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ROLE DESCRIPTIONS
1. Introduction
The Committee
[bookmark: _Hlk194148556]The purpose of this document is to outline the role and responsibilities of Fleet and District u3a Board of Trustees who form the committee.  

Officers of the Committee
· Chair
· Vice Chair
· Treasurer
· Business Secretary

Additional Committee Roles
· Beacon Administrator
· Enquiries Secretary
· Events Secretary
· External Affairs – co-opted
· Groups Liaison Secretary
· Membership Secretary
· Minutes Secretary
· Monthly Meetings Secretary
· Newsletter Editor
· Outreach Secretary
· Programme Secretary
· Publicity Secretary
· Webmaster
· Venues Secretary

Roles and Groups affiliated to the Committee
· Catering Team Leader
· Catering Team
· Events Team
· Monthly Meetings Team



General Responsibilities of ALL Committee Members
· Attend all committee meetings where possible.
· Submit a report relevant to their area of responsibility to the Minutes Secretary prior to the meeting and tender an apology of absence (if necessary).
· Observe confidentiality of committee meetings.
· Attend, where possible, Fleet u3a programme events wearing committee badges.
· Be prepared to help with organising any events.
· Welcome members at meetings/events and be available for people to talk to you.
· Get to know our members, especially those who contribute and encourage others to be involved.
· Comply with the requirements of the Charity Commission and other relevant legislation.
· Be accountable for all expenses incurred.
· Know and abides by your Constitution.
· Be familiar with all necessary Fleet and District u3a policies and procedures.
· Help induct all new Trustees.
· Share all information and records with your successor.

General Information
· Signatories for the CAF bank account are below. Non-Treasurer roles act as a stand-in for the Treasurer in their absence for receipt and payment of Fleet and District u3a monies. 
· Chairman
· Treasurer
· Groups Liaison Secretary

· Access to full membership via Beacon is held by:
· Membership Secretary
· Beacon Administrator



Chair
Role summary  
To lead the long-term viability, continuity and development of Fleet and District u3a. To provide inclusive and democratic leadership of the committee.  To ensure the committee fulfils its responsibilities for the overall governance, strategic direction, financial stability, administration and sustainability of Fleet and District u3a.
Main responsibilities: 
· Chair all committee meetings.
· Ensure committee decisions are carried through.
· Preside over and give annual report at the AGM.
· Support and co-host (with the Groups Liaison Secretary) the Group Leaders’ meetings and give opportunity for Group Leaders to express their opinions, ideas and problems.
· Represent Fleet and District u3a at u3a regional meetings of Chairs.
· Co-operate with outside bodies and promote/represent Fleet and District u3a whenever possible or ask someone to go in your place.
· Act on behalf of committee in an emergency.


Vice Chair
Role summary  
To deputise for the Chair and be able to assume responsibility at short notice, if necessary.  It is usual for a Vice Chair to hold another committee position although constitutionally this cannot be an Officer role.  

All u3as operate differently but for some u3a committees, the role of Vice Chair is part of succession planning i.e. the person who undertakes the Vice Chair role can have the opportunity to deputise for the Chair and consider whether this is a role that he or she might be willing to consider in the future.  
Main responsibilities: 
· Deputise for the Chair in his/her absence.  
· Assist the Chair in organising special events.  
· Act as a sounding board for the Chair.  
· Be prepared to help the Chair induct new committee members as Trustees.  


Treasurer
Role summary  
To oversee the finances of Fleet and District u3a in line with good practice and in accordance with the constitution, the wishes of the committee and charity legislation. To take day to day responsibility for the u3a’s finances to ensure that the u3a is financially viable and accurate detailed financial records are kept.

Main responsibilities: 
· Collect all group attendance monies and professional tutor fees from Group Leaders; record the collections and pay them into the bank.
· Using financial forms A and B collected from Group Leaders at end of each term, do a check of money collected against attendance.
· Pay all invoices for hall hire, professional tutor fees, capital purchases, committee expenses, main meeting expenses, Third Age Trust etc. and record the payments.
· At each academic year-end, balance cash and bank statements with the income and expenditure ledgers to generate an income and expenditure account. Produce a signed copy for review by an Accounts Examiner and respond to any queries.
· Prepare and deliver a financial statement at the AGM for adoption by the membership.
· Submit the approved accounts to the Charity Commission.
· Keep financial records, paperwork and correspondence for at least 6 years.
· Ensure all financial decisions are made at committee level and produce a financial status report for each committee meeting.
· Pay annual capitation fees to the Third Age Trust.
· Work with the Assistant Treasurer (if there is one) on agreed shared tasks.
· Hold an asset register of equipment valued at over £200 owned by the Fleet and District u3a.
· Calculate capital expenditure items which should be financially written off. 
· Submit annually to HMRC a claim for reimbursement of tax paid on Gift Aid subscriptions.


Business Secretary
Role summary  
To ensure the effective and efficient administration of Fleet and District u3a.
Main responsibilities: 
· Prepare for the AGM in line with the constitution.  
· draft an agenda and seek committee approval.
· secure committee approval of the previous year’s AGM minutes.  
· receive from the Treasurer the certified Income and Expenditure Accounts.
· arrange printed copies of above for committee agreed numbers.  
· distribute information to the members as necessary either by email or post.
· Receive all communications from the Third Age Trust, regional networks and the Charity Commission; read, evaluate and ensure that any enclosures are distributed to interested parties.
· Complete Annual Return required by the Third Age Trust for their assessment of capitation fees due.
· Annually prepare, issue and file signed contracts from professional tutors. Obtain and file Public Liability Insurance details from professional tutors. 
· Ensure Fleet and District u3a policies and procedures are up-to-date via an annual review.  Ensure committee approval of any document changes prior to uploading to website via Webmaster.
· Update the Consolidated Minutes of Fleet and District u3a and issue to committee members annually.
· Liaise with the organisers of group visits to ensure the details of the visit are known beforehand and the organisers provide a list of those travelling.
· Ensure all committee members complete an HMRC Fit and Proper Persons Declaration form and sign a Trustee Code of Conduct form.  File forms securely.
· Identify and shred committee members’ out-of-date files and correspondence. 
· Hold on file all necessary records and correspondence. 



Beacon Administrator
Role summary
To ensure the integrity, accuracy and utility of Fleet and District u3a data held in the Beacon database.

Main responsibilities: 
· Support and maintain Beacon, controlling access and permissions for committee members and Group Leaders, etc.
· Support other officers in their use of Beacon. For example, Treasurer for Finance and Membership Secretary for Member Data.
· Investigate and evaluate the use of new technologies to streamline Fleet and District u3a processes.
· Work towards the removal of data duplication and liaise with the Webmaster as necessary.
· Ensure all members who have not renewed are recorded as ‘Lapsed’ once the committee agreed grace period is over.
· Ensure members who have not renewed for 7 years are deleted
· Uploading of accurate member TAM data via a spreadsheet to the online portal for Third Age Matters.
· Liaise with u3a Beacon Support as required to report problems or request enhancements.
· Distribute information on u3a Beacon Training provided by u3a Beacon Support.
· Encourage and support GLs to use Beacon by providing training and demonstrations.
· Ensure a local backup of the Beacon database periodically, in addition to those done nationally.


Events Secretary
Role summary
To take the lead in organising the Events listed in the u3a Programme, ensuring their smooth running and efficiency.

Main responsibilities: 
· Check with the Venues Secretary to ensure that appropriate venues are booked.
· Coordinate the annual Group Enrolment Day (including set up the day before) in August:
· produce a floor plan for the venue.
· hire tables.
· prepare signs and posters.
· solicit help for both days.
· Arrange refreshments for any events listed in the Programme as required.
· Coordinate arrangements for both the Quiz Challenges: 
· ensure a quiz-master and scorers have been booked.
· ensure instructions are issued to the groups wishing to enter a team.
· ensure that quiz packs are produced for the event.
· obtain appropriate raffle and winner prizes.
· liaise with the catering organiser to provide a cream tea for participants.
· Coordinate arrangements for the Christmas Lunch: 
· ensure tickets are produced and ready for sale at the Sept monthly meeting.
· ensure that the catering arrangements by liaising with the catering organiser. 
· organise supplies of liquid refreshment, if required. 
· ensure that a raffle has been organised and the prizes obtained.
· Coordinate arrangements for the Open Day in April:
· liaise with the Group Liaison Secretary regarding groups that wish to participate.
· produce a floor plan for the venue.
· prepare signs and posters.
· Coordinate the ‘Appreciation’ Lunch for group leaders in June/July:
· liaise with Group Liaison Secretary for attendees and menu choices
· ensure that the catering arrangements by liaising with the catering organiser. 
· organise supplies of liquid refreshment. 
· Ensure that venues are left in good order, without any obvious litter or belongings left behind.


Enquiries Secretary
Role summary
To deal with telephone and email enquiries from prospective and current members.

Main responsibilities: 
· Be the first point of contact for members of Fleet and District u3a. 
· Receive enquiries from members and answer their queries.
· Liaise with the Membership Secretary as and when necessary.
· Be present at Open Day and Enrolment Day.



External Affairs
Role summary
To liaise with local organisations and be the Fleet and District u3a point of contact for third parties.

Main responsibilities: 
· To be a spokesperson and an ambassador for the u3a ensuring that the local community is aware of what the u3a is and does.
· To attend network, regional and national meetings as appropriate.
· To represent the u3a at external functions, meetings and events.
· To feed back to the committee information gathered at external events.




Groups Liaison Secretary
Role summary
To assist, encourage and keep all Group Leaders up to date with information. To facilitate the setting up of new interest groups through supporting and advising the Group Leaders and ensuring good communications between group members, the committee and the u3a as a whole.

Main responsibilities: 
· Liaise with all Group Leaders and help to resolve any issues, queries, or challenges that might arise in the running of a group.
· Seek replacement Group Leaders when the current Group Leader indicates their wish to step down.
· Gathering input from members on suggestions for new interest groups.
· Help Group Leaders to publicise potential new groups via the newsletter, website or monthly meetings.
· Assist new Group Leaders to understand their role and provide support.
· Co-host (with the Chair) a Group Leaders’ meeting once a year in the autumn and attend the Group Leaders lunch in the summer.
· Ensure all necessary paperwork is available for Group Enrolment Day, working in partnership with the Events Secretary.
· Remind Group Leaders to check that their group members have all rejoined at the start of the academic year.
· Act as custodian of the Group Leaders handbook and update as necessary.
· Ensure all group leaders have completed, signed and returned DPA (Data Protection Act) forms.
· Encourage Group Leaders to manage their groups using the Beacon Groups function.
· Update the Beacon system with new groups and amend existing group details when requested or necessary.
· Distribute an information pack consisting of all relevant GL documents, Forms A & B, accident reporting, expenses, etc before each academic year start date.
· Ensure all relevant GL documents and forms are available via the Group Leaders section of the Fleet u3a website.


Membership Secretary
Role summary  
To provide information to prospective members. To be responsible for the paperwork and administration pertaining to u3a membership and maintain accurate membership records via Beacon.

Main responsibilities: 
· Enter data of new members onto the Beacon system; checking names, addresses, telephone numbers and email addresses, mailing flag and Gift Aid status carefully.  
· Enter in the Beacon notes section a record when the programme and membership card is posted to a new member. 
· Note and date all requested changes to any member details during the year.
· Invite new members to the members’ coffee morning.
· Maintain membership data on Beacon with member requested changes.
· Overseeing the renewal process: 
· Remind all members of the subscription renewal date via the monthly newsletter or hard copy letters to those members not having a recorded email address, giving reasonable notice.
· Create batch files (using Excel) for each batch of cheques/cash and pass monies on to the Treasurer for banking;
· Register existing and new members after renewal date and prior to the start of the new academic year.
· Liaise with Programme Secretary regarding the colour of new membership cards and arrange updating, printing and collection of the cards and application forms;
· Organise a posting day (July) to issue by post to all members who have paid their subscription, one membership card and one copy of the annual programme; making sure to obtain appropriate supplies of envelopes, paperclips and stamps.
· Issue, on request, additional copies of the annual programme. 
· Follow up with members who do not rejoin and try to discover the reason.

· Attend Open Day (April) and Group Enrolment (August) with sufficient helpers to deal with application enquiries.
· Hold membership forms for one year and Gift Aid forms for six years.




Minutes Secretary
Role summary
To perform all secretarial duties as listed below, on behalf of the committee.

Main responsibilities: 
· Prepare a draft agenda for all committee meetings and send to Chair for any amendments prior to circulation.
· Receive and circulate all pre-meeting paperwork for committee meetings.
· Receive apologies of absence for committee meetings and summarise actions.
· Prepare and circulate all minutes of committee meetings and the Annual General Meeting.
· Take minutes at any other Fleet and District u3a meetings as requested by the Chairman.

Monthly Meetings Secretary
Role summary
To arrange all monthly meetings held in the Harlington Centre between September and
June, ensure their smooth running and efficiency.

Main responsibilities: 
· Book a variety of speakers for meetings in September, October, November, January, February, March, May, June and for the AGM in October of each year and pass a list of these to the Programme Secretary for inclusion in the annual programme by the end of March each year.
· Liaise with Harlington Centre staff to make sure that all requirements (e.g. tables, chairs, projector, lectern, extension leads etc.) are covered.
· Arrange for use of suitable area for a Visits table, a Welcome table for visitors and any other tables as required.
· Arrange for payment of speaker either by cheque, BACS or other eg wine/donation.
· Have overall responsibility for the coffee hour prior to the Monthly Meeting
· Lead the Monthly Meeting team to assist with the logistics of running the Monthly Meeting and coffee hour: meeting regularly to ensure the continued smooth running of Monthly Meetings.
· Ensure all visitors sign in at the Welcome table.
· Ensure venue is left in good order, without any obvious litter or belongings left behind.


Newsletter Editor
Role summary
To produce a newsletter on a regular basis for benefit of all members.

Main responsibilities: 
· Solicit, receive and edit articles to be included in the newsletter.
· Ensure that notices are included, at the appropriate time, to alert members to important events, such as Group Enrolment Day, Open Day, and membership renewal data.
· Email the newsletter all members and request Group Leaders cascade to members with no registered email address in their groups.

Outreach Secretary
Role summary
To ensure Fleet and District u3a complies with Acts and Legislation covering Equality, Diversity and Inclusion (EDI) and Safeguarding while maintaining and promoting the u3a emphasis on offering equal opportunities for retired and semi-retired people to learn new skills and participate in all activities.

Main responsibilities: 
· Raise awareness of and promote Fleet and District u3a as an inclusive provider of learning, leisure, creative and fitness activities for retired and semi-retired people in the community.
· Work alongside the Newsletter Editor to include positive articles about EDI.
· Ensure that Fleet and District u3a does all it can to be as accessible and inclusive as possible both to existing members and to prospective members.
· Raise Group Leaders’ awareness of issues in relation to accessibility within the Equality Act and what steps may need to be taken in meeting access requirements.
· Suggest members bring a companion/carer with them to enable them to participate in their chosen activity as appropriate.  
· Be responsible for maintaining contact with all members where necessary.
· Advise the committee on the purchase or hire of appropriate equipment when necessary.
· To review EDI and Safeguarding policies and procedures regularly.

Programme Secretary
Role summary
To produce an annual programme.

Main responsibilities: 
· Send an e-mail early in January to all group leaders (via Beacon) requesting completion of the Programme Information Form with their group(s)’ details together with requested dates, for publication in the programme for the next academic year.
· Send copies of completed programme forms to the Venues Secretary.
· Provide printed sheets of the draft programme for Group Leaders at an arranged programme checking meeting in March to confirm programme details or requirements amend.
· Liaise with the Venues Secretary to advise any amendments to ensure correct dates for each venue are booked and confirmed before publication of the programme.
· Liaise with Membership Secretary regarding the colour of the membership cards.
· Obtain quotations for printing the programme and agree with selected printer the arrangements for printing together with delivery costs.
· Finalise the programme template in either PDF or Word format as required by the printer and submit to the printer for printing before the end of May and arrange collection/delivery in good time for posting day.



Publicity Secretary
Role summary
To promote a positive public image of Fleet and District u3a to attract new members by advertising events, group activities and meetings through creating and distributing promotional materials such as posters; including writing and sending press releases to local media. The Publicity Secretary will work closely with the Event Secretary, the Newsletter Editor and the Webmaster in gathering content and supporting u3a’s social media profile.

Main responsibilities: 
· Promoting our u3a ‘brand’ including messages about the benefits of bringing people together to enjoy lifelong learning and staying active.
· Publicising the activities of u3a through the creation and distribution of posters, flyers, and articles for local publications, online platforms, and display boards.
· Ensuring a u3a presence at local events where there is an opportunity to broaden the awareness of what u3a has to offer.
· Managing media relations and acting as the point of contact for local press and other organizations, preparing proactive and reactive press statements and building a list of media contacts.
· Creating content by writing news releases, gathering stories from committee and members, and provide articles for newsletters and the u3a website.
· Maintaining the fidelity of u3a branding by ensuring that all publicity material follows the u3a's brand guidelines and liaising with other roles like the Webmaster to keep online information up to date.



Venues Secretary
Role summary
To ensure that adequate venues are provided for all Fleet and District u3a activities and to manage variations that arise.

Main responsibilities: 
· Assist Group Leaders with planning suitable venues especially if a new group is being formed.
· Liaise with the Programme Secretary to input all dates sent in by Group Leaders and the Events Secretary for the new programme.  Input into Dropbox and when finalised send off to all the various venues for confirmation.  If any dates not suitable, liaise with Group Leaders to find a suitable date, aiming to be in time to change the programme before printing. 
· Provide the Treasurer with access to Dropbox to view all booking dates. Amend bookings as and when appropriate and possible; inform the Treasurer of all amendments.
· Liaise with administration officers at each venue and provide them with a copy of the programme.
· Liaise with the Treasurer of venue hire costs and any changes in those costs. 
· Liaise with the Treasurer to put together information of all venue hiring costs throughout the year. 
· Maintain a register of key holders for venues that provide keys to Group Leaders.
· Maintain Dropbox information of venue information and be aware of other possible locations in Fleet and the surrounding area which might be suitable for Fleet and District u3a activities.
· Liaise with the Groups Liaison Secretary of any changes to Group Leaders and groups throughout the year. 



Webmaster
Role summary
To ensure the smooth running of the Fleet and District u3a website.

Main responsibilities: 
· Maintain the Fleet and District u3a website and keep information current and relevant by updating on a regular basis.
· Attend all committee meetings to keep track of current information.
· Maintain the email redirects for committee members.
· Investigate and evaluate increasing use of new technologies and report to the committee as necessary.



Catering Team Leader
Role summary
To organise catering volunteers to provide food for Fleet and District u3a events, liaising
closely with the Events Secretary.

Main responsibilities: 
· Enlist volunteers to attend Fleet and District u3a events and help provide appropriate catering.
· Liaise with Events Secretary to ensure adequate provision for all events.
· Ensure kitchens are left in good order after use.
· Submit claims for expenses with appropriate receipts.
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