
Contingency Planning
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Aims 

• To understand what contingency planning is and why it is 
important  

• To explore areas of contingency planning that are important 
to u3as and what steps can be taken 

• To share good practice and exchange ideas

• To identify the support, advice and guidance available  

2



What is contingency planning and why is it 
important? 
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What situations might you need a 
contingency plan for? 

• Unexpected illness of a Trustee, which could be the Chair, 
Treasurer, Membership Secretary 

• If a Trustee decides to leave or needs to leave the Committee 
at short notice, or their term of office comes to an end 

• Your regular meeting venue is no longer available due to a 
change in ownership

• Someone who is meant to be leading or helping to organise an 
activity is not available at the last minute, and they have the 
keys, contact information and or equipment

4



Ensuring continuity in your u3a

• Across committee and u3a roles and responsibilities 

• Recording the responsibilities of each role 

• Sharing of responsibilities 

• Importance of keeping in touch with each other
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Committee and u3a roles

• Chair and vice-Chair

• Treasurer

• Secretary 

• Groups Coordinator 

• Website Coordinator

• Membership Secretary 

• Beacon Administrator

• Group Leader and many more! 
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Finance and data 
• Storage of membership data and finance information, and 

who has access

• Use of generic email addresses 

• Bank account access and signatories 

• PayPal access (if used)

• Passwords
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Succession Planning
• Having open Committee meetings
• Existing and previous Committee members sharing their 

experiences
• New member meetings
• Involving members on short-term working groups 
• Ensuring a turnover of Committee members in line with your 

constitution 
• Ensuring a staggered approach to terms of office finishing 

across Committee members
• Speaking to your Regional Trustee for support and those in 

your local networks 
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• Your Regional Trustee  - Contact & email

• The Third Age Trust website: www.u3a.org.uk

• The Third Age Trust newsletter and magazine

• Local/Regional newsletters – Ask to see what you can sign up 
to 

• Your local Networks or neighbouring u3as

• Regional and local events

• u3a Office - 020 8466 6139 or u3a.office@u3a.org.uk

• Workshops – National and local workshops

Advice, guidance & support 
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https://www.u3a.org.uk/about/board
http://www.u3a.org.uk/
https://www.u3a.org.uk/news/newsletter
https://www.u3a.org.uk/news/publications
https://www.u3a.org.uk/advice/workshops


U3A
156 Blackfriars Road
London, UK 
SE1 8EN

Contact the National Office 
Tel: 020 8466 6139
Email: info@u3a.org.uk
u3a.org.uk

twitter.com/u3a_uk
facebook.com/u3auk

mailto:info@u3a.org.uk
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