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Prior to adoption by GMMMG and publication on the GMMMG website, any documents 
produced by a subgroup must go through an appropriate governance process.  

Please see below for guidance, and if there are any questions or issues contact the 
GMMMG professional secretariat at nuth.enquiries.gmmmg@nhs.net for advice.  

If any required information is missing or incomplete, this may result in delays.  

 

1. Quality assurance 

Review the document and ensure that:  

• A governance and version control panel is included (see below) and completed as far 
as is possible at this stage (i.e. the first three boxes). The lead author may be a 
working group or named person(s).  

• If produced by a working group, the group includes appropriate cross-sector GM-
wide representation, e.g. community pharmacy, primary care, secondary care.   

• The document has been checked for accuracy and clinical appropriateness by an 
appropriate person. 

• All colleagues involved in production have been asked to declare any potential 
conflicts of interests, and the subgroup chair (or chair of the working group, as 
appropriate) has reviewed any relevant declarations. 

• The document has a prominent “draft” watermark and includes the GMMMG logo. 

 

Governance and version control: 

Lead author(s)   

Content checked by  

Subgroup 

 

Version number 

 

Review date Click or tap to enter 
a date. 

Approved by subgroup Click or tap to enter 
a date. 

Approved by CEGC Click or tap to enter 
a date. 

Approved by GMMMG Click or tap to enter 
a date. 

Approved by GM 
ICB Executive 

Click or tap to enter 
a date. 

 

2. Consultation 

Consultation should be requested by an appropriate person who is familiar with the process 
the draft has been through. They should email the draft document to the GMMMG 
secretariat at nuth.enquiries.gmmmg@nhs.net and request either:  

• Standard consultation: 6-week GM-wide consultation. Required when: 
o The document makes a decision or recommendation which has a financial, 

clinical or commissioning impact 
o Changes are proposed to the formulary or RAG list 
o A new or updated clinical pathway or guideline is developed 

• Abbreviated consultation: 2-week GM-wide consultation. May be considered for 
some pieces of work if: 

o The piece provides supporting or safety information for a medicine already 
used in the GM  system, and timely publication would improve patient safety 

o The piece does not introduce a new decision, or give new advice, but gathers 
existing information into one useful resource 

mailto:nuth.enquiries.gmmmg@nhs.net
mailto:nuth.enquiries.gmmmg@nhs.net
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When requesting a consultation, provide the following information: 

• A very brief description of the document, which subgroup developed it, and its 
intended aims. This should be 2-3 sentences at most, and will be used as an 
introduction to the piece of work on the web page for the consultation.  

• Any specific questions you would like to ask at consultation. If not specified, the 
standard consultation question will be used (“Do you support implementation of the 
document?”). 

• The names and job titles of people involved in creating the document, and the names 
and job titles of anyone involved in quality assurance (a template for this is available 
in the checklist below).  

• Confirmation that all authors have been asked to declare any conflicts of interests, 
and further information on any declarations which represent a potential conflict.  

The secretariat will review the submission to ensure all information requested is included, 
and may make minor edits to the draft to ensure it includes all necessary information.  

The consultation will then be opened. Note that the secretariat will require some lead time for 
consultation set up and comms, but generally consultations will be opened within roughly 
one working day after the request is received, once all required information is provided.  

The secretariat will send weekly reminder emails to key stakeholders for the duration of the 
consultation, in order to obtain appropriate cross-sector feedback from the ICS.  

 

 

3. Revision 

At the end of the consultation period comments will be returned to the person who requested 
the consultation. If there is a high volume of responses these may be returned to the authors 
in batches during the course of the consultation.  

The author(s) should review all comments and either incorporate them into an updated draft 
or keep a record of why they have not been actioned.  

A revised draft should be produced, and approved by the subgroup responsible for the 
piece. The date of subgroup approval must be added to the governance and version control 
panel of the document.  

 

 

4. Submit to GMMMG 

The final draft should be submitted for consideration at GMMMG along with:  

• A copy of the checklist shown below; a downloadable copy is available at 
https://gmmmg.nhs.uk/meetings/membership-and-tor/gmmmg-process-documents/ 

• A record of actions taken on the consultation comments 

• a GMMMG and subgroup front sheet for meeting papers, which is available at 
https://gmmmg.nhs.uk/meetings/membership-and-tor/gmmmg-process-documents/ 

 

Ensure the front sheet is completed fully, or the submission may be sent back for revision. 
The front sheet should include:  

• The intended purpose of the document 

• The membership of the working group which produced it, including any relevant 
conflicts of interest 

• The governance process the piece has been through 

• The ask for GMMMG, i.e. to approve for publication 

GMMMG generally meets on the second Thursday of the month. Meeting dates and 
deadlines to submit papers are available on the front page of the GMMMG website at 
https://gmmmg.nhs.uk/. All papers should be submitted through the professional secretariat 
at nuth.enquiries.gmmmg@nhs.net.  

https://gmmmg.nhs.uk/meetings/membership-and-tor/gmmmg-process-documents/
https://gmmmg.nhs.uk/meetings/membership-and-tor/gmmmg-process-documents/
https://gmmmg.nhs.uk/
mailto:nuth.enquiries.gmmmg@nhs.net
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5. Next steps 

The GMMMG professional secretariat will include the front sheet, draft document and any 
supporting documentation as appropriate with the papers for the next available meeting of 
GMMMG. Note that this may not be the first meeting by calendar date, depending on the 
group’s current workload. The lead author(s) may be invited to attend the meeting to present 
the piece to the group. Any comments made by GMMMG will be returned to authors to 
action.  

All GMMMG recommendations are submitted to the Clinical Effectiveness and Governance 
Committee (CEGC) for approval. Those with a financial impact must also be approved by the 
ICB Executive. As a general guide, authors should therefore expect that documents will be 
published no sooner than approximately 2-6 weeks following initial discussion at GMMMG.  

 

 

6. Review 

The review date for GMMMG publications is usually three years, and a review date will be 
added to the document version control and governance panel. It will remain the authors’ 
responsibility to ensure that documents are kept up to date. The secretariat will periodically 
review the available guidance and attempt to notify authors or subgroups if documents they 
have authored have expired or will soon expire.  Documents which pass their review dates 
may be removed from the GMMMG website.  

 

 



Checklist for submitting for GMMMG 
approval and publication 
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Action 

T
ic

k
 

Comments 

Quality assurance and consultation  

Document includes a governance and version control panel, 
completed as far as possible 

☐  

If produced by a working group, the group includes 
appropriate cross-sector GM-wide representation 

☐  

Check for accuracy and clinical appropriateness has been 
completed by an appropriate person 

☐  

All colleagues involved in production and quality checks have 
been asked to declare any conflicts of interest, and the 
subgroup chair (or chair of the working group, as 
appropriate) has reviewed any relevant declarations 

☐  

GMMMG logo is included ☐  

The document has undergone a GM-wide consultation for (tick one, as appropriate): 

2 weeks, or ☐  

6 weeks ☐  

Revision and submission to GMMMG 

All consultation comments have been reviewed and actioned 
as appropriate 

☐  

Subgroup has reviewed the updated draft and approved it, 
and date of subgroup approval added to the governance and 
version control panel. 

☐  

Records have been kept of responses to comments, 
including rationale for any comments which were not 
actioned, and submitted to the secretariat with the final draft  

☐  

“GMMMG and subgroup front sheet for meeting papers” filled 
in and submitted to the secretariat with the final draft 

☐  
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Details of author(s) or working group 

Name Position Organisation 
DOI 

checked 

   ☐ 

   ☐ 

   ☐ 

   ☐ 

   ☐ 

   ☐ 

   ☐ 

   ☐ 

   ☐ 

   ☐ 

   ☐ 

   ☐ 

   ☐ 

   ☐ 

   ☐ 

 

Check(s) for accuracy clinical appropriateness conducted by 

Name Position Organisation 
DOI 

checked 

   ☐ 

   ☐ 

 


