
Handbook for Group Leaders                                          Page 1 of 8 
 

 

Kenilworth U3A 
Website:  https://u3asites.org.uk/kenilworth/home 

Registered Charity Number:  1184403 

 
 
 
 
 
 
 

HANDBOOK FOR GROUP LEADERS 
 
 
 
Thank you for agreeing to organise an Interest Group.  We are sure that you will 
find it very rewarding. We have prepared this Handbook in order to provide you with 
advice and support, and we will review the effectiveness of its contents annually 
with Group Leaders.   
 
Introduction 
 
When referring to this Handbook, please bear in mind that each U3A is 
operationally independent. The Handbook is based on common good practice, but 
you may need to check specific details with your Groups’ Coordinators. 
 
The title ‘Group Leader’ is used throughout this Handbook as it is the one most 
commonly used by members, but we appreciate that you may prefer to be known 
as a ‘Coordinator’, ‘Facilitator’ or ‘Convener’.  
 
It is often said that Interest Groups are the lifeblood of the U3A. Whilst each Group 
will develop its own structure, it is important that your Group follows the guiding 
principles of the U3A movement and its ethos of shared, participatory, self-help 
learning.   
 
The overall objective should be to establish a friendly, supportive context for 
learning in which Group members can cooperate in increasing their knowledge. 
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The U3A ethos is based on three principles: 
 
 
The Third Age Principle: 
 
Membership of a U3A is open to all in their third age 
Members promote the values of lifelong learning and the positive attributes of 
belonging to a U3A. 
Members should do all they can to ensure that people wanting to join a U3A can do 
so. 
 
Self-help learning principle: 
 
Members form Interest Groups covering as wide a range of topics and activities as 
they desire. 
Learning is by the members, for the members. 
No qualifications are sought or offered. Learning is for its own sake, with enjoyment 
being the prime motive, not qualifications or awards. 
There is no distinction between the learners and the teachers. They are all U3A 
members. 
 
The Mutual Aid principle: 
 
Each U3A is a mutual aid organisation, operationally independent but a member of 
the Third Age Trust, which requires adherence to the U3A movement. 
No payments are made to members for services to any U3A. 
Each U3A is self-funded with membership subscriptions kept as low as possible. 
Outside financial assistance should only be sought if it does not imperil the integrity 
of the U3A. 
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Participatory Learning and Learning Styles 
 
The value of the U3A style of learning is that everyone can contribute and by doing 
so will gain a feeling of self-worth and integration.  We all learn in different ways.  
 
Consider the following options: 
 
A visiting speaker: A one-off visiting paid speaker, 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: A project chosen by the members. Each person (or pair) is allocated 
an area of research which they 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, storytelling. 
 
Drama: Create a short sketch. Provide some entertainment for your monthly 
meeting. 
 
Themes: Have an event or presentation linked to a specific topic. 
 
Liaise with another community group: e.g. local history presentation, art exhibition, 
debate. 
 
Liaise with other organisations: Museums, Universities, Libraries. Very useful for 
Shared Learning Projects.  
 
Shared Learning Projects: These are opportunities to work on short term projects 
with other U3As or outside organisations. They usually involve research and have a 
definite outcome. 
 
Study days and workshops: Plan one for your own members or as part of a local 
network. e.g. Family History Day, Language day, Storytelling workshop, debate, 
quiz, music. 
 
Online learning: MOOCS (Massive Open Online Courses), YouTube ‘How to’ 
videos, Future Learn. 
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Help and Support 
 
Educational resources: National Office offers access to a range of educational 
resources. These can be booked via the national website if you create an account. 
For DVD loans, the only cost is return postage.  
 
Sources and Sources Online: Sources can be found in the ‘Third Age Matters’ 
magazine and The Third Age Trust online platform where the work of Interest 
Groups is showcased. Sources online can be accessed via the national website or 
via www.sources.u3a.org.uk. 
 
Subject Advisers: Third Age Trust volunteers with specialist knowledge in a wide 
range of topics. Contact details are available on the national website and in Third 
Age Matters. 
 
U3A publications: Check the national website for the latest publications. 
 
Research Database: contains up to date information regarding research projects. 
The database is available under the resources tab of the website. 
 
Other learning opportunities 
 
Enquiry-led Learning/ the Research Network: Shared Learning Projects and 
Research links with universities and within U3As; contacts available from the 
national website. 
National and Regional Summer Schools 
Events facilitated by National Office  
National, Regional and Network Workshops and study days. 
 
Sharing Information    
 
It can also be good to share information about your Group: 
On your Group’s page on the KU3A website  
In the KU3A Bulletin  
As a display/presentation at the monthly meeting 
Via Sources or Sources Online 
On social media such as Twitter or Facebook 
  

http://www.sources.u3a.org.uk/
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Policies and Procedures 
 
You should be aware of the following policies and procedures, details of which can 
be found on the KU3A website.  These will include matters concerning: 

● Finance 
● Data Protection 

● Safeguarding 
● Equality, Diversity and Inclusion 
● Accessibility 
● Complaints 

 
It is recommended that you have a look at the advice section of the national 
website where a range of useful information can be found. www.u3a.org.uk It is 
also a good idea to sign up to the newsletter that is sent out by the Trust on a 
monthly basis as it will keep you up to date with wider U3A news. You can do this 
via the national website. 
 
Insurance (See Separate Document) 
 
Insurance is provided through the Third Age Trust for KU3A members participating 
in Group activities.  The following is a brief summary of the cover provided; full 
details can be found on the KU3A website: 
 
PUBLIC & PRODUCTS LIABILITY 
AVIVA INSURANCE LIMITED - POLICY NUMBER 100663285CCI 
This cover indemnifies all U3A’s & U3A members against all sums you could 
become legally liable to pay as a result of: 
Accidental injury to or death of any person. 
Accidental loss or damage to material property not belonging to you, which arises 
or is caused in connection with the ‘business’ of U3As. 
Limits      
Public Liability                      £5,000,000 for any one incident. 
Products Liability                 £5,000,000 all insured events in any one period. 
Professional Indemnity       £100,000. 
Excess     
£250 per claim. 
 
 
Copyright 
 
KU3A holds a licence to copy some materials for educational use within Groups but 
does not cover multiple copies of maps, charts, newspapers or printed sheet music, 
including the words.  For further advice see the Third Age Trust website.   
 
 
 
 

http://www.u3a.org.uk/
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Problem solving 
 
Sometimes issues can arise within a Group that disrupt the smooth running and 
spoil the enjoyment for everyone. Don’t leave a problem too long before trying to 
resolve it. Talk to your Groups’ Coordinators if you are unsure how to resolve the 
problem or just want someone to explore options with.   
 
Accidents and Incidents 
 
Report all accidents and incidents to your Committee as soon as possible and 
complete an incident report form (see KU3A website). It is as well to have an 
accurate record in case of future problems relating to the incident. Remember that 
the Third Age Trust provides insurance for members participating in Groups’ 
activities. For some Groups you may consider it necessary to ask members to 
provide emergency contact details in line with the requirements of the KU3A 
Legitimate Interest Assessment. 
 
Log Book 
 
We provide you with a notebook which you may use in whatever way you find most 
useful.  It may include: 

● Contacts 
● Registers 
● Accounts where relevant 
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ADDENDUM 1 
 
The first steps to forming a new Group 
 
1) Discuss the formation of your Group with the Groups’ Coordinators. 

 
2) Consider what interest there might be in the subject perhaps by some informal 

soundings. 
 
3) Consider what the aims of the Group are – what are you hoping to 

learn/achieve/share by offering the Group?  
 
4) Identify what you want to achieve from your first meeting. 
 
5) Organise an initial meeting and invite people to attend.  You may like to liaise 

with the Groups’ Coordinators about a suitable venue. 
 
6) Generate interest by promoting your Group using as many different methods as 

possible. This could include developing publicity in the form of a flyer, poster, 
promotion via existing Groups, via the KU3A bulletin, talking to members in 
Groups that you attend.  The more methods you use, the more successful you 
are likely to be. 

 
7) There may be an existing national subject adviser who can support with ideas 

for the development of the Group – check on the national website 
www.u3a.org.uk  

          An alternative to subject advisors might be to contact neighbouring U3As to see 
if they have a similar subject Group and then talk to the Group leader to get 
some first-hand knowledge. It may be that you could sit in on a Group meeting. 

 
8) You should consider whether there are any risks that might occur as a result of 

the Group’s activities and, if you identify any, please talk to the Groups’ 
Coordinators who will advise you on our risk assessment procedures. 
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The first meeting 
 
Recommended steps to take at the first meeting: 
 
● Discuss the purpose of the Group as you all see it and the skills within the 

Group. 
 

● Agree the tasks that need doing to run the Group and who is willing to undertake 
these, e.g. be the contact person, keep a record of monies, if appropriate. 

 
● Agree, if relevant, the level that the Group will be aimed at – beginners, 

improvers, advanced. 
 
● Agree how the Group will work – discussion, presentations by individual Group 

members, practical activities, etc 
 
● Identify any accessibility needs that Group members may have (Refer to the 

U3APlus website for advice and guidance www.plus.u3a.org.uk.) then decide 
where and when the Group will meet. 

 
● Agree the costs for running the Group and what members will pay.  Confirm with 

your KU3A Treasurer how monies will be handled and reported. 
 
● Discuss how Group members will communicate with each other bearing in mind 

data protection concerns, using ‘bcc’ to send blind copies to Group members. 
 
● Be respectful of the guiding principles of the U3A. 
 
Give feedback what was agreed at the first meeting to your Groups’ Coordinators to 
finalise arrangements. 
 
 

http://www.plus.u3a.org.uk/

