times a year. The PPG committee may meet more regularly for planning purposes and liaison with the practice staff if required. 

b) In the absence of the Chair and Vice Chair, those members who are present shall elect a Chair from among the attendees AND THE Practice Manager or other member of staff from the practice can stand in pro-temp.

c) Meetings are subject to a quorum of five members of the PPG. Apologies for absence should be sent to the Secretary or Chair prior to the meeting. In the absence of any apologies or available explanation, any member recorded as not attending three consecutive meetings will be deemed to have resigned from the Face-to-Face PPG. The resulting vacancy can be offered to another registered patient.

d) The PPG may invite relevant professionals or patients to specific meetings. Any such persons shall respect the confidentiality of the PPG.

e) Decisions shall be reached normally by consensus among those present. However, if a vote is required, decisions shall be made by simple majority of those present and voting. In the event of a tied outcome, the Chair may exercise a casting vote in addition to his/her deliberative vote. Consideration of the views of members of the VPPG will be taken into account;

f) The Secretary shall produce minutes of meetings to be considered and approved at the following meeting of the PPG and subsequently be sent to members of PPG and VPPG and made available to all via email or hard copies displayed in the practice.

g) The Treasurer (if applicable) shall be responsible for all income and expenditure affecting the organisation and for the presentation of accounts at the Annual General Meeting.



4. 	Annual General Meeting 



4.1	Membership of the Face-to-Face PPG should be for no more than three years and elected at the Annual General Meeting. The same time limits shall apply to the terms of office of the officers.

 

4.2	The Chair of the PPG will convene an Annual General Meeting open to all registered patients and carers before the end of the selected month each year. The date, venue and time shall be published at least one month prior to the meeting by means of a notice on social media, in the surgery waiting room and on the surgery website. 



4.3	Any specific “officer” posts of the PPG Committee will become vacant on an annual basis with the option of self /other nomination for the positions and a process of voting by other members of the wider Face-to-Face PPG and Virtual PPG.



4.4	Officers of the PPG and members of any Working Group will notify the Chair at least one month prior to the date of a convened Annual General Meeting if they intend to step down from their position. Membership and the appointment of specific roles will be agreed at the Annual General Meeting.



4.5	Any member of the PPG who wishes to nominate him/herself for an “officer“ position on the committee or working group, such as Chair or Secretary or any other official role, should advise the incumbent Chair of their proposed intentions at least two weeks prior to any Annual General Meeting. This should be by submission of a completed Nomination Form endorsed by two existing PPG members.

	

5.	Confidentiality



5.1	All members of the PPG (including the Face-to-Face and Virtual Groups) must be made aware of the need to maintain absolute patient confidentiality at all times. Any member whose work on behalf of the PPG includes work in the practice or consulting with other patients or members of the public should sign and return a copy of the practice's Confidentiality agreement before undertaking any such activity. A sample Confidentiality document with declaration can be found in the PPG Information and Support Pack (Document 9) if one not already available in the practice.



6.	Code of Conduct 



All PPG members must abide by the Code of Conduct shown at Appendix 1. 

 

7.	Activities of the PPG



As required in the GP Contract 2015/16 sections 5.2.1 to 5.2.6, the PPG will:



a) Make reasonable efforts during each financial year to review its membership in order to ensure that it is representative of the registered patients in the practice. 



b) Obtain the views of patients who have attended the practice about the services delivered by the practice and obtain feedback from its registered patients about those services. 



c) Review any feedback received about the services delivered by the practice with practice staff and relevant members of the PPG with a view to agreeing the improvements (if any) to be made to those services. 



d) Contribute to decision-making at the practice and consult on service development and provision where appropriate, expressing opinions on these matters on behalf of patients. However, the final decisions on service delivery rest with the practice.



e) Act as a sounding board to provide feedback on patients' needs, concerns and interests and challenge the practice constructively whenever necessary, also helping patients to understand the practice viewpoint.



f) Communicate information which may promote or assist with health or social care.



g) Explore overarching ideas and issues identified in patient surveys.



h) Maintain a PPG area in the waiting room of the surgery with up-to-date information on current activities and opportunities for patients to comment (e.g., via a suggestion box).  The PPG will, where possible, regularly meet and greet and engage with patients in the waiting area.



i) Act as a forum for staff to raise practice issues affecting patients, or for input into any operational issues affecting staff, so that patients can have their views on practice matters taken 	into account.



j) Act as a forum for ideas on health promotion and self-care and support activities within the practice to promote healthy lifestyle choices.



k) Raise patient awareness of the range of services available at the surgery and help patients to access/use such services more effectively.



8. 	Signed agreement 



NB: To ensure a jointly agreed approach by the practice and PPG members, this section should be signed by both parties.  



These Terms of Reference were adopted by FRIENDS OF OSWALD MEDICAL CENTRE PPG at the meeting held at Oswald Medical Centre on 09/10/2024 and may be reviewed according to emerging needs.



Signed by:  ………………………………………………………………PPG Chair     	Dated ……………………	

And ……………………………………….General Practice representative. 	Dated……………………










Appendix 1 



PPG Code of Conduct



The PPG Membership is not based on opinions or characteristics of individuals and shall be non-political and non-sectarian, at all times respecting diversity and exemplifying its commitment to the principles contained within the Equality Act.





All Members of the PPG (including the Virtual PPG) make this commitment:



A. To respect practice and patient confidentiality at all times.



B. To treat each other with mutual respect and act and contribute in a manner that is in the best interests of all patients.



C. To be open and flexible and to listen and support each other.



D. To abide by the seven Nolan Principles of Public Life: Selflessness, Integrity, Objectivity, Accountability, Openness, Honesty and Leadership.



E. Not to use the PPG as a forum for personal agendas or complaints. These should be taken forward through other appropriate channels.



F. To accept that the ruling of the Chair or other presiding officer is final on matters relating to orderly conduct.



G. Otherwise to abide by principles of good meeting practice, for example:

1. Reading papers in advance

2. Arriving on time

3. Switching mobile phones to silent

4. Allowing others to speak and be heard/respected 




















Appendix 2 



Sample meeting agenda



Name of Group



Meeting/Annual General Meeting





Day/Month/Year	|	Venue				| TIME (allocate time per item)







1. Apologies for absence





2. Approval and adoption of pre-circulated minutes of day/month/year





3. Matters arising





4. List items for discussion (to include update on finances, if appropriate, and feedback from Virtual PPG)





5. Any Other Business, including topics introduced by the chair/group





6. Date of next meeting: Day/Month/Time 





7. Meeting to close by	00:00





If you are unable to attend please contact:

..............................................................................


















Appendix 3    Equality 





Equality Act 2010



Q: What is the purpose of the Act?

A: The Equality Act 2010 brings together a number of existing laws into one place. It sets out the personal characteristics that are protected by the law and the behaviour that is unlawful. Simplifying legislation and harmonising protection for all of the characteristics covered will help Britain become a fairer society, improve public services, and help business perform well. A copy of the Equality Act 2010 and the Explanatory Notes that accompany it can be found on the Home Office website



Q: Who is protected by the Act?

A:	Everyone in Britain is protected by the Act. The "protected characteristics" under the Act are (in alphabetical order):

· Disability

· Gender reassignment

· Marriage and civil partnership

· Pregnancy and maternity

· Race

· Religion and belief

· Gender



Sexual orientation https://www.gov.uk/equality-act 2010-guidance
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Oswald Medical Centre

Providing High Quality and Trusted Care to Patients

www.oswaldmedicalcentre.co.uk   Tel: 01254 369123

		

Oswaldtwistle Branch

274 Union Road

Oswaldtwistle

BB5 3JB

		

Blackburn Branch

1A Pritchard Street

Blackburn

BB2 3PF

		

Accrington Brach

387 – 391 Blackburn Road

Accrington

BB5 1RP



		





Partners: Dr George Manjooran, Dr Rakesh Sharma, Dr Jacob Skaria, Dr Ylli Hasani



11th July 2024

Dear Patient,

We are writing to invite you to join the Patient Participation Group (PPG) at Oswald Medical Centre, which we have named "Friends of Oswald Medical Centre." Our next meeting will take place as follows:

Date: Wednesday, 17th July 2024 Time: 2pm Venue: Oswald Medical Centre – Accrington Branch (address as above)

We would like to provide you with some background information about our PPG:

The Patient Participation Group was established many years ago, but due to the challenges posed by COVID-19 and several attempts to re-launch, our membership and momentum have regrettably dwindled. We are hopeful that, with your support, we can revitalize the group and make a positive difference for our patients.

Patient input is crucial to the development of Oswald Medical Centre's services and the future of the NHS. We welcome patients of all ages and backgrounds to join our PPG.

The group will meet regularly to discuss the quality of our services, explore potential improvements, and consider ways to enhance local health education.

The opinions, concerns, and ideas that arise from these discussions are highly valued and can make a significant difference. We would be extremely grateful if you could dedicate one hour of your time to attend our upcoming meeting and help shape the future of our practice and services.

If you would like to attend, please confirm by calling us at 01254 369123, as there are limits on the number of people our meeting room can accommodate. Your RSVP is crucial.

If you choose not to participate, we respect your decision and thank you for taking the time to read this letter.

Yours sincerely,

Mrs. S Driver 

Practice Manager 

Oswald Medical Centre




