OVERVIEW OF YOUR GROUP 
Please retain a copy and send or give a copy to the group coordinator
[bookmark: _Hlk131605877]Please complete this checklist and give or send a copy to the group coordinator
Checklist for New Group Leaders
	Name of Group
	

	Venue
	

	Date leadership of Group taken on by you
	

	Name/s of leaders
	

	
	

	Details to be entered on the annual information leaflet:

	Preferred contact method 
	Phone:
	Email:

	Time
	

	Day
	

	Frequency
	

	Details of anyone else who shares responsibilities for running the group

	Name
	Role/responsibility

	
	

	
	

	How many members make a viable number for the group to run?

	Maximum
	

	Minimum
	

	Current Number
	

	Waiting List
	

	Group Leadership Functions (Please contact the Groups Co-ordinator if you need help or clarification about any of these)

	Do you access Beacon? (If not please state a reason)
	

	Do you understand Bicester u3a requirements when handling group finances and equipment owned by u3a?                   
	

	Is your Group Overview up to date on Bicester u3a Website? (See next page)
	

	Have you completed the necessary Safety Assessments?
	

	Do you understand the responsibilities of Group Leaders outlined in the u3a policies below? Please Tick

	Equality and diversity
	

	Privacy
	

	Data protection (incl. emailing between members)
	

	Safeguarding
	

	Accessibility
	

	Complaints
	


 (The relevant Bicester u3a policies can be accessed via links in the Group Leader Folder. The national u3a Trust reviews its policies at regular intervals, Bicester u3a will give notice of any updates.)


GROUP OVERVIEW

Please fill in your Group Overview (below)

A Group Overview is the description of your group which you should place on the Bicester u3a website. It is also used so that the Groups Co-ordinator and Welcomers have details of your group to hand for anyone who does not have access to the website. It should consist of what you would like a new member to know about what your group does. 
Please include answers to questions 1 to 5 below in your overview, plus anything that is group specific.
1. What level is it aimed at? (Beginners, advanced, open to all, etc.) 
1. Description of the group. What will be covered? (Some possible themes or topics if appropriate)
1. What materials/equipment do you as group leader provide for members?
1. Do the members need any specific equipment or materials? (Certain textbooks, materials etc.)
1. How do the members participate? (Discussion, lead on certain topics etc.)
[bookmark: _Hlk131605625][bookmark: _Hlk131601289](Examples of other Group Overviews can be found on the Bicester u3a website.)
	Group Overview
	Group Name
	

	Group Leader
	

	Date
	

	





























