PPI FORUM ANNUAL REPORTS – FINANCIAL YEAR 2004/05

Guidance on Completion for Forum Members and FSOs

The law requires PPI Forums to produce an Annual Report linked to the financial year, and requires Forums to produce Annual Accounts to the same timetable. 

Forums can choose how they produce their annual report, but many have asked us for a template to help in the process.  We have attached a template to the end of this note.  Using this template, will also make it easier to create summaries that can be used to promote the work of Forums   The template can be uploaded onto the Knowledge Management System (KMS). 

Whilst you can begin work on your Annual Reports we are seeking confirmation of our statutory requirements with regards the Financial Accounts and will be issuing accounts in line with those requirements in April. They will need to be confirmed, signed and returned to the Commission along with their annual reports for collation. 

Please remember that Annual Reports will be published on the Knowledge Management System (KMS) and are subject to the same conditions as other documents.  While it is important to accept as wide a range of views as possible we need to make sure the Commission and Forum Members do not run the risk of being sued as a result of publishing something illegal on the KMS.  Forums need to check that annual reports do not contain any personal details, libellous, offensive or illegal content.  Further details are contained in the Terms of Use document on the KMS (Help section).

Timetable, procedure and notes:

March:
The Annual Report template will be sent to FSOs from Regional Centres by e-mail. The template is a Word file.  FSOs should make all Forums aware that this is available as soon as possible.

April/ May: 
FSOs are asked to work with Forums to complete the template. FSOs should complete the template by word-processing . The boxes in each section will expand as required if Forums wish to report more extensively on a particular category. Notes on completing each section are included on the template itself.   As stated above Forums are not required to complete their Annual Reports in the template, and may choose to produce it in a different format. 


When the Accounts statement is circulated it must be used by all Forums. 


Forums are required to agree their Annual Reports and Accounts at a meeting in public (this is laid down in SI 2123 section 10). We suggest that the Forum completes the report with the FSO before the meeting, and then discusses, agrees and signs it at the meeting in public. The Accounts should also be signed at the meeting. 

By 31 May: 
FSOs should send the signed Reports and Accounts to Regional Centres to arrive by 31 May. As signatures are required, one set of the documents must be sent by hard copy. An electronic copy should also be uploaded onto the KMS. Specific advice on how to do this will follow. The Annual Report (but not the Accounts) must be sent to the following organisations: 

· The NHS body associated with the Forum;

· The Commission for Patient and Public Involvement in Health (Regional Centre);

· The relevant Strategic Health Authority; 

· The relevant Local Authority Overview and Scrutiny Committee.

Copies are also supposed to be sent to The Secretary of State for Health, but he has asked for Forum reports to come to him through Regional summaries prepared by CPPIH.

Annual Accounts should only be sent to the Commission’s Regional Centre.

The Accounts and the Annual Report should be made available by the FSO to anyone else who asks to see them.

After 31 May:
The Commission will review all the Forum Annual Reports, will create Regional summaries to send to the Secretary of State and place on the KMS. CPPIH will also prepare its own Annual Report based on those of the Forums.  


Publication of the Forums’ Annual Reports and work plans provide a “patients’ eye” view of the NHS and healthcare in general.  It also provides an opportunity to help Forums to raise their profiles at national and local levels.  Over the coming months, the Commission’s national and regional communications team will be working on plans to help Forums achieve the widest coverage of their reports.  We will update you as these progress.

Commission for Patient and Public Involvement in Health

PATIENT AND PUBLIC INVOLVEMENT FORUM ANNUAL REPORT – 2004/2005

1 April - 31 March 2005 
Forum Name: Mid Essex Hospitals PPI Forum

Forum Support Organisation: Colchester CVS
CPPIH Regional Centre: Cambridge


CURRENT FORUM MEMBERS:

Michael Hayman – Chair

Daisy Marshall – Deputy Chair

Carl Bauers

Maureen Hindle

Liz Shailer

Derek Westley

Margaret Cox

Eleanor Clayworth

Norman Heath
 Our thanks to former Members who took part in the work of the Forum over the last year.  

CONTACT LIST

ACTIVITY 2004-05

Mid Essex Hospital Services

Member representative on Patient Council

Ongoing contact with PALs

Regular contact with the Trust and various directors

Representation on the Trust Board
Essex SHA

Member representation on Mid Essex ‘Jigsaw’ group involved in the strategic plan for Essex

Health Overview and Scrutiny Committees in Essex, Southend and Thurrock – ongoing contact and communication
Chelmsford Branch Motor Neurone Disease association – member representative

Chelmsford Branch of the National Asthma Campaign – member representative

Women’s Institute – member representative

PPI Forums – North Essex Mental Health Trust, Chelmsford PCT, Colchester PCT, North Essex Ambulance Forum

PPI Forums - Essex and Anglia wide via Chairs meetings

	Activity Name
	Description

	Result



	Monitoring/Reviewing of NHS Services


	3 Visits to the Pathology Department of Broomfield hospital (concerns about Health and Safety)

Visits to B2, B4, B5, Coronary care unit, B10 and B7 (concern about cleanliness and suitability)
	Report sent to the Trust and continuing discussion with appropriate directors

Report sent to appropriate team leaders for comments, prior to sending amended report to the Trust

	Other activity relating to the NHS


	Working with various Trust sub committees with the project Operational Patient Process Improvement Plan

Working with PALS and ICAS at Jigsaw meetings 

Working in partnership to produce protocol between Forums, Trusts and Essex SHA

Forum Chairs or our representative are meeting with FSO

Forum Chairs or reps are meeting up with regional offices

Reps have attended various consultations for example Vision for Health and NHS in Essex and Anticipating Choice.

Members attended presentation on new Ambulance Trust
	The new process is in place and being tested

Enhancing working relationships

Protocol agreed in the Essex Region

Getting to know one another, sharing concerns working together in certain projects

Increasing knowledge of the NHS

To understand and support the Ambulance Trust

	Activities relating to non NHS services


	Attendance to consultation about Health Curriculum for AEU
	Public involvement in decision making

	Working with your Trust


	A Forum Member attends the Trust meetings, members of the Trust have spoken at our Public Meetings about: For the Common Good Consultation and the future hospital

Members of the Forum have attended Public meetings of the Trust


	Increasing knowledge and better working relationships with the Trust

Information brought to the Forum

	Working in partnership 


	2 Forum members attend other Forums.  1 other Forum member attends our meetings

Planning joint publicity event at local shopping precinct with other Forums 

Supporting Urology campaign with other local Forums
	Closer contact and working together with local Forums

Promotion of Health concerns and recruitment of members to Forums

Still uncertain

	
	
	

	
	
	

	
	
	

	
	
	


MEETINGS
	Meetings
	Number Held

	Meetings held in public 
	4

	Informal 
	6

	Public Meetings
	0


ACTIVITY/DEVELOPMENT FUND

As you will be aware all Forums were automatically given access to £500 each to support their work plans and were also able to apply for a share of the Development Fund.   If you have used this funding please describe how this has helped you to take forward your work plan.  

	Type of Funding
	How the funding was spent

	Activity Fund (£500)


	Purchasing of Visiting cards to be handed out when doing visits and to members of the Public for publicity.

	Development Fund


	Joint bid made with the other 7 Forums represented by Colchester CVS to purchase publicity aids including tabletop flip boards, tabletop presentation boards and pop up banner stands.


FUTURE ACTIVITY / WORK PLAN 2005/6

	Activity
	Member

Involvement
	Timescale
	To Achieve

	Orientation
	All members to attend orientation visits to St Johns and St Michaels Hospital sites and familiarise themselves with services

All members to attend the Ambulance Headquarters 
	2005

2005
	To form links with staff

To gain experience for future monitoring visits

To gain an insight to the Ambulance Trust

	Monitoring
	All members to be involved in visits to undertake monitoring of services.  Continuing concern about cleanliness and Health and Safety e.g. falls

Completion of ongoing work regarding visits to B wards and Pathology Department
Forum to be involved with assessing the Core Standards of the Trust


	Ongoing

As necessary

Ongoing

2006
	To follow up issues raised by patients/the public

To follow up on issues and recommendations made in reports following visits
To improve standards

	Public Involvement
	All members to seek the views of the public on local health services

MEHT PPIF will have representation on PCT PPIFs and Trust Boards
	Ongoing

Ongoing
	To ensure the views of the public are being fully represented

Members will have regular input at PCT Forum Meetings and Trust Board Meetings

	Publicity
	Hold a publicity day at High Chelmer Shopping centre along with other local forums
	Spring-Summer
	Promote the PPI Forums and with recruiting of new members.  Look to repeat later in the year.


FURTHER COMMENTS / SIGNIFICANT ISSUES

	Our Forum is concerned about plans to amalgamate Forums and appoint Chairs.

The effect of ‘Out of Hours’ decisions, consultant’s new contracts, the proliferation of ‘health’ bodies, the amount of money designated to administration rather than 
‘health care’. 




DECLARATION

On behalf of the Mid Essex Hospitals Forum, I confirm that the above is an accurate record of our recent activity and future work plans.

Signed:

Name:
   Michael Hayman
Date:

Appendix A

Please see below some examples of activities that forums could be working on and where they would be placed within the headings in the template.    This list is not exhaustive; Forums will have many further examples of activity that should be included.

Monitoring/Reviewing NHS Trust

.
Monitoring visits to NHS Trust premises


Reviewing NHS services

Monitoring the way a Trust is carrying out their Section 11 duties (PCT Forums)
Other Activity relating to the NHS


Involvement in the reorganisation of NHS Services


GP Practice issues 


Out of Hours


Patient Choice

Involvement in national/local consultations

Activities relating to non NHS Services


Transport issues


Effects of binge drinking


Childrens issues i.e. poor diet, childhood obesity


Deprivation and inequality of health


Smoke free zones
Working with your Trust


Development of protocols for working together


Representation at Trust Meetings/Forum Meetings

Developing combined events to promote PPI i.e. Health Day/Community Events

Working in Partnership


Working with Overview & Scrutiny Committees on common issues


Protocols developed with Overview & Scrutiny Committees

Working with Voluntary Organisations/Community Groups

Linking with ICAS to inform work plans

Working with other public sector organisations to carry out joint pieces of work i.e. Police, Local Authorities 

Community Involvement


Working with young people i.e. Youth Services, 


Ethnic Community involvement and diversity

Community awareness activities i.e. engaging with shoppers, mums & toddler groups, drop in sessions.

Road shows 

Training/Development


Attendance at CPPIH/other training events


Conferences


Learning Literature (i.e. Forum Members Guide, NHS Information)


Website Information (KMS, Department of Health)


Presentations to Forum Groups

Promotion of Forums


Community Awareness Days


Attending health awareness and promotion events


Interviews with local papers/parish magazines/radio/TV


Press Releases

Contacting local organisations to be included in ‘Whats On’ Sections (TV, radio, newspapers)

Recruitment to Forums


Delivering presentations to local community groups

Putting up stands in shopping centres/road shows to speak to the public about the forum and hand out application packs as well as gathering information

Holding Forum meetings in public
