This template has been put together to help the club/soc committee design and record their AGM minutes. Please delete all text in red when recording your minutes and before distributing it to members and the SU. Please replace all text highlighted in yellow with the relevant information for your club/society.

Once complete, please share the AGM minutes with all members. Additionally, you must send this document to studentsunion@hartpury.ac.uk. 

[Name of Club/Society] AGM Minutes 
[Date]
[Location]
[Time]

Section for the club/society committee to complete during the AGM:

	Attendance (list the names of the people who attended the meeting)


	


	How many members do you have? [enter number]

How many attended the meeting? – you must have over 51% or more to be quorate. [enter number]


	Apologies (list people who let you know they would not be able to attend the meeting)


	




	Agenda 
	Minutes 

	1. Welcome and Introduction
	Who chaired the meeting? 

Who took the minutes?


	2. Reports from Committee Members
	Who were the reports delivered by?

What were the key points from each report?

Any questions or comments members had?


	3. Annual Finance Report
	What were the key points from the report?

Any questions or comments members had?


	4. Discussion about Next Academic Year
	How did things go this year?

What suggestions were made for next year?
 

	5. Election of Committee Positions 
	Who ran for the different positions?

Who was elected into each position?

Keep records of how many votes were given for all students running, inclusive of those who were voted in via majority vote and those who weren’t. 


	6. Any other Business 
	Were there any closing remarks or questions?




Section for the club/society committee to complete following the AGM:

	Next Years’ Committee Members
These committee members have been voted in by members during the AGM and will take over the running of the club/society from the 1st of May of this year. 

	Committee Position 
	Name of this Year’s Student 
	Name of Next Year’s Student (may be the same student)

	Chair
	
	

	Secretary
	
	

	Treasurer
	
	

	Additional position (optional)
	
	

	Additional position (optional)
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Empowering students to excel by providing representation, guidance and opportunities




	Yearly Club/Society Review
To be completed following conversations at the AGM and between the committee. 

	Topics
	Comments 

	Membership
	Overall, this year, have you lost members, retained members, or gained members?
	

	
	How have you advertised your club/society to new members?
	

	
	Have all members been actively participating?
	

	
	Does the current membership fee cover the financial needs of the club? 
	

	
	Are you looking to change the membership fee? 
If so, to what?
	

	Communication
	What is the main channel(s) of communication with members?
	

	
	Do you think the communication was effective? 
	

	
	Did the committee work and communicate cohesively this year? 
If not, what could be done to strengthen the committee?
	

	
	Do you think the committee communicated well with the SU? 
	

	Activities
	What regular activities did you hold this year?
	

	
	What kind of social activities did you hold this year?
	

	
	Did you hold any one-off activities this year, such as trips, competitions etc? 
	

	
	Were activities well attended and enjoyed?
If not, why do you think this is?
	

	Finances
	Overall, this year, did you lose money, retain money, or make money?
Please utilise the finance budgeting template to show income and expenditure
	

	
	Did you do any fundraising?
If so, what did you do and how much did you raise?
	

	Successes
	What went well this year?
	

	
	Are there any specific things that you are proud to have achieved?
	

	Suggestions for Improvement
	Considering the topics above, are there any suggestions for next year’s committee to improve the club/society? 
	

	
	Are there any new activities or opportunities that members have expressed interest in seeing? 
	

	Key Contacts 
	Are there any key contacts, internal or external to Hartpury, that next year’s committee should be aware of?
Please include name, email address and reason for importance. 
	

	
	What is the login information for all of your club/society social media accounts? Please include usernames and passwords. 
	




	Qualified Club Members
Consult with members & list those already qualified – you might not have any so don’t worry if you don’t!

	Coaching & Officiating Qualifications

	Full Name
	Student Email
	Qualification Name
	Qualification Date

	
	
	
	

	
	
	
	

	
	
	
	

	First Aiders

	Full Name
	Student Email
	Qualification Name
	Qualification Date

	
	
	
	

	
	
	
	

	
	
	
	

	Vehicle Qualifications

	Full Name
	Student Email
	Qualification Name
	Qualification Date

	
	
	
	

	
	
	
	

	
	
	
	

	Safety Qualifications

	Full Name
	Student Email
	Qualification Name
	Qualification Date

	
	
	
	

	
	
	
	

	
	
	
	

	Other

	Full Name
	Student Email
	Qualification Name
	Qualification Date

	
	
	
	

	
	
	
	

	
	
	
	



Now you have completed everything up to this stage, please send the document to studentsunion@hartpury.ac.uk.

Section for the Clubs and Societies Officer to complete following the AGM:

	Club and Societies Officer Review
This section enables the SU to identify areas of improvement and recognise where further training may be beneficial for the upcoming committee.

	Membership

	Has the society retained members / what could be done differently? 
Number of members = 

	Membership Fees

	Fees for this year = 
Suggested fees for next year = 

	Finance (To include current balance of club account)
	Current Balance =  £                  


	Attendance at Committee Handover
	
· Chair
· Secretary 
· Treasurer
· Other?
Are there any members who need support? 


	Attendance at Student Council?
	· Student Council meeting November
· Student Council meeting February
· Student Council meeting May 


	Communication with SU
	Have the committee been proactive in communicating with the SU? 

Have they engaged in additional opportunities provided? 

Have they followed guidance and documents effectively, ensuring applications are in on time e.g. for events or speakers? 


	Communication with Membership
	Does the committee regularly communicate with their members? 
If so, how? (e.g. email/ social media / own Teams page?) 


	Participation & Equality

	Are the committee proactively ensuring their activities are inclusive to all students? 


	Events & Fundraising

	Have they hosted regular events, activities and fundraising activities throughout the year?


	Areas of Development
	Are there any other areas the committee requires further development? 
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