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Annual General Meeting Template
[CLUB NAME / DATE OF MEETING] 

	This template has been created for all Swim England affiliated organisations to utilise to ensure understanding of what should be included either in an AGM or in the minutes. Most of the headers in blue are items that should be included in your AGM, as these are vital to ensure the organisation is acting constitutionally. Please do not remove these. The description included in a text box under each heading are guidance notes and examples. Please remove this text and any boxes when you are utilising the template and make it your own. Please also ensure that you check your club constitution in relation to timescales and giving notice of your AGM. 



Attendees 
	Guidance note: It is important to record your attendees as this helps to see whether the meeting has a quorum number as specified in your constitution. This is important as when it comes to voting, there needs to be a minimum number of people in attendance to ensure that the AGM is valid. Please note those in attendance and their role within the organisation below this table. For example; Jane Smith (Chair), J Bloggs (Treasurer). You can also add initials so that you don’t have to write out full names throughout. 



· [List Attendees here] 

Apologies
	Guidance note: Important to record who has sent their apologies or who cannot attend. Could help to distinguish between those who aren’t as engaged in organisation activities. 



· [List apologies here]

Previous Minutes
	Guidance note: It is good practice to agree the previous meetings minutes at the start of the meeting. Make sure you include the date of the last meeting and whether it was accepted as a true record. For example “It was agreed that the minutes of the Annual General Meeting held on 9th June 2022 are accepted as a true record”. 



It was agreed that the minutes of the Annual General Meeting held on [insert date] are [accepted/denied] as a true record. 

Matters Arising 
	Guidance note: start with any items that you need to follow up on from your last AGM meeting.




Chairs report
	Guidance note: It is important that the Chairs report is included in the information distributed to members. In the minutes, it is worth a brief summary of what was mentioned as well as confirmation of the full report being submitted and distributed to the members.

Example: Report submitted and distributed. Good year for the club with a few squad movements to review. Produced a Development plan and succession plan which has been key in providing the organisation with direction and sustainability. 




Financial Report
	Guidance note: to receive and consider the accounts of the organisation for the previous year and the report on the accounts of the independent examiner and the Treasurer's report as to the financial position of the organisation. This information should be distributed to members, along with the Chairs report. On the minutes, it is appropriate to add in a summary of the accounts and the fact that it was submitted and shared. 

Example: Report submitted and distributed. It was noted that the club had sufficient reserves in order to ensure that these are available in emergency situations should the club need it. Treasurer also noted that they were looking to stand down in 2025 and the notice means it will be effective January 2025. 




Annual Reports
	Guidance note: This is where you would include reports from different parts of your committee. This could be the competition secretary, artistic swimming secretary or volunteer’s coordinator. It is also vital that each of the Executive Committee include a report to the membership and it is important that the financial report is documented separately. The Welfare officer must also provide a report (if there is anything to mention that is for public knowledge only for example; club parents to take part in a survey etc…). Please ensure this is distributed as per your constitution and within the correct timeframe. If a post is vacant or there is no report, then please also write this down. It is also good practice to put into the minutes a line to sum up the report and then if there is an action to be completed by someone, this will need to be captured. 
Example: Secretary Report: Report submitted and distributed. It was noted that the membership figures had increased slightly since 2022 but membership remained relatively high. 

Example: Volunteers Coordinator: Report submitted and distributed. It was noted that the last Gala went well and we had enough support except Field of Play on Sunday in the PM. Action for VC: Recruit for more volunteers via organisation newsletter and post on social media before the weekend. 






Election of Officers
	[bookmark: _GoBack]Guidance note: Important to note that the Welfare Officer is appointed by the Committee so they are not voted in by the members. Honorary and life members (if applicable) are also elected and removed at the Annual General Meeting. The organisation must also remove and elect an Independent examiner (who reviews the clubs financial accounts and they must not be a member of the Committee or a member of the family of a member of the Committee) or confirm that he/she remain in office. Please check your constitution to ensure that you understand the election of all officers. Those voting must be members of the club and only paid members who have reached their 16th birthday shall be entitled to be heard and vote on all matters. We have provided a few positions below which are a Swim England requirement, but otherwise please add in more committee roles and change the table as you wish. 





	Post
	Name
	Nomination

	Chair
	
	

	Secretary
	
	

	Treasurer 
	
	

	Welfare Officer (appointed by the Committee and not voted in by the members)
	
	

	Independent Financial examiner 
	
	

	[add in more roles as applicable]
	
	

	[add in more roles as applicable]
	
	

	[add in more roles as applicable]
	
	




AOB
	Guidance note: Please write AOB down below – this should have been included in the agenda. It is also a chance for anyone else to raise questions should they wish too. 





Approval 
	Guidance note: It’s good practice for your committee to review and sign-off the minutes, before they’re shared with the wider organisation. As mentioned earlier, AGM minutes are then also approved at the next AGM. 



These minutes have been reviewed and signed-off by:

Signature: 
Name: 
Position: 
Date: 

Signature: 
Name: 
Position: 
Date: 
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