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Patient Participation Group (PPG)
Chairperson Role

Role: Chairperson of the Patient Participation Group (PPG)
Location: Richmond Medical Centre, Sheffield
Reports to: PPG Members and Practice Manager / GP Partners

Role description
Ensure meetings comply with the Terms of Reference.
Chair meetings in a structured, inclusive way, keeping focus on the agenda and managing time.
Conduct meetings according to Code of Conduct; avoid personal complaints from being raised.
Maintain confidentiality; avoid discussing personal or patient-identifiable information.
Ensure minutes and action points are recorded with the Secretary.
Assign, track, and follow up on agreed actions.
Collaborate with practice staff to set agendas and priorities.
Ensure PPG documents accurately reflect the group’s work.
Promote communication between the PPG, patients, and practice via appropriate channels.
Support recruitment to maintain a representative group.
Champion patient participation and engagement; support PPG projects and maintain momentum.
Work with the practice to review PPG functioning annually.

Personal skills, qualities, and experience
Approachable, genuinely interested in members’ views.
Good listener; able to summarise discussions and engage all participants.
Diplomatic, sensitive, and able to guide meetings effectively.
Organised, able to plan agendas and follow up actions.
Able to delegate responsibilities within the group.
Understands confidentiality and data protection relevant to PPG discussions.
Knowledge of General Practice and NHS operations.
Honest, reliable, and enthusiastic.
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