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Introduction
The purpose of this handbook is to outline the responsibilities of all Malvern U3A
Group Leaders and to provide guidance. Should you need further information and
advice, please refer to the Group Leaders’ Reference Manual which can be
downloaded from the Malvern U3A website. It is also available as a hard copy from
the Groups Coordinator who can also advise upi, or from other committee
members. All committee members’ contact details are in the current Groups
Directory and also on the website.
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Running a Group
The purpose of this section is to outline the responsibilities of all
Malvern U3A Group Leaders and provide guidance.

Group Attendance Registers
Ensure that you have a copy of the Malvern U3A Group Attendance
Register, which can be downloaded from the website. Encourage all who
attend to fill in the register – printing clearly their name and their U3A
number in the appropriate columns. Remember to include your own
name too. Only paid up members are entitled to attend your group. If in
doubt, the Group Leader may ask to see a current membership card and
note the number.
Non- members may – at the Group Leader’s discretion – attend one group
session as a visitor.

Membership numbers
You will need to send a list of the U3A membership numbers of all
members of your group. This can be in any format i.e. by post (a copy of
your register or a list of the numbers will do), or by an email to
webmanager@malvernu3a.org.uk , and normally needs to be done before
1st November each year.
It is not necessary to submit group members’ names or any other details.

Group Fees
Hired venues only - You will need to collect the required subscription
of £1per person at each session.
For Group sessions held in your own home, the home(s) of other
group members, or those held at outside venues, there is no fee
payable, but an appropriate charge should be made to cover the cost of
refreshments provided by GLs and for the use of their own or other
members’ homes. A maximum of 50p is suggested.

Payment of Group Fees
The £1 collected from each member attending each session (excluding
the Group Leader) should be sent to the U3A Treasurer at least every
three months.
This can be done by bank transfer using:
Malvern U3A sort code: 30-95-41 and account no: 01304042
Payments can also be made by cheque (payable to Malvern U3A).
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The Group Leader Financial Return Form – available on the website –
should be emailed to treasurer@malvernu3a.or.uk when using bank
transfer, or should be used in hard copy to accompany a cheque
payment.
NB. No money should be carried over from one year to the next ie.
August to September.

Administration Costs
Group leaders are not expected to subsidise their groups and should
reclaim any money they spend running their group. Expenditure should
be kept to a minimum by, for example, using email instead of post.
However, the cost of any stamps, stationery etc. used should be
reclaimed by deducting from the accrued group fees when financial
returns are made.

Contact
All Group Leaders must have an email address contact. If you do not
have access to a computer yourself, then you will need to find someone
willing to be an email contact on you behalf. This would preferably be a
member of your group, but a friend or relative would do.

Venues
Groups may meet at the home of the Group Leader or other group
member. This is encouraged if groups comprise fewer than ten people.
When establishing a new group or re-locating an existing one, prior
approval should be sought from both the Venues and the Groups
Coordinators before any room booking can be made.
Groups which meet in rooms funded by Malvern U3A will always need
the advice and approval of the Venues Coordinator. No long term
contracts are to be established when booking rooms.
Group Leaders are then responsible for making and cancelling room
bookings, and for ensuring availability of the venue for their group
sessions. They must also notify the Groups Coordinator as soon as
possible of any changes in group details, eg time/place of meeting, or of
the Group Leader’s contact details – especially their contact email
address.

Equipment and Materials
Should equipment be needed for group sessions eg. OHP, flip chart stand
or whiteboard, then Group Leaders can find out if it might be available
by contacting technical@malvernu3a.org.uk or use the contact details
which can be found in the Groups Directory.
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Consumables
Groups should generally be self-financing for any consumables they use
in the course of a group activity. These include things like paint and
canvas in an art group or food stuffs in a cookery course. Such items
would be funded by the individual group, either by a separate levy on
group members, or by members providing their own materials. A small
fee may be charged by the Group Leader for the provision of printed
materials, photocopying etc.
Group Leaders should collect money as appropriate to pay for other
group expenses including social activities, field trips and guest speakers.

Capital Items
It may be possible for Malvern U3A to provide funding to buy any
particular capital equipment a group may need. Such items need to have
a continuing value to the group of at least two years. The equipment will
remain the property of Malvern U3A.
An application should be made to the Committee using the Capital
Equipment Request Form. This is available on the website or by
contacting the Malvern U3A Secretary, whose details are also on the
website, or can be found in the Groups Directory. The cost, usage and
expected life of the proposed asset need to explained.

NB. Approval must be obtained before
purchased as retrospective applications
considered.

the item is
will not be

Outside or Guest Speakers
Group Leaders should be aware of National U3A guiding principle No. 4
which states “No salary, fee or financial reward shall be paid to any
member of the University [U3A] for teaching other members, counselling
them, or helping them in any way.”
Outside speakers/tutors providing one-off talks at general meetings or
interest group sessions may be paid a fee and/or expenses. However, it is
not usual U3A practice to use paid tutors on a regular basis.

Refreshments
If refreshments are required and are not available at the venue, then
the Group Leader should make provision and recoup the cost. An
appropriate charge should be made to cover the cost of refreshments
provided.

Groups Fair
This is held annually from 10.00am to 12.00 noon, on the first Monday
in September at Malvern Theatres. All Group Leaders need to attend –
or send a representative - to showcase their group and to discuss details
of the group with potential new members.
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Group Leaders meeting
This is held annually in November. All Group Leaders are urged to attend
this meeting, or send a representative from their group.
The meeting provides an opportunity for Group Leaders to get together
over tea and biscuits to share ideas and discuss any issues they may
have. A draft agenda is circulated prior to the meeting and any group
leader can ask for an item to be added. Problems and concerns can also
be raised for discussion, and recommendations can be made to the
committee from Group Leaders.

Managing Full Groups
Malvern U3A is part of an educational charity, and as such we try to
ensure that nobody is turned away from a group they wish to join
because the group is deemed to be full. It is difficult for us to be
promoting and publicising groups which are effectively closed to new
members.
There are a number of reasons why Group Leaders might feel they can’t
admit new members, but it might be possible to resolve such situations.
•

The size of the venue used by a group may be the main reason
for numbers being limited.
If the group currently meets in the group leader’s home – or the
homes of other group members – then it may be physically
impossible to accommodate more people.
If this is the case, then the group leader could consider moving the
group to a different venue. The cost of this venue would then be
paid for by Malvern U3A, although of course members would then
have to pay the £1 each time. There are rooms of varying types
and sizes available in different locations around the town and the
Venues Coordinator should be contacted to advise about
alternative venues. We know that people like to meet in members’
homes, so other ideas are:

•

Splitting the group in two and finding a leader from the group to
lead a second group in their home.

•

Setting up a second similar group from the waiting list. Group
Leaders could contact the Group Leaders Coordinator to discuss
this possibility.
This also applies to groups which already use a venue funded by
U3A, but are finding that the group is outgrowing the space as
group membership increases. If this is the case, then the group
leader could consider moving the group to a different venue.

•
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groups organiser know that there is a demand is helpful, as well as
keeping a waiting list
•

A full group register may lead to potential new members being
turned away. If the group is a popular one, and places are limited,
then it is very important to ensure that all those who sign up for
the group are planning to attend regularly. A system could be
adopted whereby group members are informed that, under certain
circumstances, their name will be removed from the register, for
example, should they miss three consecutive group sessions
without any explanation .

•

A waiting list system is essential so we know where the demand
is

•

Some groups manage their waiting list really well, inviting
members on the list to come along when there is space. Group
leaders can keep would-be members informed of the situation.

Publicity
Group Leaders need to provide news items and/or information about the
group for inclusion in the monthly News Bulletin or the Malvern U3A
newsletter as appropriate. They should also ensure that the information
about their group displayed on the Malvern U3A website is correct and is
kept up to date.

Insurance
It is important to ensure that U3A activities are covered by the
appropriate insurances.
By following this policy document group
leaders/organisers of activities will be covered under insurance policies
arranged by The Third Age Trust. It must be stressed that no insurance
cover is provided for personal accident insurance and all members must
be made aware that they undertake activities at their own risk. This is
particularly important where more risky external activities are involved.
(See Appendices below for further details).

Health and Safety
Group leaders of groups whose normal activity is outside and involves
more than a normal level of risk should consider this aspect of the
activity and take reasonable precautions to minimise the risk to
members. (See Appendices for more details). An advice sheet on First
Aid can be downloaded from the Malvern U3A website.
In the event of an accident Group Leaders are to complete an Accident
Report Form (see Appendices below) and send it to the Groups
Coordinator. If a member requires serious medical attention (eg
admission to hospital) group leaders are to inform a member of the
Malvern U3A committee of the details as soon as practical.
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Malvern U3A Website

To access further information and advice which is available on the
Malvern U3A website:
• Enter Malvern U3A into your internet search engine, or go to
www.malvernu3a.org.uk.
• Click on the Groups/Groups by Alphabet tab, then click on your
group title to check that your group page information is correct.
• Return to the home page using the back arrow.
• Click on the Calendar tab to check the dates and times of your
group sessions.
• If there are any changes to be made then notify
webmanager@malvernu3a.org.uk
• Click on the Contacts tab. Here you will find the email addresses
for all U3A committee members (trustees).
If you are not able to access the information you need, then please
contact the Malvern U3A Secretary whose contact details are in the
current Groups Directory and also on the website.
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Group Attendance Register
Venue

Group Name

Meeting Dates
U3A
Number

Name

Total
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Group Leader Financial Return
Group
Name

Leader
Name

Venue

email
Meeting
Date

Amount
Collected

Number
Attending

Total

Expenses
Claimed
Details
Amount
sent to
Treasurer
Method

Date

eg bank transfer, cash, cheque
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Accident Report Form
Injured Party's Name
Address
Phone

email

Name[s] of Others Involved
Phone

email

Date/Time of Accident
Location
Nature of
Accident/Circumstances
Detail of Injury/Property Damage
Person causing injury/damage
Address
Phone

email

Witnessed by
Address
Phone

email

Action Taken

Was specialised assistance
required at the scene? Give
details
Was medical advice sought
afterwards? Give details
Name of Group Leader
Phone

email

Signed [injured party]
Signed [group leader]
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CAPITAL EQUIPMENT REQUEST
Group Name

Date

Submitted By:
Contact Details
Item Requested

Purpose

Where will the
equipment be
used and held?
If you have already identified manufacturer/model/best price information, please enter it here:

Item Details

Other Information
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Advice Sheet – Insurance
1. The Third Age Trust U3A has set up a number of insurance policies designed to
provide group leaders and members with insurance cover for most normal
activities. Full details of the U3A insurance cover may be obtained from the
Third Age Trust website or from the Malvern U3A secretary. A small booklet on
the insurance is available by post on application to the Third Age Trust1. In
outline:
a. As long as the basic procedures outlined in this document are followed, then
the insurances arranged by The Third Age Trust will cover most normal
group activities. This includes study trips and holidays in the UK and
Europe, both with respect to third party liability and member to member
cover; ie losses by a U3A member arising from the actions of another
member. If somebody is injured undertaking a U3A activity and legal liability
is an issue, the insurers would deal with any claim.
b. This does not include personal accident/injury or travel insurance, both of
which are the personal responsibility of each U3A member to take out. For
this reason, for trips and especially holidays where overnight stays are
involved, participants should have travel insurance. Personal losses may be
covered if the U3A can be found to be legally responsible for the incident.
c. Members of other U3As are equally covered. Non members are also covered
by U3A insurances provided that their attendance at U3A activities is not a
regular occurrence.
d. Study trips and holidays organised through a travel agent are covered by
their liability insurance (excluding personal accident and travel insurance).
However, short study trips and day trips that are arranged without the need
for a travel agent are covered by U3A liability insurance.
2. Third Age Trust Insurance
Full details are available from the Malvern U3A and National U3A websites or by
post. In outline they include:
a. Public and Products Liability
• Indemnity limit - £5,000,000 for any one incident.
• Excess - £250 per claim.
b. Money Cover
• A limit of £300 U3A cash held in members’ homes.
• A limit of £1000 U3A cash in transit and at hired premises.
• Excess - zero.
c. Tour Operators’ Liability
• Excess - £250 on all sections.
• 4 Sections:
• Public and Products Liability – limit £2,000,000 any one
• Legal Defence – liability £100
• Emergency legal assistance – limit £5000
• Professional indemnity (includes short study trips) – limit
£1,000,000
1

Third Age Trust, Old Municipal Buildings, 19 East Street, Bromley, BR1 1QE
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Advice Sheet – Travel & Study
1. The activities that are covered in this policy document are:
•

Study Trips – outings away from the group’s normal meeting place as an
extension of a group’s study activity. These can be of 2 types; those
involving overnight accommodation and travel or just day trips involving
travel only. This includes similar activity by a sub-group or
reconnaissance party.

•

Holidays – trips over several days in either UK or Europe that have no
study/interest element.

2. For the purposes of this document it is assumed that an organiser will need to
be appointed by the group leader to make all the necessary arrangements for a
study trip or holiday. For complicated and/or large activities the organiser may
well appoint additional helpers. In some instances the group leader may also
carry out the role of organiser.
3. Finances
a. Any financial arrangements for a study trip or holiday, not involving a travel
agent, must pass through an official Malvern U3A account. In addition all
contracts must be signed by the Group Leader or a Malvern U3A trustee on
behalf of and in the name of the Malvern U3A.
b. In principle, individual organisers should not make group financial
arrangements in their own name as it becomes a personal transaction
placing them at the risk of not being covered by the U3A insurance.
Organisers of short study trips (not holidays), using personal credit/debit
cards for group bookings, may be covered by U3A’s Tour Operator insurance
but do so at their own risk. Thus:
•

All group bookings for overnight accommodation should where
possible be made through a registered travel agent. Ideally all
arrangements associated with overnight trips (accommodation, travel
etc) should be considered together as a ‘tour’ and made through a
travel agent.

• All monies due by members for such activities are to be paid in advance
either to the travel agent direct or via the organiser (cheques should
still be payable to the travel agent).
• When organising holidays, care must be taken in making any
prepayments, as there is no money cover insurance provided for such
situations.
c. For small parties (6 or less participants), members may make individual
arrangements for accommodation although they should be made aware that
they may not be covered by the U3A insurance. All payments should be
made on an individual basis, directly to the provider and not to Malvern
U3A. In this way a contract is clearly established between an individual and
the provider rather than with Malvern U3A as an entity, which is a much
safer way to do it.
d. Transport should be arranged through the travel agent or direct with the
provider in the case of day trips. Members’ payments for these and any other
group costs (entrance fees etc) must be made in advance and through a U3A
account. Travel by private car is at the discretion of the driver/owner and it
Version 1.2
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is his/her responsibility to ensure adequate insurance. If there is any doubt
the member is advised to check with their insurance company.
4. Cancellations
If a potential attendee cancels after having paid their costs up front and cannot
be replaced by another member, they forfeit the payment unless the organiser can
recover some or all of the costs. Generally this will mean that accommodation costs
may be recovered but the share of group transport will not.
5. Health & Safety
Organisers of any activity that involves more than a normal level of risk (eg other
than attending a meeting at a house or hall) should consider this aspect of the
activity and take reasonable precautions to minimise the risk to members. Risk
assessment forms to facilitate this are available from the Groups Organiser or the
Malvern U3A and The Third Age Trust websites, but are not mandatory. In most
cases this will require the application of common sense. Where a degree of
specialised knowledge is required the organiser should not proceed unless there is
someone with that knowledge available to advise (generally the group leader will
have the necessary expertise).
Group leaders should consider the following when planning activities:
a. The attendees should know the contact telephone number for the organiser.
If possible the organiser should have an up to date list of emergency contact
numbers for those attending the activity. It is essential that the organiser
ensures that the contact mobile telephone is both fully charged the night
before the event and has an appropriate amount of credit. For overnight
stays a charger is a necessity. In addition, the organiser must have a list of
telephone numbers for Malvern U3A Committee members.
b. Members should be encouraged to carry ICE (In Case of Emergency) cards
on their person. Members with mobile phones should also be encouraged to
have an ICE entry in the directory of their mobile. Although not mandatory,
these are “best practice” recommendations and to assist with this space for
ICE details are included on the back of membership cards.
c. In the event of a serious accident or medical emergency, the organiser or
group leader should arrange for the emergency services to be alerted. First
aid training may be available on application to the Groups Organiser.
d. If travelling with a tour operator, organisers are NOT responsible for the
health & safety of members. They should not assume that this will be
covered by the tour operator and/or hotel management. Organisers should
establish who is the tour operator’s recognised representative and ensure
that they have their contact telephone number in case of emergency. In
addition, they should establish whether the hotel has 24 hour reception and
if not make alternative arrangements (eg cover for members left in hotel
rooms).
e. In the event that a participant becomes incapacitated the organiser must
delegate responsibility for the welfare of the affected participant to either
another member/participant of the group who has volunteered to care for
the affected person or, if appropriate, the tour operator’s representative or
the hotel reception.
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f.

In the event of an accident Group Leaders are to complete an Accident
Report Form and send it to the Groups Coordinator. If a member of a group
requires serious medical attention (eg admission to hospital) group leaders
are to inform a member of the Malvern U3A committee of the details as soon
as practical.

6. The following information is available from the Malvern U3A website or by
application to the Groups Coordinator.
•

Advice Sheet – Insurance

•

Accident Report Form

Links to other National U3A advice documentation are also available from the
website.
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