Advice Note on Calling an AGM

1 Notice of the AGM

1.1 The notice of the AGM must be sent out to all of the Members, the Trustees (although the Trustees do not have a vote at the AGM unless they are also a Member) and to your auditors. 

1.2 At least 14 clear days' notice must be given of an AGM.  This does not include the day on which the notice is sent or received or the day of the meeting.  

1.3 Under the Articles, a Member is considered to have received a notice 48 hours after the envelope containing it was posted or, in the case of a notice contained in an electronic communication, at the expiration of 48 hours after the time it was sent.  

1.4 We therefore suggest that the notice be sent out at least three weeks before the proposed meeting date.

2 Business to be carried out

2.1 An example agenda is set out below.  Please note the following:

2.1.1 A Chair should be appointed at the start of each Members' meeting for the duration of that meeting; 
2.1.2 We suggest acknowledging that the accounts for the period to 31 August [year] have been received by the Members.  (Although, there is no legal requirement for this to be acknowledged in a meeting if you haven't done this previously); and

2.1.3 Confirmation of the re-appointment of the auditors.  Please note that if your Members have done this once and you're not proposing to change auditors then under the Companies Act there is no need to do this again.  However, as the Academy Trust Handbook (paragraph 4.17) requires a report to be made to the Members from the audit and risk committee (by whatever name known) then we do recommend the inclusion of this item on the agenda and that the Members formally reconsider the appointment.  

The appointment (or reappointment in line with the above) needs to be done within 28 days of the accounts being 'circulated' to the Members (this is known as the period for appointing auditors).  If you need to do this, we suggest that you present the accounts to the Members at the meeting in order to start the 28 day period.

[Name of Academy Trust] (Company)

Company number [company number]

Notice of an Annual General Meeting 

Notice is hereby given that the Annual General Meeting of [• name of Academy Trust] (Company) will be held at [• location] on [• 00 month year] at [• time] [• am / pm] for the following purposes:

1 to appoint a Chair for the meeting;

2 to receive the annual accounts of the Company for the period to [• 31 August] [• year]; 

3 to receive a copy of the [• audit and risk] committee's report on the matters specified at paragraph [• 4.17] of the Academy Trust Handbook [• 2022];

4 [• to confirm the [• re-appointment / appointment] of [• name of auditor] as auditors of the Company]; 

5 [• to receive a report from the [• CEO] as to the activities of the Company since [• date of last meeting;

6 [• to receive a report from the [• Governance Professional / Trustees] as to governance matters since [• date of last meeting]; and 

7 To confirm the appointment of the following Trustees of the Company, to take effect from [• 00 month year]:

· [• Name]

· [• Name]

· [• Name].

By order of the Board

Company Secretary

[• Name of Academy Trust]

[• Address in full]

Notes to the notice of Annual General Meeting
Appointment of proxies
8 As a member of the Company, you are entitled to appoint a proxy to exercise all or any of your rights to attend, speak and vote at the Meeting and you should have received a proxy form with this notice of meeting.  You can only appoint a proxy using the procedures set out in these notes and the notes to the proxy form.

9 A proxy does not need to be a member of the Company but must attend the Meeting to represent you.  If you wish your proxy to speak on your behalf at the Meeting you will need to appoint your own choice of proxy (not the Chairman) and give your instructions directly to them.

10 If you do not propose to give your proxy an indication of how to vote on any resolution, please complete Proxy form 1 at the end of this notice.  Your proxy will vote or abstain from voting at his or her discretion.  Your proxy will vote (or abstain from voting) as he or she thinks fit in relation to any other matter which is put before the Meeting. 

11 If you wish to direct the proxy as to how to vote on the specified resolutions, please complete Proxy form 2 at the end of this notice.
Appointment of a Proxy Using Hard Copy Proxy Form
12 To appoint a proxy using the proxy form, the form must be:
12.1 completed and signed;

12.2 sent or delivered to the Company at [• Name of Academy Trust], [• Address in full]; and

12.3 received by the Company not less than 48 hours before the time for holding the meeting or adjourned meeting.

13 Any power of attorney or any other authority under which the proxy form is signed (or a duly certified copy of such power or authority) must be included with the proxy form.
Electronic Appointment of Proxies

14 As an alternative to completing the hard-copy proxy form, you can appoint a proxy electronically by sending a signed scanned copy of the proxy form to [email address].  For an electronic proxy appointment to be valid, your appointment must be received by the Company no later than 48 hours before the time for holding the meeting or adjourned meeting.

Changing Proxy Instructions

15 To change your proxy instructions simply submit a new proxy appointment using the methods set out above.  Note that the cut-off time for receipt of proxy appointments (see above) also apply in relation to amended instructions; any amended proxy appointment received after the relevant cut-off time will be disregarded.

16 If you submit more than one valid proxy appointment, the appointment received last before the latest time for the receipt of proxies will take precedence.

Termination of Proxy Appointments
17 In order to revoke a proxy instruction you will need to inform the Company using one of the following methods:

By sending a signed hard copy notice clearly stating your intention to revoke your proxy appointment to [• Name of Academy Trust], [• Address in full].  Any power of attorney or any other authority under which the revocation notice is signed (or a duly certified copy of such power or authority) must be included with the revocation notice.

By sending an e-mail clearly stating your intention to revoke your proxy appointment to [• email address].  Any power of attorney or any other authority under which the revocation notice is signed (or a duly certified copy of such power or authority) must be included with the revocation notice.

18 In either case, the revocation notice must be received by the Company no later than 48 hours before the time for holding the meeting or adjourned meeting.

19 If you attempt to revoke your proxy appointment but the revocation is received after the time specified then, subject to the paragraph directly below, your proxy appointment will remain valid.

20 Appointment of a proxy does not preclude you from attending the Meeting and voting in person.  If you have appointed a proxy and attend the Meeting in person, your proxy appointment will automatically be terminated.
Proxy form 1

Complete and sign as appropriate and return to the Company as set out in the notice of the Meeting:

I / We, ………………………………..…………… of ………………………………..………………………………..,

being a Member / Members of the above named Academy Trust, hereby appoint:  
………………………………..…………… of ………………………………..……………………………….., or in his / her absence, 

………………………………..…………… of ………………………………..……………………………….., 

as my / our proxy to vote in my / our name(s) and on my / our behalf at the annual general meeting / general meeting (delete as appropriate) of the Academy Trust to be held on 
……………………….. (date), and at any adjournment thereof.

	Signed:


	......................................................

	
	

	On:

	...................................................... (date)


Proxy form 2

Complete and sign as appropriate and return to the Company as set out in the notice of the Meeting:

I / We, ………………………………..…………… of ………………………………..………………………………..,

being a Member / Members of the above named Academy Trust, hereby appoint:  

………………………………..…………… of ………………………………..……………………………….., or in his / her absence, 

………………………………..…………… of ………………………………..……………………………….., 

as my / our proxy to vote in my / our name(s) and on my / our behalf at the annual general meeting / general meeting (delete as appropriate) of the Academy Trust to be held on 
……………………….. (date), and at any adjournment thereof.

This form is to be used in respect of the resolutions mentioned below as follows:

	Resolution 1

	
	For 


Against  


	Resolution 2
	
	For 


Against  


	Resolution 3
	
	For 


Against  



Unless otherwise instructed, the proxy may vote as he thinks fit or abstain from voting.

	Signed:


	......................................................

	
	

	On:


	...................................................... (date)


� This form should be used in circumstances where the Member gives a general authority to the proxy


� This form should be used where the Member wishes to instruct the proxy how to act


� The appointer should indicate on the form how they wish the proxy to vote in respect of the resolution
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