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Introduction 
 

 This information pack is intended to supplement the booklet More Time to Learn available from 
the Third Age Trust. More Time to Learn covers aims, obligations, definitions and the vast range 
of possibilities and resources for shared informal learning, as well as the role of the committee 
and the support you can expect from them. 

 Each interest group should have a person on the committee who can act as a conduit for 
information and can offer support when required. It is essential that developments affecting an 
interest group be communicated to the committee. 

 The relevant sections in the original Banbury U3A Handbook (printed in A5 with a yellow cover) 
have been updated and included in this pack for ease of access. 

 
 
 

The Basics 
 

All U3As have interest groups that have evolved over time as members work together in a 
common field. There is no fixed format or procedures for a group or its convenor to follow. Most 
groups cater for the non-specialists in the subject and having a mixed group in terms of skills and 
experience is often a bonus. In Banbury, many groups meet in members’ homes, others in local 
venues such as Amos Court and Stanbridge House or outdoors. The activities are for the enjoyment 
and benefit of its members so everyone in the group should be responsible for planning the 
content. Public liability insurance is covered but responsibility for personal safety must rest with the 
individual member. 

Some groups, especially those that use rented venues, have to charge a small fee for 
attendance. Most groups do not have any other costs. It is at the discretion of the group whether to 
have refreshments and how they are paid for. 

A Banbury U3A member can join as many groups as they wish, providing there is room for 
them. In order to join a group, contact needs to be made via the telephone number in the table 
printed in our newsletter. Some groups, often those held in members’ houses, may be deemed full. 
In this situation, prospective members should be placed on a waiting list so that when a group 
member is unable to attend, they are given the chance to take their place on that occasion. Each 
group may have its own methods of informing group convenors of their intention to attend but as a 
general rule; members should inform the group convenor if they are going to be absent from a 
group meeting. 
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The Roles of a Group Convenor 
 

 Interest group convenors may run the group however they and their members wish within the 
U3A ethos. For most groups, the convenor is not a leader, teacher or expert and shares aspects 
of administration and activity planning with other members. Being a group convenor involves a 
certain, usually modest, amount of work but also gives a lot of satisfaction and enjoyment. 

 A group convenor’s responsibilities can vary greatly between groups. Some groups may have 
joint leaders or be almost leaderless. Some plan months ahead while others will need no 
forward planning at all. 

 There are usually 2 kinds of tasks with running a group: 
 The administrative tasks which could involve booking a venue, taking a register, doing 

paperwork or refreshments. 
 The organising of tasks which involve some responsibility for the content of the studies. 

Knowledge and experience of the field of study is not always necessary. This is especially 
true with the common practice of shared delivery, where many members of the group take 
it in turns to provide a presentation, demonstration, discussion seminar or other activity. 

Therefore there is complete flexibility in how a group is run but one person has to be willing, 
however, to be the contact person for the committee and for the general membership. 
 

 

Running the Group 
 

 Take a register at each meeting and ensure that all members of the group are members of 
Banbury U3A. This is an Insurance requirement. The simplest way to do this is to record each 
member on the register you take at each meeting. The form in Appendix 4 could be used.  

 Don't feel you have to do everything yourself: The other group members should be willing to 
pitch in and take on some of the tasks e.g. buying the tea and biscuits, arranging the chairs, 
running an individual meeting, acting as group treasurer, keeping contact details etc.  

 Appoint a deputy leader or organise backup, e.g. to run the meeting if the group convenor 
cannot attend. This ensures you don't have to cancel a meeting at short notice.  

 Engage the group members as much as possible in planning the activities of the group. Most 
people like to take an active part rather than a passive part in what is going on, but remember, 
some members of the group may still prefer to be ‘on-lookers’ especially when they first join 
the group. Nevertheless, more participation should be gently encouraged over time.  

 Think about the group taking a break during the year. This will be a decision for each interest 
group to make individually; some may choose not to take a break at all.  

 Don't feel that being a convenor is a commitment forever. Please let your group members 
know of a decision to change responsibilities in good time so replacements can be found and 
please be prepared to help do this; often, one or more current group members can be 
persuaded to take on or share the job.  

 If your group is getting too big or you have any problems at all please contact a link member 
of the committee. 

 Do not get too concerned about group size, especially seeking a ‘Goldilocks’ number. Two or 
three people can constitute a group. 

 Don’t take anything personally, especially if expectations are not realised. 
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Expectations of a Group Convenor 
 

A group convenor must be a member of Banbury U3A and is free to run the group without 
interference. They should however: 

 Ensure that all members are involved in planning the group’s activities and review their 
practices from time to time. 

 Run a generous, welcoming and uncritical group where respect and courtesy are the order of 
the day. 

 Be aware of the objects and principles of the U3A movement and of the advice from the Third 
Age Trust. 

 Keep a register of attendance at meetings. Waiting lists are also needed when a maximum 
group size (due to accommodation or the nature of the activity) has been reached. When a 
group member is unable to attend, a person on the waiting list has the chance to attend on that 
occasion. 

 Ensure that those attending are members of Banbury U3A and that non-members visit only 
once as a guest before they are required to become members. 

 Keep secure the personal details of group members in accordance with data protection 
legislation. The recommendation is to use Bcc when contacting members as a group by email. 

 Seek committee approval if outsiders attend to support or guide the work of the group in their 
chosen field (for example fluent language speakers). 

 Supply information as required by members of the committee, especially when the group’s 
circumstances change. 

 

Expectations of Group Members 
 

Interest groups are the lifeblood of a U3A and membership implies time and effort on behalf of 
its members. U3A members are generally busy people with many other commitments to fit in and 
the casual attendee can create problems for the organisation of a group’s activities. Group 
members should: 

 Remain courteous, respectful, non-critical and non-competitive at all times. 

 Respect the values and perceptions of other group members.  

 Follow the agreed procedures and practices of the group. 

 Inform the group convenor when they will not be attending. (They are under no obligation to 
give reasons). 

 Be involved sometimes in the preparation of sessions, not just attend them. It is not expected 
that all members of a group contribute equally due to their different levels of knowledge and 
skills, but members are expected to play their part in the activities provided, rather than leaving 
all of the work to others. 

 Tell the group convenor that they no longer wish to belong to the group. Any member not 
notifying the group leader that they are going to be absent on 3 occasions will be removed from 
the group’s membership list. 
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Financial Matters 
 

 All interest groups have to be self-financing. This is the way most U3As run their groups and is 
the most practical way given that the costs can vary widely between groups.  

 The golden rule is that the convenor of a group must not end up out of pocket. Any agreed 
contribution by a group member should cover the provision of room hire, refreshments and the 
cost of any incidental expenses, such as postage, that the convenor or other group member 
may have incurred.  

 The committee will work on the assumption that group convenors will act responsibly on 
monetary matters. Recording of the financial affairs could be a simple record of monies 'in' and 
monies 'out' during the year. It may be appropriate to send to the Banbury U3A Treasurer a 
short summary sheet providing total income, total expenditure, and giving a balance if relevant.  

 Start up costs and finance for equipment are available. Banbury U3A committee encourages 
applications for finance to support groups. This will be on a case-by-case basis and should 
benefit the whole group but it is unlikely to successful if the finance is for running costs. 

 Hiring of rooms is usually dealt with by the group convenor. If an Interest Group wishes to hire 
a professional speaker at their meeting this could be discussed with the Treasurer.  

 No interest group should set up its own group bank account. Should circumstances arise where 
a reasonable amount of money is required all such enquiries should be made to the Treasurer.  

 
 

Interest Group Membership 
 

Once an interest group is established the group convenor may get enquiries from non-U3A 
members, or members of other U3As, who wish to join the group. Non-U3A members are entitled 
to attend one group meeting as a guest, but after that need to join Banbury U3A and pay the 
subscription.  
Members of all other U3As are welcomed on the following terms: 

 They may attend up to 2 of our Monday meetings a year and will be charged the standard 
£1.00 attendance fee. The normal fee for guests is £1.50. Light refreshments are included. 
Please note that our venue has a limited capacity and tends to be overcrowded at times. 

 They may join one interest group, subject to spaces being available. Contact should initially 
be made via the Banbury U3A website. 

 To gain full benefits of membership, which includes all information, bulletins and 
newsletters, they will be charged an annual fee of £8.50, rather than the normal £12.00; as 
they will have already paid the £3.50 capitation fee to the Third Age Trust. The annual fee 
runs from January to December. For all joining after July, the fee is £6.00 

Some proof of membership (e.g. a receipt) will be required.  
 
All interest group members are required to contribute to the costs of running the group as agreed 
by existing group members.  
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Communicating with the General Membership 
 

The Banbury U3A Newsletter is currently issued 3 times a year and is available to all 
members in electronic and printed form. Monthly bulletins are issued in the months in between 
newsletters (except August) and reach the vast majority of members via email and Monday 
meetings. These are therefore the most effective ways of reaching all members of Banbury U3A for 
membership recruitment etc.  

Each group provides one or more short paragraphs of information about their activities. 
These form part of the Handbook written for existing and potential members and are placed on the 
group’s own web page on the Banbury U3A website at http://u3asites.org.uk/banbury. Interest 
group convenors are encouraged to provide further up-to-date written information about their 
group’s activities from time to time. There is also opportunity to publicise forthcoming meetings 
and events on the website and to display photographs. Furthermore, any pdf documents produced 
by the group can be uploaded if the group are happy to share them with other U3As and the 
general public. There is the potential for a group convenor to edit their group’s own webpage. 
 
 

Finding Venues 
 

The committee has an accumulated knowledge of local venues and is always keen to learn 
the details of any others that have potential. U3A insurance covers members’ homes as well as 
hired venues. 

All interest group convenors must be aware of the Health and Safety regulations of any 
hired venue in which the individual group meetings are held.  If this is not available, please use the 
Venue Risk Assessment checklist at Appendix 3 to check for yourself.  
 
 
 

Equipment 
 

The items of equipment listed in Appendix 2 can be borrowed by any interest group to help 
with the group’s activities. Please contact the committee if you would like to borrow an item of this 
type.  

N.B. Some venues may have their own equipment available for your use.  
 
 

Insurance 
 

Every member of every U3A in the country is covered by insurance taken out by the Third 
Age Trust, which is the national U3A umbrella body. This insures each U3A member against 
compensation claims arising from injury or damage to property suffered by a third party, or 
claims arising from the failure of a product, for which failure a U3A member is held to be legally 
liable. Full details of the insurance cover is available on the Third Age Trust website at 
www.u3a.org.uk in the documents downloads of the members are. Look for Insurance 
Information. 

http://u3asites.org.uk/banbury
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Accidents 
 

One consequence of the Insurance referred to above is that in the event of a member of an 
interest group suffering an accident, he or she must complete an accident report form, which is 
supplied by the group convenor. A copy of the form is Appendix 4. Completed forms must be 
returned to the Chairman by the group convenor as soon as possible. 

 

Licences 
 
Copyright  
The Third Age Trust holds a licence under the Act which covers Banbury U3A. The Third Age Trust's 
Copyright Licence does not cover copying maps, newspapers or sheet music.  
BUT exemptions under the Act mean that generally speaking you will NOT be infringing copyright if:  
1. Copying material (including music, maps, newspapers, magazines) for private and research study.  
2. Recording broadcasts for the purpose of listening or viewing at a more convenient time.  
3. Playing sound recording for a non-profit making organisation, club or society — the U3A.  
 
Public Performance  
There are two bodies involved here: the Performing Rights Society, protecting the rights of 
songwriters and composers, and the Public Performance Licence, which protects recording 
companies and performers. As an organisation we cannot get a license under either as these are 
only issued to the premises in which the performance is to take place. Most public buildings and 
pubs will have a licence, but any groups performing should check that this is the case.  
 
The Internet  
Copyright also applies to anything published on the Internet. There is a common misconception 
that anything on the net is in the public domain and therefore free to use. It may be publicly 
accessible, but it is not necessarily freely available to copy. 
 
Clarifications 
• Interest groups will NOT be infringing copyright by copying text, music, lyrics, poetry, magazines 
or newspaper articles for the purposes of learning or studying them. The source should be 
acknowledged on the copy.  

• Interest groups playing DVDs or videos during group meetings for study or learning purposes will 
NOT be infringing copyright. The source and performers should be acknowledged.  

• In addition the Banbury U3A is covered by the Third Age Trust’s Public Performance Licence which 
gives permission to play recorded music in public.  
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Further Reading: 
 
Understanding the Third Age Trust requires understanding its aims objects and principles. These 
can be obtained via the link on our website or on the Third Age Trust’s website at www.u3a.org.uk. 
(Under Reference Documents) 
Entering the Members’ Area requires a simple registration process. You choose your own user 
name and password. By clicking in the Members’ Area Home Page tab, a range of information 
becomes available. 
 
Under Document Downloads there are: 
 

 Advice Sheets (including one for Group Convenors) 
 

 Forms (including the Accident Report Form) 
 

 General  (including U3A AND YOU with answers to frequently asked questions) 
 

 Reference documents (including several Discussion Documents, Information Booklets with 
one on interest groups and insurance information) 
 

 Sources (Every past copy of the magazine Sources can be downloaded) 
 

 Subjects (This covers start-up leaflets, subject newsletters and other subject 
downloads) 
 

Under Subject Advice there are alternative ways of accessing subject information. Some subjects 
have national advisors. 
 
The Resource Centre provides material for loan. 
 
Further documents can also be downloaded from the Banbury U3A website at 
http://u3asites.org.uk/banbury. 
 
 
 
 

Appendices 

 

Appendix 1: Interest Groups Timetable 

Appendix 2: Banbury U3A Equipment 

Appendix 3: Venue Risk Assessment Checklist (Page 1 of the Third Age Trust Document) 

Appendix 4: Accident Report Form (the Third Age Trust Document) 

Appendix 5: Banbury U3A Interest Group Register (This is also available as an Excel spreadsheet) 

 
(Appendix 2 is included here, 1 and 5 are separate files) 
 
 

http://www.u3a.org.uk/
http://u3asites.org.uk/banbury
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Appendix 2  
Banbury U3A: Equipment List 2015 

 
Digital Projector Optoma EP727i 

 2500 ANSI lens, XGA, 4:3 resolution 
 
Pulse Megamouth portable amplification system 

 3 wireless microphones (hand-held, clip-on and headset) but only one in use at a time 

 Broken antenna (design fault) 

 Can play cassette tapes and record sound if required 
 
Sony CD Radio Cassette Recorder 

 Plays CD’s & cassette tapes (Two Decks) 

 Has an analogue radio (FM, MW, LW & SW) 

 Has a decent output (2.3 watts per channel) 

 In very good condition with instruction booklet included 
 
2 Portable Projection Screens (3ft & 4ft) 

 Can be somewhat unstable but have been used at Amos Court 
 
Fixed Manual Pull-down Projection Screen (fixed to wall at St Joseph’s) 

 2025mm X 152mm, 4:3 format 
 
Projector table 

 Portable but needs assembly and disassembly each time it is used 

 Houses projector on top and laptop below 
 
Lectern 

 Black, adjustable height, idea for reading out written material in front of an audience. 
 
Flipchart Easel 

 Paper and pens available 
 
Extension leads 

 10 metre long 10 amp fully unwound but only 3 amp wound. 

 4 metre cassette reel 10 amp unwound 
 
35 mm Slide Scanner 

 The scanner is a 35mm slide converter with a 16mb SD card 

  It will work stand-alone or direct to a computer. 
 
HP 5520 Inkjet Wireless Printer 

 Takes HP 364 separate colour cartridges (compatible recommended purchased from Amazon) 
 
Samsung ML-1910 Mono Laser Printer 

 Takes compatible cartridges purchased from Amazon 
 
Other equipment is specific to the interest group for which it was purchased. 

 
 


