
 
 
 

 

Lay Advisory Group, Terms of Reference, JUNE 2021 
 

LAY ADVISORY GROUP 
CONSTITUTION AND TERMS OF REFERENCE 

June 2021 
 
1. CONSTITUTION  

1.1. The Executive Board (“Executive Board”) through consultation with the Council (“Council”) of the Royal 
College of Physicians and Surgeons of Glasgow (“College”) has resolved to adopt this constitution to regulate 
the function and define the responsibilities of the Lay Advisory Group (“Group”), previously known as the Lay 
Advisory Board of the Royal College. 

1.2. The Lay Advisory Group is constituted to bring together the volunteer Lay Advisors (i.e. non-medical, non-
surgical, non-dental, non-travel medicine or non-podiatric medicine professionals) who contribute to the work 
of the College, through its Boards, Committees and Working Groups and other bodies with which the College 
collaborates. 
 

2. MEMBERSHIP 
2.1. Membership of the Lay Advisory Group shall consist of those individuals who have been appointed, based on 

their skills, knowledge and experience, as Lay Advisors to specific College Boards, Committees and Working 
Groups 

2.2. Lay Advisors to College Boards, Committees and Working Groups shall be appointed by open advertisement 
and selection process. 

2.3. The President, Honorary Secretary and other members of College Council shall participate in meetings of the 
Lay Advisory Group as and when required. 

2.4. Normally there will be c.15 Lay Advisors contributing to the work of the College at any given time. 
2.5. One Lay Advisor will be appointed Chair of the Lay Advisory Group and will Chair meetings of the Group. 
2.6. The Chief Executive Officer (CEO) and/or Deputy CEO will attend and support meetings of the Lay Advisory 

Group. 
 

3. DURATION OF APPOINTMENTS 
3.1. Lay Advisor appointments shall normally be made for a term of three years and may, in consultation with the 

Chair of the relevant Board, Committee or Working Group, be extended to one further term of three years.  
3.2. The Chair of the Lay Advisory Group shall be either appointed specifically to this position or selected by the 

Lay Advisory Group from the appointed Lay Advisors 
3.3. The Chair of the Lay Advisory Group shall be appointed for a term of three years with the option of a further 

term of three years. 
3.4. The Chair shall be appointed as the advisory co-optee on College Council and be expected to attend meetings 

of Council.  
3.5. The Chair will play an active role in the College Fellowship Committee assessing medical and surgical 

applications for membership and fellowship based on defined criteria. 
 
4. MEETINGS 

4.1. Lay Advisors will be expected to attend individual Board, Committee or Working Group meetings as per the 
constitution, on average this is 3-4 times per year. 

4.2. Lay Advisors will come together as a Group 3-4 times per year, or as often as is considered necessary. 
4.3. Meetings of the Group shall be held at such time and in such format (in person and/or virtually) as may be 

specified in the notice convening the meeting. 
4.4. Lay Advisors are expected to attend at least 70% of all meetings either in person or virtually. 
4.5. Notices of all meetings, together with an agenda of the matters to be discussed and any relevant papers shall 

be distributed at least 7 days before the date of the next meeting. 
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5. TERMS OF REFERENCE  
The main roles and responsibilities of a Lay Advisory shall be: - 

5.1. To provide lay input on matters relating to the work of the College, Boards, Committees or Working 
Groups in line with College’s purpose, values and strategic priorities. 

5.2. To represent the College on intercollegiate committees when specific lay representation is required. 
5.3. To comment on and/or respond to appropriate health related consultations and/or papers, policy 

documents from a lay perspective as directed by the Honorary Secretary and in line with the 
consultation Process (see Appendix 1). 

5.4. To provide a pool of lay representatives who can serve on other professional medical bodies associated 
with the College e.g. Academy of Medical Royal colleges (AoMRC) Patient Liaison Group. 

5.5. To provide a potential source of lay examiners for College and intercollegiate examinations. 
5.6. To contribute to discussion and debate, within College, both directly and indirectly on matters which are 

of interest to the College and the wider general public. 
5.7. To respond to relevant requests from the Executive Board and/or College Council asking for comment. 

6. CONFIDENTIALITY 
6.1. Lay Advisors shall treat all information and documents provided to him/her in the course of their duties as 

confidential except a) when authorised by Honorary Secretary or b) when legally permitted to do so.  
6.2. Lay Advisors must pay particular attention to protect personal data in accordance with the principles of the 

General Data Protection Regulation (GDPR) which in the UK have been incorporated into the UK Data 
Protection Act 2018 (DPA ACT) 2021 Update.  

6.3. Lay Advisors must comply with the College GDPR policy which you are asked to acknowledge receipt and 
review of (see Appendix 2) 

6.4. Lay Advisors must not use confidential information acquired in the course of their duties for personal 
advantage.  

6.5. Lay Advisors will be asked to sign a Declaration of Oath upon appointment (see Appendix 3).  
 

7. CONFLICT OF INTEREST 
7.1. Lay Advisors, when acting in his/her capacity as such, must put the interests of the College before his/her own 

personal and/or professional interests.  
7.2. Lay Advisors must declare any potential conflict to the Chairperson of the Board, committee or working Group 

at the earliest opportunity.  
 

8. PROTECTING THE COLLEGE REPUTATION 
8.1. Lay Advisors shall not speak, in his/her capacity, to the media or in a public forum without the prior 

knowledge and approval (see Appendix 4) of the President, Honorary Secretary, Chief Executive Officer and/or 
Head of communications and Marketing.  

8.2. When a Lay Advisor is speaking in his/her capacity, his/her comments must reflect current College policy even 
when these do not agree with his/her personal views. 

8.3. When speaking as a private citizen, a Lay Advisor will strive to uphold the values and reputation of the College 
and those who work in it. 
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9. REPORTING 

9.1. The notes and actions agreed at meetings of the Lay Advisory Group will be included for reference on the 
agenda of each Council meeting. 

 
10. AUTHORITY AND RESOURCES 

10.1. Lay Advisory Group is duly authorised by College Executive Board through consultation with College Council to 
review any activity within its Terms of Reference.  

10.2. Lay Advisory Group will be supported and administered by a member of staff nominated by the CEO/Deputy 
CEO. 

 
 

11. AMENDMENT 
11.1. This Constitution may only be amended by a resolution of the College Executive Board. through consultation 

with College Council. 
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Appendix 1 – Consultation Process 

Overview 
 
• The College aims to obtain at least three responses to each consultation before a response will be submitted 
• Those identified as appropriate to contribute will be sent the request via email. It is essential to confirm wither 

or not you can contribute 
• All responses should be written on the word or editable PDF template response form which will be provided. 

These forms are used to collate responses and therefore must be used.  (This will either be the template 
provided by the consultation or the College template). Completed template should be returned to the College 
and not directly to the organisation.   

• All inks or other routes through which the response might be sent direct to the consultation host will be 
removed 

• The return deadline date will be highlighted. Please note turnaround time can often be very short. 
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Process 
 

 
 

Receive 
request

Check if is for evidence or 
consultation Check timeline

Add consultation details to 
spreadsheet and advise Hon 

Sec

Hon Sec/Public Affairs 
Maanger compares against 

priority target response areas 
for College

Consultation 
request 

accepted

Hon Sec identifies our 
respondents, or their desired 

specialty area of expertise 
and any planned lay input

Hon Sec identifies list of 
Fellows/Members  with 

desired specialist area and 
advises member of staff

Member of staff sends 
request to target 

respondents, including return 
deadline date, any special 

extra message, issues 
impacting on return e.g. 

leave

Consultation spreadsheet 
updated with details of 

target respondents

Receiving 
responses

Reminders re responses sent 
4 days ahead of return 

deadline
Reminder to Hon Sec of 
impending return date

Responses received and 
spreadsheet updated with 

those who have replied

Further reminders sent if 
time permits

Responses collated into one 
document with clear 

demarcation between 
responses per question and 

sent to Hon Sec, 7 days 
before submission date

Submission Hon Sec returns submission  
ideally 4 days prior to 

submission

President reviews submission 
and approves ideally 2 days 
before submission deadline

Final response submitted and 
filed

Letter of thanks and copy  / 
link of submission sent to 

respondents & spreadsheet 
updated
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Appendix 2 – GDPR  Policy Documents (To be Added)  
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Appendix 3 – Declaration of Oath  
 
 
Lay Advisor Declaration of Oath 
Please complete this form and return to Administrator of respective Board, Committee or Working Group 
 
 
 
Name  ……………………………………………………………………………………………………………………….... 
 
 
Date of appointment as Lay Advisor ……………………………………………………………. 
 
 
Name of board, committee or Working Group appointed to ___________________________ 
 
 
Duration of appointment _____________________________ 
 
 
I acknowledge and understand my responsibilities as a Lay Advisor to the Royal College of Physicians and Surgeons of 
Glasgow.  
 
I will comply with all regulations and by-laws made, and to be made, by the College, and will do nothing which in the 
opinion of the College is prejudicial to the interest of, or derogatory to the honour of the College or of the healthcare 
profession. 
 
 
 
Signature  ………………………………………………………..       Date …………………………………………  
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Appendix4 – External Communications Approval Process 

 

 
Suggestion and/or opportunity for external (media) communication 

(media@rcpsg.ac.uk) or media call to the College or to any member of staff, 
Faculty or Lay Advisor to be directed in the first instance to Head of 

Communications and Marketing or Public Affairs Manager* 

Nature of suggestion/opportunity and/or enquiry categorised based on topic: is it 
a priority area / request for College response on issue (not a priority area) / expert 

opinion required for specialist topic (e.g. plastic surgery). 

Priority topic 
 

Contact spokesperson for the 
priority topic and prepare 

response 
 

Organise interview/statement 
as required // Statement 

approved by 
/President/CEO/Head of 

Communications and 
Marketing  

 
 

College response 
 

CEO/President to assess 
whether a response from the 
College is appropriate and if 

so who should respond. 
 

Request for response sent to 
appropriate person (e.g. LAB, 
Faculty communications lead, 
media trained spokesperson, 

etc.) 
 

Prepare statement if required 
and release to media // 
Statement approved by 
/President/CEO/Head of 

Communications and 
Marketing 

 

Expert opinion 
 

Assess database for experts 
 

Expert contacted – 
appropriateness and 

availability to respond 
determined. 

 
Set up interview/statement as 

required // Statement 
approved by 

President/CEO/Head of 
Communications and 

Marketing 
 

*elaine.mulcahy@rcpsg.ac.uk or felicity.MacFarlane@rcpsg.ac.uk 

mailto:media@rcpsg.ac.uk
mailto:elaine.mulcahy@rcpsg.ac.uk

