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Agenda

Wednesday 20th May 2026 | Armadillo Centre, Yate

10.00
10.05
10.10

10.35
10.50
11.15
11.45

11.55

Welcome and Introductions - lan Merriman

Chairman’s Introduction - John Wilkinson

Group Leader Guidelines - Janet Smith — Group Co-ordinator (A-0)
Julie Spooner — Group Co-ordinator (P-2)

Tea/coffee & cake — Refreshment Team

Beacon - Rod Dewey

Open Forum — lan Merriman

Quiz answers — Lloyd Pellow

Wind up and close

Timings are indicative only



Chairman’s Introduction

John Wilkinson
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About Me

u3a Career

Member for 3 years 41 years in electrical, electronic & systems
Treasurer for the last 2 years engineering:

Leader of Pickleball 4 group and a member of: * 2years— Aeronautical

* Monday & Friday Badminton groups

* Wednesday PM Table Tennis group e 13 years - Scientific Satellites

* Earth Sciences & Geology group

e Science & Technology group e 26 years - Railway Signalling
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Let’s celebrate

\,
y

"’/ ‘““‘Cﬁ

. s aiiliD Years of our u3a

Friday 6th June 2026

Just 2% weeks away!

Members & partners invited e Seated buffet ¢ “You, Me & the Dancefloor” band

Music & dancing e Bar ¢ Quiz



The Group Leader Role

You are a facilitator, not an expert. Your role is to coordinate, encourage participation, and be a contact

point between your group and the wider u3a.

o® e Keep aregister of group members, check attendance ] o
) ) Coordinate group activities and programmes
and manage any associated group finance

.J Facilitate discussions and encourage participation @ Liaise with the Groups Coordinator and committee

“" Share responsibilities with a deputy and members ' Create a welcoming, inclusive atmosphere for all




Group Leader Guidelines

Janet Smith — Group Co-ordinator (A-0)

&
Julie Spooner - Group Co-ordinator (P-Z)
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Changes to Group Leader Guidelines (1)

Key updates to be aware of

Janet Smith - Group Co-ordinator (A-O)

7.6 Paid Tutor / Instructor / Guest Speaker (Service Provider) — Appendix 3
8.1 PAT Testing
11 Emergency contacts (found in Beacon)

App. 2 Accident Form

App. 4 Risk Assessment




Appendix 3 Provision of Services Agreement between the
Y&SD u3a and a Paid Tutor / Instructor / Guest
Speaker (Service Provider)

7 6 Paid Tutor / Instructor / Guest Spea ker (Service Provider) To complete this form the Service Provider will need a copy of their public liability insurance, a
i . . . . copy of Portable Appliance Test (PAT) certificates as applicable, and their Unique Tax
The u3a is a self-help organisation and consequently paid Reference (UTR) number.

people should only be engaged as proves necessary and with

Name of u3a Group:

the agreement of the Group Co-ordinators, Treasurer, Events

Name of Group Leader:

Co-ordinator or Executive Committee. A basic contract will

Name of Service Provider:

need to be drawn up annually for regular Paid Tutors and

Service(s) provided:

Instructors and as required, for Guest Speakers. In practice this

Payment terms:

involves completing the Provision of Services Agreement

Payment amount:

between the Y&SD and a Paid Tutor / Instructor / Guest

Service Provider's UTR:

Speaker (Service Provider) Form in Appendix 3.
The Y&SD u3a will keep a copy of the signed contracts on file S ioagedilialiioSonie Fioviibn
for potential HMRC inspection and may use the contract details 1) is not a member of the Y&SD u3a, or any other u3a,
. 2) is self-employed and as such is solely responsible for their own tax affairs,
to check (anonymously) employment status for tax using the 55, e ekl el B
HMRC tOOI, Wthh may be found at 4) has the appropriate skills for undertaking a session,
WWW gOV u k/gUIda nce/check_em p|0vment—status—fo r-taX 5) is not entitied to payment in the case that a planned session does not take place,

6) is responsible for the content of the session, and;

7) provides all required equipment, which is certified as “PAT" tested.

The Group Leader should check:

a) that the Service Provider's certificate of insurance covers all sessions, and;
b) that, as applicable, the PAT certificates apply to the equipment used and are in date.

Signed Date

Service Provider:

Group Leader:

This form should be retumed to the Y&SD u3a Treasurer



8.1 PAT Testing

The Y&SD u3a has a duty of care to protect the health, safety, and well-being of its
members and the people they interact with during the course of their activities.
Accordingly, in respect of electrical equipment, the Y&SD u3a requires that all personal
electrical devices and cables which are connected to AC or DC voltages sources above
50 V are “PAT” tested. In practice, the requirement is limited to devices such as kettles,
laptop power blocks (but not the laptop itself), monitors, extension leads and projectors.

It should be noted that the requirement applies to u3a members as well as any non-u3a
members, such as tutors, instructors or guest speakers (service providers), who are
engaged to support u3a activities.

u3a Member Equipment

Please contact the Executive Committee Events Organiser (contactable via https://yate-
sodbury.u3asite.uk/executive-meetings/) as necessary to get equipment “PAT” tested.

Tutors / Instructors / Guest Speaker (Service Providers) Equipment

Group Leaders should verify that the electrical equipment used by any Service
Providers that they employ is “PAT” tested.



Tick this box to show Emergency Contacts.

up Record for Art Appreciation

Details Members Ledger

Joined members Show 3 Waiting members Show emergency contacts

Group Members

Select |Member No. Name Telephone Mobile Status Waiting

O o17 Yuri Gagarin 0707 456 1103 Current 01-Feb-24 remove - join group

(J 1013 Donald Duck 0123 456 1080 @ 0707 456 1080 Current 19-Feb-24 remove - join group
Emergency contact: Daisy Flower 0707 456 1090

(] 11044 Penelope Veryposh | 0123 456 1246 @ 0707 456 1246 Current 20-Sep-24 remove - join group
Emergency contact: Blanche White 0707 456 1256

(] 1054 Jane Administrator Current Leader remove - cancel leader

) 1001 Isaac Asimov 0123 456 1004 @ 0707 456 1004 Current Leader remove - cancel leader
Emergency contact: Beebee Ashe 0707 456 1014

(J 1055 Mary Accountant 0123 456 1056 @ 0707 456 1056 Current remove - make leader

O |1004 g'r'sjmg Barrett | 9123456 1029 | 0707 456 1029 | Current remove - make leader

Emergency contact: David Barrett 0707 456 1030




13. Health and Safety

A leader should be aware of the Health and Safety policies of
the venue where the group meets. You should make sure that
group members know where the fire exits are and any potential
hazards; you should also prepare a risk assessment — your
Group Co-ordinator can help with this. A venue-based risk
Assessment Checklist is reproduced in Appendix 4. For this and
more specific risk assessment on-line forms go to
https://u3a.org.uk/members-area/support/advice-and-guidance

Appendix 2 Accident Report Form

[ Date/Time of Accident:

Name of injured party/address/telephone number:

[ Name/address telephone number of others involved:

Location:

Nature of Accident/Circumstances:

and login and search for risk and many checklists can be found
there.

Keep a completed form and send a copy to the Assistant
Business Secretary (https://yate-sodbury.u3asite.uk/executive)
and be prepared to show them in the event of an audit or an
accident.

16. Accidents

If an accident happens during a group meeting, you should call
the emergency services as soon as possible.

Complete an Accident Report Form (see Appendix 2) and report
the incident to the chair of the Executive Committee as soon as
possible - It is important to have an accurate record in case of
future problems relating to the incident.

Injury Details/Property Damage:

| Name/address/telephone number of person causing injury/damage:

[ Witnessed by:

Address:

Telephone number:

[ Action taken:

Was any specialised assistance required at the scene? If so, give details:

Was medical advice sought afterwards? If so, give details:

Name of Group Leader....... .
Signed................cevnevneee... (injured party) Signed..

DO s iinnivisisassiies

Please return ta the Chair of Yate & Sadburv District n3a

vere.n. Telephone number..

.......(group leader)




13. Health and Safety

A leader should be aware of the Health and Safety policies of the
venue where the group meets. You should make sure that group
members know where the fire exits are and any potential hazards;
you should also prepare a risk assessment — your Group Co-
ordinator can help with this. A venue-based risk Assessment
Checklist is reproduced in Appendix 4. For this and more specific
risk assessment on-line forms go to https://u3a.org.uk/members-
area/support/advice-and-guidance and login and search for risk and
many checklists can be found there.

Keep a completed form and send a copy to the Assistant Business
Secretary (https://yate-sodbury.u3asite.uk/executive) and be
prepared to show them in the event of an audit or an accident.

14 Insurance

14.1 u3a Members

The Third Age Trust, which is the umbrella organisation of the u3as
throughout the country, provides public and products liability
insurance for all u3a members. The insurance covers legal liability
for accidental injury or property damage to others during official u3a
activities (but does not cover personal accident claims where
negligence isn't proven). It protects members, including leaders and
hosts, against legal claims, but specific high-risk activities, like those
with power tools, require prior approval from the National Office.

Appendix 4 Venue Based Risk Assessment Checklist

The following checklist is based on the ‘venue based risk assessment checklist’ published by the
Third Age Trust at https:/iwww.u3a.org.uk/members-area/support/advice-and-guidance

The check list isn't necessarily an exhaustive list and should be added to/amended as deemed

appropriate

Risk Assessment Checklist

u3a Name:

Author(s):

Date:

Interest Group & Venue:

Description of Activity:

Risk

Yes

No

N/A

Mitigation

General

Is the area where the u3a activity is
taking place in well-lit and away from any
hazards?

Are floor surfaces in good condition to
prevent slips, trips, and falls?

Are all walkways kept clear and free from
obstruction?

Are there enough seats for all members
in attendance?

Has a register of members in attendance
been taken for fire safety reasons?

Electrical

Have you made sure there are no trailing
leads or cables?

Is the use of socket adapters (e.g.,
extension leads) per socket kept to an
absolute minimum to prevent
overloading?

Have all cables been inspected to ensure
they are intact and safe for use?

Please send a copy of your completed Risk Assessment Checklist to the Assistant Business

Secretary (contact details at hitps://yate-sodbury.u3a site.uk/)




Changes to Group Leader Guidelines (2)

Key updates to be aware of

Julie Spooner - Group Co-ordinator (P-2)

9 Eligibility for Membership (Taster Sessions)

10 Communicating with Membership (Buddy Scheme)

Creating New Groups from Existing Ones




9. Eligibility for Yate and Sodbury u3a Membership

Once you have established your group, you may get
enquiries from non-u3a members who wish to become
a member and join your group — the eligibility criteria is
that prospective members are no longer in full time
employment.

We aim to keep our membership fee low, so we do not
offer discounts for members of neighbouring u3as.

Potential members are entitled to attend two group
meetings as a visitor but then need to join. Please ask
them to contact the Membership Secretary (see section
2 for contact details).

We welcome all members into our groups if the group
activities are suitable. Check the “Accessibility Policy”
on the Executive webpage for how the u3a can help on
https://yate-sodbury.u3asite.uk/executive.




10. Communicating with the Membership

The majority of the information circulated to u3a members by Group Leaders is via the
internet, thus it is important that Group Leaders, Group Co-ordinators and members of
the Executive Committee are aware that some people may not have internet access. For
those members who do not have online access to information, then a buddy scheme is
operated, whereby teaming up with another member of their u3a, who does have internet
access and is prepared to share information, they can be kept up to date. However, it is
important to remember that any agreement set up between two members in this way is
entirely an agreement between themselves and should in no way involve any official
record keeping by Group Leaders or a member of the Executive Committee.

For the main part we have the mechanisms below for communicating with our
membership:

Website; Newsletter; Facebook; Monthly Noticeboard



Creating New Groups from Existing Ones

A step-by-step guide for when a group grows large enough to split or spin off

1 ldentify the Need

Recognise when a group has grown too large or when
member interest warrants a new focus area. Discuss with
your group members first.

3 Find a New Leader

A willing volunteer from the existing group should step
forward to lead the new group. They’ll need to follow the
standard Group Leader guidelines.

Announce & Launch

2 Consult Your Group Co-ordinator

Speak with your Group Co-ordinator to get agreement and
guidance. They will help coordinate with the Executive
Committee if needed.

4 Set Up on Beacon

Register the new group on Beacon with help from your Co-
ordinator. Transfer interested members across and set up
the new group record.

Publicise the new group via the newsletter, website, and Beacon email. Arrange an initial meeting date, venue, and time — and
welcome your new members!




Tea, Coffee & Cake

Refreshment Team

15-minutes to grab a drink and some cake
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Beacon

Rod Dewey
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U3G Yate & Sodbury District

Beacon

GDPR: one of the key importance of Beacon is the
requirement to keep and use member data in confidence.

Please note: Group Leaders who choose to keep members names and contact
information or other data such as bank payment information in spreadsheets or
documents on their own computers, tablets or phones, should use password
protection on those files. This usually means the files are encrypted with the
password as the key so, it is important that the password should be long and

complex.




The Group Leader Page from our Demo Beacon Site

Venues Personal preferences

Faculties

Calendar

u3a Beacon Users' Forum Beacon User Guide Beacon Website

Join Yate and Sodbury Demo26 u3a now! Members Portal Public groups list




Waiting lists.
Set the maximum number of members you can accommodate.
Make sure the Two Waiting list option boxes are ticked

Group Details

|world of art.




Ther

Tick this box to show Waiting members,

1017
1013
1044
1054
1001
1055

O 100100100

1004
(] = 1061

— IS 4n4n

Joined members

Select Member No. Name

Yuri Gagarin
Donald Duck
Penelope Veryposh
Jane Administrator
Isaac Asimov

Mary Accountant

Elizabeth Barrett
Browning

Indira Ghandi

L e

TTOTe

TToupS Lot

Group Members

Telephone

0123 456 1080
0123 456 1246

0123 456 1004
0123 456 1056

0123 456 1029

0123456 1061

OA4A09 Ao A440

Mobile
0707 456 1103

0707 456 1080
0707 456 1246

0707 456 1004
0707 456 1056

0707 456 1029

Status
Current

Current
Current
Current
Current

Current
Current

Current

LT

Ledger

19-Feb-24
20-Sep-24

Leader

Leader

remove

remove

remove

remove

remove

remove

remove

remove

i

|ck Wa|t|ng this puts waiting inembers at top in order of joining waiting list

- join group

- join group

join group
- cancel leader
- cancel leader

- make leader
- make leader

- make |leader

S P PSSR PN




Tick this box to show Emergency Contacts.

up Record for Art Appreciation

Details Members Ledger

Joined members Show 3 Waiting members Show emergency contacts

Group Members

Select |Member No. Name Telephone Mobile Status Waiting

O o17 Yuri Gagarin 0707 456 1103 Current 01-Feb-24 remove - join group

(J 1013 Donald Duck 0123 456 1080 @ 0707 456 1080 Current 19-Feb-24 remove - join group
Emergency contact: Daisy Flower 0707 456 1090

(] 11044 Penelope Veryposh | 0123 456 1246 @ 0707 456 1246 Current 20-Sep-24 remove - join group
Emergency contact: Blanche White 0707 456 1256

(] 1054 Jane Administrator Current Leader remove - cancel leader

) 1001 Isaac Asimov 0123 456 1004 @ 0707 456 1004 Current Leader remove - cancel leader
Emergency contact: Beebee Ashe 0707 456 1014

(J 1055 Mary Accountant 0123 456 1056 @ 0707 456 1056 Current remove - make leader

() 1004 g:‘;@?ﬁg GEIEL 0123 456 1029 @ 0707 456 1029 Current remove - make leader

Emergency contact: David Barrett 0707 456 1030




Member’s addresses are no longer displayed by default.
Your need to check this box to show them, and then click on Save Record.

Group Record for Art Appreciation

Details Schedule Members Ledger
Group Details
Group lArt Appreciation ]

Faculty [Arts and Literature v ] Status Max members

() Allow members to join on-line ) Allow members to leave on-line

[ Notify leader of changes

&d Enable waiting list Display waiting list by default

Show addresses

When

Normal start time I Tick to show addresses I Enquiries | Alan on 0707 456 1004

Venue | The Feelgood Centre v |

Information We are a friendly group who are willing to learn from each other about the wonderful
world of art.

Notes |

Group record created 10 Mar 2026 21:08; last chag gl 12:14
L| Save Record




Home

- Groups List

Group Record for Art Appreciation

Details Schedule

Joined members Show 3 Waiting members

Members Ledger

|| Show emergency contacts

Group Members

Select Member No. Name

U 0|00

1055
1054
1001

1004

Mary Accountant
Jane Administrator

Isaac Asimov

Elizabeth Barrett
Browning

Address

Telephone Mobile

27 Valley Lane, Lower Demoton, DM18 SMM 0123 456 1056 = 0707 456 1056

U3A High Street, Demoton, DM12 7RA
72 Tonning Ave, Demoton, DM5 4TS

27 Kirkgate, North Demoton, DM9 2ZZ

0123 456 1004 = 0707 456 1004
0123 456 1029 = 0707 456 1029

Status
Current

Current

Current

Current

Waiting

Leader

Leader

remove

remove

remove

remove

make leader
cancel leader

o]
cancel leader

make leader ||




You cannot delete a ledger entry, but they can be edited and set to zero or replaced by a new entry.

11172026 31122026
r Date  Payve |Dotad In Out Balance
|Brought forward £5.00
1 Jan 2026 fee feb £100.00 £105.00 edt - delete
11 Mar 2026 venue | £105.00  edt - delete
2 May 2026 Ver Feeos £8500  £20.00 edt - delete
8 Date  Payoo |Deotad In Out Balance

Committee members can delete an entry for you.

e

Group Ledger

Add transaction



You may be asked for a valid date after you click update

Schedule _ Members Cedger
Group Ledger
From | 1/1/2026 1 o | 31/12/2026
Date Payee Detad in Out Balance
Brought forward £5.00
1 Jan 2026 venue foo fob £100.00 £105.00 edt - delete
11 Mar 2026 venue £105.00, odt - delote

Update

Balance

2052026

May 2026

Su Mo Tu We Th

5 LI

3 4
ol 2 1 1

Click the Date — Select Date and then Update.

Details Schedule Members Ledger
Group Ledger
From 1/1/2026 o | 31/12/2026
Datle Payee Detad in Out Balance
Brought forward £5.00
1 Jan 2026 venue fee feb £100.00 £105.00 edt - delete
11 Mar 2026 venue £105.00 edt - delete
2 May 2026 Deleted £105.00 ednt - delete
Date Payee Detad In Out Balance
Download Excel




E-Mail — Suggestions

Dear #FAM,
This can help prevent the members email
server rejecting the E-mail as spam.

suggest they try adding noreply@u3abeacon.org.uk to their
email contact list,
This may prevent their email software from treating your
emails a spam




To check if Emails have been sent / received

Select E-Mail| Delivery

Sat 9 May 2026 22:46  Yate and Sodbury Demol6 u3a Beacon password
s confirmation noreply@ulabeacon org uk




To Contact Committee Members

Use the Website Executive page —

Yate & Sodbury District

Welcome Membership JoinHere AGM 2026 Groups - Events Executive News

Executive Committee

EXECUTIVE COMMITTEE OFFICERS & ROLES Links

The executive committee of the Yote & Sodbury District u3a consists of up to twelve
members cach nemingted member serving up to three years. When the number of
nominated members is less than twelve. other members moy be co-opted onto the
committee for o yeor.

nonce Palicy
Minutes of the April Exec cttee mitg
ua Grisvance Procedure

Exec Committee role descriptions
ula Sofeguarding y. ond Procedure

All cormmitt 2 including thoze who are pted are ly trustees.
Trotess ons rasporaibla ke the general contral and management of their uZa ond must
carry out their duties within the context of the constitution.

wersity and Inclusien
bury US4 District Constitution
Qe Trust Insuronce Cover (for
rs only, requires log in to

Certain roles moy be held by non-committee members of the ula, these members would
then be invited to report to committee meetings but do not have a vote on decizions made
by the committee.

ulaorguk)

HONORARY OFFICERS 2026-27 Officers
Chair John Wilkineon
Vice Chair lon Merriman
Business Secretary Cot Riley
Treasurer Rod Dewey
ROLES 2026-27 team
Memberzhip Secretary L y Holmaon

Events Organiser Craig Hodges

Groups Coardinater A-0

Groups Coardinater groups P-2 Julie Spooner

Aszst Group Coordinator lon Merriman

Accessibdity Patrick Mills {non-exec)
Newsletter Editor Poulo Young

Website Manager Robert Cole (non-exec)

Assistont Webszite Manager lan Merriman

Beocon Administratoe Rod Dewey
Facebock Coordinator Vazu Potel
IT Systems Administrator Red Dewey

Publicity Oficer Pouls Young

tant to Business Secretary Lutie van der Pork (non-exec)

llwncmcmmb«oh’mmdsmbwyuinnndum d in joining the E. you would be very welcome to
attend one or more r¢>1|hf.‘ asanaob Mmucmu:mnuwsmmoq The AGM iz held in April.
z0 ingtions need to be d in time for th ing. (sce Events page for dates).

Yate & Sodbury District

Welcome Membership Join Here AGM 2026 Groups~ Events Executive News

Search

Contact Us

You can use the form below to send an email to Business Secretary

Your name: |

= Your email address:

Your phone number (optional):

\’_ Message subject:

Your message:

—~

~

Send me a copy: [

ot

Send your email




Member Portal — Log In.
When you log in make sure to enter your email as your Beacon

Admin user name may be shown. |

Please enter your E-mail address

i you have not created a password for your membership account,
use the Register Ink below to set one up.




Training is available. As a meeting or a copy of the
training guide can be requested. This guide will be
added to website later.

If you need help ask and we can have a face to face
session to go over any problems.

uda Yate and Sodbury District

Uda vae s Sodbury District

Beacon

GROUP LEADER

TRAINING




Open Forum

Your questions, ideas, and discussion

Ask a Question Share an Idea Join the Discussion
Raise anything on your mind Suggest improvements, new This is your time to connect,
about group leadership or u3a activities, or ways to reflect, and help shape our u3a

activities collaborate across groups community together

Facilitated by lan Merriman



ldeas and Questions

Share your suggestions and raise any questions

Ideas Questions

Raise any questions about group leadership,
policies, procedures, or anything else on your mind

Share your suggestions for new activities, group
improvements, or ways to enhance the u3a
experience for everyone
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Quiz Answers

Presented by Lloyd Pellow
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Thank You

Thank you all for attending today’s forum.

Sincere thanks to you all, for the commendable effort you put in,

to make this an organisation we can all be proud of.

u3a.org.uk



