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About this Guide
This Guide has been produced by Community First. It is intended to be used 
by Wiltshire Link Schemes both in the set up phase and as an on-going 
reference. It is based on the experience of the Link Schemes themselves, 
current legislation, and advice from a number of agencies. 

Please note this Good Practice Guide is for guidance only. 
Each Link Scheme must review and amend documents, 
information, processes and policies to match their 
circumstances and needs.

In general, this Guide assumes that a Link Scheme is 
a Registered Charity (which is the case for most Link 
Schemes). If your scheme is not a Registered Charity, 
then guidance is included in Information Guide B. 
Community First is aware that other legal arrangements 
exist and may be chosen by Link Schemes, such as 
charitable incorporated organisation, charitable company, 
unincorporated association or trust. Advice is available 
from the Charity Commission.  

You will find ‘(L)’ in various places throughout the Guide. 
This is designed to help Link Schemes and direct their 
attention to legal requirements. Where (L) appears at the 
head of a sub-section this indicates the following section 
covers some legal requirements. Where (L) appears 
next to one or two items in a section these items are 
particular legal requirements. Please be aware that these 
distinctions are not always straightforward, and that 
general good management is also a legal requirement of 
charitable status. 

There are also funding requirements. These are the 
criteria set by the funders of the Wiltshire Link Schemes, 
and apply to the Annual Grants Programme and the Small 
Grants Fund. These criteria are set out in Information 
Guide G (Section 5). These may occasionally change, but 
full notification and support will be given to Wiltshire Link 
Schemes to meet any new requirements.

Whilst every effort has been made to ensure 
that information is accurate, this document is for 
guidance only and there is no assurance that it 
is a full statement of law. We do hope you find it 
useful, but no legal liability can be accepted by 
Community First or its employees. 

Please check www.communityfirst.org.uk for updates and 
news.

Community First
Unit C2
Beacon Business Centre
Hopton Park
Devizes
SN10 2EY

www.communityfirst.org.uk           

Facebook: @CommunityFirstWiltshire
Twitter: @CommFirstWilts

The Wiltshire Link Schemes Good Practice Guide 2021 is 
produced by Community First and replaces the previous 
(2016) Good Practice Guide.

Researched and edited by Mike Read Associates.

http://www.communityfirst.org.uk
http://www.communityfirst.org.uk 
https://www.facebook.com/CommunityFirstWiltshire/
https://twitter.com/CommFirstWilts
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K1: Annual General Meetings - An Overview (L)
A Link Scheme AGM:

• Provides the Management Committee with an 
opportunity to explain their management to members 
(Link Scheme clients and volunteers),

• Provides members with an opportunity to influence 
who is on the Management Committee (L)

• Provides members with an opportunity to ask 
questions before voting on business items on the 
agenda, and 

• Should be held once a year and allow clients and 
volunteers of the Scheme to attend. 

The governing document should state when an AGM 
must be held. This may be in a particular month or within 
a certain period after the end of the financial year. (L)

When arranging the AGM, Link Scheme trustees should 
ensure the following.

• Notice of the AGM together with relevant documents 
are sent out at least 21 clear days in advance of the 
meeting. In order to achieve this the notice should be 
sent out at least 20 working days beforehand (L) 

• Satisfy themselves that the venue for the AGM 
is easily accessible for all members (L). Establish 
what facilities should be provided to allow for full 
participation by all those attending (e.g. a crèche or 
special facilities for people with disabilities). 

• Check that the notice and any proposed resolutions 
are drafted in plain language. This will ensure there 
are no misunderstandings about any matters being 
proposed. If you have a multi-lingual membership, 
you may need to draft the notices and proposed 
resolutions in the appropriate languages. 

• Give the full names (whenever possible) of officers 
or charity trustees that are standing for election 
(or re-election) in the notice of the AGM. A brief 
description of the person seeking election should also 
be enclosed. This may cover their relevant expertise, 
the dates they were first appointed to the trustee 
body, etc. 

• In order to create a clearer record and promote 
the independence of each trustee, the election/re-
election of each trustee should be the subject of a 
separate resolution.

K2: AGM Notice (L)
Your governing document may specify the information to 
be contained in the notice calling an AGM. It is strongly 
recommended, as a minimum, that the notice calling the 
AGM sets out:

• The date and time of the meeting,

• The venue,

• Details of the business to be considered (which 
will probably be mandatory items at this stage as 
members’ resolutions may not have been received),

• An invitation to members to propose resolutions, and

• If appropriate, requests for nominations (or the 
names of proposed nominees) for officers to be 
elected.
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K3: Quorums (L)
Your governing document should specify the quorum 
applicable to each type of meeting, including the AGM. 
Link Schemes should think carefully about the number of 
people needed for a quorum. It needs to be appropriate 
to the size of the Link Scheme. For most Link Schemes 
a quorum of 10-15% is appropriate. If the quorum is 
too high, any absences may make it difficult to have a 
valid meeting. If it is too low, a minority may be able to 
impose its views unreasonably (L).

The quorum for a Management Committee meeting 
should be a minimum of one-third of the total number of 
the Management Committee plus one (e.g. 6 Committee 
members will have a quorum of 3). 

If a meeting does not have a quorum, it cannot make any 
decisions. If a quorum cannot be achieved regularly, or 
that specified in the governing document is unworkable, 
the trustees should contact Community First for advice.

K4: The Role of the Secretary
Establishing a timetable
It is advisable to set up a timetable for organising an 
AGM. Working back from the date the meeting is to be 
held, the Secretary may need to identify:

• The date notices have to be sent out,

• The date documents need to be received to be 
circulated with the notice,

• The date and time of any pre or related meeting, 
for instance prior to laying the report and accounts 
before an AGM the trustees will need to meet and 
approve them, and 

Venue
The venue needs to be chosen with care. These are 
issues to consider.

• Is the proposed venue large enough to accommodate 
the number of people who are entitled to or expected 
to attend?

• Is the venue accessible by road and public transport?

• Is adequate car parking available, at a reasonable 
cost?

• Is the venue suitable for people with disabilities, e.g. 
does it have wheelchair access, large print signs, 
induction loops, etc.

• Are additional facilities needed such as a crèche, 
translation services or a signer for people with 

hearing difficulties? If so can these be provided at 
the proposed venue?

• If catering facilities are required, are those at the 
venue adequate?

• Are there enough toilets?

• Does the venue have appropriate equipment 
available, e.g. flip chart and paper, overhead 
projector, slide projectors, microphones?

• Does the venue provide enough chairs and tables?

• Are facilities for secret ballots available?

• Is there additional capacity available to cater for 
exceptional attendance?

Agenda
• Every meeting will benefit from a formal agenda 

which lists the items of business. Prior to calling 
the meeting the Secretary would normally discuss 
the proposed agenda with the Chairperson and 
Management Committee. The Secretary is advised 
to check the governing document to see what issues 
must be covered for each type of meeting, e.g. the 
approval of financial statements or the re-election of 
officers.

• The order of proceedings needs to be planned, 
adequate time allowed for each item and the 
Chairperson made aware of the need to keep to 
the timetable in order to ensure that all matters are 
covered within the allotted time. It may be useful to 
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indicate on the agenda how much time is expected 
to be allowed for each item. It is also useful to state 
clearly when the meeting will finish.

• It is helpful to indicate whether an item of business 
is for discussion or whether a decision needs to be 
taken.

Documents
The Secretary is advised to check that all relevant papers 
and supporting materials are made available to the 
trustees and/or members in good time. 

The papers placed before the meeting should:

• Comply with any applicable rules or regulations of the 
charity on the presentation of papers, and

• Be received by the Secretary and distributed in good 
time.

It is recommended that all supporting documentation is 
clearly marked to show:

• The nature and date of the meeting, 

• The agenda item to which it relates, and

• Page numbers on lengthy documents.

It may also be useful to give each document an 
identifying number.

Preparing the venue for the 
meeting
When planning the meeting the Secretary will need to 
consider how to set out the room and what equipment 
is needed for the meeting. For example, at an AGM 
there may need to be a table on which copies of papers, 
accounts and publications for the members are set out. A 
projector may be needed if there is to be a talk.

On the day of the meeting
The Secretary will need to make sure that:

• There are spare copies of all documents needed for 
the meeting,

• Arrangements for any vote or poll are in place,

• The meeting is properly convened,

• There is a quorum,

• Apologies for absence are noted, and 

• All decisions made at the meeting are clearly 
minuted.

If it appears that a matter has been overlooked, or a 
clear decision has not been made when this is needed, 
the Secretary should draw this to the attention of the 
Chairperson.

It should be remembered that decisions reached at a 
trustees’ or members’ meeting are collective decisions 
and the decision is binding upon all the Link Scheme’s 
trustees and members. It is for this reason that all 
trustees and members are encouraged to participate in 
all debates. 
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K5: The Role of the Chairperson
The Chairperson usually checks that the Secretary has 
sent out the notice, an agenda and supporting papers in 
good time and in accordance with any agreed timetable.

During a meeting
• Welcome all participants. Ensure ‘housekeeping 

notices’, e.g. emergency procedures in case of 
fire are explained, suggest people with disabilities 
position themselves near an exit, etc.

• The Chairperson needs to see that the items on the 
agenda are covered within the timescale set for the 
meeting. The minutes of the previous meeting is 
usually the first item on the agenda. The Chairperson 
signs the minutes after checking with those present 
that the minutes are a true and accurate record. 

• The Chairperson should offer all those attending and 
voting at the meeting an equal opportunity to speak 
on each item and encourage them to participate fully 
in the meeting. 

Potential problems
The Chairperson is strongly advised not to allow any one 
person to dominate the meeting. It may be harder to 
prevent a dominant group of people from controlling the 
Link Scheme’s business. Possible solutions include:

• Establishing ‘ground rules’ for the meeting,

• Ensuring participation by all Link Scheme trustees 
and members,

• Enforcing any procedural rules,

• Ensuring trustees acknowledge the role of the 
Chairperson in exercising control over the meeting, 
and 

• Increasing the quorum of the meeting using the 
procedures in the governing document so that 
a wider group of the Link Scheme trustees and 
members has to attend meetings for business 
transacted to be valid.

If the meeting needs to come to a decision on an agenda 

item, the Chairperson should make sure that all trustees 
and members understand what the decision means to 
the Link Scheme, e.g. agreeing to a grant of money.  
Whether the charity is required to have an AGM or simply 
organises a users’ meeting, the charity trustees are only 
bound to act on decisions taken by the members where 
the governing document directs that those matters have 
to be decided at such a meeting. 

At a general meeting the Chairperson should make it 
clear to members which decisions (if any) voted upon by 
the members are binding on the charity trustees. It may 
be that the voting is merely a recommendation to the 
charity trustees.

Adjournment of a meeting
This may happen when either the meeting itself or 
part of the business of that meeting is postponed until 
another time or indefinitely. The governing document 
may provide for length of time, notice, and reconvening 
of adjournments.

In any of the following circumstances the Chairperson 
(usually with the consent of those present) may adjourn 
the meeting.

• There is an event beyond the control of the 
organisation, e.g. a fire alarm requiring evacuation.

• The meeting becomes so unruly either as to make 
the situation dangerous to those attending or so that 
to continue the business of the meeting becomes 
impossible.

• If the meeting resolves to adjourn. This usually only 
occurs if there is insufficient information to make a 
decision.

Depending on the circumstances, and the provisions of 
the governing document, an adjournment may be:

• To a later time in the same day, 

• To a later date and the same place,

• To a later date and another place, or

• For an indefinite period.
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An adjournment is only a continuation of the meeting 
and the notice that was given for the first meeting 
holds good for it. However whenever possible, a fresh 
notice should be sent to all those entitled to attend an 
adjourned meeting, particularly where the meeting is 
adjourned without a new date, time and venue having 

been fixed. No new business should be introduced at an 
adjourned meeting unless notice of such new business 
is properly given. At the beginning of any re-convened 
meeting the minutes of the earlier meeting are recapped 
by the Chairperson to avoid any confusion or unnecessary 
duplication of debate.

K6: During an AGM
The Management Committee should adopt the following.

• All members of the Link Management Committee 
attend the AGM.

• They are seated facing the members.

• The Chairperson does not propose his or her own 
(re)election.

• Any individual Link Management Committee member 
does not propose, second or advocate a resolution in 
which she or he has an interest.

• The Chairperson allows sufficient time for members’ 
questions during the meeting.

• The Chairperson explains the effect and purpose of 
each proposed resolution before putting it to a vote 
and whether the decision of the AGM is binding on 
the Link Scheme trustees.

• Members who have put forward proposed resolutions 
are entitled to draft and have circulated with the 
notice of the meeting an explanation of their 
resolution and any other supporting documents.

• The Chairperson allows an opportunity for the 
proposer of any resolution to address the meeting.

K7: Extraordinary and Special General 
Meetings (L)
EGMs and SGMs are held for non-recurring business that 
requires approval by the members between AGMs. Whilst 
these will often be called by the Link Scheme trustees 
to transact business such as alterations to its governing 
document they may also be requested by Link Scheme 
members. SGM is an equivalent term to EGM sometimes 
used by unincorporated associations.

Members can ask Link Scheme trustees to call an EGM if 
they feel that the trustees are not fulfilling the charity’s 
aims and objectives, or where they feel the charity is not 
being administered effectively. The members can use an 
EGM to seek explanations from Link Scheme trustees for 
a course of action, or to encourage fuller discussion on 
an issue. The governing document should set out the 
number of full members required to request an EGM, and 
how this should be done. If the request is properly made, 
the Link Scheme trustees cannot refuse.

Who can attend an EGM?
The same people who are allowed to attend an AGM 
are usually entitled to attend an EGM. The governing 
document should be checked for any differences. The 
ability to call EGMs underlines the importance of keeping 
up-to-date membership records as a meeting can be 
called at any time.

During the EGM
The business of the EGM will be detailed in the notice. 
Examples of items to be dealt with at an EGM include:

• Alteration of the governing document,

• Winding up the charity

• Merging the charity with another or others, and 
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• Discussion of an issue brought by members

• During the meeting, similar issues of good practice 
apply as they do to AGMs.

Further details on holding meetings can be found in the 
Charity Commission booklet: ‘Charities and Meetings: 
CC48’12

12 www.gov.uk/government/publications/charities-and-meetings-cc48

K8: Amending a Constitution (L)
If you need to amend your constitution, this can only 
be done at an AGM or Special General Meeting. If your 
constitution already includes ‘power of amendment’, 
amendments can be adopted by the Chairperson signing 

amendments, and recording the adoption in the minutes. 
Otherwise the Charity Commission will have to give 
permission. (L)
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SN10 2EY

01380 722241

linkproject@communityfirst.org.uk

www.communityfirst.org.uk
Facebook: @CommunityFirstWiltshire

Twitter: @CommFirstWilts

Other Information Guides:
1. Guide A:  Link Schemes and Community First

2. Guide B:  Setting up a Link Scheme

3. Guide C:  Link Management Committee and Trusteeship

4. Guide D:  Link Coordinators

5. Guide E:  Volunteer Recruitment and Support

6. Guide F:  Volunteer Activity and Guidance

7. Guide G:  Funding and Grants

8. Guide H:  Gift Aid

9. Guide I:  Risk Management and GDPR

10. Guide J:  Operational Policies

11. Guide K:  AGMs and Other Meetings

The above guides are available to view and download on our website 
along with an Annex including guidelines, templates and other 
resources:

www.communityfirst.org.uk/transport/link/link-scheme-gpg
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