FIFE u3a GROUP LEADER HANDBOOK

Thank you for taking on the role of a Group Leader — Groups are the lifeblood of Fife u3a.

This handbook aims to provide you with useful information for your role.

THE BASICS

Annual Meeting

e The Groups Coordinator will arrange a meeting of all Group Leaders at least once a year to
discuss matters of common interest.

Paperwork

o All the forms you need to run your Group are available from the Group Leaders information link
on the Groups page of the Fife u3a website — Groups - Fife (u3asite.uk)
o Accident Report Form
Attendance Register
Data Protection and Data Privacy Statement
Emergency Contact Details Form
Group Income Form
Members Home Risk Assessment
Risk Assessment Checklist (Group Leaders)
Walk Leader Risk Assessment Checklist
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Data Protection and Data Privacy

e To ensure that Fife u3a complies with Data Protection regulations, you must sign the Data
Protection and Data Privacy Statement agreeing to the following statement, “I confirm that |
have read the Fife u3a Data Protection Policy and the Fife u3a Privacy Policy and agree that | will
handle all personal information of Fife u3a members in accordance with those policies.”

e If you stand down, you must sign the Data Protection and Data Privacy Resignation Statement
agreeing to the following statement, “I resign as a Fife u3a Group Leader and confirm that | have
destroyed all members’ personal data in my possession provided to me by Fife u3a.”

e These forms should be returned to the Groups Coordinator.

Taking photographs

o A few Fife u3a members are NOT willing to give their permission to be included in photos to be
used in the Newsletter or on the Website.

e If you want to take photos, please let your Group know and ask anyone not willing to be
included to step aside for a moment.
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Keeping the website updated
Use the website to promote your Group and keep members updated

e Advise the Webmaster (webmaster.fifeu3a@gmail.com) of any Events and changes to your
Group’s web page

e Make sure that the Webmaster has your email address or contact details — this will allow any
messages received from your Group’s web page to be sent to you.

Communicating with Group members

e Keep arecord of the email addresses of your members, in case you need to get in touch with
them outside of meetings.

e |f a member doesn’t have an email address, ask for their phone number.
Confirming membership status

e In November of each year, advise the Groups Coordinator of the names of those who regularly
attend your Group. (This is needed for insurance and statistical purposes, as well as providing a
back up method of communicating with your Group members.)

Potential new members

e Prospective Group members can attend two meetings to see if it is for them but must then join
Fife u3a. (To comply with u3a insurance, only u3a members may attend Group meetings.)

e Membership forms (paper or online) are available on the Membership section of the website -
Fife U3A Membership - Fife (u3asite.uk)

e In any cases of doubt about membership status, consult the Membership Secretary.

Paying for venues

e Some venues will charge Fife u3a for use of their meeting rooms. If this applies to your Group,
you need to collect attendance fees from members to cover the venue hire.
e The level of any fees will be set in September of each year.
e Fees should be paid to the Treasurer as soon as possible.
e Online banking payments are preferred —
= Account Name - Fife U3A
= Sort Code 83-16-23
= Account Number 00160854
= Use your Group name as the reference
=  Email the Treasurer (treasurer.fifeu3a@gmail.com) to confirm when funds have
been transferred

e Fees can also be paid to the Treasurer by cheque or at Monthly Meetings — see Group Income
Form for details.

Accidents and Incidents

If there are any accidents or incidents, particularly if they could result in an insurance claim, as soon
as possible:

e Complete Accident Report Form
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e Advise any member of the Fife u3a Committee
Any questions?

e Contact the Groups Coordinator through the Contacts section of the website

TAKING IT FURTHER

Setting up a new Group

e If you have an idea for a new Group not already offered, contact the Groups Coordinator
e The Groups Coordinator will always offer support to get any new group up-and-running

Subject advisers

e There is a list of national subject advisers in every issue of the u3a Matters magazine
e Links to further information are available at u3a - Subject Advice

Venues

e (Contact points

o St Bryce Centre, St Brycedale Avenue, Kirkcaldy KY1 1ET
= Rosalind Gould, Centre Manager
= Kara Ewen, Office Manager
= (01592 640016
= office@langtouncentralchurch.org.uk
= https://langtouncentralchurch.org.uk/?page id=2589

o Kirkcaldy United Services Institute (KUSI), 8 St Brycedale Avenue, Kirkcaldy

KY1 1ET

= (01592 260226

o Abbeyview Community Hub, 22A Abbey View, Dunfermline KY11 4HA
= Tel01383 602 338
= https://www.fife.gov.uk/facilities/community-centre/abbeyview-

community-hub

Website access

e When you’re ready to update your Group’s website page and events yourself, contact
the Webmaster for a login ID, password and help with training .

Beacon access

e Membership records are held on a management system called Beacon and this can be
used to send emails to Group members. If you would like to do this yourself, submit a
request through the General Enquiries link on the Contacts page of the website and
training and access can be arranged.

Last revised 25 July 2026


https://www.u3a.org.uk/learning/subjects
mailto:office@langtouncentralchurch.org.uk
https://langtouncentralchurch.org.uk/?page_id=2589
https://www.fife.gov.uk/facilities/community-centre/abbeyview-community-hub
https://www.fife.gov.uk/facilities/community-centre/abbeyview-community-hub

Last revised 25 July 2026



