
 
 
  

Annual General Meeting (AGM)  
 
 

What is an Annual General Meeting? 
An AGM is where members of a club or society democratically elect their next committee members 
who will lead and run their student group. 
It is an election, so there are certain procedures that need to be followed so the outcome is valid and 
fair.  LiverpoolSU requires all clubs and societies to hold an AGM. 
 
When should an AGM take place? 
All LiverpoolSU student group AGMs should take place in March.  
 
How should we prepare for our AGM? 
Members of clubs and societies should put themselves forward to run for a position on the committee, 
therefore they need to know what is involved if they were successfully in post on a committee (in every 
position). It is the current committees’ job to pass all members the individual role information, which is 
at the end of this document (See end).  
 
Students interested in running for a position should then provide a short **manifesto to the President/ 
club captain. Please note: Current members of the committee can re-run but still need to go through 
the same process of providing a short manifesto and running in an election, voted by all members. 
 

**Manifesto - a public declaration of intentions, opinions and what they wish to do, and 

specifically why people should vote for them specifically, if they were voted in as a committee 

member for a student group. 

 
Date, time and location of AGM 
Before your AGM, you should let ALL society members know the date, time and location of the AGM 
and that they will be voting in the new committee in an election. Candidates for committee positions 
may wish to send electronic versions of their manifesto/ intentions or they may want to give a short 
presentation in front of the members at the AGM.  
 
One of the current committee who is not re-running needs to be the ‘returning officer’ for the AGM, 
who will be in charge of counting votes and making sure the election is run fairly. 
 
What should happen at the AGM? 
For each position, you should let all candidates do a short speech of equal length stating their 
manifesto to show why they are the best person for the job. Then you can let the club or society 
members ask candidates questions. After that, you hold a vote for each position.  
The best way to vote is by secret ballot; have society members write down their preferred candidates 
on a piece of paper and count the votes.   
*Each person who stands for election is required to be a current fully-paid member of the club or 
society. 
 
What should you do after an AGM?  
After the new committee are elected, you should do 2 things; 

1. ALL new committee members should notify LiverpoolSU of their election. 

https://goo.gl/forms/kvgdZXzlw7RzNVHz2. 

2. The outgoing committee should handover the running of the society to the new committee. 

This should include a handover document and a shadowing period with each role with the 

previous role and the new committee member.  

 
 

 

https://goo.gl/forms/kvgdZXzlw7RzNVHz2


  

Elections 
 

What are the different election methods you can use? 
 

 Secret ballot  

 Online election tools (such as surveymonkey) 

 Online election through the LiverpoolSU website (contact studentsgroups@ljmu.ac.uk for this) 

 
 

Handovers  
 

It is vital that you create a handover document to pass on the next committee so they can run the 
student group successfully in the next academic year. This means there is consistency year-to-year in 
the student group, and you are providing the best experience for your members. 
 
What should a handover document include? 

 job descriptions of the committee roles (see below for some basics) 

 a little about LiverpoolSU and what we can do for them  

 A timeline of what committees need to do and when (think about fresher’s fair, membership deadlines, 

varsity, Loves You Awards)  

 Basic committee information- how often did the committee meet, how did you communicate  

 The events you have run and an evaluation of the events (where they successful? What would you do 

differently). 

 Any key contacts you’ve made over the year (e.g. venues, LJMU staff) 

 Password for social media accounts and email accounts 

 Records of equipment that student group has purchased  

 Any promo materials you have  

 Advice on common issues and how to overcome them and a briefing of any ongoing issues  

 What do you wish you had done differently? Any information you wish you had been passed when you 

started? 

 
 
For new committee members, LiverpoolSU is holding a drop in session! They will have the opportunity 
to come and meet the Student Development and Activities Team, find out more about their role and 
collect a pack to help them plan over summer. 
 
Top drop in session will be on Thursday 6th April, from 1-4pm in the Activities Space (John Foster 
basement). Encourage your new committee to drop in and see us!  
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Committee Structures  
 
 

When recruiting new committee members, it’s important they understand the volunteering role they 
are undertaking. You can make this clear by including “job descriptions” for them to look at. Below 
you can see some basic ideas of job descriptions. Your club or society might have different committee 
positions specific to your student group, and you can create a job description for these too. If you 
need any help, ask the student group or societies coordinator.  
 
 

 

 



 
  

 

 
 

PRESIDENT  To be the main LiverpoolSU contact  

 Ensure the Code of Conduct is followed by all members 

 Ensure that all members have paid their membership fee  

 Organisation of the Fresher’s Fair stall for promotion of the society  

 Arrange regular meetings with members 

 Attend all LiverpoolSU meetings and promote LiverpoolSU events to 
members  

VICE PRESIDENT  To support the President in the work they do 

 To act as a deputy for the President at all LiverpoolSU meetings  

 To help support in the promotion of all LiverpoolSU events  

COMMUNICATIONS/M
EDIA OFFICER 

 To promote your society in a positive way at all times  

 To support the President in the promotion of the society at Fresher’s Fair  

 To publicise all meetings at the request of the President  

 To publicise all LiverpoolSU information to all members 

 to help increase society funds through sourcing sponsorships  

 To take control of social media accounts 

 To interact with LiverpoolSU on social media platforms 

SOCIAL SECRETARY  To organise society events and help publicise them to all members 

 To ensure all society events are inclusive and non-discriminatory 

TREASURER   To liaise with LiverpoolSU to manage the societies financial account  

 To create a budget for the society and keep track of incoming and outgoing 
funds  

 
 

 



 

 
 

CLUB CAPTAIN  To be the main LiverpoolSU contact  

 Ensure the Code of Conduct is followed by all members 

 Ensure that all members have paid their membership fee  

 Organisation of the Fresher’s Fair stall for promotion of the society  

 Arrange regular meetings with members 

 Attend all LiverpoolSU meetings and promote LiverpoolSU events to 
members  

VICE CAPTAIN  To support the President in the work they do 

 To act as a deputy for the President at all LiverpoolSU meetings  

 To help support in the promotion of all LiverpoolSU events  

TEAM CAPTAINS   To liaise with the activities team on a weekly basis to learn about 
fixture times and transport arrangements  

 To ensure that all members have paid their membership fee  

 To submit trip passenger lists   

 To contact the activities team to  report any issues at home or away 
fixtures  

 To report any accidents to the activities team within 24 hours  

 To submit the result of fixtures  

 To attend any LiverpoolSU BUCS specific meetings throughout the 
year 

COMMUNICATIONS/ 
MEDIA OFFICER 

 To promote your club in a positive way at all times  

 To support the President in the promotion of the club at Fresher’s 
Fair  

 To publicise all meetings at the request of the President  

 To publicise all LiverpoolSU information to all members 

 To help increase club funds through sourcing sponsorships  

 To take control of social media accounts 

 To interact with LiverpoolSU on social media platforms 

SOCIAL SECRETARY  To organise club events and help publicise them to all members 

 To ensure all club events are inclusive and non-discriminatory 

TREASURER   To liaise with LiverpoolSU to manage the clubs financial account  

 To create a budget for the club and keep track of incoming and 
outgoing funds  

 


