
u3a

Group Leaders
Forum
Wednesday 20th May 2026

Armadillo Centre, Yate



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 - Ian Merriman

Chairman’s Introduction - John Wilkinson 

Group Leader Guidelines  - Janet Smith – Group Co-ordinator (A–O)

Julie Spooner – Group Co-ordinator (P–Z)

Tea/coffee & cake – Refreshment Team

Beacon - Rod Dewey 

Open Forum – Ian 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
Member for 3 years
Treasurer for the last 2 years
Leader of Pickleball 4 group and a member of:
• Monday & Friday Badminton groups
• Wednesday PM Table Tennis group
• Earth Sciences & Geology group
• Science & Technology group

Career
41 years in electrical, electronic & systems 
engineering:

• 2 years – Aeronautical

• 13 years - Scientific Satellites

• 26 years - Railway Signalling
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Years of our u3a

Let’s celebrate

Friday 6th June 2026

Just 2½ weeks away!

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

Music & dancing  •  Bar  •  Quiz

Please advertise to your groups — we’re looking to increase numbers!
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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.

Keep a register of group members, check attendance 
and manage any associated group finance

Coordinate group activities and programmes

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–O)

&
Julie Spooner - Group Co-ordinator (P-Z)
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Changes to Group Leader Guidelines (1)
Key updates to be aware of

7.6

8.1

11

App. 2

App. 4

Paid Tutor / Instructor / Guest Speaker (Service Provider) – Appendix 3

PAT Testing

Emergency contacts (found in Beacon)

Accident Form

Risk Assessment

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



7.6 Paid Tutor / Instructor / Guest Speaker (Service Provider)
The u3a is a self-help organisation and consequently paid 
people should only be engaged as proves necessary and with 
the agreement of the Group Co-ordinators, Treasurer, Events 
Co-ordinator or Executive Committee.  A basic contract will 
need to be drawn up annually for regular Paid Tutors and 
Instructors and as required, for Guest Speakers.  In practice this 
involves completing the Provision of Services Agreement 
between the Y&SD and a Paid Tutor / Instructor / Guest 
Speaker (Service Provider) Form in Appendix 3. 
The Y&SD u3a will keep a copy of the signed contracts on file 
for potential HMRC inspection and may use the contract details 
to check (anonymously) employment status for tax using the 
HMRC tool, which may be found at  
www.gov.uk/guidance/check-employment-status-for-tax. 



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.





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.

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.



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.



Changes to Group Leader Guidelines (2)
Key updates to be aware of

9

10

Eligibility for Membership (Taster Sessions)

Communicating with Membership (Buddy Scheme)

Creating New Groups from Existing Ones

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



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 Identify 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.

1 Identify 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.

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.

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.

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.

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.

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.

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.

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

5 Announce & Launch
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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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



























Open Forum
Your questions, ideas, and discussion

Ask a Question
Raise anything on your mind 

about group leadership or u3a 
activities

Ask a Question
Raise anything on your mind 

about group leadership or u3a 
activities

Share an Idea
Suggest improvements, new 

activities, or ways to 
collaborate across groups

Share an Idea
Suggest improvements, new 

activities, or ways to 
collaborate across groups

Join the Discussion
This is your time to connect, 

reflect, and help shape our u3a 
community together

Join the Discussion
This is your time to connect, 

reflect, and help shape our u3a 
community together

Facilitated by Ian Merriman



Ideas and Questions
Share your suggestions and raise any questions

Ideas
Share your suggestions for new activities, group 

improvements, or ways to enhance the u3a 
experience for everyone

Ideas
Share your suggestions for new activities, group 

improvements, or ways to enhance the u3a 
experience for everyone

Questions
Raise any questions about group leadership, 

policies, procedures, or anything else on your mind

Questions
Raise any questions about group leadership, 

policies, procedures, or anything else on your mind
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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.

Learn, Laugh, Live

u3a.org.uk


