Post Convenors’ Training Checklist.
Please keep a check on Group’s membership – add and remove members as appropriate (Membership). The email distribution list will then be up to date without you doing anything else. 
You may decide to allow members to join your Group online and have Beacon send you an email if they do so.
Encourage any member who does not have an email address on Beacon to add their email address to their Personal details, and ask members to keep their personal details up to date on Beacon.

Please arrange with members of your Groups who do not have email / internet access how  you want contact to happen (i.e. you may offer to ring or write to them, you may want  them to ring you, or maybe have someone act as a ‘buddy’ to pass on messages).
In September remind members who are attending your Group to renew their membership. At the end of the renewal period (insert date) remove anyone in red as they have not renewed. 
Amend Calendar entries for Group meetings and events as necessary: Date, venue and / or Programme (Schedule: Edit). ‘Topic’ will show on date line of Calendar and any ‘Details’ will show in drop down box from Calendar.
If you are changing the date of your meeting, please refer to the Calendar to avoid clashes with other Groups.
If a change involves a room booking change please liaise with Groups Coordinator if he/she usually books your room.
Amend the General Information about your Group on Beacon (Details: Information). If you require anything changing on the Cardiff U3A Website – please email comms@cardiffu3a.org.uk. However, please keep this information generic to avoid frequent changes i.e. Topics and programme for meetings should be put on Beacon Calendar.
Encourage your Group members to use the Beacon Calendar if they have access to the internet and highlight that by clicking on the Date line, the Venue and Details for that day’s meeting will show.
Please make use Beacon to create your Register, as and when you wish (suggested once per term).
You may use the Ledger for your own information. This does not feed into the U3A accounts.
If you want any information about your Groups e.g. changes to your programme or any programme information putting into the Newsletter, please email this to comms@cardiffu3a.org.uk. This will NOT happen automatically.
Note on Prospective Members.
[bookmark: _GoBack]Please encourage prospective members to join Cardiff U3A online. Once a member, their name will appear on the drop down list of members and you will be able to add them to your Group. If a new person does not have access to the internet, then please give them a membership form (or ask them to print off from the website, or contact the New Membership secretary if you run out).
N.B. Prospective members are allowed 2 ‘taster’ sessions which may be to the same Group or one visit to two different groups. They should still pay at these sessions. This ‘Two rule’ also applies to visitors from outside of Cardiff, with the exception of the Science Group which runs in Conjunction with Cardiff University and is advertised to the South Wales Network.
