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SHARED PRACTICE GUIDE 06 - 
WELCOME AND INDUCTION OF NEW MEMBERS 

Rev 02 
 
Introduction 
A Shared Practice Guide (SPG) is a vehicle to share knowledge between the u3as in the 
London area. They are created by pulling knowledge and experiences from those u3as. 
They are only a guide – what worked for one u3a might not work for your u3a. If in your 
experience you have something different to offer or something to add, please write to us 
with your suggestions. It’s hoped these Guides will grow over time with more shared 
experiences. 
 
Scope 
This particular SPG addresses a key issue for all u3as – how best to welcome and integrate 
new members into a u3a. All u3as lose some new members after just one year – and one of 
the reasons given for this is that they didn’t feel welcome or fit into the u3a. This SPG 
provides ideas and activities on how to welcome them, integrate them and give them an 
induction into your u3a's activities and the u3a ethos.  
 
Background 
The first revision of this SPG captured some ideas and practices suggested at the January 
2020 Delegates meeting of the London Region of u3as (LRU3A). The methods use by each 
u3a for their welcome to new members will vary. However it is hoped that the examples in 
this SPG might be useful propmts. 
 
Learnings 
Of course, it’s easy to have the idea - the hard bit is the application of the idea. Many of the 
London u3as have tried similar aspects expressed in this document. But some have had 
more success than others in the application. Appendix 1 offers a list of ideas that have been 
tried by some u3as collected under headings and objectives. There is no step by step 
prescribed implementation procedure. Individual u3as will need to consider which of these 
methods is appropriate for them – and how they are going to apply them. 
 
Reference Material 
Whilst there is guidance on The Third Age Trust’s website relating to the induction of 
Trustees (Committee Members), there is currently none relating to the welcome and 
induction of new members. 
 
Contact Point 
If you have any queries, comments, or additional suggestions please email 
MembershipSec.londonregionu3a@gmail.com and one of the LRU3A Committee will deal 
with them. 
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APPENDIX 1 –OBJECTIVES AND IDEAS 
 

 OBJECTIVE IDEAS 

1.  Initial Enquiry and/or Visit (prior to joining) 

1.1.  Friendly Welcome 

 

o have open monthly meetings (‘tasters’) with meeter/greeters to 
provide an introduction to u3a (newcomers can come once or 
twice only due to insurance) 

o have a committee member available to chat to them and make 
sure they are served a tea/coffee  

1.2.  Mini Welcome Pack o standard leaflet or welcome letter 

o listing of current Interest Groups or most recent Newsletter 

2.  Joining at Monthly Meeting 

2.1.  Friendly Welcome 

 

o u3a sashes for meeter/greeters so they are easily identified 

o Stickers for new members, so other longer term members can seek 
them out and make them fell welcome 

2.2.  u3a Principles o emphasise the u3a Objectives & Principles and ethos from the 
beginning (eg ‘we are all volunteers’) 

2.3.  Welcome Pack o provide a Welcome Pack.  

o this can vary from a 'Welcome Letter', 'Leaflets', to larger 
‘Handbooks’ and to a composite pack of several documents. (see 
Appendix 3 for sample index of a Welcome Pack) 

o one inclusion should be details of current Interest Groups. 

2.4.  Introductions o put them in contact with Group Convenor or Group Coordinator if 
they have interest in particular group (Group Coordinator to 
explain what to do if group doesn’t yet exist) 

o demonstrate / provide link to the u3a’s website 

o talk about national and regional u3a events and activities 

o show copy of the u3a magazine 

o at monthly meetings, set up a PowerPoint presentation of 
forthcoming events/help needed etc  or a noticeboard 

o get everyone at monthly meetings to say “hello” to the person 
sitting next to them 

2.5.  Application Form o use Application Form to manage expectations before people join 
u3a (e.g. about u3a ethos of shared learning and volunteering) 
and to gather information about how they heard of u3a, why they 
joined, about their experience & interests, special needs  

3.  Follow-up 

3.1.  Individual Contact 

 

o on receipt of membership subscription from a new member, some 
form of welcome communication should be sent to them (see 
Appendix 2 for example). This can be sent out automatically by 
email, through Beacon or manually by post. 

o membership card to be sent with a welcome letter and welcome 
pack and invitation to the next New Members Meeting 
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 OBJECTIVE IDEAS 

o follow up all new members with personal telephone call; talk to 
them at monthly meetings 

o talk through the content of the Welcome Pack & any questions 

o help them with their "Wish List" – did they manage to join the 
Groups they wanted to? 

o consider assigning a buddy to each new member 

o formation of bonding groups e.g. ‘The Year Group of 2026’ 

o welcome new members in monthly newsletter and at monthly 
meetings 

o consider sending (anonymised) questionnaire after about 12 
months to find out about further needs, preferences, 
expectations, recommendations etc. 

3.2.  New Members Meeting o coffee morning, wine & cheese, or meet in restaurant/pub; to be 
held every one or two months; keep things informal and friendly 

o send a reminder about New Members Meeting; + invitation to 
‘bring your friends’. If held in a public place, this provides publicity 

o invite Group Convenors/Leaders/Coordinators, especially if they 
have spaces & want to recruit  

o discuss their intentions in joining the u3a 

o what they might contribute - their skills, interests, etc.  

o ideas and available support for setting up an interest group  

o follow up meeting (say 6 months) to see if their needs are met talk 
about the wide range of u3a learning opportunities including Short 
Courses, Shared Learning Projects, Study Days, Summer Schools 

o talk about the Third Age Trust: demonstrate national website, 
how to sign up for the national Newsletter and for the ‘u3a 
Matters’ magazine. 

o briefly explain structure & relationship of the wider u3a: Third 
Age Trust, National Office (not Head Office), Regions, Networks 

o consider Lunch/Tea for the Year Group (after 1 year) - invite 
speakers (e.g. Regional Trustee/LRu3a) to talk about u3a overall 
structure/ developments/general statistics/ Trust Volunteers & 
other support/ opportunities ‘Getting the best out of the wider 
u3a’ 

4.  Make it Easy to Join In 

4.1.  Manage full Groups &  
waiting lists 

o Communicate with the waiting members 

o See if one would be prepared to start up a 2nd equivalent group 

o Explain if there are places available in other similar groups 

4.2.  Interest Groups o Groups Coordinator to talk at monthly meetings about new interest 
groups plus groups with spaces; also provide this information in 
Newsletters, website and social media 
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APPENDIX 2 – SAMPLE WELCOME COMMUNICATION 
THIS IS ONLY ONE EXAMPLE. TAILOR FOR YOUR U3A. 
 

Dear ......................, 

Welcome to ................u3a and thank you for your membership application form and 
payment.  

There are Monthly Meetings, around 80 interest groups, outings and other social events 
for you to choose from.  Your membership is valid immediately so you can now attend 

any of our activities and you can also apply to join any interest groups.  

Membership 

Your membership number is ........, and your membership card is attached. 

Please also find enclosed a copy of our Members Handbook. 

Come and Help 

Our u3a is run by its members for its members. All the Group Coordinators/ Leaders 
and Executive Committee members are volunteers, and we welcome more members 
becoming actively involved in developing our activities. 

 
Do let us have your comments, ideas and suggestions – and constructive criticism; if 

there is anything you are unhappy about our u3a, or you have a complaint, please get 
in touch. 

Our Website 

Do look at our website, ....................... which opens at the Home page, and has up to 
date information on all our groups and events.   

ADD DETAILS / EXPLANATION OF WHT TO FIND ON YOUR WEBSITE 

Clicking on “Groups” you will see the full list of groups running. Click on the group 

you’re interested in and you’ll get more information including how to contact the Group 
Coordinator/ Leader and how to join that group.   

Clicking on “Events’ you will see a listing of the events coming up. Click on each to find 
out more about each one. 

Contact 

If you have been able to provide us with an email address, you will receive weekly 
emails about what’s happening at ................ u3a [and monthly emails with other 
relevant news]. If you have any questions, please do not hesitate to contact me by 

email at this address ............................... or call ....................... 

With best wishes 
 

 
.................................... 
Membership Secretary 
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APPENDIX 3 – SAMPLE INDEX FOR A NEW MEMBERS WELCOME PACK 
THIS IS ONLY ONE EXAMPLE. TAILOR FOR YOUR U3A. 
 
Contents 

1. Welcome to ............ u3a (letter from the Chair) 

2. List of u3a Membership Benefits (local and national) 

3. Brief history of the u3a movement and your u3a 

4. Basic structure of u3a (Trust/National Office/regions/networks) plus a few basic stats 

5. Guidelines for u3a Members - how to contribute; to volunteer and participate. Referencee to 
the Code of Conduct for Members  

6. Information about Interest Groups (see Appendix for list of Groups) 

− How to join an Interest Group 

− Notes on attending an Interest Group meeting or activity 

− Starting a New Group 

7. Information about up-coming Shared Learning Projects in ................. u3a or in the region 

8. Information about upcoming Events 

− ............ u3a Monthly Meetings, Social events, etc. 

− London Region events - Summer School, etc. 

− National u3a events in our area 

9. Information about up-coming Trips and Outings 

10. Executive Committee; who’s who in your u3a 

11. Communication Methods 

− ............ u3a Website 

− Third Age Trust and LRU3A Websites 

− Mass email service (MES) 

− Newsletter (see Appendix for example newsletter) 

12. Beacon Membership System 

13. Data Security and other policies 

14. Welcome gift(s) e.g. pen/pencil/notebook/bookmark/bag, etc 

 

Appendix 

a) List of Groups 

b) Latest Newsletter or Bulletin 
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