Intro
Thank you for volunteering to be a group leader/convenor. Your efforts make the u3a what it is, and set an example for other members to step forward and help others learn and develop new interests. 
What are you letting yourself in for? Hopefully not too much effort, and if it is, tell your group that you need help! The group should follow the u3a ethos of shared, participative and self-help learning. ‘The teachers learn, and the learners teach.’ This results in not only an increase in knowledge, but a supportive and friendly atmosphere which encourages everyone to participate.
How to be a convenor
You don’t have to be an expert – you are a co-ordinator/facilitator.  Ideally, no one person would have to carry the load of running an interest group.  Don’t try to do everything, because everyone else will let you. Delegate where you can, and don’t be afraid to cancel events and meetings if you do not get enough assistance.  Get as many members involved in helping as you can. 
Make sure you and your members know what the aims of the group are – what are you hoping to learn/achieve/share within the group.  The u3a was formed as a self-learning/teaching organisation, although the social group aspects have tended to hide this.  
Ask about the skills within the group. Agree the tasks that need doing to run the group and who is willing to support these – who is willing to help with the programme or keep the register. Tea rota, joint convenors or deputies.
Involve the group in planning and deciding the programme.  
Depending on the subject of the interest group, there are a number of valid learning/teaching options (these come from the Third Age Trust). More details can be found in the Third Age Trust website support area:
· Visiting speakers: one-off visiting paid speakers, non-paid tutor or someone from another interest group or u3a.
· Group member presentations: A short presentation by a member of the group or a member leading the meeting on a specific topic.
· Discussion groups: Some activities will lead to discussion e.g. ‘What the papers say’, ‘Which way does water go down the plug hole – and why?’ 
· Project based: projects chosen by the members where they research and bring to the group. This can be a good way to learn new technology.
· Practical work: This might lean towards specific subjects such as science, craft, photography, creative writing, story-telling.
· Liaise with other community group or organisation: E.g. local history presentation, art exhibition, debate. museums, universities, libraries. Very useful for Shared Learning Projects. 
· Study days and workshops on a particular topic where many can participate and contribute.


Administration tasks
Membership Records
· Maintain a list of members for contact purposes. Keep it up to date – occasionally check that they want to remain on the list (request a response for removal).
· Check all members use email and make alternative arrangements for those who don’t.
· Keep a register/list of attendance to show level of interest in activities and space within the group (see appendix A).
· If your group is full, maintain a waiting list, or see if anyone will help form a sister group. 
· Check that members have renewed each year. Send a list of members to Chair/Membership secretary to check members have renewed in July
Email reminders to group members before each monthly meeting. Attach any handouts if needed. 
You may be able to set up and use a WhatsApp group to communicate with group members if they agree. 
Meet Data Protection requirements by limiting access to members details.  Contact details are to be used for u3a group contact purposes only.
Use bcc on emails to avoid sharing everyone’s emails (unless the members allow them to be shared). This helps avoid spam emails if one person has their email contacts hacked.
Venue and Schedule
Pick a place, date and time to suit members, but avoid clashes with other groups. 
Inform the committee of any changes.
Cancel venue bookings when they are not needed and inform the Treasurer.
Equipment
Any special equipment needed may be provided by the SBu3a following approval by the Committee. Send proposals to the committee. Equipment should be shared between groups to maximise use. 
A list of available equipment is held by the Equipment Coordinator.
Some venues have a requirement that equipment had had a Portable Appliance Test PAT). SBu3a equipment is PAT tested. Test certificates are held by the Secretary.
Finance
The Committee controls the finances for SBu3a and its groups.  
The venue costs of one meeting per month will be covered by central funds to facilitate the group’s existence.  More frequent meeting costs must be self-funded by group members.
Financial support for exceptional activities may be available – submit request details and rationale to the committee for consideration.
Invoices for venue hire should be sent direct to the Treasurer for payment. Any change in amounts should be notified to the Treasurer in advance. 
Keep clear and simple (spreadsheet) records of money collected at meetings and what has been passed to the Treasurer in order to check the group is solvent. The Treasurer will maintain a group account within the SBu3a bank account and will confirm what funds are held centrally in the group’s name.
You may claim unreceipted out of pocket expenses of up to £10 (per group allowance) in addition to normal receipted expenses for postage, stationery/telecoms. Submit these to the Treasurer by March for inclusion in the annual accounts.
A kitty of petty cash (maximum £50) e.g. for refreshments and general group expenses may be maintained without need for accounts. An annual statement of the amount in the kitty is needed by the end of March for SBu3a accounts.
Any speaker costs must be covered by group funds. (expenses may be paid). Regular paid tutors are contrary to the aims of the u3a, as are speakers promoting commercial activities. U3a members cannot be paid for giving a talk, but expenses may be claimed. Cheques to speakers must be made payable to the individual or another charity.
Visits and Events
Tell the Treasurer when you make a booking to reserve the date and prepare for collection of monies and payment of invoices. 
The committee will have information on coach companies used by groups. The convenor should liaise with the Beacon Centre if their car-parking is to be used. 
All money paid for visits and money for events must go through the SBu3a books/account via cheques or bank transfers. The Treasurer needs notification of payment amounts, purpose and payee by email (sbu3a.accounts@hotmail.com. Treasurer@sbu3a.org.uk also redirects to this email account). 
Members’ payments for trips and events must be made by cheque to the South Bucks u3a or by bank transfer with an agreed reference (payee name, name/date of trip) to enable the treasurer to identify who paid for what. 
Cash payment for events and trips may be dealt with by the convenor with a bulk payment in to SBu3a account and details of the individual payments being passed to the Treasurer. 
Convenors must not pay for transport or venues using personal credit or debit cards. Payment through the South Bucks u3a account ensures compliance for insurance cover.
If a discount is offered such as a free place then that should be shared across the attending member costs. 
If an event is cancelled or a member is unable to attend only recoverable costs can be refunded to the members. 
Publicity
Keep the information on the sbu3a.org.uk website info up to date, both on the group page and in the forthcoming events.  You will receive update requests for the newsletter quarterly and monthly(?) interim ebulletins, where you can ‘sell’ the group by publicising past and future events and activities. Pass any interim update requests to secretary@sbu3a.org.uk.
Notify committee and newsletter coordinator of any meeting details, time or leadership changes.
Attend General Meetings to keep in touch with members.
[bookmark: _Hlk168835658]Attend any Group convenors meetings or send a deputy to share any problems and opinions.
Attend New members meetings or send a deputy to attract members to the group
Take photos for publicity and pass them on to the website and newsletter editors (get permission to do so from those shown in the photos).
Insurance
· The Third Age Trust carries insurance covering includes:
· Public and Products Liability
· Money Cover
· All Risks Equipment Insurance
· Home Contents cover
· Charity Indemnity Insurance
· Tour Operator’s Liability
The insurance details can be found on in the Third Age Trust website support area.
The insurance policy indemnifies members and personal carers of all u3as which are affiliated to The Third Age Trust against all sums you could become legally liable to pay as a result of accidental injury to or death of any person and accidental loss or damage to material property not belonging to you, which arises or is caused in connection with the ‘business’ of u3as. 
The policy is set up to protect all u3a members and includes ‘member to member’ cover so if somebody is injured undertaking a u3a activity and legal liability could be proven against another member, the insurers will deal with it. This means that Group Leaders/Convenors are protected should there be a claim made against them personally for damages following an incident in their group.
Safety
The Third Age Trust states ‘the insurance company expect u3as to take reasonable precautions through risk assessment checklists, and they use these as a basis of any claims made. If a member were injured, our insurance provider would ask for the completed risk assessment to be able to prove how the risk was identified. All groups should complete risk assessments to protect themselves’.
Please use common sense. Ensure all members engaged in an activity have been advised in advance of any likely risks, such that you can prove/assert this if the need arises.  Use safety briefings and details in emails if appropriate. See Appendix B for guidance.
If there is an accident or incident an Accident report form (Appendix C) must be completed and copied to committee
Once a group is set up with the prior approval of the committee, it is fully protected by the liability insurance policy provided by the Third Age Trust, provided the rules are followed, nothing illegal is done and excessive risks are not taken.
Venue risk assessment and venue responsibilities
Conduct a risk assessment before the first meeting at any venue and repeat it after any significant changes, which should be retained as evidence if needed for insurance purposes.  
Ensure that you know your responsibilities for safety as well as the venue provider’s responsibilities.
Be aware where any First Aid kit is kept and the availability of any First Aiders.
Make attendees aware of any fire evacuation details - state where the emergency exits are. 
Activity risk assessment
Remind members that any physical activity is undertaken at their own risk. You may want to consider asking members to complete a waiver form.
Leaders of walks should make sure that they have considered all risks, carried out a risk assessment and ensured members have been advised of all identified risks in the walk details and briefing.
In some circumstances an emergency contact number for each member might be advisory.
Non-member attendance
Guests/Visitors/possible new members may have up to three visits as a trial before membership of South Bucks u3a is required.
Members of other u3as may join a single group provided that there is room. For restricted groups South Bucks u3a members take precedence.  Should there be a charge or subsidy for group members, then the visiting u3a member should pay appropriately (we cannot subsidise non-SBu3a members).  Confirm the member’s name with the committee.
Carers may attend events free of charge, but the fact that a carer is needed may necessitate a risk assessment.  Professional (paid) carers are deemed to be covered by their own insurance not the u3a insurance.
Non-u3a members cannot go on organised outings such as coach trips where u3a insurance cover applies. 
The Committee must be made aware of these visitors for insurance purposes.  The Committee may exceptionally waive these rules on request.
Any non-member issues must be discussed with the Committee
Licences
Your group could need licences to cover photocopying, recorded music, DVDs, videos and performance. 
If written material is provided and uses the u3a logo make sure it is correctly displayed. https://u3abrand.org.uk/catalogue/item/brand-guideline-20. (which helpfully requires you to register and login to the brand centre as well!!!) 
For details on UK copyright see https://copyrightservice.co.uk/copyright/p01_uk_copyright_law 
Photocopying - UK copyright allows copying an ‘insubstantial amount’ for personal, private study or non-commercial research purposes.
Licences for copying maps can be purchased from Ordnance Survey 08456 0505505 www.ordnance survey.co.uk
Licences for copying newspapers can be purchased from the Newspaper Licensing Agency 01892 525273 www.nla.co.uk
Sheet music copying is illegal unless no longer in copyright – see www.mpaonline.org.uk 0207 580 0126. Free sheet music is available from wwwcpdl.org.uk
Digital Images – use depends on copyright status. Images are only in the public domain if copyright has expired 
Recorded Music - The PPL licence provided by the Third Age Trust allows u3as to play recorded music in public.  
Performance – PRS Licence - The venue premises should arrange to have a PRS licence for use of public performance of any lyrics and composed music – see www.copyrightservice.co.uk
DVDs/Videos – The Third Age Trust has no blanket licence arrangement with film copyright holders or organisations. Interest Groups are usually covered by an exemption in the Copyright Law which allows the use of videos or DVDs for educational purposes.  This exemption does not allow the viewing of films for entertainment. Two commercial companies offer licences for showings for entertainment:
MPLC - 01323 649647 www.themplc.co.uk
PVSL - 0207 9845957 www.filmbank.co.uk
Each company licenses films from different Hollywood studios and independents so some U3As purchase both. Most U3As will probably not need a commercial licence but some decide to take it as it will allow them to show films if they want to and some have regular showings of recent cinema releases.
What help is there
Third Age Trust resources
Register at www.u3a.org.uk to see the resource library https://www.u3a.org.uk/members-area/support . The committee/Group liaison should pass on any relevant updated information.
Please pass on to your members any communication on events, trips and study days from.  These should also be displayed on the website. 
Committee Group Liaison groups@sbu3a.org.uk
Committee meetings are held on the 2nd Monday each month.



Appendix A
Example Attendance sheet/record (could be pre populated with names)
	Name
	Emergency phone
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Visitors/new members - date
	Name
	email

	

	

	

	

	

	

	

	





Appendix B
Simplified risk assessment/record
The Third Age Trust website support area has details risk assessment checklists, which we have summarised.  Here are some suggested risks to be considered and mentioned at meeting/event introduction and pre-event emails – for the record. 
Venues (initial document and refresher). Document and record
Is the seating suitable?
Is the lighting adequate?
Is there adequate temperature/ventilation?
Check for trip hazards.
Clarify venue vs u3a responsibilities.
Verify any electrical and other equipment is safe and has been checked.
Are refreshment arrangements sufficient?
Pre event checks
· Take an attendance list
· Point out fire exits and explain evacuation details.
· Point out toilet facilities.
· Identify the First aider and where the first aid kit is.

Walks (pre walk checks or contained in description email)
Identify that the route has been pre-walked.
Give the time and length of the walk.
Explain the route.
Suggest recommended equipment for the area/walk/weather- sticks/boots/jackets.
Take a register/headcount
Note any emergency contact details offered.
Check for any health/medication/mobility issues with the walkers.
Mention any specific hazards:
· Weather
· Identify any slippery/uneven surface issues.
· Steepness.
· Stiles/steps.
· Undergrowth.
· Roads.
· Livestock.
Appoint a back marker to ensure the group stays together.
Trips (pre trip briefing or contained in description email)
Check the Committee is aware of any major outing.
Clarify travel arrangements (coach or ‘make your own way’ to the event).
Take a register/headcount.
Check for any health/medication/mobility issues.
Identify and note any emergency contacts offered.
Identify a failsafe meeting point (if lost, head for…, call mobile number …)



Appendix C
South Bucks u3a Accident form
	Date/time of incident


	u3a event details



	Location of incident 

	Details of the incident Attach a sketch or photograph(s) if appropriate









Details of person(s) involved
	Name

	Tel

	Address


	Postcode

	email
	U3a member
	


Details of any injured person
	Name

	Tel

	Address


	Postcode

	email
	U3a member
	


	Description of injury







	Immediate action taken/treatment at scene






	Attach details of any relevant later medical treatment


Details of any property damage
	Description of damage







	Estimated cost of repair or replacement 
	


Property owner details
	Name

	Tel

	Address


	Postcode

	email
	U3a member
	


Name and contact details of any witness to the incident
	Name

	Tel

	Address


	Postcode

	email
	U3a member
	


Details of person completing this form
	Name

	Tel

	Address


	Postcode

	email

	u3a position/role
	


Declaration
	I declare that to the best of my knowledge and belief all the foregoing particulars are true and correct in all respects. 

	Signed



	Dated


Attach form copies for additional personal details if needed.
Please note that this form is to be filled in by a group convenor or a member of the committee, and should be retained on file by the U3A committee in case of a claim and for a period of three years even if a claim appears unlikely.

