
Basingstoke – Old Basing U3A Committee Meeting 

July 1st  2022 

9.30 – 12.00 

William Tyndale Room, Christ Church, Chineham 

Welcome and Introductions 

1. Apologies for absence 

2. Approval of meeting minutes – April 14th  2022 

3. Open actions – Rod 

     4a.   End of year accounts and Treasurer’s report  - Sue 

      4b. Budget for 2022/2023    - Sue 

      4c. Expensive groups    - Sue 

      4d. Reserves Policy      - Sue 

 4e. Membership fee for 2022/2023   - Sue 

     5a. Associate membership     - Rod 

 5b. Membership cards     - Rod 

 5c. Yearbook         - Rod 

 5d. Safeguarding Policy   -  - Rod 

 5e. New members’ meeting     - Rod 

6. Monthly meeting handover / future  - Linda /Janet 

7a. AGM        - Janet 

 7b. AGM national u3a       - Janet 

 7c. Meet and Greet         - Janet 

8. Marketing meeting feedback      - Madeline 

9. Groups sub- committee feedback   - Marie 

A.O.B . 

Date of next meeting 

  



Meet and Greet 

Debrief (2021) and Notes for consideration next year (2022) 

Before the day 

• Consider staggering the start times and have existing members come at 2pm and 

new members come at 3pm or vice versa 

• Send out a plan of QMC site in advance 

• Have a small sub group to plan the event and discuss at Committee meeting in July / 
August 

• Have a group convenor meeting in July and have Meet and Greet on the agenda 

• Allocate jobs to committee members and also other volunteers. Try to avoid 

committee members staffing group leader stands. 

• Investigate the use of card readers to scan members into meetings 

• Investigate the use of using a payment card machine to enable members to pay for 

enrolment at the Meet and Greet 

Signage 

Needs improving 

• Outside 

• Have signage from the entrance from the road to the car parks 

• Have signage from the car parks to the Hall 

• Walk the route in advance 

• Produce a map to send out in advance 

• Have stewards in high viz jackets / tabards 

• Put bunting in an obvious place 

 
• Inside 

• Have signs for the toilets 

• Have signs for the refreshments 

• Have signs for signing in tables 

Arrival 

• Have welcomer / steward bottom of steps on entrance 

• Have welcomer / steward at entry door to directing to relevant sign in table 

• Have more stickers, sign in sheets, and pens 

• Have more ‘staff’ allocated to signing in 

• Have separate sign in desks for existing and new members. New members need 

more time for simple explanation 

• Ask new, prospective (non - enrolled) members for their email addresses so we can 

follow up after the day 

• Produce a simple flyer containing groups, venues, days and times to give out 



Enrolment 

• Position the enrolment tables in the refreshment room 

• Allocate more staff to enrolment 

• Provide space/ tables for people to complete the forms and have plenty of copies of 

the form 

Group Convenors 

• Improve signage and visibility on group tables 

• Ask in advance if they need access to power supply ( limited) 

• Discourage more than one GC at a table or if required ask if they can help in other 

ways. Share staffing of GC role on time changeover. 

• Discourage GCs from moving tables because it negates the map provided in advance. 

Perhaps send the map out in advance and ask for comments. 

• Ask all GCs to take email addresses of potential members so we can follow up after 

the day – several did this 

• Provide name badges 

Refreshments 

• Agreed that this went well and the recycled cups saved on time 

• Provide decaffeinated tea and coffee next time 

• 2 volunteers for each half hour was enough 

  



 

Basingstoke – Old Basing U3A QMC Meetings Handover 

Wednesday 25th May 

 

Attending:  Elaine Budd, Janet & Richard Field, Linda Wain, 

Audrey Bird 

 

Key Points To Note 

• We recognised there are 3 meetings to consider, which Linda currently 

manages 

• Monthly Meeting, which is described below in more detail. 

• Meet & Greet meeting, in September 2022, which will be organised by 

Janet and Janice, with support from Joan Carnell and others with 

regard to, for example, Marketing 

• New Members Meeting, later in the year, which has not yet been 

considered 

• Linda has managed all 3 of these meetings, plus the role of 

Membership Secretary. She has done an unbelievable job. She has 

said that she is around for support/advice, but she will no longer be 

on the Committee, after the AGM. 

• This meeting was purely a handover meeting for continuity purposes 

and the people present have not agreed to take on any Monthly 

Meeting responsibilities at this time. 

• The first Monthly Meeting that we need to organise will be the one in 

October 2022. 

 

Actions 

• We need to appoint a Committee Member (and a deputy) to oversee 

the running of the Monthly Meeting 

• When the new Committee is in place, we need to review and decide 

the format for Monthly Meetings and the calendar for the year. We 

need to consider re-introducing previous practices: 

o Announcements by Committee members, as required 

o Having some group stands/group input 

• We need a Marketing Group meeting to decide on our marketing and 

publicity for the Meet & Greet, which can then be fed into Janet and 

Janice 

 

Monthly Meetings 2022 to 2023 

Roles 

All these roles need to be filled, in order for the face-to-face Monthly 

Meetings to continue. Linda has been doing the first 3 roles on her own (as 

well as Membership Secretary). 

Overall Responsibility (must be undertaken by a Committee member) 



• Oversee and Co-ordinate Teams (see below) 

• Troubleshoot on the day 

• Publicise to members (Newsletter, Facebook, Magazines, Website, 

Group Leaders, etc.) 

• Liaise with Janet and Janice re: Meet & Greet and New Members 

meetings 

• Possibly head up one of the teams e.g. Speaker – Liaison, QMC. 

 

Speakers 

• Source 

• Select 

• Book 

• Liaise 

• Welcome/thank 

• Pay 

• Liaise with IT Team (Alistair Craig). 

QMC 

• Book 

• Liaise 

• IT Requirements (based on liaison between QMC/Speaker/IT Team). 

Refreshments) 

• Maintain a team of helpers 

• Co-ordinate team 

• Provide tea, coffee, biscuits, milk. 

Welcome  

• Maintain a team of helpers 

• Understand what’s required for a particular meeting 

• Co-ordinate reception. 

Car Park 

• Maintain a team of helpers 

• Understand what’s required for a particular meeting 

• Co-ordinate Car Park team. 

  



Treatment of Expensive Groups June 2022 
 

We have already discussed the problem that we have that some groups are expensive to 
run. We defined expensive as costing almost the entire membership fee net of fixed 
costs such as capitation paid to central office. This issue has been exacerbated by the 
increase in venue costs and the move to holding meetings in August. 

 

To calculate the cost of groups per person per annum: 
(cost per hour x number of hours per session x number of sessions a year) divided by num-

ber of group members 

(NB This calculation ignores the fact that members may belong to more than one 

group.) Our possible solutions are: 

1. Offer to pay for a basic number of meetings and suggest that the group have further 
meetings on Zoom (using our licence) or pay for the additional face-to-face meetings 

themselves. These payments would be managed by the group leader. 
2. Suggest the group moves to a cheaper venue if available if this resolves the issue. 
3. Suggest the groups reduce the number of meetings they have so that they no longer 

fall into the category of an expensive group. 
4. Apply a surcharge eg £25 so anyone attending an ‘expensive’ group would pay £25 

in addition to their membership fee While this is justifiable it will not be popular 
particularly with those who are members of more than one such group. 

 

We recommend that we use a combination of suggestions 3 and 4 ie groups can choose to 
have fewer meetings and if they continue with the higher number of meetings they 
are surcharged. 

  



Extract from Financial Policy 
 

Reserves 
Reserves are held to enable Basingstoke - Old Basing U3A to withstand unexpected events 

and fluctuations in income and expenditure. 

One significant risk is a major venue becoming unusable by, for example, a fire when 
future use had already been paid for. The reserve needed for that this risk is currently 
assessed by the trustees as 

£8,000 to cover a new venue costs and to replace equipment stored at the unusable 
venue. 

In addition to this, in the current volatile climate a current further significant risk is a ma-
terial reduction in membership due to the pandemic. A loss of 100 members would 
result in a reduction in income of 

£4,000 (at £40 per member, i.e. the membership fee for the year 2019 2020). The reserve 
needed for this is a further £4,000. 

In addition to these sums a further £3,000 is needed to pay for costs already incurred at 
hear year end but not yet paid for. 

The total reserves should be £15,000. 
While these risks are those identified as the most likely, the reserves are available for use if 

other risks jeopardise the future of Basingstoke - Old Basing U3A if the Trustees decide 
that it is necessary. 

Social account activities are excluded from this figure as these activities costs are inflated 
by high-cost activities such as theatre visits and days out and are entirely self-financ-
ing. 

Reserves policy review interval: 6 months in the current volatile climate 

  



Marketing Meeting 14th June 2022 (by Zoom) 

Elaine Budd Richard Field  Madeline Hussey Rod Marshall 
 

We discussed and formally agreed the 2022/3 marketing budget. 
 

• Pull Up Roller Banners for display at picnics etc 2X£50 £100 

• Localised Teas/Picnics Hire & Refreshments 5X£65 £325 

• Stratton Park Toilet Hire/Refreshments 1X£95 £95 

• Booster Magazine Ads ¼ page 6X£45 £270 

• Facebook Boosters 12X£15 £180 

• Leaflets 500 £60 
 Total £1030 

Work on replacing the printer is in hand. The presentation has been updated; Janet and 
Richard are due to visit McCarthy & Stone on July 5th to present a shortened version 
(without power point). 

 

Madeline informed the group that BVA had cancelled their public facing anniversary cel-
ebration due to staff shortages. It was agreed to recommend reverting to a Meet & 
Greet Day on September 14th (due to be organised by Janice, Janet and Joan Car-
nell). 

 

Elaine has been offered an introduction to the CEO and his deputy at BVA, which could 
lead to contact with BDBC at a more strategic level too. The committee thanked her 
and asked her to follow this up. Madeline would join any meeting if she could, and 
Richard emphasised the U3A’s USPs. Action: Elaine 

 

The Jubilee Picnic had been extremely successful with positive feedback from members. 
We agreed to make a Picnic in the Park an annual event. 

 

We discussed the amount of marketing required in preparation for the Meet & Greet 
Day, and the form it should take. Given our increase in numbers this year, we 
agreed to target renewals as a priority, supported by some work to attract new 
members. It was agreed to run one more ‘bring a friend’ event over the summer, 
and that the most cost effective activity would be an invitation to members for a cof-
fee morning in the west of Basingstoke. We could also gather feedback as we had in 
Lychpit. Action: Richard to book Kempshott Hall for Monday August 8th. 

 

To encourage renewals, we also discussed our reach to members inaccessible by email, 
and our support for them more generally. This followed feedback that some may be 
feeling cut off and lonely. Currently we deliver paper copy to 19 members, with 2 pos-
itive requests received to continue this service. Suggestions included buddying, post-
ing the monthly magazine article, an IT group, and a ‘Face to Face’ group. Other new 
groups currently being considered are Current Affairs, Chess, Backgammon, Books. 
[Post meeting it occurred to me that it might be a good idea to actually ask this group 
what might help them.] 

 

We also discussed other marketing and the importance of a presence on Facebook. 
Madeline felt there was a need for a separate lead on social media, and it was agreed 
to carry this forward as an action for when the new committee was in place. Action: 
Madeline 
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Marketing Meeting 21st June 2022 (by Zoom) 

Guy Caplin Richard Field Madeline Hussey Rod Marshall  Linda Wain 

 
Meet & Greet Day on 14th Sept to be marketed by: 

• Facebook (no boost needed) 

• Articles 

• Newletters 

• Leaflets and some posters. Linda to look up 2021 costs. Madeline to review 

branding/content. 

August 8th event (once Kempshott Hall booking confirmed) to become a coffee morning for 

members who have joined since 10th November + bring a friend. 10am - 12pm. Invitations 

to be sent via email. Richard/Rod/Linda? 

Richard to send committee members a list of new members who have yet to join a group for 

follow up. Also to send Guy a list of groups for which we have no photographs. 

 
Given the agreed work for the Meet & Greet Day, the committee felt there was little to be 

gained by organising a U3A anniversary celebration as well. 

 

  

http://www.u3a.org.uk/
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SAFEGUARDING POLICY AND PROCEDURE 

Category: u3a Policies and Procedures 

 
1. Policy Statement 

This policy and procedure document is written to enable the committee to address issues where there 
are safeguarding concerns. Safeguarding includes incidents between members, concerns regarding 
abuse or neglect that a u3a member may be experiencing outside the u3a, health related issues or 
previous or pending criminal convictions. 

 

Basingstoke - Old Basing u3a committee has a duty of care to its members but does not hold any statu-
tory authority. Matters of concern will be reported to the relevant safeguarding authorities and 
charity regulatory authorities, as appropriate. 

 

Basingstoke - Old Basing u3a recognises that some people are potentially at risk of abuse and neglect. 
Where abuse or neglect is suspected, Basingstoke - Old Basing u3a will aim to respond in a prompt 
and efficient manner to any situation where there is a risk of or perceived risk of harm. Basing-
stoke - Old Basing u3a recognises that there are various forms of abuse which can be perpetrated 
by volunteers, members, relatives, friends and neighbours. Basingstoke - Old Basing u3a will nei-
ther condone nor tolerate any form of abuse or neglect and believes that all people should be able 
and, where necessary, enabled to live in an environment which is safe and free from harm. 

 
It is not appropriate for Basingstoke - Old Basing u3a to take the lead role in any Safeguarding Enquiry 

under Section 42 of the Care Act 2014. Where there are serious concerns regarding abuse or ne-
glect Basingstoke - Old Basing u3a committee will seek advice and support from the Trust, where 
possible, and will contact the relevant statutory authorities, as needed. Basingstoke - Old Basing 
u3a will monitor the implementation of this policy and procedure annually through its committee. 

 
In following the safeguarding procedure, Basingstoke - Old Basing u3a will strive to uphold the princi-

ples that those involved in incidents are entitled to: 

• privacy 

• be treated with dignity and respect 

• lead an independent life and to be enabled to do so 

• choose how they live their lives 

• the protection of the law 

• have their human and civil rights upheld regardless of ethnic origin, gender, sexuality, impair-

ment or disability, age, religious or cultural background. 

Basingstoke - Old Basing u3a will also follow the principles enshrined within the Care Act 2014: 

http://www.u3a.org.uk/
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• Principle 1 – Empowerment – whereby the approach is focused on the individual making 

their own decision and gaining informed consent, where possible. 

• Principle 2 – Prevention – seeking to take steps to prevent issues from arising or escalat-

ing. 

• Principle 3 – Proportionality – responding in a proportionate way to the issue/s being pre-

sented. 

• Principle 4 – Protection – seeking to keep the membership safe and protection for those 

deemed to be at risk. 

• Principle 5 – Partnership – reporting incidents to the relevant statutory bodies and liaising 

with the Trust. 

• Principle 6 – Accountability – accurate recording of incidents. Reporting incidents, as required, 

to the Trust and relevant regulatory authorities. 

2. Procedure 

Basingstoke - Old Basing u3a has a responsibility to ensure that its committee members and group 
leaders understand their safeguarding responsibilities. 

 

Depending on the nature of the allegation and the identified risk, Basingstoke - Old Basing u3a will 
support the alleged victims and the alleged perpetrators of any abuse as well as any volunteer 
who becomes aware of an allegation, insofar as this does not compromise any safeguarding en-
quiry or investigation into the allegation or place other adults at risk. 

 

Basingstoke - Old Basing u3a will make every effort to respect the confidentiality of any information 
that is disclosed under this policy and procedure, but due to the seriousness of allegations confi-
dentiality is not absolute. Information will be recorded and stored securely in accordance with the 
Data Protection Act 2018, but information may have to be shared, on a ‘need-to-know’ basis only, 
to prevent: 

 

• danger to a person’s life 

• danger to a person’s health 

• danger to others 

• danger to the community 

• or to prevent or to facilitate the investigation of a serious crime 
 

2.1 Courses of action 

• Basingstoke - Old Basing u3a’s approach to safeguarding will include members who exhibit 

health concerns that could put themselves or others at risk, convictions (previous or pend-

ing) that include offences of a sexual or violent nature, inappropriate behaviour exhibited by 

a member including sexual advances, bullying, aggression or violent behaviour, harassment 

and/or discrimination. This can include behaviour exhibited face to face as well as electronic 

communications or via social media platforms. 

http://www.u3a.org.uk/
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• Where the committee becomes aware of a safeguarding concern, steps will be taken, 

as needed, to ensure the safety of adult/s at risk is secured as a first priority. The steps 

to take to address this will be discussed and agreed between the Officers of the com-

mittee in the first instance. No committee member will act in isolation when dealing 

with a safeguarding concern. 

• Where Basingstoke - Old Basing u3a committee becomes aware of a safeguarding 

concern, the first step will be to gather as much information as possible to assist with 

the decision as to the next steps. A risk assessment will be developed and recorded as 

soon as possible after the concern comes to the attention of the committee. Where it 

is deemed that the risk is high and immediate action needs to be taken, the commit-

tee will contact the relevant local authorities and – where possible – the Trust for ad-

vice and support. 

• As far as possible, the adult at risk’s wishes will be respected as to whether or not to 

refer any concerns to the local authority as a Safeguarding Enquiry under Section 42 of 

the Care Act 2014. However, it may be necessary to override their wishes in the best 

interests of other adults at risk. 

• In developing the risk assessment, the committee will consider the level of risk and 

the action that needs to be taken accordingly. Assessment of risk will include: 

o Risk to the individual member 
o Risk to other members within the u3a 
o Reputational risk for the individual u3a and the u3a movement as a whole 

• Where the risk is not deemed to be high but support is needed, Basingstoke - Old 

Basing u3a will contact the Trust to discuss the concerns and seek additional assis-

tance in developing the risk assessment. Assistance will always be sought before mov-

ing to exclude any member from the u3a on the basis of a safeguarding risk assess-

ment. 

• Once the risk assessment is completed, the committee will decide the most appropri-

ate course of action. This could include excluding members from certain groups, e.g. 

groups held in people’s homes, requesting that a member attends the u3a with a carer 

or excluding a member from a group run by a particular group leader. 

• Depending on the nature of the allegation it may be necessary to pursue the incident 

following Basingstoke - Old Basing u3a’s complaints, disciplinary or grievance proce-

dure. Where it is decided that this is the best course of action, the matter will not be 

investigated by any party that was privy to the initial reporting of the incident. 

• All actions taken will be recorded. Any records will remain confidential to the commit-

tee unless a prior decision has been taken to share the record with the relevant statu-

tory bodies. 

This policy was adopted on: 

Signed: Committee role

  Print name: 

http://www.u3a.org.uk/
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Policy review date: 
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