Patient and Public Involvement (PPI) Request Form 
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Please provide as much information as possible to help us understand the purpose of the involvement, the type of participants required, and any support or accessibility needs. The more detail you provide, the easier it will be to recruit suitable participants and plan effective involvement. Please see the ‘Quick Tips’ at the end of the document for support for completing the form. This guidance will help ensure involvement is purposeful, inclusive, and designed to have a genuine, meaningful impact on outcomes.
Please complete this form and email it to: madeleine.roche@uhnm.nhs.uk

Project / Activity Details

	Project, service, meeting or activity name:
	

	Department / Team:
	

	Lead contact name and email:
	



What are you trying to achieve?

What is the aim of the project?

	


Example: "To improve the clarity and accessibility of outpatient appointment letters using patient feedback, helping patients better understand and prepare for their care."

Why is PPI needed?

What do you need patient and public involvement for?
Please click in the box to check it.

	


☐ Service improvement
☐ New project or initiative
☐ Policy or strategy development
☐ Patient information review
☐ Committee / working group membership
☐ Research activity
☐ Other (please specify):  
What do you want patients support with? 
	



Example: "We want patients to review a redesigned appointment letter to ensure it is easy to understand and contains the information patients need."

What elements of this project do patients have the influence to change and what is already set in stone? 
This information will help ensure clear communication and manage expectations.
	


Example: “Patients can influence the design of patient information materials, but we cannot control that they are printed on recycled paper.” 

Type of involvement required

How would you like people to be involved? (tick all that apply)
	


☐ Review documents or leaflets
☐ Complete a survey
☐ Attend a focus group
☐ Attend a workshop
☐ Join a committee / working group
☐ Share lived experience
☐ Help design or improve a service
☐ Be involved in decision-making
☐ Other:  
Will involvement be:
☐ One-off activity
☐ Several activities
☐ Ongoing throughout the project

Who are you looking for?

What experience or background should participants have?
	


☐ Patient experience of a specific service
☐ Carer / family member experience
☐ Specific health condition
☐ Community representative
☐ Lived experience relevant to the project
☐ Other: 

Example: "Adults who have attended the Eye Clinic within the last 12 months."

Any specific communities or groups you would like represented?
	



Example: "People with visual impairments and people whose first language is not English."

Number of participants required?

How many participants are needed?
☐ 1-2
☐ 3-5
☐ 6-10
☐ More than 10
	


Please specify: 

Time Commitment

	Expected start date:
	

	Expected end date (if applicable): 
	



Frequency of meetings/activities:
	


☐ One-off
☐ Monthly
☐ Every 2 months
☐ Quarterly
☐ Other: 
	


Approximate time commitment per activity: 

Example: “One workshop in October lasting 2 hours, plus up to 30 minutes reading documents beforehand.”

Accessibility and Inclusion

Please tell us about any accessibility considerations:
	


☐ Online option required
☐ Accessible venue required
☐ Large print documents
☐ Easy Read information
☐ Interpreter / translation support
☐ Hearing support
☐ Other:  

	Date:
	

	Signed:
	



Thank you for completing this Patient and Public Involvement (PPI) Request Form. This form will help ensure that the right patients, carers, family members, and members of the public are identified and supported to contribute meaningfully to your project, service improvement, meeting, or decision-making activity.
Once the form has been reviewed, you will be invited to set up a Teams Meeting to discuss this further.

Reviewer Checklist for Assessing Form Completeness
For use by the Patient and Public Involvement Engagement Team
	Project/Activity:
	

	Date Received: 
	

	Reviewer: 
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Quick Tips for completing the form
	Description
	Example / Tip

	Project / Activity Details
	"Review of outpatient appointment letters for Ophthalmology."
Avoid: "Patient feedback project."

	What are you trying to achieve?
	Be clear on the aim of the project. Patients want to get involved in projects that have a clear purpose.

	Why is PPI Needed?

	Explain why patient and public input is needed and what decisions or changes it will influence.
Ask yourself:
· What are you trying to improve?
· What would patients help you understand?
· How will their input be used? 
· How can you ensure patient’s involvement will be meaningful and lead to change?
· What do patients have the influence to change and what is already set in stone?
Good example: "We want patients to review a new clinic letter to ensure it is easy to understand and contains the information they need."

	Type of Involvement Required
	Be clear about how people will be involved.
Examples:
· Reviewing a leaflet
· Participating in a focus group
· Joining a steering group
· Co-designing a service
· Helping make decisions
Ask yourself: "Do I need feedback, collaboration, or active partnership?"

	Who Are You Looking For?
	Think about the people most affected by the project.
Examples:
· Patients who have used the service
· Parents of children using the service
· Carers or family members
· People with a specific condition
· Seldom-heard groups
Avoid: "Any patient." The more specific you are, the easier it is to recruit suitable participants.

	Number of Participants Required
	Consider how many people you need to gain a range of perspectives.
Examples:
· Document review: 3-5 people
· Focus group: 6-10 people
· Committee membership: 1-2 representatives.

	Time Commitment
	Be realistic and transparent. Include:
· Number of meetings
· Meeting length
· Reading time
· Project duration
Good example: "One 2-hour workshop and approximately 30 minutes reading beforehand."


	Accessibility and Inclusion
	Consider anything that might make participation easier.
Examples:
· Online attendance
· Large print documents
· Easy Read information
· Accessible venue
· Translation services
· Flexible meeting times
Remember: If someone cannot access the activity, they cannot participate meaningfully.

	Support Arrangements
	Consider what support participants may need.  Examples:
· Named contact
· Briefing session
· Pre-meeting call
· Explanation of acronyms and terminology
· Follow-up support
Ask yourself: "If this was my first time involved, what support would I need?"

	Governance and Confidentiality
	Consider whether participants will have access to sensitive information. You may need:
· Volunteer registration
· Confidentiality agreement
· Information governance arrangements
If unsure, discuss with the PPI Team.

	Expected Outcomes
	Tell us what success looks like. Examples:
· Improved patient information leaflet
· Better patient experience
· Service redesign informed by lived experience
· Improved accessibility
Also explain how feedback will influence the final outcome

	Reporting Outcomes
	Consider how you will share the outcomes of the project with participants, UHNM colleagues, other NHS partners and patients. Examples:
· You Said, We Did 
· Newsletters
· Notice Boards
· UHNM website and social media 



	
Golden Rules
✅ Involve people early where possible
✅ Be clear about expectations
✅ Ensure feedback can influence outcomes 
✅ Aim for meaningful involvement, not tokenism
✅ Consider diversity and inclusion throughout the process
✅ Consider accessibility from the start
✅ Use plain English
✅ Allow enough time for recruitment and support
✅ Tell participants what happened as a result of their involvement (close the feedback loop)
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