Standard Operating Procedure (SOP): Patient Participation Group (PPG)

Hazeldene Medical Centre Patient Participation Group

Purpose

The Patient Participation Group (PPG) provides a way for patients and the practice
team to work together. The aim is to improve services, share feedback, and strengthen
the relationship between patients and the practice.

Scope

This SOP applies to all PPG members, the Practice Manager, and relevant GP practice
staff.

Procedure

1. Membership
o Open to all registered patients.
o Members should represent the diversity of the practice population.
o New members can join by contacting the Practice Manager.

2. Meetings
o Held quarterly (or more often if required).
o Chaired by a nominated PPG member or the Practice Manager.
o Agenda and papers circulated at least 1 week before the meeting.

o Minutes taken and shared with all members and published (e.g. on practice
website).

3. Roles and Responsibilities

o PPG Members: Share patient views, provide feedback, support practice
initiatives, and respect confidentiality.



o Practice Staff: Share updates, listen to feedback, and respond to issues raised.
o Chairperson: Facilitate the meeting and keep discussion focused.

4. Ground Rules
o Respectful communication at all times.

o No discussion of individual patient complaints (to be raised via the formal
complaints process).

o Maintain confidentiality on sensitive matters.
o Decisions made as a group, not by individuals.
5. Communication

o Updates from the PPG shared with the wider patient population (website,
newsletters, waiting room displays).

o Patients encouraged to give feedback through surveys, suggestion boxes, or
direct contact.

Review
e This SOP will be reviewed annually by the Practice Manager and PPG members.
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