
​Never​​too​​old​​to​​learn​

​CONVENOR​​GUIDELINES​
​Check​​out​​the​​U3A​​Rotorua​​website​​for​​our​​current​​groups​

​www.u3arotorua.com​

​Interested​​in​​starting​​a​​group?​
​Here​​are​​some​​ideas​​you​​could​​find​​helpful​

http://www.u3arotorua.com/


​How​​do​​Interest​​Groups​​Work?​
​Interest​​Groups​​are​​run​​by​​a​​Convenor.​ ​A​​Convenor​​is​​necessary​​but​​does​​NOT​​have​​to​​be​​a​​subject​
​expert.​ ​A​​Convenor​​is​​an​​organiser;​​you​​get​​people​​together.​ ​You​​may​​not​​know​​a​​lot​​about​​the​
​subject,​​but​​want​​to​​know​​–​​which​​is​​great,​​you​​can​​learn​​along​​with​​your​​other​​group​​members.​
​Several​​of​​our​​groups​​have​​joint​​Convenors​​which​​works​​well.​​Some​​groups​​run​​for​​years​​but​​you​​could​
​choose​​to​​run​​a​​group​​for​​a​​set​​period​​of​​time.​

​U3A​​Committee​​members​​will​​happily​​offer​​advice​​and/or​​support.​​Conveners​​from​​Rotorua​​U3A​​and​
​other​​areas​​throughout​​New​​Zealand​​are​​generally​​willing​​to​​share​​their​​experience.​ ​You​​can​​check​​out​
​the​​U3A​​Rotorua​​website​​for​​committee​​members​​and​​Interest​​Group​​Convenors.​​Check​​out​​other​​U3A​
​websites​​for​​additional​​ideas.​

​A​​group​​can​​start​​with​​just​​3​​or​​4​​people​​and​​as​​Convenor​​you​​choose​​the​​maximum​​size​​of​​the​​group.​

​Some​​of​​our​​different​​Interest​​Group​​styles​
​❖​ ​Members​​present​​information​​at​​each​​meeting​​(eg​​Cities).​

​❖​ ​Members​​present​​at​​several​​meetings​​per​​year​​(eg​​History)​

​❖​ ​Discussion​​groups,​​(eg​​Book​​Groups,​​Writing​​Groups​​and​​Film​​groups)​

​❖​ ​A​​speaker,​​demo​​or​​activity​​with​​questions​​(eg​​Science​​and​​Engineering).​

​❖​ ​Outings​​for​​learning,​​socialising​​and​​experiencing​​(eg​​Visits).​

​❖​ ​Sharing​​an​​activity​​while​​socialising​​(eg​​Art​​and​​Photography)​

​A​​Convenor​​of​​an​​interest​​Group​​will​​coordinate​​members​​to​​work​​together​​to​​learn​​about​​a​​shared​
​interest​​or​​passion.​
​Things​​to​​think​​about​

​❖​ ​What​​will​​be​​the​​focus​​of​​your​​activity?​
​❖​ ​When​​and​​how​​often​​will​​you​​meet?​
​❖​ ​Duration​​of​​meetings​​may​​vary​​from​​one​​hour​​to​​several​​hours​​depending​​on​​the​​activity.​

​Remember​​the​​Convenor​​does​​not​​need​​to​​be​​a​​specialist​​in​​the​​topic,​​they​​are​​an​​organiser​​who​​gets​
​everyone​​together.​​There​​will​​be​​other​​things​​that​​you​​may​​decide​​as​​a​​group.​

​What​​about​​a​​venue?​
​Some​​groups​​meet​​in​​members’​​homes.​ ​Others​​choose​​venues​​in​ ​the​​community.​​Costs​​vary​​from​​no​
​charge​​to​​a​​set​​rate.​​Members​​of​​the​​group​​share​​the​​cost​​of​​a​​venue.​
​Possible​​venues​​include:​​(​​*​ ​Mobility​​access​​)​
​*​​Bridge​​Club​​,​ ​*​​Parksyde,​ ​*​​Mokoia​​Community​​Centre,​ ​*​​Rotorua​​Library,​
​*​​St​​Johns​​Church,​ ​*​​St​​Lukes​​Church,​ ​*​​Todd​​McClay’s​​Office,​ ​Sequoia​​Cafe​
​*​​Commercial​​Travellers​​Club​​-​​membership​​of​​club​​required​​after​​three​​visits.​

​The​​committee​​would​​appreciate​​it​​if​​you​​let​​us​​know​​of​​any​​other​​venues.​ ​These​​can​​then​​be​​shared​
​with​​other​​U3A​​members.​



​How​​can​​the​​Committee​​help​​promote​​your​​group?​

​❖​ ​Write​​a​​promo​​to​​"sell"​​the​​group​ ​(what,​​why,​​when,​​where,​​who​​etc).​ ​This​​will​​be​​distributed​​to​
​all​​U3A​​members.​

​❖​ ​Write​​a​​smaller​​promo,​​up​​to​​75​​words​​and​​provide​​an​​image​​for​​the​​U3A​​Rotorua​​website.​
​❖​ ​Your​​new​​group​​will​​also​​receive​​special​​mention​​in​​the​​next​​U3A​​newsletter​​and​​Forum​​meeting.​

​How​​do​​new​​members​​contact​​you?​
​New​​members​​will​​contact​​you​​directly​​with​​their​​details.​ ​If​​potential​​participants​​are​​not​​already​
​members​​of​​U3A​​Rotorua​​please​​direct​​them​​to​​the​​U3A​​Rotorua​​website.​​www.u3arotorua.com​
​where​​they​​are​​able​​to​​join​​and​​pay​​online.​

​Setting​​up​​the​​first​​and​​subsequent​​get-together​
​For​​your​​records​​keep​​a​​list​​of​​members’​​contact​​details​

​Name​ ​Address​ ​Mobile​​Phone​ ​Landline​ ​Email​

​Jo​​Smith​ ​23​​Smiths​​Road​ ​027​​123​​4567​ ​07​​348​​9012​ ​j.smith@gmail.com​

​It​​is​​best​​to​​remind​​group​​members​​at​​least​​five​​days​​ahead​​of​​the​​monthly/fortnightly​​meeting​​as​
​we​​all​​get​​busy.​ ​If​​you​​wish,​​you​​could​​ask​​for​​replies​​to​​get​​an​​idea​​of​​numbers​​attending​​but​
​you​​do​​not​​need​​to​​keep​​a​​record​​of​​who​​attends​​each​​meeting.​

​Group​​meeting​​costs​

​❖​ ​There​​may​​be​​a​​cost​​for​​the​​room,​​tea/coffee​​and/or​​resources​​such​​as​​photocopies.​
​❖​ ​There​​will​​be​​a​​cost​​for​​outings​​with​​bus​​or​​car​​(eg​​transport,​​fee​​for​​visit,​​entry).​
​❖​ ​It​​is​​important​​that​​the​​Convenor​​is​​not​​out​​of​​pocket,​​the​​group​​will​​share​​the​​costs.​​$5.00​​is​

​generally​​what​​participants​​expect​​to​​pay.​

​The​​Convenor​​will​​be​​asked​​to​​provide​​a​​brief​​update​​on​​their​​group​​for​​each​​newsletter​​which​​is​
​emailed​​to​​Rotorua​​U3A​​members.​ ​This​​is​​another​​great​​way​​to​​promote​​interest​​in​​your​​group​​among​
​other​​U3A​​members.​ ​See​​example​​below.​

​Medieval​​Life​ ​Contact​​:​ ​Eleanor​​or​​Benedict​ ​-​​contact​​ph​​or​​email​

​Meets:​ ​2nd​​&​​4th​​Friday​​9.45​​am​

​Venue:​ ​100​​High​​Street​

​Topic/s:​​Miracle​​plays​​and​​entertainment.​​Please​​join​​us​​for​​compelling​​viewing​​and​​discussion.​

​New​​members​​are​​most​​welcome​

​Advice​​for​​Group​​Outings​
​At​​times​​your​​group​​may​​wish​​to​​go​​on​​an​​outing.​ ​We​​have​​a​​separate​​three​​page​​document​​called​
​Convenor​​Guide​​-​ ​Group​​Outings​​.​​This​​provides​​advice​​along​​with​​an​​Accident/Incident​​report​​should​
​something​​go​​awry.​

​The​​Committee​​members​​of​​U3A​​Rotorua​​look​​forward​​to​​hearing​​from​​you​​with​​your​​ideas.​
​You​​can​​phone,​​email,​​or​​talk​​to​​us​​next​​time​​you​​see​​us.​ ​We​​are​​here​​to​​help.​

http://www.u3arotorua.com/


​Below​​is​​a​​checklist​​you​​might​​find​​helpful​​to​​ensure​​all​​your​​bases​​are​​covered.​
​New​​Idea!​ ​🤔​

​🠫​

​Brainstorm​​your​​idea​

​🠫​

​Aims​​of​​Group​

​🠫​

​Name​​of​​Group​

​🠫​

​Times​​per​​month​

​🠫​

​Day​​of​​week​

​🠫​

​Meeting​​time​​&​​duration​

​🠫​

​Venue​

​🠫​

​Costs​

​🠫​

​Contact​​Committee​

​🠫​

​Outline​​newsletter/website​

​🠫​

​Prepare​​members​​list​

​🠫​

​Ready​​set​​go!​ ​💐​ ​Congratulations​ ​💐​


