
PORTSDOWN U3A 

RESPONSIBILITIES of COMMITTEE MEMBERS (Trustees) 

To treat Committee business as confidential
To support decisions made in committee regardless of personal opinion
To prepare for committee meetings for instance by reading the relevant papers
To keep the chairman fully informed of developments and communications

To ensure that the Constitution is adhered to;  review  the contents periodically and plan 
any changes necessary.

To comply with Charity and other law
To approve the purchase of assets

To approve the contract with venues regarding hire of halls etc. NB Where a contract witch 
appears to make the hirers appear responsible for all loss or damage, ask for the clause to 
be removed.  If the request fails, as a last resort the contract maybe signed as the clause 
is unenforceable.

To approve the annual accounts prior to being examined by an independent person.
To set a refreshment fee that can be paid to a group host/hostess

To ensure the safety of members’ money and to set limits on spending by debit cards and 
online banking without written authority from a second signatory

To consider the appropriate level of Reserves and endeavour to keep them within these 
limits.

To recommend to members, changes in subscriptions and advise on methods of payment

To remind Members periodically about Gift Aid. Encourage them to complete a Declara-
tion. Remind them from time to time that their details need to be kept up to date and that 
they should check that they pay sufficient tax in the year for which Gift Aid will be claimed.

To plan for succession 

To review all documents as appropriate especially those connected with Privacy.  Review 
who has access to what information and ensure that GLs are aware of what is an appro-
priate communication and what is not.

To ensure that we are compliant with regard to GDPR. 

To appoint and review sub committees ( Annual Lecture and Open Afternoon should be 
done annually) and working groups when required. Subcommittees are required to contain 
a trustee but Working groups are not. The Chairman is ex-officio on all these committees.

To agree Speaker list

To be familiar with the Bye-Laws
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