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ALREWAS SURGERY PPG 
 

ROLES OF ELECTED OFFICERS 
 

Elected officers will serve for a period of one year but may be nominated for a further 
year.  
 
CHAIR 

1. To motivate and encourage the group to maintain its direction. 
2. To ensure the Group adheres to the Constitution and Terms of Reference. 
3. To agree agendas for meetings, chair meetings and sign off minutes to send to other 

members 
4. To encourage debate and be open to all ideas without prejudice or bias; to be 

conscientious on managing the meeting time and allowing for attention to all points in 
the agenda as well as other business. 

5. To ensure appropriate progress is made by the Group on approved actions. 
6. To seek advice, support and guidance where necessary. 
7. To promote a friendly and productive atmosphere. 

 
DEPUTY CHAIR 

1. To support and liaise with the Chair. 
2. To chair any meeting at which the Chair is unable to be present and in doing so 

assume all the roles of the Chair. 
 
TREASURER 

1. To record all income and expenditure of the PPG and present an up-to-date financial 
report at each monthly meeting.  

2. To prepare and present the annual accounts at the AGM.  
3. To keep a full record of all money raised through fund raising including details of how 

money is spent.  
4. To retain a cash float suitable for fund raising activities. This normally will not be 

more than £50. 
Note: The Treasurer must be consulted before any expenditure is planned or incurred. The Treasurer 
is responsible for administering the Defibrillator account and the monies held in the ring-fenced 
surgery account. Two signatures will be required to enable the Treasurer to issue any payments out. 

These can be from the following: the Chair, Secretary, Practice Manager. 
 
SECRETARY 

1. Keep an attendance register at meetings. 
2. To take adequate notes at all meetings and produce ‘minutes’ for Chairperson to 

review & to send out to all members 
3. To book dates of meetings and arrange an appropriate location. 
4. To provide efficient and reliable secretarial support to the Group as required. 
5. To carry out any liaison between meetings as necessary. 

 
REPRESENTATIVE ON EAST STAFFS DISTRICT PATIENT ENGAGEMENT GROUP 

1. To attend District Patient Group meetings as a representative of Alrewas PPG 
2. To provide a short report to the District Group on the PPG activities 
3. To report back to the PPG on key items from District meetings 
4. To liaise with District Group Chair as appropriate 

Note: Attendance will be shared with the Chair and will amount to attending approx. four meetings a 
year. 


