Annual General Meeting (AGM) – Checklist

	Have you considered...?
	Notes / Done √

	Timing
	Weekend? Evening? Weekdays?  what suits your parents?  2 weeks’ notice usually required, check your governing document.
	

	Venue
	Expect all parents to attend, is the venue big enough and accessible to all? 
	

	Trustee’s/Chairs Report
	Gather information, on committee business of last year, including updates to policies (ensure policies are available prior to and during the meeting for membership to view)
	

	Accounts
	Accounts must be presented for the previous financial year.  (Where income is greater than £25,000 but less than £250,000 the accounts should also have been independently examined by a competent person who is not personally connected with any member of the committee.   If income exceeds £250,000 a professional audit or examination will be required Refer to Charity Commission requirements and your constitution).
	

	Advertising 
	Advertising/display posters, letters/notes to family membership, giving notice of the AGM in prominent positions - usually at least two weeks in advance
	

	Nomination Slips
	Distribute to family members in advance of AGM - ask if willing to stand for election to join committee.  You could also include information on trustee roles & responsibilities.
	

	Constitution
	Ensure it is up to date, and the latest version adopted at each AGM, ensure parents have access to a copy prior to the AGM.  (Individual variations to constitution should be authorised by Charity Commission and PLA National or other member body who produce the constitution)
	

	Minutes of Previous AGM
	Ensure all have access to a copy prior to the AGM so that they can be verified and accepted as a true record of the last meeting.
	

	Agenda
	Circulate usually at least two weeks prior to AGM – you could include this with the notice of the meeting.
	

	Refreshments
	Not necessary, but consider ideas to attract interest.
	

	Guest Speaker/ Special Display
	Not necessary, but consider ideas to attract interest.
	

	Committee Handbook & Operational plan
	Check all up to date and available for potential new members to view and also to help with an effective induction and handover.
	


