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Chair/Vice Chair's Duties & Responsibilities:                                                                                                                                                                
· Preparing Agendas and updating Action Plans in consultation with PPG members and the Health Centre.
· Ensuring the agreed agenda, together with any supporting documents/information, is received by PPG members at least five working days before a meeting. 
· Conducting meetings in a manner that enables everyone to have their say without over-running the time set aside for the meeting.
· Steering the meeting through the agenda.
· Ensuring discussions are recorded and action points carried out by adding them to the PPG Action Plan/Tracker.
· Checking all PPG approved documentation is uploaded to the PPG section of the Health Centre website within two weeks of a meeting.
· Logging on to the PPG email account to check for PPG messages at least twice a week (ensuring Health Centre staff cover this duty during holiday periods).          
· Supporting the active engagement of PPG Members by keeping in touch with them via email (especially in between meetings).
· Reviewing with Health Centre staff the annual impact of the PPG by creating a ‘You Said, We Did’ document once a year (NB populated by Action Plan/Tracker).
· Benchmarking the practice of SBHC’s PPG against a Quality Standard for PPGs.         
                                                                                                                                        
   Skills & Attributes of the Chair/Vice Chair:
· Leadership
· Trusted and respected by PPG members and the Health Centre
· Strong and Active Community Links/Networking
· Assertiveness and Attentiveness 
· Being Concise 
· Impartiality and Diplomacy
· Active Listening

Source of above ‘Skills & Attributes’: NHS ENGLAND - The Patients Association 2015
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