Guidance for Members 

Representing the LMC at External Meetings
The following is guidance developed for LMC members in relation to attending meetings on behalf of the LMC

On-going 

· Ensure the committee dates, times and locations are diarised and if you are unable to attend please contact the LMC office with good notice in order for us to arrange a deputy for you

· Gather views from the LMC members as background for your attendance 

· Submit a Brief report after the meeting using the LMC Meetings template to share information with the committee

· Submit any suggested agenda items to the Chair in advance of a meeting 

Before the meeting: 

· Contribute to any agenda items as requested by the Chair 

· Ensure any outstanding actions from the last meeting are completed and communicated to the chair

· Read the committee documentation 

At the meeting: 

· Contribute to discussion and decision-making (through the Chair) however remember that you are there to represent the overall views of the LMC 

· Speak to papers as appropriate 

· Avoid introducing items under ‘Any Other Committee Business’ without informing the Chair in advance 

· Take notes 

After the meeting: 

· Follow up any assigned actions 

· Communicate outcomes to the LMC via report and also feel at liberty to contact the Secretariat directly at any time if you are unsure or concerned about any points made in the meeting.
· If you feel that an additional LMC rep would be helpful then let us know

Things not to do

Much of what is listed below is obvious but always worthwhile to remember a few points

· In many of the meetings you will be asked to attend, there will be senior Board officers or managers there who will quote you afterwards to other sources. Thus be consistent in what you say and never say anything ’off the record’

· If you are attending with another LMC rep it may we worthwhile to meet beforehand to ensure consistency in your approach, but if not any queries you have should be discussed out with the room with your colleague and not in front of the other committee members. 
· Disagreeing with your colleagues in a meeting will be interpreted as inconsistency by the group. It undermines your colleagues but can also undermine the LMC’s role and influence within a meeting
· Remember you are representing the LMC and as such working to contractual guidance. If unsure – at all times say you will take this back to the LMC for consultation and get back to them. Most committees are happy with this.
· You are an elected member and as such your own constituents have confidence that you will represent all their views. Ensure when giving feedback in meetings that you are speaking for your colleagues and not purely from a personal perspective. We all find it easy some times to slip into anecdote or personal experiences in Practice and frequently this can be helpful. However ensure that it is consistent with wider GP Practice/ Policy and not purely personal

And Finally…..

· Be confident in your beliefs and speak up. 

Your view is valid and your opinion is welcomed

· If there is something that you feel is incorrect or disagree with then speak loud and clear. 

· Otherwise it may be that changes in Policy or procedures are made which do not feel appropriate to the committee but may be rubber stamped with ‘LMC Consulted’ simply because you were there

· Many meetings can seem daunting as the only GP in the room but do not feel intimidated. From experience others will be very keen to make you welcome and keen to listen to your outlook
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