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Please read and then delete before distributing:

This is a template Ground Rules document for Patient and Public Involvement and Engagement (PPIE). It is recommended that you base your own ground rules on the below, adding and modifying sections as appropriate for your PPIE group or activity. We also recommend that you create these ground rules with your PPIE group, meeting attendees etc. during the first meeting where possible.

This document should be used in conjunction with the Terms of Reference (TOR) and Appointment Letter template documents.

We have provided guidance notes in yellow highlight for you to consider, please ensure you replace these with your own text or delete sections if not appropriate to your PPIE activity.

[bookmark: _GoBack]Please email srbmh@manchester.ac.uk if you have any queries. 

You should also delete this guidance section before distributing.










Ground rules for (insert the name of your group/meeting etc.)

These ground rules were created by (insert who created them e.g. staff member/group) on (insert date). They will be reviewed (insert date to be reviewed e.g. annually – beginning of every academic year, when a new group member starts)

All members are expected to observe and abide by the ground rules below: (we have provided some example ground rules for you to keep, delete, or add to depending on what is appropriate for your own group/meeting).

We will.......

· Start / end our meetings on time
· Follow an agenda
· Read materials, minutes etc. in advance and be prepared to discuss at meetings
· Stay on task; no side conversations
· Listen to others and not interrupt
· Share speaking time so that all members can participate
· Be free to speak minds without fear of reprisal
· Attack the problem, not the person- "no blame game"
· Accept the fact that there will be differences of opinion
· Operate on consensus – seek general agreements all can “live with.” If a vote occurs the Chair has the casting vote in case of a tie.
· Show mutual respect
· Check egos at the door
· Make decisions based on clear information
· Bring closure to decisions
· Identify actions that result from decisions
· Summarise pending issues and agreements at end of meeting
· Agree on what information goes “out” and what stays in the group (confidentiality)
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