
Group Leaders Guidance Notes – U3A Mill Hill 
 

“Tell me and I forget. Teach me and I remember. Involve me and I learn” Benjamin 
Franklin 

 
Thank you for agreeing to organise an interest group. We are sure you will find it 
very rewarding, however, as it may feel a little daunting initially, we have prepared 
this short article, intended to provide you with advice and support. 
It is often said that interest groups are the lifeblood of the u3a and each group will 
develop its own structure and ways of working within the u3a ethos of shared, 
participative and self-help learning. “The teachers learn and the learners teach”. The 
result then will be not only be an increase in knowledge, but a supportive and 
friendly atmosphere which enables everyone to get involved. 
 

………………………………. 
 

1.  All attendees MUST be Mill Hill u3a members. Keep a record of the member’s 
name and membership number (as per the membership card) and a register of 
attendees at each meeting.  
All membership details are retained on a separate, national database system known 
as Beacon. You are invited to access this system so that the group and its 
membership can be registered. You will then have the option of sending emails 
directly to participants via Beacon. To request access to use Beacon contact : 
vicbrill@btinternet.com 
 
 
2.  If there is any financial transaction, a record of income/expenditure must be 
kept. A simple notebook with dates, description and amounts will suffice for small 
amounts. At the end of each financial year our Treasurer will ask you to provide this 
financial information. If you have any doubts please contact the Treasurer: 
mhu3atreasurer@gmail.com 
 
3.  Please note that we are not able to raise funds for, or promote, any other 
organisation, unless this has been agreed by the executive committee. 
 
4.  Be aware of risk/hazard in any activities. A simple risk assessment will be 
undertaken before each event and you may wish to record that with the register of 
the event. For example, if going on a walk then it is recommended that members 
are asked to sign to acknowledge that they take part at their own risk etc. Feel free 
to discuss this with your co-ordinator if you have any query at all. Standard risk 
assessments are available on our website. 
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5.  You will be allocated a Liaison Team member who is here to support you and act 
as a valuable link between you, the Groups Co-ordinator and the Executive 
Committee. Periodically you will be contacted by them and they will keep you up-to-
date with key matters. 
 
6. It is good to have up to date information about your group on the Mill Hill u3a 
website. This is where members can see what your group does, when you meet and 
how MHu3a members can contact you, as the group leader, to see if they can join 
your group. It is also possible to upload photos of what you have been doing. You 
can either email Richard Driscoll with updates enquiries@millhillu3a.co.uk or, if you 
would like to update the website yourself, do let Richard know so that training can 
be provided. 
 

 
 

Check list for Interest Group Leaders 
 

1. Have you checked that all people attending are fully paid-up members of our 
u3a? If you have any doubt, please contact the Membership 
Secretary : membership@millhillu3a.co.uk    
  

 
2. Make a note of your Liaison Team member and contact details. 

 
 

3. Is it reasonably possible that a significant accident or health-related incident 
could occur to a participating Group member at the event venue as 
a result of the activities undertaken?     
  

 
4. If ‘yes’ in 3 above, has a Venue Risk Assessment been completed? Please read 

it carefully to see if it applies. If in doubt, please email the Secretary :   
 secretary@millhillu3a.co.uk 
 

      
5. If the event is a walk, has a Walk Leader Risk Assessment Checklist been 

completed?  
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6. If an accident or a health matter has occurred, please contact your allocated 
Liaison Team Member, fill in an Incident Report Form and send this to the 
Secretary (see above)  

 
7. In case of need make a note of the following contact numbers: Barbara Lenton 

(Chair) on 07534252772. MHu3a Mobile phone number: 07704 992268 
 

 
8. These Guidance Notes and the italicised documents cited in 4., 5. and 6. above 

can be found on the Mill Hill u3a Website here: 
https://millhillu3a.co.uk/guidance/ 

 
 
 

 

 

 


