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[bookmark: _Toc333482945][bookmark: _Toc504560945][bookmark: _Toc104216702][bookmark: _Ref278802948]purpose of document
This document relates to the organisation of one-off outings and visits (generally outside London) that are open to the iU3A membership as a whole and have been approved by the Executive Committee. Such outings and visits are together referred to below as “Outings”.  It has been created to provide help and guidance to those arranging, or thinking of arranging, an Outing and, whilst much of the document may appear to be about rules, it is intended to be positive and to help organisers avoid potential pitfalls.
There is an iU3A Outings Coordinator who is available to organisers for additional help and consultation if needed. The Outings Coordinator’s email is: outingscoord.iu3a@gmail.com
CURRENTLY NOT CORRECT – NO VOLUNTEER
[bookmark: _Toc504560946]duties and responsibilities of organisers
All Outings require the prior approval of the Executive Committee and they must be organised in accordance with the guidelines for outings issued by the Third Age Trust (TAT). These can be found at https://www.u3a.org.uk/advice/committee-responsibilities/210-social-events-and-travel (you need to create a TAT account before these links will work).  All organisers of Outings need to comply with those guidelines, with the further requirements of this document and with any instructions of the iU3a Outings Coordinator and the Executive Committee. 
The organiser is responsible for all arrangements necessary to make the Outing a success. Some members coming on Outings will need more support than others and the organiser needs to consider the requirements of all members. Some members will not be able to participate on some Outings (for example due to physical demands involved) and the organiser must clearly communicate the demands of the particular Outing to potential participants. We want our Outings to provide fond memories.
[bookmark: _Toc504560947]Insurance
Insurance relating to Outings is a complicated area to which organisers of Outings need to give careful consideration.  
Insurance policies maintained by TAT provide cover for a number of risks, details of which, together with answers to frequently asked questions, can be found in Appendix B or more fully at https://www.u3a.org.uk/advice/insurance-and-safety.
TAT policies do not include personal accident/injury or travel insurance and the organiser must notify all members going on any Outing that they are responsible for their own personal accident/injury insurance and travel insurance in respect of the Outing (see Appendix C).
Particular care needs to be exercised if motor vehicles are to be hired or members’ cars used. Check the exclusions of cover under the TAT insurance policies (in Appendix B). 
[bookmark: _Toc504560948][bookmark: _Hlk500500825]attendance
In order to ensure that coverage under the Third Age Trust insurance policies is not prejudiced, participation in Outings is limited to current members of iU3A and a record must be kept of all those going on the Outing.  
Beacon, the iU3A online members’ system, shows the membership status of all iU3A members and the membership of all those participating in any Outing should be checked against this database. Outings will be set up in Beacon (similar to a Group) with the Outings Coordinator having relevant access rights. For each Outing the Outings Coordinator will then build up the attendance list in Beacon. Or, if the Outing organiser agrees, they can also be set up to have joint Beacon access rights to Outings. Sometimes an Outing will be oversubscribed and the organiser may elect to keep a wait-list. On other occasions the Outing may be undersubscribed and options here include extending the invitation to other U3As. If non-members, for example friends or partners of iU3A members, wish to participate they should first join iU3A.
[bookmark: _Toc504560949]financial considerations
The organiser of any Outing has no authority to incur, and must not incur, any expense or liability on behalf of iU3A without the express authority of the iU3A Treasurer.  
Payment for Outings to an external third party (for example the venue for the outing) can be made by members to that third party either direct or through iU3A.  In either case cheques and cash can be provided in the first instance to the organiser to pass on to the third party or iU3A, but in that case any cheques should be made payable to the third party or iU3A and any cash should be held by the organiser separate from his/her own funds pending payment-on by the organiser. In no circumstances may members’ payments (whether by cash, cheque or otherwise) be paid into the organiser’s own bank account, even if only on a temporary basis.
Where payment for any Outing is to be made by members through iU3A the following will apply:
(i) The organiser should advise the Treasurer well in advance of the Outing of:
· the date of the Outing and
· the date by which any payment to a third party will need to be made
and the organiser should check that the Treasurer foresees no practical difficulty in meeting this timetable before any request is made to members to make payment for the Outing.
(ii) Payments can be made by cash, cheque (cheques should be made out to “Islington U3A”) or online bank transfer.
(iii) The organiser should provide the Treasurer electronically with an Excel spreadsheet listing the names of the members taking part in the Outing and the amount payable by each of them to enable the Treasurer to maintain the necessary financial records in respect of the Outing. 
(iv) Unless otherwise agreed by the Treasurer, the organiser will be responsible for:
· paying into the iU3A bank account all member payments for the Outing other than those payments that are made online direct to that account and
· providing the Treasurer electronically within 24 hours of making each such payment-in with an Excel spreadsheet listing (a) each cheque comprised in the payment-in (including the name of the relevant drawer and the cheque amount) and (b) the total amount of cash paid in with the names of the members who have paid that cash (a pro forma of such a schedule is available from the Treasurer).
The iU3A bank details are:
· Account name:  	
· Sort code:	
· Account number:	
(v) The Treasurer will advise the organiser of all direct bank transfer payments received. The organiser will record the receipt of these payments along with payments by cash or cheque on the composite attendance register.
(vi) No payment can be made by iU3A in respect of the Outing until the full amount to be paid out has been received by iU3A in cleared funds. This means that any payment to iU3A by cheque will only be treated as having been received by iU3A when the cheque has been cleared following its payment into the bank. For this reason direct electronic bank transfer (wire transfer) is the preferred method of payment to iU3A.
(vii) When requesting payment from members in respect of the cost of the Outing, the organiser should make it clear to the members that their payments are non-refundable. In some cases where an Outing is oversubscribed the organiser may keep a waiting list of members who would like to join the Outing should any vacancy occur. The Outings Coordinator will assist in switching the cancelling member and the waiting list member but iU3A will have no responsibility in respect of refunding any monies paid to the cancelling member.
[bookmark: _Toc504560950][bookmark: _Hlk500318424]COMMUNICATIONS, Privacy and Data Protection
Most communications with members about Outings will be by email. All emails about an Outing sent to more than one recipient must use the blind copy facility (bcc) so that email addresses are not revealed. Beacon has the facility for sending emails to members on a blind copy only basis and this facility should be used whenever possible. This would have the advantage of avoiding a member’s email address being visible to other members as a result of an accidental slip up by the organiser when using the organiser’s own email system. 
Where a member who signs up for an Outing does not have email, the Membership Secretary can provide the organiser with alternative contact details. 
It should be noted that members give us their contact and other details solely for iU3A purposes and we have an obligation to ensure that those details are kept confidential. The organiser of any Outing who acquires any such information for the purpose of that Outing should not retain that information after the Outing has taken place.  The key principles of data protection can be found at https://www.u3a.org.uk/advice/data-protection.  An iU3A policy document on Data Protection is being prepared and will be available in the near future for further guidance. 
The information in Appendix C as a minimum should be issued to all Outing attendees prior to the Outing.
[bookmark: _Toc500518885][bookmark: _Toc504560951][bookmark: _Hlk500093431]publicising information About Our outings
It is vital that we inform our members about our Outings. We need to provide clear, well presented and up to date information in the iU3A Bulletin and on the iU3A website.
The twice monthly iU3A Bulletin should contain information about all new proposed Outings.  The Bulletin editor can be contacted by email at Bulletin.editor@islingtonu3a.org. The information should appear at least twice before the date of the Outing to allow all members to be aware and respond accordingly and the organiser of the Outing should send the information to the Bulletin editor in good time to enable this. 
The organiser should also send the information to the iU3A Webmaster at website.manager@islingtonu3a.org for inclusion on the iU3A What’s On web page.
[bookmark: _Toc504560952][bookmark: _Hlk500502512]recording the outing
Organisers are asked to arrange for a number of photos of the Outing to be taken. A brief report of the Outing should also be compiled, either by the organiser or by one of the participants who agrees to take on this task.  Both the photos and the report should be sent to the iU3A Webmaster at website.manager@islingtonu3a.org for possible inclusion on the iU3A web pages.  Note that the organiser must check with each attendee whether the attendee is happy for photographs of him/her to be published in a public forum (see Appendix C).
[bookmark: _Toc504560953]health and safety
The organiser should undertake a simple risk assessment for the Outing. This can be done by using the Form included in Appendix A. A completed copy of this should be sent to the Outings Coordinator prior to the date of the Outing.
[bookmark: _Toc504560954]timeline of activities
The following may help as a checklist for organisers, with the following broad actions being necessary and in the following sequence:
· Obtain approval of the Executive Committee for the proposed Outing, either by direct application or through the Outings Coordinator.
· Develop the proposal. 
· Publicise the proposed Outing to gauge interest.
· If there is adequate interest, finalise the details, including (where payments are to be made through iU3A) clearing the proposed timetable with the iU3A Treasurer.
· Perform a risk assessment and send a copy to the Outings Coordinator.
· Make provisional booking where necessary.
· Provide details of the proposed Outing to the Bulletin editor and to the Webmaster.
· Seek payment by all attendees.
· Finalise booking and make outstanding payments.
· Keep attendees informed of all arrangements well in advance (using Appendix C).
· Have a system for alerting attendees of last minute changes or cancellation.
· On the day, act as leader to ensure all attendees enjoy the Outing.
· Ensure all attendees remain safe.
· Coordinate the preparation of report and photos.
· Advise the Outings Coordinator (who in turn will inform the Executive Committee) of any lessons learnt from the Outing and its organisation.
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Appendix A: iU3A Outings Risk Assessment Form
	U3A NAME
	ISLINGTON

	OUTING NAME
	

	PROPOSED DATE
	

	ORGANISERS NAME
	

	CONTACT PHONE and E-MAIL of ORGANISER
	



	BEFORE THE OUTING (things to be recorded)
	

	Nature of Outing (e.g. Concert visit)
	

	Location being Visited
	

	Planned Date of Outing
	

	Duration (e.g. 1 day or more?)
	

	Type of transport to be used (to / from Outing)
	

	Expected size of group
	

	Internally organised or through external company 
	

	Name of external company (if appropriate)
	

	Is there a wait-list
	

	Any other relevant details
	

	Are there any Covid precautions in place?
	



	BEFORE THE OUTING (things to be considered)
	Yes, No or N/A

	Have all attendees been fully briefed about the Outing?
	

	Is the outing sensitive to weather conditions?
	

	Are there any strenuous activity involved?
	

	Is there walking involved?
	

	If yes, is the walk more than 3 miles?
	

	Is there to be any other form of physical activity?
	

	Are there any on (or over) water activities?
	

	Are specific items of clothing required e.g. walking boots?
	

	Will life jackets be provided / worn?
	

	Is there an overnight stay required?
	

	Does the overnight location have adequate safety features?
	

	Is the access suitable for the group attending the 
activity, especially anybody with limited mobility?
	

	Is wheelchair access adequate?
	

	Are there adequate toilet stops throughout the Outing?
	

	Are there adequate refreshment stops (e.g. access to water) throughout the Outing?
	

	Should participants bring food / water?
	

	Do Covid requirements need to be advised to members attending? 
	



	SUMMARY
	HIGH
	MEDIUM
	LOW

	What level of risk is involved?
	
	
	

	(please describe any specific risks that are important below)

	






	ON THE DAY
	Yes, No or N/A

	Should a first aid kit be taken?
	

	Should a briefing be given before starting out?
	

	List of all attendees available?
	

	Are emergency contact numbers available for all attendees?
	

	Are all members able to cope with the activities?
	

	Is any phoning ahead required e.g. to prepare others for arrival?
	

	Check group numbers frequently throughout the day
	

	
	

	
	



	SIGNED:

	DATE:



Please send a copy of this form once completed but prior to the Outing date, to the Outings Coordinator (or Chair).


Appendix B: Insurance Check List
Most importantly, the Third Age Trust policies do not include personal accident/injury or travel insurance so participants must organise this themselves.
The following insurance cover is available through TAT policies for iU3A events subject to applicable limits of indemnity and policy excesses:
PUBLIC & PRODUCTS LIABILITY: This cover indemnifies all U3A members against all sums you could become legally liable to pay as a result of:
· Accidental injury to or death of any person.
· Accidental loss or damage to material property not belonging to you, which arises or is caused in connection with the ‘business’ of U3As.
Principal exclusions
· The use of motor vehicles in circumstances which require compulsory insurance under the Road Traffic Act.
· Any craft with an engine designed to travel in or through water, air or space.
· Loss or damage to property in the control of the insured.
· Extreme sports.
MONEY COVER
This policy covers U3A cash held in members’ homes, hired premises and in transit. 
Principal exclusions:
· Fraud and dishonesty.
· Loss from unattended vehicles.
· Shortages or errors.
· Loss resulting from the use of a key or combination code from premises outside normal hours.
TOUR OPERATORS’ LIABILITY INSURANCE
This policy has been taken out to provide cover for a group convenor who wishes to organise a short study trip which involves overnight accommodation.
It consists of:
i) Public and Products Liability – which provides indemnity against the legal liability for accidental injury to third parties or loss or damage to their material property arising in connection with the product/event.
Principal exclusions:
· The use of vehicles which require compulsory motor insurance under the Road Traffic Act.
· Any craft with an engine designed to travel in or through water, air or space.
ii) Legal Defence – which provides indemnity for costs arising and costs awarded in connection with the defence of proceedings brought or an appeal against a conviction relating to an alleged offence in the course of the business in respect of Part 11 of the Consumer Protection Act, the Trade Descriptions Act 1968 and the Package, Travel, Package Holiday and Package Tour regulations 1992, where there has been no actual injury or damage.
Principal exclusions:
· Fines or penalties.
· Compensation ordered or awarded by a court.
· Deliberate act or omission.
· Where injury or loss of or damage to property has occurred.
iii) Emergency legal assistance – which provides indemnity to the insured in respect of costs and expenses incurred in providing emergency assistance to the passenger where such passenger suffers bodily injury or in the event of the death of the passenger, the passenger’s legal personal representatives.
iv) Professional indemnity – which provides indemnity to the insured for the legal liability for damages and claimants’ costs and expenses in respect of claims arising for breach of professional duty by reason of neglect, error or omission occurring or committed in good faith. This also includes the cover required for ‘packages’ as defined in the Package Holiday Package Tour and Package Travel Regulations 1992.
Principal exclusions:
· Any claim arising from insolvency or bankruptcy of the insured or any tour operator or supplier of services.
· Dishonesty, fraudulent act or mission.
· Any claim or expenses resulting from the use of any mechanically propelled vehicle, aircraft or watercraft.


Appendix C: Communication to be sent to Attendees
This is a sample set of words to show what should be sent to all potential attendees of an Outing by the particular organiser. Following this template should help iU3A cover itself re liability requirements. 
To all attendees: 
We are glad that you’ve signed up for this Outing and hope that you enjoy it. Some of the following you might know already but I summarise the details of the Outing here.  
We’ll set off on XXX 2018 at XX.YY from WWWW. Please ensure you are at the start point in good time as we can’t wait for late comers. Please ensure you bring with you the necessary items such as (delete or add as necessary): walking boots/ shoes, warm clothing, overnight items, camera, etc. etc.  We’ll be using public transport to get to / from the venue. Please follow directions given by myself and try to keep up with the group.
When we are at the venue please follow all their requirements. Please make yourself acquainted with all fire and safety procedures.  The Third Age Trust policies do not include personal accident/injury or travel insurance therefore you are responsible for your own personal accident/injury insurance and travel insurance in respect of this Outing.  We aim to keep you safe during this Outing. Please assist by following all guidance and instructions given by myself throughout the Outing.
If you have not already, please ensure all payments for the Outing have been submitted. Delete either / or whichever method is being used: 
Payment should be made directly to the third party by cheque to XXX. Their bank details are: MMMMMM.
Payment should be made through iU3A. Cheques and cash should be provided to myself for banking.  Cheques should be made payable to “Islington U3A”. If you are paying direct by online bank transfer the details are: 
· Account name:  	
· Sort code:  	
· Account number: 	
· Reference:	[relevant Outing name] (note it is essential to include this reference with your payment)
All payments for this Outing are non-refundable. If, having paid, you are subsequently unable to attend the Outing, I will endeavour to recover your payment by offering your place to another member and/or by trying to reclaim the money from the provider. But there is no guarantee that any monies will be able to be recovered for you.
We would like to take some photos of the Outing to publish after the event. If you do not want your image used in a public forum, please let me know before the Outing date. 
That’s it – I’m sure we will all enjoy the outing.
Regards, Outings Coordinator
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