
LEARN, LAUGH AND LIVE WITH LEYLAND U3A 

NOTES FOR GROUP CO-ORDINATORS
 

Many thanks for agreeing to become a co-ordinator.  Without you, none of our groups would have 
started.  From the point of view of a group leader it is most rewarding to see the enjoyment and 
achievement provided by running the group, the collaboration and encouragement to progress to more 
ambitious projects.   NO qualifications are sought or offered, learning is for its own sake, with 
ENJOYMENT being the prime motive.

Different subjects will make different demands on the group, the following are guide lines only.

The role of co-ordinator is to guide your group through:-
.  
 Regular planning meetings to decide on a programme and share out preparation tasks with as many as 
your members participating is the key. No one person should have to carry the load of running an 
interest group.   A deputy or deputies should be chosen to stand in for sickness and holidays.   One will 
be required to attend our monthly main meeting in order to discuss any worries with the groups' co-
ordinator (presently Carol Wilson) and hand attendance fees collected directly to the treasurer (Andy 
Vurley).

Where and how often you meet should be discussed, consideration given to where members of the 
group live (some may need to use the bus) and if venues and days are put on a rota to enable all to 
attend as often as possible.   A telephone tree or e-mail is a useful way to get a message around your 
group quickly.

What study/learning methods can you use?
      a)  books, dvd's, open university, libraries, etc.
      b)   Ascertain what knowledge your group members have already which they can contribute.

Volunteer experts can be invited to demonstrate skills or give a talk.   If you consider a speaker 
who will charge but would be beneficial to cover aspects not within a groups scope, this will 
then need to be costed with your group agreeing to split the cost between your members.   A 
group must ensure it can cover costs from group members by collecting money in advance if 
needed.   Only a venue is paid by your Leyland U3A, on acceptance from the steering 
committee on its cost. Regrettably some venues may be too expensive to be accepted and you 
must, therefore, check before making the booking.   The committee is responsible for ensuring 
room costs are within our set budget.



The group co-ordinator should keep control of the sessions in respect of both timing and content if 
members have been asked to contribute prepared pieces.   Group discussions can be formal or informal.
In a formal discussion a chairman is appointed and is responsible for ensuring that it is conducted in a 
fair and democratic manner.   Everyone must have a chance to speak and everyone should listen. In an 
informal setting, the discussion will begin, wandering in all directions and then, when everyone has had
enough ,stop!  Every member should keep to the point and their opinions valued and respected. 

When planning future  programmes, the following points should be considered. 
 
Should group continue as before?   If not, how should things change for the better?  Has the time come 
to split the group into sub-groups?   Remember to use the communication channels, e.g. Our newsletter,
website, facebook, announcements at monthly meetings.    

If a potential member turns up at a meeting without having signed up for our U3A membership, they 
may stay at the meeting but must join our U3A before attending a second meeting.   The co-ordinator 
may hand an application form to that person to enable them to complete and return it to the 
membership secretary (Mary Ashton) together with the membership fee at the following monthly 
meeting.

On consideration by the committee and in accordance with other U3A it is felt that members should 
pay 6 p  per mile to the car owner when travelling to a U3A event to save embarrassment and share 
petrol costs, etc.

Most importantly remember some of the best discussions take place over a cup of tea! or coffee!

OUR THANKS TO YOU AND GOOD LUCK.


