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The purpose of this Handbook is to give information to potential Group Leaders setting up their Group and to act as an aide memoire for all Solent u3a Group Leaders. The term Group Leader in this document includes anyone who is listed on the Solent u3a website as the Contact point for a group.  Where a group is shared between multiple u3as and the Group Leader is a full member of a different u3a, their own u3a’s Handbook takes precedence.


All u3as, and all Groups within a u3a, are autonomous and, in general, are free to organise themselves in whatever way best suits their purpose, and for the most part, the contents of this Handbook are for Guidance. However Solent u3a is bound by UK Law and is also a registered charity and, as such, is bound by the rules and regulations of the Charities Commission, which are legally enforceable. To comply with these, the few procedures indicated in bold italics must be observed.
SETTING UP AN INTEREST GROUP

Any Solent u3a Member who is interested in setting up a new interest Group should initially contact the Groups Coordinator (GC) who will arrange for a notice to be placed on our website (u3asites.org/solent), advertised via the Newsletter and added to the Power Point Presentation. These will give outline details of the Group’s aims/purpose, in about 30 words, and contact details (email address/telephone number(s)) of the member proposing the new Group to whom Members should address their interest in joining, or for seeking further information.
If it is felt necessary, an initial meeting can be arranged where agreement for the range, content and nature of the subject to be studied, or followed, can be developed, together with how it is envisaged these objectives can be achieved. For example:
· What study/learning methods does the Group want to employ?
· Suggestions for trips/events.
· Are there any volunteer experts who could be invited to demonstrate
· skills or give talks?
· Can books, DVD’s, on-line materials, etc. be utilised?
· Where & when shall we meet?
All expenditure on behalf of the Group must be agreed by members of the Group. Where any expenditure on “capital” equipment is required, a detailed case and justification shall be submitted to the Executive Committee for consideration and possible approval.

GROUP MANAGEMENT
GROUPS COORDINATOR (GC)
The Groups Coordinator is a member of the Executive Committee who has been nominated to have the responsibility of overseeing the operation of all Groups within Solent u3a to whom any aspect of running the Group may be addressed. They are also available for support and advice when required
Group Leader
As a Group Leader you are not expected to do everything for your Group. Your key task is to act as a contact point between the Group and Solent u3a Executive Committee via the GC. Group Leaders are entitled to use the Beacon membership section for recording and communicating with members.  A password for Beacon can be obtained from the Webmaster, written training material is available and additional 1:1 training can be provided on request.

Other tasks could include:
· Maintaining members’ personal and emergency contact details (if not using Beacon).  
· Maintaining attendance records of Group meetings.
· Contacting members after three unexplained absences from Group meetings to check if they are ill, or to free their place for a new member.
· Explaining fully to Group members the requirements for membership and adequate participation in the Group activities and any financial contributions which will be necessary.
· Informing the GC 
· When vacancies exist so that they can be advertised within Solent u3a
· When you have a waiting list so that the formation of another, similar Group, can be canvassed by using Solent u3a internal advertising
· If one of your members dies so that no insensitive contact is made with their family
· Of any change to your Group’s name, format or meeting arrangements.
It should be remembered that membership of any Solent u3a Group is restricted to current members of Solent u3a unless extending membership to members of other local u3as has been approved by the Executive Committee, i.e. associate members. Group Leaders should confirm the membership of all Group members each year. 

How a Group is run is at the discretion of the Group Leader and the Members of the Group.  

RUNNING YOUR GROUP
Communications
Communication between all members is obviously of importance and the majority find that email is the most efficient method of keeping in touch. Some members may not check their emails regularly so the use of the telephone, land line or mobile, for quick voice or text messaging may be necessary.
Security
Membership numbers, together with Group members’ contact details shall be securely maintained and under no circumstances passed to any third party without the permission of the member concerned. 
Group Leaders shall:
· Delete information that is no longer required for membership purposes
· Keep personal data secure
· Ensure you use strong passwords
· Avoid sharing passwords with others
· Avoid sharing email address or personal information via email without permission. Use bcc (blind carbon copy) when sending group emails

Meeting Location
Many Groups meet at member’s homes in rotation, some at the Group Leader’s home and a few at a venue where a charge is made to hire a room. Arrangements for payment for room hire can be made by the Group Leader direct. Irrespective of the method of payment, costs must be recovered from the Group members on a meeting-by-meeting basis, or as agreed by the members.

Group Publicity
There are a number of channels through which information can be disseminated:
Website (u3asites.org.uk/solent)
The GC sets up a webpage and maintains details such as group name, contact details and meeting location on behalf of Group Leaders; any changes to these details must be sent to the GC. Group Leaders who wish to add further information to their pages e.g. photographs and group news may either seek training in order to manage this themselves or ask the Webmaster to put content onto the site on their behalf.
Talk Meetings
The slides showing the list of groups and contact points are maintained by the GC to whom any changes should be notified. In addition, however, Group Leaders may send any details they wish to publicise in respect to Group activities, photographs, etc by email, preferably as PowerPoint slide(s), to the PowerPoint Editor. Text slides should be limited to approximately 50 words for maximum impact. This should be at least 5 days prior to a Talk Meeting.
The Chair will also make announcements on behalf of a group at the beginning of the meeting on request.
Finally, notices may be displayed on the Notice Board at these meetings with the agreement of the Secretary or GC.

Newsletter

This is sent out on a quarterly basis to all Solent u3a members.  Contact the Programme Editor if you would like anything included.
Facebook
Solent u3a Members is a private Facebook Group available to current members of Solent u3a only.  Any member – including Group Leaders – can join this group and post their own material to it.

SPECIAL GRANTS
Whilst the philosophy of Solent u3a is that Groups shall be self-financing, a special award can be granted, at the discretion of the Executive Committee, towards the costs of a Group.  This Grant will be up to a maximum of £50 in each financial year. All applications for a Grant shall be submitted to the GC for presentation to the Executive Committee for decision at least two weeks prior to a Committee Meeting using the “GROUP GRANT APPLICATION” form obtainable here:  https://solent.u3asite.uk/for-group-leaders/ 
Examples of the type of expenditure that will be considered, but not necessarily limited to, are room hire for a single specific purpose, copier paper for a specific purpose etc., specialist craft equipment, reference books (eg a Scrabble dictionary), subscriptions to a specialist magazine or other, subject specific, information. 
Examples of the type of expenditure that will not be considered include but are not necessarily limited to Group meals, Christmas celebrations and donations to any third parties. 
All “capital equipment” (i.e.,non-consumables) will remain the property of Solent u3a to be held by the Group Leader or a nominated Group member. If the latter, the GC shall be notified of the name and contact details of that member.
When considering any application, the Executive Committee’s decision will be final.
The Executive Committee reserves the right to withdraw Special Grants at any time and without notice. 
DOCUMENTATION
Only the minimum of records has to be maintained but these are essential to meet the requirements of the Charity Commission and u3a Insurance parameters. These can be either paper based or electronic. They consist of:
Meeting Attendance Records
A Register of members attending each Group meeting shall be maintained. A copy of a suggested “Record of Attendance" form is available here, although Group Leaders are free to use an alternative format: https://solent.u3asite.uk/for-group-leaders/ 
Finance
The philosophy of Solent u3a is that Groups shall be self-financing. For many Groups, particularly those who meet at members’ homes, probably the only financial involvement is the covering of the cost of tea/coffee/biscuits for each meeting. Subject to the agreement of the Group members, no record of such income/expenditure is necessary.

Where any money is spent on materials essential for the Group to operate or on payments to external parties (e.g. theatres, meeting room or activity providers), Group Leaders must ensure that an account is kept of all money received and paid out on behalf of the Group. Any receipts and payment vouchers must be retained. An annual statement must be published to inform your Group about its financial affairs.

No more than £200 in cash belonging to a Group may be kept in anyone’s home at any given time. If your Group has an annual turnover greater than £200, you may think it preferable to open a bank account through which the Group’s finances can be managed. 
A Group with an annual turnover greater than £1000 must submit a copy of their accounts to the Executive Treasurer as soon as possible after the Solent u3a financial year end. Groups must not make any long-term financial agreement with any third party. If it is deemed necessary to consider any such arrangement, the Group Leader must discuss the full details with the Executive Treasurer prior to making any commitment.

INSURANCE
The “Third Age Trust” has arranged a central insurance policy for all paid up members of affiliated u3as in the UK. The policy insures members against Public Liability and Product Liability claims made against them in the course of u3a activities. The policy does not provide cover against Personal Accident. It should be noted that the insurance cover for your entire Group will be compromised if people who are not members of Solent or local u3a join the Group on more than two occasions in any calendar year.  Equipment belonging to Solent u3a is also insured. The Secretary can advise you on the terms of the insurance.

ASSESSING RISK
u3a insurance does not cover Personal Accident.  Members do activities at their own risk and are responsible for their actions. They should inform the leader of the activity of any relevant information concerning their medical condition.  Wherever possible, the GL or activity leader should have emergency contact details for participating members with them during group activities.

Group Leaders should have risk assessments in place for their Group’s activities, the GC can provide assistance if required; templates and guidance can be found here: https://solent.u3asite.uk/documents/.  Where a venue or activity is provided by an external supplier the supplier’s risk assessment will apply, and any instructions provided by them must be followed.
ACCIDENT / INCIDENT REPORTING
Should an accident or other incident occur involving injury to any individual or damage to property during any Group activity, it is essential that a Solent u3a “Accident/Incident Report Form” is fully completed at the earliest possible time and passed to the Solent u3a Secretary.

The form is available here: https://solent.u3asite.uk/for-group-leaders/ 
There is no requirement for any Group to have a First Aid qualified member.  If a member needs medical attention, another Group member should contact the Emergency Services, who will advise on any immediate action thought necessary, and who will manage emergency recovery. It is helpful for the Leader to have Next of Kin contact details, especially when on an outing or walking.
 
ADDITIONAL RESOURCES AND ASSISTANCE
In addition to this Guide, there are some central sources of advice and assistance available. These include:
· Subject Advisers are Trust Volunteers with specialist knowledge in a wide range of topics. Their contact details are available on the u3a website and in the u3a magazine. Subject Advisers can provide advice on both the setting up of a group of their subject area and the sustainability of ones already in existence, which may benefit from new ideas or a different approach.
· u3a Subject networks provide a platform for u3a members to connect and come together around their interests.
· National u3a learning activities and events showcase a wide range of learning activities online for members to get involved in. 
· Networks, regions and neighbouring u3as allow you to draw on experience from within the movement. To stay up to date with everything Networks-related, sign up to our News for Network Mailings.
· u3a website, in particular the support for u3as section 
· u3a friends newsletter is a monthly e-newsletter, which can be subscribed to by members and non-u3a members on the u3a website. 
The u3a office can be contacted by any member if you have questions, need advice or have concerns. Email: u3a.office@u3a.org.uk or telephone: 020 8466 6139
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