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1. 
Introduction 
Without members willing and able to take on the role of group leader, groups would never get off the ground. There are many ways a group may be led and there is always room for innovation and new ways to be tried and tested.  
The purpose of this guide is to provide basic information and advice to group leaders, especially those new to the role. Any comments or suggestions as to how the guide may be improved are always welcome.  
2. 
The group leader’s tasks and responsibilities 
Some group leaders see their role as introducing members to their favourite subject, often lecturing to their audience and giving them the benefit of possibly years of experience and research. Others are facilitators, providing the resources and environment to allow members to develop their own knowledge, skills and interest in the subject, including encouraging them to lead group meetings themselves.  
Whatever the subject, leading any group usually involves several tasks which have to be carried out to make the group happen and keep it running successfully. These include: 
· Providing accurate information about your group to those responsible for maintaining the U3A’s groups programme, web site and Beacon database; 
· Booking venues and ensuring accurate invoices are passed to the U3A Treasurer for payment; 
· Ensuring your venue is safe and appropriate for the group’s needs. If it is not, then arranging alternative accommodation for group meetings; 
· Promoting your group to members and ensuring those interested are welcome and able to join and take a full part in meetings and activities; 
· Ensuring appropriate adjustments are made for any members’ disabilities or additional needs so that all members may take as full and active part in the group as they wish. Please contact the Accessibility and Inclusion Secretary for further information and advice;  
· Maintaining accurate registers of members attending group meetings, ensuring only current U3A members attend, identifying non-attenders and, where appropriate, maintaining accurate waiting lists and ensuring that those on the waiting list can join your group should vacancies arise (see 4.2 below); 
· Communicating with members to ensure they are up to date with group activities and are aware of any changes or special requirements; 
· Encouraging members to be fully involved in the activities of the group and the wider U3A, in keeping with the U3A’s self help philosophy. 
This list is not exhaustive, but neither is it just one person’s job list. Many of these tasks can be easily shared amongst group members, perhaps with one member as co-ordinator making sure things happen as they should. 
A list of names of members and equipment should be shared with a second group member in any case, to ease the situation if a Group Leader becomes suddenly indisposed. 
3.  
Groups 
3.1 
Meetings 
Each group may hold a maximum of 16 meetings in any one year, to be funded and supported by the U3A. Any more than 16 may incur additional costs which would normally be charged to the members of the group concerned. For example, members of the weekly bridge groups currently pay a higher annual membership fee to cover the costs of their additional meetings. 
Group meetings are normally held once every two weeks in the period September to   May. However, groups may meet at other times of the year, up to the maximum of 16 meetings in any 12month period. 
Meetings are usually held between the hours of 09.00 to 17.00, Monday to Friday but in certain circumstances this may vary with the agreement of the group members.  Group meetings must not be arranged for the same times and dates as U3A main meetings and the Annual General Meeting (AGM). 
For each main meeting or AGM, a group will be asked to provide members to “meet and greet” those attending and provide refreshments. Every effort will be made to ensure that this responsibility is shared equally. 
3.2. 
The Annual Groups Programme 
Each spring the Assistant Groups Co-ordinator produces a draft of the annual groups programme showing all the groups due to run in the coming year.  For each group, the location, times and dates of group meetings are listed. That draft is circulated to all group leaders for them to check and confirm the details are correct or to suggest changes. It is essential that all group leaders respond to this request, even if only to confirm the details shown are correct.  On completion the programme is posted on the web site. Further editions are produced as required during the year to reflect any changes to group details. More detailed information about each group is made available on the Worcester U3A web site (see Section 7.2 below). Groups that are full are shaded in the Group List. 
3.3. 
Designing and delivering your programme  
Try to involve your group’s members in drawing up and delivering your programme for the year. Planning sessions, producing materials, delivering content and organising visits and activities can involve a great deal of work, but it does not all have to be done by the group leader. Involving group members will help them to feel some ownership of the group as well as easing the workload on the group leader. 
3.4. 
Feedback 
Getting feedback from group members can help you identify issues before they become problems and ensure your group’s programme is relevant, interesting and is delivered in an appropriate way. Gaining feedback need not be arduous. One method could be at Christmas and the end of the academic year to ask members to give brief answers to the following four questions: 
· What did you like most about the programme? 
· What did you like least? 
· What, if anything, would you change? 
· Is there anything new you would like to see introduced? 
Answers to these could be given by email or given anonymously via a suggestions box during meetings. 
3.5. 
What if your group is too big?  
If your group has become too large, or demand exceeds the number of places available, you should consider using a different, larger venue, or setting up a new group, perhaps led by one or more of the current group members. Speak with the Groups Co-ordinator for further suggestions and advice.  
3.6. 
Starting a new group 
If you are thinking of setting up a new group you will need to consider the potential target membership, the optimum size of the group, where it might meet and the group’s aims and likely programme.  
If contemplating a new group, please consider: 
· The skill or knowledge level the group is intended to operate at; 
· The preferred size of the group; 
· The preferred style (e.g. lectures, demonstrations, visits, interactive group work etc.); 
· Potential suitable venues regarding size, location, facilities available etc. 
To publicise a new group or to ascertain the likely level of interest consider placing an article in Worcester U3A’s monthly newsletter and on the web site (see 7 below) or producing flyers for distribution at events like main meetings.  Any approach to an existing group should, of course, be made through the group leader.
Do not forget to seek advice from the Groups Co-ordinator who will be pleased to help.  
4.  
Group membership 
4.1 
Eligibility 
Meetings must be attended by current Worcester U3A members only as the group is covered by U3A’s insurance if only members are present. Exceptions may be made for: 
· A potential new member attending for one “taster” session at the discretion of the group leader, where a place is available and with the agreement of the Chairman, Groups Co-ordinator or Assistant Groups Coordinator. 
· A non-member attending once as a guest speaker or visiting “expert”; 
The Third Age Trust has been advised by its insurers that members’ grandchildren or other minors cannot be accommodated in U3A activities therefore children must not attend or take part in U3A activities under any circumstances.  
A member of another, neighbouring U3A may join a Worcester U3A group as part of the U3A’s reciprocal arrangements. However, they may only join one of our groups. The group leader must inform the Membership Secretary of the member’s details to enable them to be added from Beacon and to ensure the one-group-only limit is adhered to. 
Group leaders must be satisfied that all those attending their groups are entitled to do so. To ensure this it is good practice for members to show the leader their membership card at registration or at the first meeting they attend. Group leaders using Beacon can easily check the membership status of their group.
All members’ details are kept in the Beacon management system. You do not need to collect any information other than name and U3A number. You must use the Beacon system to contact group members by email. 
4.2. 
Record keeping 
It is the group leader’s responsibility to keep accurate registers of attendance. The actual record keeping could be done by a group member other than the group leader with the leader responsible for making sure such records are kept.  
Group leaders must also ensure accurate information about their group and its membership is held on Beacon (see 7.3 below) either by maintaining those records themselves or via the Groups Co-ordinator. 
All group leaders will be asked in late October/early November to submit an accurate record of members’ attendance to the Groups Co-ordinator who will arrange for those records to be checked to ensure groups are complying with the rules of membership. 
Group leaders can maintain group membership records and generate attendance registers and waiting lists using Beacon (7.3 below) or forms available to download from the Group Leaders’ page on the Worcester U3A web site https://u3asites.org.uk/worcester/page/75617 (7.2 below). 
4.3. 
Registration of group members
· The focus of enrolling into groups has now shifted away from the September registration day and has moved towards pre-registration and direct enrolment via group leaders. 
· Because of the diverse nature and needs of groups, group leaders should decide how their group is managed in terms of target membership and balancing the demands of current versus new members.  
· In return, all members need, and have a right to expect, complete honesty and transparency about the enrolment policies of each group and the vacancies that exist prior to registration.  
Pre-registration of current group members, April  
In April, group leaders, where appropriate, may first check which of their current members wish to continue the following year and re-enrol them before opening any vacancies to other members.
a. 
Direct enrolment via group leaders                                                         
Once group leaders have re-enrolled continuing members in April, people will be able to contact group leaders direct, via email to apply for a place where there are vacancies, or to ask to be placed on the waiting list. 
b. 
Proof of membership 
U3A membership cannot be renewed until August 1st but current U3A members can join groups before they have re-joined the U3A for the following year. Prospective U3A members may also be included in your group list.  Membership must be confirmed at or by the first session using Beacon or their current membership card should be shown to the group leader before or at their first session. 
c. 
Groups Fair, September 
Group Leaders will be invited to attend, or to find a group member to deputise for them, even if they are not actively recruiting at that point, so that they can showcase their group to interested members and help to compile waiting lists.   
5. 
Venues 
5.1 
Booking your venue  
It is the group leader’s responsibility to choose and book the meeting venue and to ensure that all invoices go direct to the U3A Treasurer for payment. Group leaders must not normally pay venue charges themselves. A comprehensive list of venues currently used is available on Beacon and the Groups Co-ordinator can provide further information and advice. 
The group leader must also ensure that the venue meets the group’s requirements as fully as possible or as far as could reasonably be expected, e.g. room capacity, kitchen facilities, car parking or any special equipment such as piano, projector and screen etc. Ensure that your booking covers all the time required including time needed for setting up and clearing away and any additional costs such as use of the kitchen etc. The details of the current U3A Treasurer should be provided for invoices to be paid. If in any doubt about the level of charges involved check with the Treasurer or Groups Co-ordinator. 
The Groups Co-ordinator will ask you for details, including cost, of your venue booking.   Please ensure any changes to your booking during the year are notified to the Groups Co-ordinator and Treasurer.  
Should a meeting need to be cancelled for whatever reason please ensure the venue, Treasurer and Groups Co-ordinator are notified in good time so that any unnecessary charges can be avoided.  
Do not forget to inform all group members of any cancellations or changes to meeting arrangements. This can most easily be done using the email facility on Beacon. 
Room hire costs are rising and group leaders should do their best to ensure the venues they use offer good value for money. If not, alternative venues should be sought.  
5.2 
Using the group leader’s home or that of a group member 
If your group is small, for example with less than 10 members, you may like to consider meeting in the home of the leader or another group member, possibly taking it in turns to host a meeting of the group. Not only will this save you the need to book a venue and arrange for payment etc. it will save the U3A money! All those attending the meeting will be covered by U3A’s insurance, as if the meeting were at a third party’s premises. Remember however to make sure the host member is reimbursed for any costs incurred such as for refreshments etc.  
6. 
Equipment and finance 
Worcester U3A maintains a range of equipment for use by groups such as laptop computers, projector, screen, audio equipment etc. These are held by the Technical Adviser who will be able to give further information. If you hold U3A equipment for your group, please ensure that it is clearly labelled as such.

For those groups with particular specialist equipment needs, a limited budget is available for buying equipment and resources as needed. Applications for funds should be made using the Technical Request Form and submitted to the Technical Adviser before the beginning of each academic year for consideration by the Executive Committee. Any awards made may be subject to conditions which will be notified to the group leader at the time, but in all cases: 
· Equipment or resources purchased with U3A funds are the property of Worcester U3A, not of the group or group leader who made the application.  
· U3A-owned equipment must not be used for non-U3A purposes.  
· If members use their own equipment for group activities, then this is at their own risk (if damaged or broken, Worcester U3A will not pay to replace such equipment)

Group leaders must ensure any equipment used is safe for use. See our PAT Testing Policy available via the Group Leaders page of our web site (7.2 below).  
Routine running costs incurred by groups, for example, for paper, copying, refreshments etc. must be met by group members. Group leaders are not expected to cover such costs themselves. 
Details of any future significant costs e.g. coach hire should be agreed with the Treasurer before any financial commitments are made. 
No funds are available to subsidise trips or group activities which incur additional costs. All such events must at least break even. 
Any monies collected from members for trips etc must be passed to the Treasurer with full details before any BACS payments can be made or cheques issued.  For BACS payments the Treasurer needs to know the sort code and account number of the payee (this is often on the invoice).  Cheque payments may take time as countersignatures have to be obtained and it is the group leader’s responsibility to ensure sufficient time is available to collect and bank money, issue a cheque and pass that cheque to the payee.   
7. 
Communications 
7.1 
Newsletter 
Worcester U3A publishes a newsletter which is distributed to all our members. If you have news about your group and its activities that you think would be of interest to others, you can submit an article.  Details of forthcoming copy dates and where to send items are included in each edition of the newsletter, links to which are shown on the For Members page of the website. Please note permission must be given by members for photographs to be taken and to be published.
7.2 
Website (www.u3asites.org.uk/worcester) 
Worcester U3A’s website contains a wealth of information about the activities of your area U3A. Much of the information is on open access available to anyone with access to a computer. However confidential information requires a password and username to access.  These are shown on your membership card and in the email sent with the Newsletter.
Documents referred to in this handbook can be found by following the links shown on the Group Leaders page. https://u3asites.org.uk/worcester/page/75617
All groups have their own web page and you are expected to ensure that the information in it is up to date by contacting the Group Coordinator. Please note permission must be given by members for photographs to be taken and to be published.

7.3 
Beacon 
Beacon is a web-based information management system designed and produced purely for the use of the U3A. It has a range of helpful facilities for group leaders including collating, maintaining and downloading membership lists (e.g. for making a register) and allows easy email access to all the members of your group.   It also holds information on venues such as addresses, links to web sites if available and names and email addresses of contacts, etc. 
All Group leaders are strongly encouraged to use Beacon as it offers a number of advantages including: 
· No potentially expensive software such as Microsoft Office is required; 
· Information is protected against loss or theft; 
· Adding and removing group members is greatly simplified; 
· Contact details of members no longer have to be recorded as they are already on the system; 
· It can be accessed from tablets and smart phones; 
· Group membership data entered by Group Leaders simplifies the work of the Group Coordinator. 
· A member of the committee can instantly email your group should anything happen to you.
Access to Beacon is via a username and password which you can obtain from Beacon Adviser. Our Beacon Advisor will train you in the use of the system and allocate permissions to use the system’s facilities. See further information (13.1) below.  
8. 
Health and Safety 
All U3A members are responsible for taking all reasonable precautions to ensure the health and safety of themselves and fellow members during U3A activities. Whilst there is no formal requirement for group leaders to carry out risk assessments prior to group activities, checklists are available for venues, workshops and walking if you wish to use them (see 13.1 below). 
When using equipment, particularly electrical equipment, always check that it is in good working order and it is safe to use. Portable appliance testing (PAT) of Worcester U3A equipment is arranged through the Technical Adviser who can advise on the use of your own equipment or those of a third party if necessary.  
Groups are not required to have a trained first aider present during group meetings or activities. In the event of illness or injury the emergency services should be contacted, or medical advice obtained as quickly as possible. 
For further information and advice see the U3A First Aid advice sheet available on the Groups page of our web site. 
9. 
Data protection 
All Worcester U3A members must comply with our Data Protection Policy available on the Worcester U3A web site.  
Group members’ contact details are held on Beacon with the individual member’s permission and only for the purpose of communicating with that member on U3A matters. Such details must be held securely and must not be shared with any other party without the knowledge and express permission of the member concerned.  
Blind copies must be used for email correspondence and Beacon is recommended for this.
10. 
Insurance 
Worcester U3A’s insurance covers all current U3A members whilst undertaking normal U3A activities as part of an organised U3A meeting or event. Further details of our insurance cover can be obtained from our Treasurer should you need it for booking a venue.
11. 
Copyright 
U3A members and groups are subject to the copyright legislation of the United Kingdom and European Union. Any unauthorised copying and/or use of copyright material may lead to prosecution.  
A useful rule of thumb is that any materials copied or downloaded for use by others and not solely for the copier’s personal and private use is most likely subject to copyright law. If in doubt, do not do it. 
Worcester U3A has obtained several licences to cover the use of certain copyright materials during U3A activities. Further details can be obtained from the Treasurer. 
12. 
Group Leaders Meeting  
An annual group leaders’ meeting, followed by a buffet lunch, normally takes place in May and provides an opportunity to brief group leaders on new developments and for group leaders to raise and discuss issues of concern and share good practice.  
13. 
Further information, help and advice 
13.1. Worcester U3A
Forms and other documentation referred to in this handbook can be found by following the links on the Group Leaders page of the Worcester U3A web site, https://u3asites.org.uk/worcester/page/75617.
Details of the members of the Worcester U3A Executive Committee and its advisers are on the ‘For Members’ web page and the Beacon page ‘U3A Officers’. 
13.2. National U3A
In addition to resources available locally the national U3A has a resource centre and subject advisers providing access to information and advice plus a variety of materials and aids. Go to www.u3a.org.uk  for further information. 
Val Kennewell and Jane Long 
July 2019 

APPENDIX 
Group Leaders guide to using Beacon 
Obtain a user name and temporary password from the Beacon Advisor (contact from U3A contacts webpage or email  website_admin@worcesteru3a.org ) 
Log in to Beacon   https://www.u3abeacon.org.uk 
Change your password (may need to choose personal preferences) the first time you use it and make a note of it.  
To update your group list 
From the home page Click on Groups 
Click on your group from the list. 
Choose Members from the horizontal list across the top 
Add members using select member from the drop-down list and click Add 
To delete members click on Remove at the side of their name. 
If you add more people than your group limit, extras will be shown as waiting.  You can choose to add these extras or this can form the basis of your waiting list.
To email your group.  
Select who you want to email.  (or click select on top or bottom left and choose E-mail only) 
Select send email from drop down box next to ‘do with selected’ 
Then press ‘do with selected’ 
To print a register 
Select all 
Select download excel from drop down box next to ‘do with selected’  
Press ‘do with selected’ 
Click on ‘download’ without ticking any of the options
Enable editing on your downloaded Excel file 
In page Layout choose Landscape orientation 
Add the dates of your sessions across the top 
In Page Layout tick Gridlines view and Gridlines print  
File   Print 
To contact a committee member 
From the Home page, click on U3A officers.  Select who you want to message and select send email from drop down box next to ‘do with selected’ 
Then press ‘do with selected’   
Notes: All emails are sent blind and recipients are not aware who else has received the message.  You may find it helpful to add a line such as ‘I am sending this to all…
The box marked description in your group record is not currently used. 
When sending multi-recipient emails please could you use the ‘Worcester Standard Footer’ Choose it from the drop down menu of standard messages before composing your email.  It helps to stop our emails being identified as spam by some email providers. 
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